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The Executive Board would 
like to welcome all WCA 
community members, 
citizens, and staff. The 
meeting time is dedicated to 
the mission and vision of 
Windsor Charter Academy. 
There is an opportunity during 
Member, Citizen and Staff 
Communications to address 
the Executive Board. 
Discussions of agenda items 
during the course of the 
meeting are limited to the 
board members unless 
otherwise requested by a 
board member.  

VISION STATEMENT 
 
Where students are educated, empowered, and equipped 
to reach their highest potential.   

MISSION STATEMENT 
 
Windsor Charter Academy provides our students with a solid 
academic foundation through our K-8 Core Knowledge and 
our rigorous 9-12 early college high school curricula. Our 
culture empowers our students to achieve academic 
excellence through critical thinking, character 
development, and a love for lifelong learning.  
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Executive Board Minutes to Be Approved at the June Regular Session 
May 24, 2018 

Work Session: 5:30 p.m. 

1.0 Amended Budget 
2.0 Second Read Policies 
3.0 Aims MOU 

1.0 Opening of the Meeting 

Call to Order 
The meeting was called to order at 6:32 p.m. 

Roll Call 
Executive Board Members Present 

Samual Penn, Executive Board President 
Donna James, Executive Board Vice-President (Left at 7:46 p.m.) 
Paige Adams, Executive Board Secretary 
Sherry Bartmann, Executive Board Member 
Carolyn Mader, Executive Board Member 
Matthew Meuli, Executive Board Member 
Jenny Ojala, Executive Board Member 

Kevin Albertsen 
John Feyen 

Staff Present 



 Rebecca Teeples, Executive Director 
SarahGennie Colazio, Finance Director 

 
 
Pledge of Allegiance 
 

 
 
Mission Statement 

 
Windsor Charter Academy provides our students with a solid academic 
foundation through our K-8 Core Knowledge and our rigorous 9-12 early 
college high school curricula. Our culture empowers our students to achieve 
academic excellence through critical thinking, character development, and 
a love for lifelong learning.  
 

 
 
Adoption of Agenda 
A motion to approve the May 24, 2018 Regular Session agenda, moving action 
item Amended Budget to 5.1 and Capital Campaign to 5.2 and pull Policy 
JRA/JRC Student Records/Release of Information Concerning Students out of 
the consent agenda, adding it as action item 5.10 was made by Carolyn Mader 
and seconded by Matt Meuli. Members voted the following: Adams, aye; 
Bartmann, aye; James, aye; Mader, aye; Meuli, aye; Ojala, aye; Penn, aye. The 
motion passed unanimously. 
 

 
 
Adoption of the Minutes 
A motion to approve the April 26, 2018 Regular Session minutes and the May 10, 
2018 Special Session minutes was made by Sherry Bartmann and seconded by 
Donna James. Members voted the following: Adams, aye; Bartmann, aye; 
James, aye; Mader, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. 
 

 
 
2.0  Citizen Communication  
 

 

 
There were six community members that attended the May Regular Session. Two 
members spoke. 



 
Tara Smith shared concerns around the process of selecting substitute teachers 
to ensure that rigor of instruction occurs. She also shared concerns with the 
athletics program and the need for strategic planning that builds our school 
athletic program.  
 
Laura Allman shared concerns around a field trip at the high school and 
communications that occurred. 
 

 
 
3.0  Reports 
 

 

 
Executive Director’s Report  
 

Elementary School Work 
• Excellence in Innovation 

o Students participated in Google Expeditions Pioneer Program.  
Representatives from Google came to our school with all the 
equipment needed to run the Expeditions Augmented Reality 
program for the day.  

• Excellence in Instruction 
o We hosted an AVID in Action visit where 40 administrators and 

teachers came to see how to implement AVID Elementary.  
The AVID Regional Director was so impressed by our school’s 
implementation that they gave us the honor of being an 
AVID Showcase school for the 2018-19 school year. 

o Professional Learning Communities have focused on 
reflecting on end of year data celebrating what has helped 
increase student achievement and our next steps. 

o All certified staff have participated in end of year evaluations. 
• Excellence in Leadership 

o Administrators have observed instructional practices through 
classroom observations and met with each of the new 
teachers individually to support their growth through 
performance plans and goal setting. The elementary 
principal meets monthly with each new teacher to support 
them in the many challenges of being a first-year teacher.  

• Excellence in Culture and Climate 
o Elementary PTC showered us with a week’s worth of yummy 

treats for Teacher Appreciation week. 
o The Sunshine Committee is planning our end of the year FAC 



and Barbeque. 
 
Middle & Early College High School Work 

• Excellence in Instruction  
o The Instruction Council has developed a plan with three 

areas of focus and outlines action steps for the 2018-2019 
school year. The first focus will be training all staff on the data-
team process which will aid in effective data analysis and 
data dialogues amongst all staff. The second focus will be the 
articulation of curriculum maps and expectations across 
grade levels and content areas. The final focus for this council 
will be to provide professional development based on AVID 
and Teach Like a Champion strategies twice throughout the 
year. 

• Excellence in Leadership 
o Katie Blankenbaker has accepted the position of Innovation 

teacher and Innovation coach for the 2018-2019 school year 
and will facilitate the Innovation Council along with Irene 
Nissen. 

o Robyn Koperski will be the teacher leader for the Instruction 
Council along with Jeremy Schriner. 

o Rachel Preece has accepted the position of Induction and 
New Teacher Coach to support our new teaching staff. 
Rachel will facilitate the Induction Council with Hannah 
Mancina. 

o Our new full-time Dean and Valerie Perciante will work 
together to facilitate our Culture and Climate Council next 
year. 

o The MS/HS administrative team has been working to identify 
the grade-level and content area team leads for next year. 

o The teachers will build goals, measures of outcome and 
action steps for next year based on the action steps identified 
in the Unified Improvement Plan and will track progress 
towards this goal through the year. 

 
Technology Work 

• Excellence in Innovation 
o The zSpace Virtual Learning Lab made a stop at the MS/HS 

building on May 2nd. Students from the Elementary and 
MS/HS had the chance to experience this amazing virtual 
reality technology. 

o Equipment to record and live broadcast the graduation 
ceremony on May 17th was purchased and a student run 
videography crew is under development. 



• Excellence in Instruction 
o The MS/HS Innovation Council conducted a staff survey to 

determine professional development needs. A plan for 
directed professional development based on feedback is 
being designed for the 2018-2019 school year. 

• Excellence in Leadership 
o The final quarterly technology volunteer committee meeting 

was held on May 8th. Volunteers discussed methods to 
increase participation for the 2018-2019 school year as well as 
the vision and mission for the committee as it transitions to a 
broader innovation focus. Meeting dates and parent 
technology information night dates were set for the 
upcoming school year and strategies to promote and 
encourage attendance at parent night events were shared. 

• Excellence in Climate and Culture 
o The annual Scholastic Book Fair was held at the Elementary 

school May 2nd-9th and over $6,500 in free books was 
earned our school libraries. 

 
Board Calendar 

 
 

 
 

 
Executive Board Reports 
 

 
 
 Sherry Bartmann, Member 

Date Time Event Location 

May 24th 5:30 p.m. Executive Board Work / Regular Session ES Library 

June 4th-7th 8:00 to 5:00 p.m. Summer Institute Courses MS/HS and ES 

June 14th 5:00 to 9:00 p.m. Board Retreat ES Library 

June 18th 7:00 p.m. District Board of Education Meeting District Building 

June 21st 3:30 p.m. Finance Committee Meeting HS Conf. Room 

June 28th 5:30/6:30 p.m. Executive Board Work / Regular Session ES Library 

July 16th 7:00 p.m. District Board of Education Meeting District Building 

July 26th 5:30/6:30 p.m. Executive Board Work / Regular Session ES Library 



 The activities and meetings Mrs. Bartmann attended this month were 
Coffee with Leadership, the May Special Session of WCA Executive Board, 
the WCA Building and Student Safety Committee Meeting, and a special 
all-staff meeting to announce funding changes for the upcoming school 
year.  She attended the Middle School theater production of STAR STARS 
as well as girls’ soccer, she helped the Ag Club at the WCA Organic 
Garden and traveled to the Denver Aquarium to chaperone the 6th 
grade field trip. Wrapping up the school year, Mrs. Bartmann attended 
the High School Convocation Ceremony, Elementary Field Day/Mayfair, 
MSHS Firebird Fest activities, 8th Grade Continuation, and the first ever 
WCA high school Graduation Ceremony presenting the WCA Class of 
2018! 

 
 

 
 Carolyn Mader, Member 

Carolyn Mader attended the May Special Session, the Education 
Committee meeting, the MS Girls Soccer finals, and an Election 
Committee meeting. She also attended May Fair, 5th grade continuation, 
and the very first ever WCA high school graduation. 
 

 
  
 Matthew Meuli, Member 

Matt Meuli attended the May Special Session, the WCA high school 
graduation, as well as the 8th grade continuation. Matt was able to attend 
the all-staff meeting where celebrations were shared for raises and 
bonuses for the staff. Matt also had the opportunity to attend two Finance 
Committee meetings in May and the May Regular Session. 

 
  
 Jenny Ojala, Member 

Mrs. Ojala continued her work on AR testing with kindergarten students. 
She was able to watch the fifth-grade dress rehearsal of Midsummer 
Night’s Dream. The students did an excellent job with the play. Mrs. Ojala 
was able to attend the third-grade wax museum presentations, which 
were very informative and well done.  She attended a School 
Accountability Meeting where teachers and administration presented on 
the work completed this year to meet goals outlined on the schools’ 
Unified Improvement Plans. Thank you to administration and teachers for 
the hard work put in this year toward these goals. Mrs. Ojala was able to 
attend the Special Session Executive Board meeting on May 10th.  

 
 



 
 Paige Adams, Secretary 

Mrs. Adams attended a production of the MS play, Star Stars.  She also 
attended the Special Session board meeting on May 10th and the Finance 
Committee meetings on May 10th and 17th. She attended the ceremony 
of WCA's first HS graduating class, as well as the 8th grade continuation. 
Mrs. Adams was also able to attend the Town Coffee with the Mayor. 
 

 
 

Donna James, Vice President 
Ms. James attended the April 26 Coffee with Leadership, the 5th grade 
performance of A Midsummer Night's Dream, both performances of Star 
Stars, State History Day at the CU Denver campus, and the SAC meeting.   
 
The 5th grade teacher team did an incredible job with Midsummer Night's 
Dream.  The evening featured singing, a Maypole dance, puppets and 
the actual play.  The children did an outstanding job on with very tough 
material.   
 
Two WCA students were selected to go on to the National History Day 
competition in Washington, D. C.  They have already put in an incredible 
amount of work and will continue to do so.  Mr. Potson continues to help 
them refine their presentations. 
 
The middle school theater class performed Star Stars—a spoof of a classic 
sci-fi movie franchise.  It was very funny and included the usual great 
costumes and enthusiastic cast. 
  
The SAC committee had the privilege of hearing the end of the year 
presentations form our teachers.  It is always good to hear about all the 
great collaboration and innovation happening at each grade level, and 
how it benefits the children. 

 
 

 
Samual Penn, President  
Mr. Penn continued to assist the Board Election Committee as the board 
liaison, meeting with team members and the Director of Innovation to 
finalize plans for the 2018 election. Mr. Penn and Mrs. Teeples met with 
CLCS Leadership and on May 10th. The Board hosted a Special Session 
and also continued efforts on Gym/Auditorium planning and board 
professional development planning. Mr. Penn attended the May 14th 



elementary school band/choir concert and spoke as a part of the 
inaugural Windsor Charter Academy graduating class on May 17th.   
 

 
 
 

 
 
4.0 Items for Information 
 

 

 
4.1 Executive Board Messages of Gratitude 

Sam Penn & Jenny Ojala: Mr. Penn and Mrs. Ojala shared gratitude for the 
work of our Director of Innovation, Irene Nissen. She spent countless hours 
supporting the Election Committee as they implemented the first ever 
online voting platform. 
 

4.2 2018-2019 Raises for Directors and Managers 
 

 
 
5.0 Items for Action 
 

 

 
5.1 Capital Campaign 

The motion to accept the proposal of MPW Strategies for consultant 
services that would include a capital campaign assessment, plan and 
implementation services, as well as case development that would 
increase opportunities for investments for a capital campaign was made 
by Donna James and seconded by Matt Meuli. Members voted the 
following: Adams, aye; Bartmann, aye; James, aye; Mader, aye; Meuli, 
aye; Ojala, aye; Penn, aye. The motion passed unanimously. 
 

5.2 2018-2019 Amended Budget 
The motion to accept the 2018-2019 amended budget was made by 
Donna James and seconded by Jenny Ojala. Members voted the 
following: Adams, aye; Bartmann, aye; James, aye; Mader, aye; Meuli, 
aye; Ojala, aye; Penn, aye. The motion passed unanimously. 
 

5.3 2018-2019 Elementary School Student & Parent Handbook, Second Read 
The motion to approve the 2018-2019 WCA Elementary Student & Parent 
Handbook with revision of absences and tardies to align with current 
policies was made by Sherry Bartmann and seconded by Jenny Ojala. 



The motion was retracted by Sherry Bartmann and Jenny Ojala.  The 
motion to approve the 2018-2019 WCA Elementary Student & Parent 
Handbook on second read was made by Sherry Bartmann and seconded 
by Jenny Ojala. Members voted the following: Adams, aye; Bartmann, 
aye; Mader, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. 

 
5.4 2018-2019 Elementary School Staff Handbook, Second Read 

The motion to approve the 2018-2019 WCA Elementary Staff Handbook on 
second read was made by Sherry Bartmann and seconded by Matt 
Meuli. Members voted the following: Adams, aye; Bartmann, aye; Mader, 
aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed unanimously. 

 
5.5 2018-2019 Middle School Student & Parent Handbook, Second Read 

The motion to approve the 2018-2019 WCA Middle School Student & 
Parent Handbook with the revision to align tardies and absences to align 
with current policy JE on second read was made by Sherry Bartmann and 
seconded by Matt Meuli. Members voted the following: Adams, aye; 
Bartmann, aye; Mader, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion 
passed unanimously. 
 

5.6 2018-2019 Early College High School Student & Parent Handbook, Second 
Read 
The motion to approve the 2018-2019 WCA Early College High School 
Student & Parent Handbook with the revision to align tardies and 
absences to align with current policy JE on second read was made by 
Sherry Bartmann and seconded by Jenny Ojala. Members voted the 
following: Adams, aye; Bartmann, aye; Mader, aye; Meuli, aye; Ojala, 
aye; Penn, aye. The motion passed unanimously. 

 
5.7 2018-2019 WCA Middle & High School Staff Handbook, Second Read 

The motion to approve the 2018-2019 WCA MS/HS Staff Handbook with 
the revision to align tardies and absences to align with current policy JE 
on second read was made by Sherry Bartmann and seconded by Matt 
Meuli. Members voted the following: Adams, aye; Bartmann, aye; Mader, 
aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed unanimously. 

 
5.8 2018-2019 WCA Middle & High School Athletics Handbook, Second Read 

The motion to approve the 2018-2019 WCA MS/HS Athletics Handbook on 
second read was made by Sherry Bartmann and seconded by Jenny 
Ojala. Members voted the following: Adams, aye; Bartmann, aye; Mader, 
aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed unanimously. 
 

5.9 2018-2019 Aims Memorandum of Understanding 



The motion to approve the 2018-2019Aims Memorandum of 
Understanding for the early college high school was made by Carolyn 
Mader and seconded by Matt Meuli. Members voted the following: 
Adams, aye; Bartmann, aye; Mader, aye; Meuli, aye; Ojala, aye; Penn, 
aye. The motion passed unanimously. 
 

 
5.10  Policy JRA/JRC Student Records/Release of Information Concerning 

Students, Second Read 
The motion to table the approval Policy JRA/JRC Student 
Records/Release of Information Concerning Students for second read at 
the June Regular Session was made by Jenny Ojala and seconded by 
Matt Meuli. Members voted the following: Adams, aye; Bartmann, aye; 
Mader, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. 
 

 
 
6.0 Consent Agenda 
 

 

 
6.1 Personnel 
 
Appointments 

• Katherine Ericson: Elementary Teacher 
• Julie Pederson: Elementary Teacher 
• Casey Foreman: Elementary Teacher 
• Rebecca Hawkins: Elementary Teacher 
• Jocelyn Lacy: Elementary Teacher 
• Brianna Benson: Elementary Teacher 
• Daina Faling: Elementary Teacher 
• Jennifer Birks: Elementary Teacher 
• Susan Ernst: Elementary Math Enrichment/Intervention Teacher 
• Waneen White: Spanish Teacher 
• Brandon Stone: History Teacher 
• Jennifer Cotter: Environmental Science Teacher 
• Brett Morley: Elementary Counselor 
• Rick Schmitz: Paraprofessional & Basketball Coach 
• Amy Overton: Paraprofessional 

 
Non-Renewals/Resignations 

• Maureen Byers: Food Services 
• Kayci Bass: Elementary Teacher 



• Carly Jurgensmeier: Elementary Teacher 
• Lynne Post, Athletic Director 

 
 

 
6.2 Second Read Policies 

• Policy EGA Electronic Signatures 
• Policy EGAEA Electronic Communication 
• Policy EHB Records Retention 
• Policy GBEE Appropriate Use of Windsor Charter Academy and Personal 

Technology by Non-Student Stakeholders 
• Policy GBEEA Use of Social Media for School-Related Purposes 
• Policy JRCB Privacy and Protection of Confidential Student Information 
• Policy JRCB-R Privacy and Protection of Confidential Student Information 

Regulation 
• Policy JS Appropriate Use of Windsor Charter Academy and Personal 

Technology by Students 
 

 
 
6.3 Financial Report 
 

 
 
A motion was made to approve the Consent Agenda was made by Matt Meuli 
and seconded by Paige Adams. The members voted the following: Adams, aye; 
Bartmann, aye; Mader, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion 
passed unanimously. 
 

 
 
7.0 Executive Session 
 

 
There was no Executive Session. 
 
An Executive Board of Education, upon the affirmative vote of a quorum 
present, may convene in executive session at a regular or special meeting. The 
Executive Board is not allowed to adopt any proposed policy, resolution, 
regulation, or take any formal action at an executive session that is not open to 
the public. Prior to convening in executive session, the Executive Board is 
required to refer to the specific citation to statute authorizing it to meet when it 
announces the session. The Executive Board may hold an executive session to: 
 



• Conduct discussions regarding the purchase, acquisition, lease, 
transfer, or sale of property, C.R.S. §24-6-402(4)(a) 

• Conduct conferences with the Schools’ attorney for receiving legal 
advice on a particular matter, C.R.S.§24-6-402(4)(b) 

• Discuss matters which are required to be kept confidential by federal 
or state law, rules, or regulations. In such cases, the Executive Board 
must announce the specific citation of the law, rule, or regulation 
which provides for confidentiality, C.R.S. §24-6-402(4)(c) 

• Discuss security arrangements or investigations, C.R.S. §24-6-402(4)(d) 
• Conduct discussions regarding the charter’s position, strategies, and 

bargaining instructions regarding collective bargaining negotiations, 
C.R.S. §24-6-402(4)(e) 

• Discuss personnel matters, subject to the limitations discussed below. If 
the employee who is the subject of the discussions desires the 
discussions occur in open meeting, the discussions must be held in 
open meeting, C.R.S. §24-6-402(4)(f) 

• To consider any documents which are protected from disclosure by 
the Colorado Open Records Act, C.R.S. §24-6-402(4)(g) 

• Discuss individual students where public disclosure would adversely 
affect the person or persons involved, C.R.S. §24-6-402(4)(h) 

 
 

 
8.0 Adjournment 
 

 
 
A motion to adjourn the May 24, 2018 Regular Session was made by Sherry 
Bartmann and seconded by Jenny Ojala. The members voted the following: 
Adams, aye; Bartmann, aye; Mader, aye; Meuli, aye; Ojala, aye; Penn, aye. The 
motion passed unanimously. The meeting adjourned at 8:03 p.m.  
 
 



 
 

 
Appendix 

 
 
 

  



 
 

 
1.0  April 26, 2018 Regular Session Minutes 
 

 
 
 
    
 
 
 
 

 
Executive Board Regular Session 
April 26, 2018 

 
 
Work Session: 5:30 p.m. 
 

 

 
2.0 MS/HS Marquis Discussion 
3.0 Auditorium & Gymnasium Plans 

 
 

 
1.0  Opening of the Meeting  
 

 

 
Call to Order 
The meeting was called to order at 6:30 p.m. 

 
 
Roll Call 

Executive Board Members Present 
Samual Penn, Executive Board President 
Donna James, Executive Board Vice-President 
Paige Adams, Executive Board Secretary 
Sherry Bartmann, Executive Board Member 
Matthew Meuli, Executive Board Member 
Jenny Ojala, Executive Board Member  

  
Executive Board Members Absent 



  Carolyn Mader, Executive Board Member 
 
 

Staff Present 
 Rebecca Teeples, Executive Director 
 Jamie Zink, Executive Director Administrative Assistant 

SarahGennie Colazio, Finance Director 
 

 
Pledge of Allegiance 

 
 
Mission Statement 

 
 
Adoption of Agenda 
A motion to approve the April 26, 2018 Regular Session agenda, with Policy IKF Graduation 
Requirements moved from the Consent Agenda and added as item 5.22 and adding item 
5.23 Election Committee Online Voting was made by Donna James and seconded by Matt 
Meuli. Members voted the following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; 
Ojala, aye; Penn, aye. The motion passed unanimously. 
 

 
 
Adoption of the Minutes 
A motion to approve the March 8, 2018 Special Session minutes and the March 22, 2018 
Regular Session minutes was made by Jenny Ojala and seconded by Donna James. 
Members voted the following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, 
aye; Penn, aye. The motion passed unanimously. 
 

 
 
2.0  Citizen Communication  
 

 

 
There were 4 parent stakeholders present.  No parent stakeholders spoke. 
 

 
 
3.0  Reports 
 

 

 
Executive Director’s Report 
 Boy Scout Charter 

We are truly proud of our charter with the Long Peaks Council for Pack 199, that was 
recently renewed. This is the second year for the Lions pilot program with our 
kindergarteners. Pack 199 received the Journey to Excellence Gold status as a peak 
performing unit. Of its 29 members, 26 are advancing. They have participated in a 



variety of service projects, such as planting 24 trees for Windsor Charter Academy, 
collecting 660 pounds of food, and other service projects such as the Special Olympics 
basketball tournament, cleanup at the Poudre River, and staking flags at the Memorial 
Day cemetery. Over 237 hours of service was completed by the Pack in 2017.  

 
Elementary School Work 

• Excellence in Innovation 
o Students participated in Google Expeditions Pioneer Program.  

Representatives from Google came to our school to with all the 
equipment needed to run the Expeditions Augmented Reality program for 
the day.  

• Excellence in Instruction 
o A Math Curriculum Adoption Committee has been formed to review math 

curricula for a possible adoption in the 2019-20 school year. The teachers 
working on the committee will present to the Education Committee in the 
fall.  

o The AVID Site team is preparing for our AVID in Action Showcase in May.   
• Excellence in Leadership 

o Our 4th and 5th grade teachers along with the AVID site team are 
preparing to host an AVID showcase to share with others how to 
implement AVID at the elementary level. 

• Excellence in Culture and Climate 
o The Sunshine Committee is planning our end of the year FAC and 

Barbeque. 
o Teachers created action items for the priority performance challenges 

identified from the staff survey. 
 
Middle & Early College High School Work 

• Excellence in Innovation 
o The Innovation Council has developed the survey to determine the level 

of technology and innovation implementation and needs for additional 
training. They will administer this to staff in the next month and 
administration will use this data to plan professional development for next 
year. 

• Excellence in Instruction  
o Based on teacher feedback the MS/HS leadership team has developed 

professional development offerings for the Summer Institute and 
imbedded professional development which will align with the needs of 
staff. 

o The Instruction Council analyzed grading practices across the middle 
school and high school to ensure that they align with the mission of the 
school, vision of the school, foundation in best practices and are 
consistent for students. Part of this work included an analysis of how 
teachers use rubrics to assess student work. 

• Excellence in Leadership 
o The teachers and administration had a productive and solution-seeking 

third quarter Teacher Council. 



o Leadership and counselors have been working to develop the master 
schedule for next year that will provide the optimal fit for the vision of the 
school and student course requests. 

o The MS/HS administrative team has been working with the high school 
teaching staff to plan the first WCA Early College High School graduation. 

• Excellence in Culture and Climate 
o Staff are working to empower student leaders to further develop a deep 

culture of kindness and resilience to bullying behavior based on our 8 Keys 
of Excellence. 

o The Culture and Climate Council are now working with student leadership 
groups to further develop a culture of respect and kindness amongst all 
students. 

 
Technology Work 

• Excellence in Innovation 
o An initial curriculum map for Cultural Literacy was developed. This 

information will be presented to the education committee on April 25th. 
o Planning for the transition for technology specials to innovation lab is 

underway. 
o A Google Expeditions demonstration was held at the Elementary school 

on April 9th. All elementary grade levels had the opportunity to 
participate in this immersive experience. 

• Excellence in Instruction 
o A survey for MS/HS teachers on technology competency, understanding 

and professional development needs is being developed by the 
innovation council. Results will be analyzed during the May meeting & 
targeted PD for the 2018-2019 school year will be developed based on 
needs. 

• Excellence in Leadership 
o Enrollment for an Innovation Leadership Academy program for teachers 

during the 2018-2019 school year has begun. 
• Excellence in Climate and Culture 

o The annual Scholastic book fair will be held at the Elementary school May 
2nd-9th. 
 

Board Calendar 
 
 

Date Time Event Location 

April 26th-27th 8:15  to 10:30 a.m. Kindergarten Continent Celebration Classroom 

April 27th 8:05 a.m. Coffee with Leadership MS/HS Media Center 

April 27th 2:30 to 2:50 p.m. 1st Grade Author’s Tea Ms. Buhring’s Classroom 

April 27th 6:00 p.m. 5th Grade Midsummer Night’s Dream Play ES Gym 

May 1st 6:00 p.m. NJHS Induction Ceremony MS Commons & Gym 

May 1st 4:00 to 5:00 p.m. 3rd Grade Wax Museum 3rd Grade Classrooms 



May 2nd 8:00 a.m. MS/HS Volunteer Appreciation Breakfast MS/HS Media Center 

May 3rd-May 10th 
 

Scholastic Book Fair and ES Art Show ES Classroom C and D 

May 4th-May 5th 7:00 p.m. Middle School Play ES Stage 

May 7th 3:30 p.m. SAC Committee ES Library 

May 8th 6:00 p.m. HS PTC Booster Meeting HS Conference Room 

May 8th 5:30 to 7:00 p.m. Quarterly Tech Committee Meeting MS/HS 

May 10th 3:30-4:30 p.m. ES Volunteer Appreciation Dessert Bar ES Gym  

May 10th 6:00 p.m. MS/HS Band & Choir Concert MS/HS Gym 

May 10th 5:30 p.m. WCA Board Special Session ES Library 

May 12th 8:30 to 2:00 p.m. Rubik’s Cube Competition MS/HS Gym 

May 14th 8:15 a.m. ES PTC Meeting ES Cafeteria 

May 14th 3:30 p.m. Student and School Safety Committee Meeting ES Library 

May 16th 8:00 a.m. MS PTC Meeting MS Conference Room 

May 17th 7:00 p.m. WCA Graduation Ceremony MS/HS Gym 

May 17th 2:00 p.m. Finance Committee Meeting HS Conference Room 

May 21st 8:30 a.m. ES PBIS Assembly ES Gym 

May 21st 7:00 p.m. Weld Re-4 District Board Meeting District Office 

May 22nd All Day ES Field Day/ May Fair/ Board Voting WCA ES Building 

May 23rd 8:30 to 9:20 a.m. 5th Grade Continuation ES Gym 

May 23rd 1:30 to 3:00 p.m. MS Talent Show MS/HS  Gym 

May 23rd 2:00 p.m. 5th Grade Transition to MS MS/HS Gym 

May 23rd 5:00 p.m. 8th Grade Continuation MS/HS Gym 

May 24th 8:00 to 11:30 a.m. MS/HS Firebird Fest Diamond Valley/WCA 

May 24th 
 

Last Day of School--Early Dismissal @ 11:30 a.m. MS/HS and ES 

May 24th 5:30 p.m. Executive Board Work / Regular Session ES Library 
 

 
 
Executive Board Reports 
 

 
 
 Sherry Bartmann, Member 

Mrs. Bartmann has been attending the WCA HS Booster Club Prom Planning meetings 
and gathering supplies and decorations for an incredible Enchanted Forest theme for 
our WCA students attending the 2018 Prom!  She has also attended the MS girls’ 
basketball banquet, WCA Building and Student Safety Committee Meeting as well as 
the bi-annual parent membership meeting in April.  A highlight for the month was 



attending the 4th Annual WCA Gala - Benefit Under the Big Top. What a fun night with 
our WCA family! 
 

 
 
 Carolyn Mader, Member 
 Mrs. Mader attended an Election Committee meeting, an Education Committee 

meeting, and the bi-annual parent membership meeting in April. She also had the 
privilege of attending four middle school girls’ soccer games.  

 
 

  
 Matthew Meuli, Member 

Mr. Meuli attended the bi-annual parent membership meeting in April, the WCA Under 
the Big Top Spring Benefit, and the April Financial Committee meeting.  

 
  
 Jenny Ojala, Member  

This month, Mrs. Ojala attended the Board Work Session with the Weld RE-4 District 
Board.  This is the first of many quarterly meetings that will allow the WCA and District 
Boards to collaborate and share information.  Mrs. Ojala also attended the bi-annual 
parent membership meeting and the WCA Spring Benefit Under the Big Top.  She 
continued her work on AR testing with Mrs. Speck's kindergarten class.   

 
 

 
 Paige Adams, Secretary 

Mrs. Adams attended two MS AVID classes on March 28th, in which the Honorable 
Judge Schoon, a Larimer County Court Judge, presented career information to 
students and answered questions.  She also attended the April 12th bi-annual parent 
membership meeting, the WCA Under the Big Top Spring Benefit, and the April 19th 
Finance Committee meeting as board liaison.  The Finance Committee reviewed and 
approved March financial statements. 

 
 

 
Donna James, Vice President 
Ms. James attended Coffee with Leadership on March 23rd.  She was present at 
National History Day regionals on March 24th at UNC.  The eighth-grade students had 
remarkable success, sending 20+ students on to the state competition.  Ms. James also 
attended the MS girls' basketball banquet, the elementary school honor roll assembly 
and the bi-annual parent membership meeting in April. 

 
 

 
Samual Penn, President  
Mr. Penn attended several meetings this last month—the Windsor Charter Academy 
Building Corporation, bi-annual parent membership meeting. He also worked with 



members of the Elections Committee and Gym/Auditorium Planning Committee. He 
attended the Spring Benefit. He worked in finalizing the Executive Director 
contract.  Mr. Penn has also continued efforts to review the bylaws, handbooks, and 
Policies, in addition to researching and sharing dialogue about board 
communications and 2018-2019 Executive Board goals. 
 

 
 
9.0 Items for Information 
 

 

 
9.1 Executive Board Messages of Gratitude 

Paige Adams: Mrs. Adams would like to thank Judge Schoon for taking time from his 
courtroom to share his experiences and knowledge about being an attorney, a judge 
and the field of law with our students and answering student questions.  Mrs. Adams 
also recognizes and expresses gratitude to Jaime Zink, Executive Director 
Administrative Assistant, for all she does for the school and for the board.  Among 
other things, her knowledge, efficiency, patience, grace, infectious smile, diligence, 
and organizational skills are very much appreciated. 
 
Jenny Ojala: Mrs. Ojala would like to thank the Spring Benefit Planning Committee for 
an excellent job this year.  The event was so well put together.  The immense amount 
of time, effort, and energy spent to pull off the event did not go unnoticed.  Thank 
you! 

 
 
10.0 Items for Action 
 

 

 
10.1 Approval of the 2019-2020 WCA School Calendar 

The motion to approve the 2019-2020 WCA school calendar was made by Donna 
James and seconded by Matt Meuli. Members voted the following: Adams, aye; 
Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. 
 

10.2 Policy EGA Electronic Signatures, First Read 
The motion to approve Policy EGA Electronic Signatures on first read was made by 
Donna James and seconded by Sherry Bartmann. Members voted the following: 
Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The 
motion passed unanimously. 
 

10.3 Policy EGAEA Electronic Communication, First Read 
The motion to approve Policy EGAEA Electronic Communications on first read was 
made by Sherry Bartmann and seconded by Donna James. Members voted the 
following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. 
The motion passed unanimously. 

 
10.4 Policy EHB Records Retention, First Read 



The motion to approve Policy EHB Records Retention on first read was made by Paige 
Adams and seconded by Donna James. Members voted the following: Adams, aye; 
Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. 
 

10.5 Policy GBEE Appropriate Use of Windsor Charter Academy and Personal Technology 
by Non-Student Stakeholders, First Read 
The motion to approve Policy GBEE Appropriate Use of Windsor Charter Academy and 
Personal Technology by Non-Student Stakeholders on first read was made by Donna 
James and seconded by Jenny Ojala. Members voted the following: Adams, aye; 
Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. 

 
10.6 Policy GBEEA Use of Social Media for School-Related Purposes, First Read 

The motion to approve Policy GBEEA Use of Social Media for School-Related Purposes 
on first read was made by Donna James and seconded by Jenny Ojala. Members 
voted the following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; 
Penn, aye. The motion passed unanimously. 

 
10.7 Policy JRA/JRC Student Records/Release of Information Concerning Students, First 

Read 
The motion to approve Policy JRA/JRC Student Records/Release of Information 
Concerning Students on first read was made by Donna James and seconded by 
Paige Adams. Members voted the following: Adams, nay; Bartmann, nay; James, nay; 
Meuli, nay; Ojala, nay; Penn, aye. The motion does not pass. 

 
10.8 Policy JRCB Privacy and Protection of Confidential Student Information, First Read 

The motion to approve Policy JRCB Privacy and Protection of Confidential Student 
Information on first read was made by Donna James and seconded by Jenny Ojala. 
Members voted the following: Adams, aye; Bartmann, aye; James, absent; Meuli, aye; 
Ojala, aye; Penn, aye. The motion passed unanimously. 

 
10.9 Policy JRCB-R Privacy and Protection of Confidential Student Information Regulation, 

First Read 
The motion to approve Policy JRCB-R Privacy and Protection of Confidential Student 
Information Regulation on first read was made by Paige Adams and seconded by 
Sherry Bartmann. Members voted the following: Adams, aye; Bartmann, absent; 
James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed unanimously. 

 
10.10 Policy JS Appropriate Use of Windsor Charter Academy and Personal Technology by 

Students, First Read 
The motion to approve Policy JS Appropriate Use of Windsor Charter Academy and 
Personal Technology by Students on first read was made by Donna James and 
seconded by Jenny Ojala. Members voted the following: Adams, aye; Bartmann, nay; 
James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed. 
 

10.11 2018-2019 WCA Elementary Student & Parent Handbook, First Read 



The motion to approve the 2018-2019 WCA Elementary Student Parent Handbook on 
first read was made by Sherry Bartmann and seconded by Donna James. Members 
voted the following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; 
Penn, aye. The motion passed unanimously. 

 
10.12 2018-2019 WCA Elementary Staff Handbook, First Read 

The motion to approve the 2018-2019 WCA Elementary Staff Handbook on first read 
was made by Sherry Bartmann and seconded by Matt Meuli. Members voted the 
following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. 
The motion passed unanimously. 

 
10.13 2018-2019 WCA Middle School Student & Parent Handbook, First Read 

The motion to approve the 2018-2019 WCA Middle School Student Parent Handbook 
on first read was made by Paige Adams and seconded by Jenny Ojala. Members 
voted the following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; 
Penn, aye. The motion passed unanimously. 
 

10.14 2018-2019 WCA Early College High School Student & Parent Handbook, First Read 
The motion to approve the 2018-2019 WCA Early College High Student Parent 
Handbook on first read was made by Donna James and seconded by Jenny Ojala. 
Members voted the following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; 
Ojala, aye; Penn, aye. The motion passed unanimously. 

 
10.15 2018-2019 WCA MS/HS School Staff Handbook, First Read 

The motion to approve the 2018-2019 WCA MS/HS Staff Handbook on first read was 
made by Sherry Bartmann and seconded by Jenny Ojala. Members voted the 
following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. 
The motion passed unanimously. 

 
10.16 2018-2019 WCA MS/HS Athletics Handbook, First Read 

The motion to approve the 2018-2019 WCA MS/HS School Athletics Handbook on first 
read was made by Jenny Ojala and seconded by Donna James. Members voted the 
following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. 
The motion passed unanimously. 

 
10.17 Contract for Classroom Carpet Replacement 

The motion to approve the contract bid for carpet replacement from Skip’s Carpet 
Service was made by Jenny Ojala and seconded by Matt Meuli. Members voted the 
following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. 
The motion passed unanimously. 
 

10.18 Contract for 2018-2019 HVAC Maintenance 
The motion to approve the 2018-2019 HVAC maintenance contract from Air Experts 
was made by Donna James and seconded by Jenny Ojala. Members voted the 
following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. 
The motion passed unanimously. 
 

10.19 2018-2019 Addendum to Student Fees for Aims Community College Classes 



Aims Community College outlined an administrative fee for all high school students 
that are taking college classes.  The fee applies per semester, rather than per year. The 
motion to approve the addendum to student fees to include early college student 
fees for Aims Community College classes per semester was made by Jenny Ojala and 
seconded by Donna James. Members voted the following: Adams, aye; Bartmann, 
aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed unanimously. 

 
10.20 Conceptual Plans for Future Auditorium and Gymnasium 

The motion to approve the conceptual plans for the future auditorium and gymnasium 
was made by Donna James and seconded by Jenny Ojala. Members voted the 
following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. 
The motion passed unanimously. 

 
10.21 Performance-Based Pay Teacher Program 

It is the recommendation to the Executive Board to approve a 5% bonus, totaling 
$18,400 for 8 participants in our Performance-Based Pay Teacher Program. Distributed 
equally, each participant would receive $2,300 in June 2018. The motion to approve a 
5% bonus, totaling $18,400 for 8 participants in our Performance-Based Pay Teacher 
Program was made by Jenny Ojala and seconded by Sherry Bartmann. Members 
voted the following: Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; 
Penn, aye. The motion passed unanimously. 
 

10.22 Policy IKF Graduation Requirements, Second Read 
The motion to approve Policy IKF Graduation Requirements on second read was 
made by Jenny Ojala and seconded by Donna James. Members voted the following: 
Adams, aye; Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The 
motion passed unanimously. 
 

10.23 Election Committee Online Voting Recommendation 
The motion to approve online voting for the 2018 Board elections was made by Jenny 
Ojala and seconded by Paige Adams. Members voted the following: Adams, aye; 
Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. 
 

 
 
11.0 Consent Agenda 
 

 

 
11.1 Personnel 
 
Appointments 

• Heather Klein, Elementary Teacher 
• Randi Stine, MS/HS Math Teacher 
• Stephanie Haehn, MS/HS Science Teacher 
• Jamie Thornhill, MS/HS English Teacher 
• Julia Cronkite, MS/HS PE Teacher 
• Raliegh Schilling, MS/HS History Teacher 



• Garth Moline, MS/HS Music Teacher 
• Gina Bindel, Elementary Paraprofessional 
• Sam Porter, Lunchroom Monitor 
• Tina Kolb, Lunchroom Monitor 

 
Transfers 

• Jessica Wilson, Elementary Dean of Students from Elementary Classroom Teacher 
 
Non-Renewals/Resignations 

• Emily Land, Director of Community Relations 
• Amy Taylor, Elementary Dean of Students/Counselor 
• Amy Northup, Elementary Teacher 
• Anne Boward, Elementary Teacher 
• Olivia Womack, Elementary Teacher 
• Tammy Torres, Elementary Teacher 
• Rachel Vargas, MS/HS Spanish Teacher 
• Sarah Maus, MS/HS Math Teacher 
• Nate Potson, MS/HS History Teacher 
• Lisa Girardi, MS/HS Psychology Teacher 
• Lindsay Yackey, Elementary Paraprofessional 
• Jackie Schaefer, Elementary Media Paraprofessional 
• Joe Espinosa, Facilities Staff 

 
 

 
11.2 Second Read Policies 

• Policy EE Transportation 
• Policy JFABD, Homeless Students 
• Policy JFABD-R Homeless Students Regulation 

 
 

 
 
11.3 Financial Report 
 

 
 
A motion to approve the Consent Agenda, as outlined was made by Donna James. The 
motion was seconded by Jenny Ojala. The members voted the following: Adams, aye; 
Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. 
 

 
 
12.0 Executive Session 
 

 

 



A motion to enter into an Executive Session was made by Donna James, based on the 
following citation: 
 

• Discuss individual students where public disclosure would adversely affect the person 
or persons involved, C.R.S. §24-6-402(4)(h) 

 
The motion was seconded by Jenny Ojala. The members voted the following: Adams, aye; 
Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously.  The Executive Session began at 9:29 p.m. and closed at 9:43 p.m. 
 
 
An Executive Board of Education, upon the affirmative vote of a quorum present, may 
convene in executive session at a regular or special meeting. The Executive Board is not 
allowed to adopt any proposed policy, resolution, regulation, or take any formal action at 
an executive session that is not open to the public. Prior to convening in executive session, 
the Executive Board is required to refer to the specific citation to statute authorizing it to 
meet when it announces the session. The Executive Board may hold an executive session to: 
 

• Conduct discussions regarding the purchase, acquisition, lease, transfer, or sale of 
property, C.R.S. §24-6-402(4)(a) 

• Conduct conferences with the Schools’ attorney for receiving legal advice on a 
particular matter, C.R.S.§24-6-402(4)(b) 

• Discuss matters which are required to be kept confidential by federal or state law, 
rules, or regulations. In such cases, the Executive Board must announce the specific 
citation of the law, rule, or regulation which provides for confidentiality, C.R.S. §24-
6-402(4)(c) 

• Discuss security arrangements or investigations, C.R.S. §24-6-402(4)(d) 
• Conduct discussions regarding the charter’s position, strategies, and bargaining 

instructions regarding collective bargaining negotiations, C.R.S. §24-6-402(4)(e) 
• Discuss personnel matters, subject to the limitations discussed below. If the 

employee who is the subject of the discussions desires the discussions occur in open 
meeting, the discussions must be held in open meeting, C.R.S. §24-6-402(4)(f) 

• To consider any documents which are protected from disclosure by the Colorado 
Open Records Act, C.R.S. §24-6-402(4)(g) 

• Discuss individual students where public disclosure would adversely affect the 
person or persons involved, C.R.S. §24-6-402(4)(h) 

 
 

 
13.0 Adjournment 
 

 

 
A motion to adjourn the April 26, 2018 Regular Session meeting was made by Donna James. 
The motion was seconded by Jenny Ojala. The members voted the following: Adams, aye; 
Bartmann, aye; James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. The meeting adjourned at 9:44 p.m.  
  



 
 

 
2.0 May 10, 2018 Special Session Minutes 
 

 
 
 
 
 
 
 
 
 
Executive Board Minutes 
May 10, 2018 

 
 
1.0  Opening of the Meeting  
 

 

 
Call to Order 
The meeting was called to order at 5:38 p.m. 

 
 
Roll Call 

Executive Board Members Present 
Samual Penn, Executive Board President 
Donna James, Executive Board Vice-President 
Paige Adams, Executive Board Secretary 
Sherry Bartmann, Executive Board Member 
Carolyn Mader, Executive Board Member (Arrived at 5:49 p.m.) 
Matthew Meuli, Executive Board Member 
Jenny Ojala, Executive Board Member 

 
Staff Present 
 Rebecca Teeples, Executive Director 

SarahGennie Colazio, Finance Director 
 

 
Pledge of Allegiance 
 

 



 
Mission Statement 
 

 
 
Adoption of Agenda 
A motion to approve the May 10, 2018 Special Session agenda was made by Matt Meuli and 
seconded by Donna James. Members voted the following: Adams, aye; Bartmann, aye; 
James, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed unanimously. 
 

 
 
2.0  Citizen Communication  
 

 

 
There were no citizens present at the session. 
 

 
 
3.0       Items for Information 
 

 

 
3.1   2018-2019 Rural School and Per Pupil Funding 

 
 

 
4.0 Items for Action 
 

 
 
4.1  Salary Adjustment for Certified Staff Hired for the 2015-2016 School Year 

It is recommended that the Executive Board approve a one-time adjustment for 
certified staff hired for the 2015-2016 school year. When the Executive Board approved 
an increase in the base salary schedule in 2016-2017, it created an anomaly for one 
group of teachers that were hired during the 2015-2016 school year. They made less 
than the incoming group of teachers. To rectify this, those teachers would receive an 
increase in salaries that would align with their colleagues. This one-time adjustment 
totals $27,000. 
 
The motion to approve a one-time adjustment for certified staff hired for the 2015-2016 
school year was made by Donna James and seconded by Jenny Ojala. Members 
voted the following: Adams, aye; Bartmann, aye; James, aye; Mader, aye; Meuli, aye; 
Ojala, aye; Penn, aye. The motion passed unanimously. 
 

4.2 Bonus for All Full-Time Returning Staff 
It is the recommendation that the Executive Board approve a one-time bonus for non-
classified returning staff of $1,000. Each non-classified full-time returning staff would 



receive a $1,000 bonus that would be issued in two installments of $500—one in August 
and one in January. Classified full-time staff would receive $500 in August. This one-
time bonus would cost $96,000. 
 
The motion to approve a one-time bonus for all returning full-time staff was made by 
Donna James and seconded by Sherry Bartmann. Members voted the following: 
Adams, aye; Bartmann, aye; James, aye; Mader, aye; Meuli, aye; Ojala, aye; Penn, 
aye. The motion passed unanimously. 
 

4.3 MS/HS Dean of Students 
It is the recommendation that the Executive Board approve a new position of Dean of 
Students. A Dean of Students works closely with the principal, school staff, and students 
to build and maintain a positive, safe school climate. The Dean of Students supports 
students, fostering a culture where the 8 Keys of Excellence thrive and implementing 
behavior management strategies that cultivates an environment of learning. Currently 
the middle and high school shares a 0.6 FTE Dean of Students. It is recommended that 
an additional 1.0 FTE MS/HS Dean of Students be allocated, totaling $64,000. 
 
The motion to approve a MS/HS Dean of Students was made by Jenny Ojala and 
seconded by Donna James. Members voted the following: Adams, aye; Bartmann, 
aye; James, aye; Mader, aye; Meuli, aye; Ojala, aye; Penn, aye. The motion passed 
unanimously. 
 

4.4 Elementary Cultural Literacy Staff Position Transitioned from Classified to Certified 
It is the recommendation that the Executive Board approve transitioning the cultural 
literacy staff position from classified to certified. The Cultural Literacy staff position is the 
only elementary Specials position that is classified. With the transition from library to 
Cultural Literacy, instruction will occur that focuses on our Core Knowledge curriculum, 
as well as global citizenship and language. This change would a require a bachelor’s 
degree. The recommended change in certification would total $7,000.  
 
The motion to approve transitioning the cultural literacy staff position from classified to 
certified was made by Jenny Ojala and seconded by Donna James. Members voted 
the following: Adams, aye; Bartmann, aye; James, aye; Mader, aye; Meuli, aye; Ojala, 
aye; Penn, aye. The motion passed unanimously. 

 
4.5 Classified Staff Salary Increase 

It is the recommendation that the Executive Board approve an increase in salary from 
prior approved 2% to 3% for all classified staff. All classified staff would receive a 1.0% 
increase in salary, above the already approved 2% increase. This additional increase 
in salary for all classified staff would total $4,762.  

 
The motion to approve an increase in salary from prior approved 2% to 3% for all 
classified staff was made by Carolyn Mader and seconded by Sherry Bartmann. 
Members voted the following: Adams, aye; Bartmann, aye; James, aye; Mader, aye; 
Meuli, aye; Ojala, aye; Penn, aye. The motion passed unanimously. 

 
4.6 Certified Staff Salary Increase 



It is the recommendation that the Executive Board approve an increase in salary from 
prior approved 1.5% to 3% for all certified staff, to close the gap of salaries between 
surrounding districts and our schools.  The recommended change in salaries for 
certified staff would be an additional $39,000 in staff raises.  
 
The motion to approve an increase in salary from prior approved 1.5% to 3% for all 
certified staff was made by Carolyn Mader and seconded by Donna James. Members 
voted the following: Adams, aye; Bartmann, aye; James, aye; Mader, aye; Meuli, aye; 
Ojala, aye; Penn, aye. The motion passed unanimously. 

 
4.7 Director of Community Relations 

It is the recommendation that the Executive Board approve an increase in FTE for the 
Director of Community Relations from 0.5 FTE to a 1.0 FTE. This position could be full-
time or divided between multiple people. An increase in FTE would create an 
opportunity for the Director of Community Relations to support the increasing needs 
for fund development through fundraising and grants. The current position, as a 0.5 
FTE, does not meet the FTE need for the work outlined in this position. With a full-time 
director, with benefits, the increase in FTE would total $38,300.   
 
The motion to approve an increase in FTE for the Director of Community Relations from 
0.5 FTE to a 1.0 FTE was made by Matt Meuli and seconded by Donna James. 
Members voted the following: Adams, aye; Bartmann, aye; James, aye; Mader, aye; 
Meuli, aye; Ojala, aye; Penn, aye. The motion passed unanimously. 

 
 

 
5.0  Executive Session 
 

 

There was no Executive Session. 
 
An Executive Board of Education, upon the affirmative vote of a quorum present, may 
convene in executive session at a regular or special meeting. The Executive Board is not 
allowed to adopt any proposed policy, resolution, regulation, or take any formal action at 
an executive session that is not open to the public. Prior to convening in executive session, 
the Executive Board is required to refer to the specific citation to statute authorizing it to 
meet when it announces the session. The Executive Board may hold an executive session to: 
 

• Conduct discussions regarding the purchase, acquisition, lease, transfer, or sale of 
property, C.R.S. §24-6-402(4)(a) 

• Conduct conferences with the Schools’ attorney for receiving legal advice on a 
particular matter, C.R.S.§24-6-402(4)(b) 

• Discuss matters which are required to be kept confidential by federal or state law, 
rules, or regulations. In such cases, the Executive Board must announce the specific 
citation of the law, rule, or regulation which provides for confidentiality, C.R.S. §24-
6-402(4)(c) 

• Discuss security arrangements or investigations, C.R.S. §24-6-402(4)(d) 
• Conduct discussions regarding the charter’s position, strategies, and bargaining 

instructions regarding collective bargaining negotiations, C.R.S. §24-6-402(4)(e) 



• Discuss personnel matters, subject to the limitations discussed below. If the 
employee who is the subject of the discussions desires the discussions occur in open 
meeting, the discussions must be held in open meeting, C.R.S. §24-6-402(4)(f) 

• To consider any documents which are protected from disclosure by the Colorado 
Open Records Act, C.R.S. §24-6-402(4)(g) 

• Discuss individual students where public disclosure would adversely affect the 
person or persons involved, C.R.S. §24-6-402(4)(h) 

 
 

 
6.0   Adjournment 
 

 
 
A motion to adjourn the May 10, 2018 Special Session was made by Donna James and 
seconded by Jenny Ojala. The members voted the following: Adams, aye; Bartmann, aye; 
James, aye; Mader, aye: Meuli, aye; Ojala, aye; Penn, aye. The motion passed unanimously. 
The meeting adjourned at 7:57 p.m.  
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 IMPORTANT CONTACT NUMBERS 
 
GENERAL               
 
Main Office:  970.674.5020 
 
Fax:     970.674.5017 
 
Attendance:  970.674.5162 
 
Address:  680 Academy Court, Windsor, CO 80550 
 
Office Hours: 7:30 a.m. to 3:45 p.m. 
 
 
ADMINISTRATION 
 
Rebecca Teeples, Executive Director   

rebecca.teeples@windsorcharteracademy.org  
 
Kelly Seilbach, Elementary Education Director   

kelly.seilbach@windsorcharteracademy.org   
 
Courtney Stone, Secondary Assistant Principal 
     courtney.stone@windsorcharteracademy.org 
 
Jessica Wilson, Dean of Students 

jessica.wilson@windsorcharteracademy.org 
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MISSION & VISION OF WINDSOR CHARTER ACADEMY 
 
Vision Statement 
“Where students are educated, empowered, and equipped to reach their highest potential.” 
 
Mission Statement 
Windsor Charter Academy provides our students with a solid academic foundation through our K-8 Core 
Knowledge and our rigorous 9-12 early college high school curricula. Our culture empowers our students to 
achieve academic excellence through critical thinking, character development, and a love for lifelong 
learning. 
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2018-2019 SCHOOL CALENDAR 
         
School Hours: 8:00 a.m. to 3:15 p.m. 

S M T W T F S S M T W T F S 7
1 2 3 4 5 6 7 1 2 3 4 5 8-14 Teachers Report

8 9 10 11 12 13 14 6 7 8 9 10 11 12 15 First Day of School/Kindergarten Testing

15 16 17 18 19 20 21 13 14 15 16 17 18 19 16 First Day of School for Kindergarten

22 23 24 25 26 27 28 20 21 22 23 24 25 26
29 30 31 27 28 29 30 31

3 Labor Day

S M T W T F S S M T W T F S 11 End of First Quarter

1 2 3 4 1 2 12 No School / Conference Compensation Day

5 6 7 8 9 10 11 3 4 5 6 7 8 9 15 No School / Teacher Professional Development 

12 13 14 15 16 17 18 10 11 12 13 14 15 16
19 20 21 22 23 24 25 17 18 19 20 21 22 23
26 27 28 29 30 31 24 25 26 27 28 19-23 Fall Break

S M T W T F S S M T W T F S 20 End of 2nd Quarter

1 1 2 21 No School / Teacher Professional Development 

2 3 4 5 6 7 8 3 4 5 6 7 8 9 24-31 Winter Break

9 10 11 12 13 14 15 10 11 12 13 14 15 16
16 17 18 19 20 21 22 17 18 19 20 21 22 23
23 24 25 26 27 28 29 24 25 26 27 28 29 30 1-4 Winter Break

30 31 7 No School / Teacher Professional Development 

21 No School / Martin Luther King, Jr. Day

S M T W T F S S M T W T F S
1 2 3 4 5 6 1 2 3 4 5 6 15 No School / Conference Compensation Day

7 8 9 10 11 12 13 7 8 9 10 11 12 13 18 No School / President's Day 

14 15 16 17 18 19 20 14 15 16 17 18 19 20
21 22 23 24 25 26 27 21 22 23 24 25 26 27
28 29 30 31 28 29 30 8 End of 3rd Quarter 

8 No School / Teacher Professional Development 

S M T W T F S S M T W T F S
1 2 3 1 2 3 4 1-5 Spring Break

4 5 6 7 8 9 10 5 6 7 8 9 10 11
11 12 13 14 15 16 17 12 13 14 15 16 17 18
18 19 20 21 22 23 24 19 20 21 22 23 24 25 23 Last Day of School/ Release at 11:30 a.m.

25 26 27 28 29 30 26 27 28 29 30 31 24 Teacher Work Day

S M T W T F S S M T W T F S Vacation, No Students or Staff Report

1 1
2 3 4 5 6 7 8 2 3 4 5 6 7 8 No School, Teachers Report

9 10 11 12 13 14 15 9 10 11 12 13 14 15
16 17 18 19 20 21 22 16 17 18 19 20 21 22 Half Day of School / Release at 11:30am

23 24 25 26 27 28 29 23 24 25 26 27 28 29
30 31 30

2018-2019 Calendar
AUGUST

SEPTEMBER

New Teachers Report

OCTOBER

December 2018 June 2019

September 2018 March 2019

July 2018 January 2019

August 2018 February 2019

MAY

October 2018 April 2019

NOVEMBER

DECEMBER

JANUARY

FEBRUARY

MARCH

November 2018 May 2019
APRIL
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ELEMENTARY SCHOOL STAFF 
 

Name Department Email 
Haley Boyles Kindergarten haley.boyles@ 
Heather Klein Kindergarten heather.klein@ 
Alicia Ocasio Kindergarten alicia.ocasio@ 
Jolene Steenburgen Kindergarten jolene.steenburgen@ 
Gina Bindel Kindergarten Paraprofessional gina.bindel@ 
Tracie Douglas Kindergarten Paraprofessional tracie.douglas@ 
Renee Jones Kindergarten Paraprofessional renee.jones@ 
Britney Tippetts Kindergarten Paraprofessional britney.tippetts@ 
Daina Faling 1st Grade daina.faling@ 
Casey Foreman 1st Grade casey.foreman@ 
Lindsay Nolting 1st Grade lindsay.nolting@ 
Jocelyn Lacy 1st Grade jocelyn.lacy@ 
Anne Watson 1st Grade anne.watson@ 
Connie Fisher 1st Grade Paraprofessional connie.fisher@ 
Stephanie Gasper 1st Grade Paraprofessional stephanie.gasper@ 
Kiki Archer 2nd Grade kiki.archer@ 
Rebecca Hawkins 2nd Grade rebecca.hawkins@ 
Kelley Hoover 2nd Grade kelley.hoover@ 
Julie Pedersen 2nd Grade julie.pedersen@ 
Larissa Weisgerber 2nd Grade larissa.weisgerber@ 
Kristin Jacobs 2nd Grade Paraprofessional kristin.jacobs@ 
Brianna Benson 3rd Grade brianna.benson@ 
Jennifer Birks 3rd Grade jennifer.birks@ 
Chrissy Jones 3rd Grade chrissy.jones@ 
Samantha Winder 3rd Grade samantha.winder@ 
Nicole Barnes 4th Grade nicole.barnes@ 
Ashley Cooper 4th Grade ashley.cooper@ 
Teal McConnell 4th Grade teal.mcconnell@ 
Shannon Silk 4th Grade shannon.silk@ 
Michelle Ammirati 5th Grade michelle.ammirati@ 
Katherine Ericson 5th Grade katherine.ericson @ 
Kirsten Keenan 5th Grade kirsten.keenan@ 
Danielle Vazquez 5th Grade danielle.vazquez@ 
Dawn Ellis Physical Education dawn.ellis@ 
 Cultural Literacy @ 
Leanne Scholand Cultural Literacy Paraprofessional leanne.scholand@ 
Kim Seyboldt Music kimberly.seyboldt@ 
Melanie Shaffer Art melanie.shaffer@ 
Angie Shaler Innovation Lab angie.shaler@ 
 Advanced Math @ 
Deena Koessl Literacy Specialist deena.koessl@ 
Amber Sommerfeld Literacy Specialist amber.sommerfeld@ 
Jennifer Wrenn ELL/Literacy Specialist jennifer.wrenn@ 
Katie Sullivan Resource Teacher katie.sullivan@ 
Lori Plechaty Resource Paraprofessional lori.plechaty@ 
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ES ADMINISTRATION & SUPPORT STAFF 
 

Name Position Email 
Kelly Seilbach Elementary Education Director kelly.seilbach@ 
Courtney Stone Assistant Principal courtney.stone@ 
Jessica Wilson Dean of Students jessica.wilson@ 
Terra Moore Instructional Specialist terra.moore@ 
Brett Morley Counselor brett.morley@ 
Linda Dewald Office Manager linda.dewald@ 
Paula Ridout Receptionist paula.ridout@ 
Roni Ferraro Health Aide roni.ferraro@ 
Holly Hoag Health Aide holly.hoag@ 

 
 

ADMINISTRATION OF SCHOOLS & SUPPORT STAFF 
 

Name Position Email 
Rebecca Teeples Executive Director rebecca.teeples@ 
Jamie Zink Executive Assistant jamie.zink@ 
SarahGennie Colazio Finance Director sarahgennie.colazio@ 
Lauren Miller Business Manager lauren.miller@ 
Irene Nissen Director of Innovation irene.nissen@ 
Michael Unruh Technology Manager michael.unruh@ 
Emily Land Director of Community Relations emily.land@ 
Diana Stanislav Student Data Services Manager diana.stanislav@ 
Jon Reynolds Food Service Director of Food 

Services 
jon.reynolds@ 

Ricky Wagner Director of Facilities Management ricky.wagner@ 
Tony Belmont Facilities Maintenance Technician tony.belmont@ 
Sara Ibarra School Nurse sara.ibarra@ 

 
 

EXECUTIVE BOARD  
 

Name Position Email 
Samual Penn Board President samual.penn@ 
Donna James Board Vice President donna.james@ 
Kevin Albertsen Executive Board Member kevin.albertsen@ 
Sherry Bartmann Executive Board Member sherry.bartmann@ 
John Feyen Executive Board Member john.feyen@ 
Carolyn Mader Executive Board Member carolyn.mader@ 
Jenny Ojala Executive Board Member jenny.ojala@ 

 
Executive Board Meetings 
Executive Board meetings will be held on the fourth Thursday of each month at 6:30 p.m., 
unless such day falls on a legal holiday.  When this occurs, the board meeting will be held be 
held at the same hour and place on a different designated day. Work sessions begin at 5:30 
p.m. 
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ORGANIZATIONAL CHART 
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COMMUNICATION PRACTICES 
 
Classroom / Academic Concerns 
When concerns arise about student performance, the learning environment, and other areas such as 
social/emotional, please contact the teacher. If questions or concerns still exist, then follow the chain of 
command. 
 

 
 
  
        

Þ   Þ               Þ   
 

  
 
 
 
 
 

 
Discipline Concerns 
When concerns arise around discipline issues, please contact the teacher. If questions or concerns still exist, 
then follow the chain of command. 
 
 

 
 
 

 Þ  Þ Þ
 
 
 
 

                  ß   
  
 
 
 
 
 
 
 
 
 
 
 

Contact the 
classroom 
teacher via 
phone or 
email. The 
classroom 
teacher will 
respond within 
48 business 
hours. 

If the issue is 
not resolved, 
contact 
Elementary 
Education 
Director, Kelly 
Seilbach. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
still not 
resolved, 
contact the 
Executive 
Board 
President. 

Contact the 
teacher via 
phone or 
email. The 
teacher will 
respond within 
48 business 
hours. 

If the issue is 
not resolved, 
contact Dean 
of Students, 
Jessica 
Wilson. 

If the issue is 
not resolved, 
contact 
Elementary 
Education 
Director, Kelly 
Seilbach. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
not resolved, 
contact 
Executive 
Board 
President, 
Samual Penn. 
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NON-DISCRIMINATION / EQUAL OPPORTUNITY 
 
Notice of Non-Discrimination and Designation of Compliance Officer 
Windsor Charter Academy is committed to providing a safe learning and work environment where all members 
of the school community are treated with dignity and respect. To that end, no otherwise qualified student, 
employee, applicant for employment or member of the public shall be excluded from participation in, be 
denied the benefits of, or be subjected to discrimination under any Charter program or activity on the basis of 
race, color, national origin, ancestry, creed, religion, sex (which includes marital status), sexual orientation, 
disability, or other status protected by law. Discrimination against employees and applicants for employment 
based on age and genetic information is also prohibited in accordance with state and/or federal law.  
 
Any person who has a question, concern, or complaint related to the Charter’s non-discrimination policies 
and/or its efforts to ensure equal educational opportunities should contact one of the Charter’s designated 
non-discrimination/equal opportunity compliance officers.  
 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, 
Section 504 and/or Title IX, please contact:  
 

Executive Director, Rebecca Teeples 
810 Automation Dr., Windsor, CO 80550 

970.833.5190 
rebecca.teeples@windsorcharteracademy.org 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

LUNCH SCHEDULE 
 
Grade Lunch Recess 
Kindergarten 10:30 to 10:50 a.m. 10:50 to 11:10 a.m. 
1st Grade 10:54 to 11:14 a.m. 11:14 to 11:34 a.m. 
2nd Grade 11:18 to 11:38 a.m. 11:38 to 11:58 a.m. 
5th Grade 11:42 to 12:02 p.m. 12:02 to 12:22 p.m. 
4th Grade 12:06 to 12:26 p.m. 12:26 to 12:46 p.m. 
3rd Grade 12:30 to 12:50 p.m. 12:50 to 1:10 p.m. 
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KINDERGARTEN TEAM 
 

Boyles, Klein, Ocasio & Steenburgen 
 
Time  
8:10 to 8:15 Attendance/Lunch Count 
8:15 to 8:30 Calendar 
8:30 to 9:05 Writing 
9:05 to 9:44 WIN (What I Need)  
9:44 to 9:55 Recess 
9:55 to 10:30 Literacy (Comprehension & Vocab) 
10:30 to 10:50 Lunch 
10:50 to 11:10 Recess 
11:10 to 11:44 Literacy (Phonics) 
11:44 to 12:38 Math (Singapore & Stations) 
12:38 to 1:28 Specials 
1:30 to 1:50 Recess 
1:50 to 2:00 Snack 
2:00 to 2:20 Centers 
2:20 to 3:05 History/Science 
3:05 to 3:15 Pack Up 

 
Specials Rotation Schedule 
 

K      
Boyles Art Cultural Literacy Music PE Innovation Lab 
Klein Cultural Literacy Music PE  Innovation Lab Art 
Ocasio Music PE Innovation Lab Art Cultural Literacy 
Steenburgen PE Innovation Lab Art Cultural Literacy Music 
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Part-Time Kindergarten Monday Schedule 
 
MONDAY MORNING- Wednesday/Friday Class 
 
School Hours: 8:00-11:20  (tardy bell 8:10) 
8:00-8:15 Attendance/Morning Work 
8:15-8:45 Writing 
8:45-9:05 Literacy 
9:05-9:44 WIN (What I Need- literacy)  
9:44-9:55 Recess 
10:00-10:30 Specials  
10:30-11:00 Math 
11:00-11:15 History/Science/Snack 
11:15 Pack-up  
11:20 Dismissal 

 
MONDAY AFTERNOON-Wednesday/Friday Class 
 
School Hours: 12:00-3:15  (tardy bell 12:10) 
12:00-12:15 Attendance/Afternoon Work 
12:15-12:38 Writing 
12:38-1:28 Specials 
1:30-1:50 Recess 
1:50-2:00 Snack/Calendar 
2:00-2:20 Literacy 
2:20-2:50 Math 
2:50-3:10 History/Science 
3:10 Pack-up 
3:15 Dismissal 

 
Monday Specials Schedule for Wednesday/Friday Class from 10 to 10:30 a.m. 
 

Q1 Specials Q 2 Specials Q 3 Specials Q 4 Specials 
Aug. 20 Innov. Lab Oct. 22 Innov. Lab Jan. 14 Innov. Lab Mar. 11 Art 
Aug. 27 Cultural Lit. Oct. 29 Music Jan. 28 Music Mar. 18 Innov. Lab 
Sep. 10 PE Nov. 5 Cultural Lit. Feb. 4 Cultural Lit. Mar. 25 Music 
Sep. 17 Innov. Lab Nov. 12 Innov. Lab Feb. 11 Innov. Lab Apr. 15 Art 
Sep. 24 Cultural Lit. Nov. 26 Music Feb. 25 Music Apr. 22 Innov. Lab 
Oct. 1 PE Dec. 3 Cultural Lit. Mar. 4 Cultural Lit. Apr. 29 Music 
Oct. 8 Innov. Lab Dec. 10 Innov. Lab   May 6 Art 
  Dec. 17 Muisc   May 13 Innov. Lab 
      May 20 Music 
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FIRST GRADE TEAM 
 

Faling, Foreman, Lacy, Nolting & Watson 
 
Time  
8:10 to 8:15 Attendance/Bell Work 
8:15 to 8:45 Phonics 
8:45 to 9:00 Calendar/Math Talk 
9:00 to 10:10 Math 
10:10 to 10:50 WIN (What I Need) 
10:54 to 11:14 Lunch 
11:14 to 11:34 Recess 
11:34 to 11:44 DOL qnd Math Facts 
11:44 to 12:34 Specials 
12:34 to 1:15 Reading 
1:15 to 1:30 Recess 
1:30 to 2:25 Writing 
2:25 to 3:10 History/Science 
3:10 to 3:15 Pack ‘n Stack and Dismissal 

 
Specials Rotation Schedule 
 

1      
Faling Art Cultural Literacy Music PE Innovation Lab 
Foreman Cultural Literacy Music PE  Innovation Lab Art 
Lacy Music PE Innovation Lab Art Cultural Literacy 
Nolting PE Innovation Lab Art Cultural Literacy Music 
Watson Innovation Lab Art Cultural Literacy Music PE 
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SECOND GRADE TEAM 
 

Archer, Hawkins, Hoover, Pedersen & Weisgerber 
 
Time  
8:10 to 8:15 Attendance/Calendar/Pledge 
8:15 to 9:08 History/Science 
9:08 to 9:58 Specials 
9:58 to 11:18 Reading 
11:18 to 11:38 Lunch 
11:38 to 11:58 Recess 
12:00 to 1:16 Math 
1:16 to 1:56 WIN (What I Need) 
1:56 to 2:10 Recess 
2:15 to 3:05 Writing/Snack 
3:05 to 3:15 Pack ‘n Stack and Dismissal 

 
Specials Rotation Schedule 
 

2      
Archer Art Cultural Literacy Music PE Innovation Lab 
Hawkins Cultural Literacy Music PE  Innovation Lab Art 
Hoover Music PE Innovation Lab Art Cultural Literacy 
Pedersen PE Innovation Lab Art Cultural Literacy Music 
Weisgerber Innovation Lab Art Cultural Literacy Music PE 
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THIRD GRADE TEAM 
 

Benson, Birks, Jones & Winder 
 
Time  
8:10 to 8:15 Attendance/Bell Work 
8:15 to 9:05 Specials 
9:05 to 10:05 Writing 
10:05 to 10:20 Recess 
10:20 to 10:34 Grammar/Snack 
10:34 to 11:45 Math 
11:45 to 12:25 WIN (What I Need) 
12:30 to 12:50 Lunch 
12:50 to 1:10 Recess 
1:10 to 2:30 Reading 
2:30 to 3:10 History/Science 
3:10 to 3:15 Pack Up and Dismissal 

 
Specials Rotation Schedule 
 

3      
Benson Art Cultural Literacy Music PE Innovation Lab 
Birks Cultural Literacy Music PE  Innovation Lab Art 
Jones Music PE Innovation Lab Art Cultural Literacy 
Winder PE Innovation Lab Art Cultural Literacy Music 
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FOURTH GRADE TEAM 
 

Barnes, Cooper, McConnell, & Silk 
 
Time  
8:10 to 8:24 AVID Advisory 
8:24 to 9:02 WIN (What I Need) 
9:06 to 10:20 Math 
10:20 to 10:34 Recess 
10:34 to 12:04 Reading 
12:06 to 12:26 Lunch 
12:26 to 12:46 Recess 
12:47 to 1:30 Writing 
1:30 to 2:18 History/Science 
2:18 to 2:23 Pack Up/AVID 
2:23 to 3:10 Specials 
3:10 to 3:15 Transition and Dismissal 

 
Specials Rotation Calendar 
 

4      
Barnes Cultural Literacy Music PE  Innovation Lab Art 
Cooper Music PE Innovation Lab Art Cultural Literacy 
McConnell PE Innovation Lab Art Cultural Literacy Music 
Silk Innovation Lab Art Cultural Literacy Music PE 
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FIFTH GRADE TEAM 
 

Ammirati, Ericson, Keenan $ Vazquez 
 
Time  
8:10 to 8:15 Attendance/Lunch Count 
8:15 to 9:06 Writing 
9:06 to 10:20 Math 
10:20 to 10:34 AVID Advisory 
10:34 to 10:48 Recess 
10:48 to 11:42 Reading 
11:42 to 12:02 Lunch 
12:02 to 12:22 Recess 
12:22 to 1:30 History/Geography/Science 
1:32 to 2:20 Specials 
2:25 to 3:05 WIN (What I Need) 
3:05 to 3:15 Pack Up and Dismissal 

 
Specials Rotation Calendar 
 

5      
Ammirati Cultural Literacy Music PE  Innovation Lab Art 
Ericson Music PE Innovation Lab Art Cultural Literacy 
Keenan PE Innovation Lab Art Cultural Literacy Music 
Vazquez Innovation Lab Art Cultural Literacy Music PE 
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SPECIALS CALENDAR 
 

 
  

S M T W T F S S M T W T F S 7
1 2 3 4 5 6 7 1 2 3 4 5 8-14 Teachers Report

8 9 10 11 12 13 14 6 7 8 9 10 11 12 15 First Day of School

15 16 17 18 19 20 21 13 14 15 16 17 18 19
22 23 24 25 26 27 28 20 21 22 23 24 25 26
29 30 31 27 28 29 30 31 3 Labor Day

11
S M T W T F S S M T W T F S 12

1 2 3 4 1 2 15
5 6 7 8 9 10 11 3 4 5 6 7 8 9
12 13 14 15 16 17 18 10 11 12 13 14 15 16
19 20 21 22 23 24 25 17 18 19 20 21 22 23 19-23 Fall Break

26 27 28 29 30 31 24 25 26 27 28

20
S M T W T F S S M T W T F S 21

1 1 2 24-31 Winter Break

2 3 4 5 6 7 8 3 4 5 6 7 8 9
9 10 11 12 13 14 15 10 11 12 13 14 15 16
16 17 18 19 20 21 22 17 18 19 20 21 22 23 1-4 Winter Break

23 24 25 26 27 28 29 24 25 26 27 28 29 30 7
30 31 21 No School / Martin Luther King, Jr. Day

S M T W T F S S M T W T F S 15
1 2 3 4 5 6 1 2 3 4 5 6 18

7 8 9 10 11 12 13 7 8 9 10 11 12 13
14 15 16 17 18 19 20 14 15 16 17 18 19 20
21 22 23 24 25 26 27 21 22 23 24 25 26 27 8
28 29 30 31 28 29 30 8

S M T W T F S S M T W T F S 1-5
1 2 3 1 2 3 4 8

4 5 6 7 8 9 10 5 6 7 8 9 10 11
11 12 13 14 15 16 17 12 13 14 15 16 17 18
18 19 20 21 22 23 24 19 20 21 22 23 24 25 23 Last Day of School/ Release at 11:30 a.m.

25 26 27 28 29 30 26 27 28 29 30 31 24 Teacher Work Day

S M T W T F S S M T W T F S Vacation, No Students or Staff Report

1 1
2 3 4 5 6 7 8 2 3 4 5 6 7 8 No School, Teachers Report

9 10 11 12 13 14 15 9 10 11 12 13 14 15
16 17 18 19 20 21 22 16 17 18 19 20 21 22 Half Day of School / Release at 11:30am

23 24 25 26 27 28 29 23 24 25 26 27 28 29
30 31 30

MAY

MARCH

FEBRUARY

JANUARY

DECEMBER
End of 2nd Quarter

No School / Teacher Professional Development 

APRIL
Spring Break

No School / Teacher Professional Development 

Teacher Work Day

End of 3rd Quarter 

July 2018 January 2019

August 2018 February 2019

2018-2019 Specials Calendar
AUGUST

SEPTEMBER

OCTOBER

New Teachers Report

End of First Quarter

November 2018 May 2019

December 2018 June 2019

September 2018 March 2019

No School / Conference Compensation Day

No School / President's Day 

October 2018 April 2019

NOVEMBER

No School / Teacher Professional Development 

No School / Teacher Professional Development 

No School / Conference Compensation Day
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ASSESSMENTS 
 

Windsor Charter Academy uses a variety of assessments to measure student growth and inform instruction. 

The Colorado Measure of Academic Success (CMAS) tests are computer-based assessments in mathematics, 
language arts, social studies, and science. These standardized tests have a significant impact on our school 
and can benefit WCA in many ways. School scores are used to promote our school state-wide, determine 
school rankings, are used for future grants, and are used for course placement. The CMAS assessments also 
help parents and educators to see how children are progressing in school and their preparation for the future. 

The MAP (Measure of Academic Progress) assessment is a benchmark assessment that is administered to all 
students in grades 2-5 at the beginning, midyear, and end of the year. Tests will be administered for reading 
and math only.  
Dynamic Indicators of Basic Early Literacy Skills (DIBELS) reading assessment is a benchmark assessment that is 
administered to students in grades K-5 at the beginning, midyear, and at the end of the year. They are 
designed to be short (one minute) fluency measures used to monitor the development of early literacy and 
early reading skills. 

 

 

CHARACTER EDUCATION 
 
While academics are essential at Windsor Charter Academy, citizenship is an equal component as well. 
Students will be use the Eight Keys of Excellence by Quantum Learning. All of our students will be held 
accountable for both their behavior and their academic growth. 

 
The Eight Keys to Excellence support the overarching theme of respect.  
 

• Integrity (October): These beliefs are being honest, telling the truth, keeping promises, being loyal and 
reliable. Student Friendly Definition: My actions and values are aligned. I do the right thing even when 
no one is watching. 

 

• Failure Leads to Success (November): This trait allows students to excel without fear of making mistakes. 
It is important to learn from our mistakes and improve our systems. Failures are opportunities for growth. 
Student Friendly Definition: I learn from my mistakes. I have a Growth Mindset. 

 

• Speak with Good Purpose (December): Students should speak positively and with good intent. The 
development of safe, honest, and direct communication will be promoted at WCA. Student Friendly 
Definition: I speak honestly and kindly. I think before I speak. 

 

• This Is It! (January): By making the most of every moment, students should pay attention and maintain a 
positive attitude. Student Friendly Definition: I make the most of every moment. I keep a positive 
attitude. 

 

• Commitment (February): Students should do whatever it takes to get the job done. Commitment means 
we can count on each other to keep our word. Student Friendly Definition: I do what it takes to be 
successful. I make my dreams happen. 

 

• Ownership (March): Ownership is the ability to be counted on and the willingness to take responsibility 
for the choices we make. Student Friendly Definition: I take responsibility for my thoughts, words and 
actions. I live above the line.  

 

• Flexibility (April): Flexibility is being prepared for change and having the willingness to do things 
differently to achieve desired outcomes. Student Friendly Definition: I am willing to do things differently. I 
am open to new ideas. 

 

• Balance (May): Balance means we are happy, healthy, and productive, because our mind, body, and 
emotions are in alignment. Student Friendly Definition: I live my best life. I make time for things that 
matter to me. 
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CONDUCT 
 
Philosophy 
WCA is committed to creating a safe and nurturing environment in order to promote optimal learning. Students 
need to feel safe in order to be successful learners. WCA will promote and encourage the development of self-
discipline by respecting the rights and dignity of each individual. Self-discipline will be the intrinsic result of 
knowing how to respect the rights of individuals. This is done by exercising responsible individual behavior.  
 
Each student has the opportunity to choose his/her own behavior and be responsible for that behavior. There 
will be natural and logical consequences as a result of the behavior choice. 
 
The conduct and discipline code of WCA establishes guidelines for making behavior choices. This code 
emphasizes that certain behavior, especially behavior that disrupts the classroom, is unacceptable and may 
result in disciplinary action. 
 
The primary responsibility for appropriate behavior lies within each individual student. Parents, teachers, and 
other school staff share the responsibility to teach, monitor, and enforce acceptable behavioral standards, so 
all students can feel safe and learn in an environment free from unnecessary disruption. 
 
WCA staff and administration will discipline students with fair, natural, and logical consequences. The staff will 
also notify parents and utilize them as equal partners in helping to instruct our students on appropriate 
behavior. 
 
Behavioral & Social Expectations 

• Respect all faculty and staff members, parent volunteers and fellow students at all times.  
• Respect school property and that of fellow students, staff members, and neighbors. 
• Use language free from profanity. 
• Cooperate in keeping the school building and grounds neat and clean. 
• Be honest, courteous and kind in all communications and relationships with students, staff members and 

other adults. 
• Obey rules and regulations necessary for the safe and orderly operation of the school. 
• Maintain complete compliance with the dress code. 
• Be punctual and in attendance at school each day unless a call is made to the office by a parent or 

guardian. 
• Keep hands and feet to oneself at all times and respect the social boundaries of those around you. 

 
Office Referrals 
Discipline is referred to administration if students develop negative patterns of behavior or if harmful behavior 
has occurred. Office referrals may result in possible suspension and/or expulsion depending on the severity of 
the behavior. Examples of harmful behavior are: 

• Fighting, pushing or intentionally hurting other students. 
• Bullying, harassing, mocking, demeaning, or intimidating other students or staff. 
• Willful destruction of personal and/or school property. 
• Cheating and stealing. 
• Bearing any firearm, concealing knife or homemade weapon upon school premises. 
• The use or distribution of any controlled substance, alcohol or unauthorized medication on school 

premises. 
• Any activity deemed illegal by federal, state, and/or local law. 
• Any activity that will put others and/or self in danger. 
• Disrespect of rightful authority. 
• Technology violation. 
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CORE KNOWLEDGE 
 
Core Knowledge 
Windsor Charter Academy is a Core Knowledge School. The elementary school Core Knowledge curriculum 
provides students with a broad base of knowledge. The curriculum encompasses language arts, mathematics, 
science, history, geography, fine arts, and physical education, and is characterized by knowledge that is: 

• Context-rich – unchanging knowledge such as important 
events of world history; 

• Sequential and Cumulative – a planned progression 
building on students’ previous knowledge and eliminating 
excessive repetition and gaps; 

• Content specific – clearly defined knowledge at each 
grade level ensuring fairness for all students; 

• Coherent – explicit knowledge identifies what children 
should learn at each grade level to ensure an articulated 
approach to building knowledge across all grade levels 

The Core Knowledge concept is based on the belief that 
knowledge builds upon knowledge. The sequential curriculum 
spirals and is content-rich and engaging. Core Knowledge builds 
background knowledge with an instructional focus on rich, classic 
literature. 

The sequence not only outlines specific content in the areas of language arts, geography, science, 
mathematics, and fine arts, but places a strong emphasis on history. The sequence in history is divided into two 
sections at every grade-level—national and world. As students move from grade-level to grade-level, they 
build a strong understanding of the sacrifices that our forefathers made to establish a country founded on a 
constitution and a belief that “all men are created equal.” Additionally, as students study ancient civilizations 
and world history, students better understand their role as a global community member. Understanding the 
cultural and historical backgrounds of countries throughout the world, better prepare students for success as 
future leaders. 
 
 

DRESS CODE 
 
Student Dress Code 
A student’s appearance has an impact on his/her attitude, behavior, and learning.  Students at Windsor 
Charter Academy (WCA) shall dress appropriately to show a high degree of personal respect and character.  
Student dress shall be a direct reflection of the level of character and respect as a representative of WCA.  
 
The guidelines set forth are meant to allow students the ability to wear clothing at WCA with a higher level of 
flexibility, while maintaining a high sense of personal respect for appearance and professionalism.  Not all 
fashions that are appropriate to be worn outside the school, are appropriate for the school.  At all times, 
administration reserves the right to require students to modify their dress if they are in violation, clothing is 
deemed inappropriate, or is a distraction to learning.  A student found in repeated violation of the dress code 
will be subject to review by his/her parents/guardians, the administration and Board as to appropriate 
disciplinary action.  Expulsion is a valid form of discipline for chronic dress code violations. 
 
If at any time due to medical needs, a student is not able to comply completely with the dress code, a written 
note from a physician is needed. A conference with the student, guardian/parent, and teacher/principal will 
be held to determine the best way to honor the dress code and remain comfortable and healthy.  If at any 
time due to religious beliefs a student is not able to comply completely with the dress code, a conference with 
the student, guardian/parent, and teacher/ principal will be held to determine the best way to honor the dress 
code as well as an individual’s religion. 
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All clothes must be neat, clean, and without holes or frayed.  Clothes must be modest and appropriate for 
school.  Undergarments may not be exposed or visible through clothing. At all times, clothing must fit 
appropriately.  No student will convey violent, racist, or obscene messages or symbols through dress.  With the 
ever-changing gang symbols, administration reserves the right to deem a student’s attire a dress code 
violation, at their discretion.  Any logos should be smaller than a credit card. 
 
Visit Policy JICA: Student Dress Code Link 
 

Elementary 
Pants, Capris & 
Shorts 

• Colors:  navy and khaki. 
• Styles:  cotton twill, stiff polyester, rip-stop, or corduroy.   
• No denim. 
• Pants, capris, and shorts must fit so they do not sag, exposing one’s undergarments 

including top of underwear, or one’s backside. 
• Shorts must be no shorter than a vertical credit card length above the knee. 
• Pockets:  Shorts or pants must not have more than six pockets. 
• Solid color undershorts must be worn under skirts and jumpers.  Shorts under skirts or 

jumpers must not be visible when standing. 
Leggings • Color: Navy, green, grey, or white. 

• Leggings can only be worn under a skirt, skort, or jumper. 
Jumpers, Skirts, 
Skorts, & Dresses 

• Colors:  navy, khaki, green, or WCA plaid (from French Toast). 
• Fabric:  cotton twill, stiff polyester or corduroy. 
• Styles:  pleated or straight.  Length must be no shorter than a vertical credit card 

length above the knee. 
• Dress Styles: polo dresses only. 
• Shorts under skirts must not be visible while standing. 

Shirts • Short or long sleeved classic polo style shirt, turtlenecks, and mock turtlenecks in 
solid navy blue, green, white, light blue, and grey.  To respect the traditions of past 
years, burgundy and light yellow is an optional color until fall 2019.  We ask that 
parents do not purchase new shirts in these colors as we begin to phase them out. 

• Oxfords and Peter Pan shirts must be solid white only. 
• Buttons must match the shirt or be a neutral color. 
• A student’s undershirt or undergarment can be any dress code compliant shirt. 
• Shirts must be completely tucked in at all times. 
• Spirit shirts are only allowed on Fridays. 

Sweaters & 
Sweater Vests 

• Colors:  solid navy, grey, white, and green. 
• Styles:  crew neck, mock turtleneck, Henley collar, cardigans, pullovers or hooded 

sweaters. 
• All sweaters and/or sweater vests must be worn over a dress code compliant shirt. 

Sweatshirts  • Solid navy, white, grey, and green sweatshirts, hoodies, and zip-up fleeces are 
permitted anytime. 

• WCA spirit hoodies are allowed to be worn any day of the week. 
• Dress code compliant shirt must be worn under a sweatshirt. 

Jackets & Outwear • Winter jackets and coats are not to be worn inside the building. 
• Hats, gloves, mittens, and ear warmers are only to be worn outside the building. 

Belts • Belts are optional, must be solid navy, white, brown, or black, and can be flat or 
braided. 

Socks • Socks any color that is mostly solid.  Sport/athletic socks allowed with different 
colors. 

• No patterns or prints. 
• Must be below the knee. 

Tights • Tights can be white, navy, or green. 
• No patterns or prints. 

Shoes • All shoes must have closed toes, heels and sides.   
• Lighted, character, soft soled bath / bedroom type slippers, house shoes, or shoes 

with wheels in the bottom are not permitted. 
• Any heels must be lower than 1½ inches. 
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Jewelry • Jewelry must be modest and in good taste. 
• Earrings must be less than one inch from base of earlobe. 
• Piercing only allowed on the ears.  All other piercings must be removed during 

school hours and during school functions.  
Hair • Hair must be neatly groomed and of natural color. 

• Hair accessories shall be in good taste and not excessive.  Accessories should be 
solid navy blue, green, light yellow, white, light blue, grey, or WCA plaid.  Bows 
should not exceed the size of a credit card.   

• No Mohawks, Fauxhawks, or any other hair design that administration deems 
distracting to learning. 

Scouting Uniform • Students participating in scouting programs may wear their uniform on meeting 
days. 

Formal Dress 
Uniform 

The formal dress uniform is mandatory for certain functions to be determined by WCA 
including special occasions, field trips, pictures, etc. 
 
• White oxford shirt, Peter Pan collar, long or short sleeve. 
• Navy pants, dress shorts, skirt, or jumper. 
• Approved WCA French Toast tie or crossover tie. 
• Blue sweater vest, crew neck sweater, or cardigan (optional). 

Jeans Day Jeans may be worn on Friday for $1.00 with the proceeds going to fund student 
activities.  If the Friday happens to coincide with a Free Dress day, there is no charge to 
wear jeans.  
• Jeans must be neat, clean and free from holes. 
• The last Friday of the month is “Free Jeans Day”; students do not have to pay to 

wear jeans. 
Special Days The school administration and teachers will encourage all students to behave and 

dress in a fashion and a style appropriate to the school day.  An individual’s dress, 
personal appearance, and cleanliness, like his or her behavior, should reflect sensitivity 
to and a respect for others.  The fact that a school will permit a wide variety in school 
clothes does not mean that all styles are appropriate.  No dress should be offensive, or 
distract from learning. 

• Dresses must be of modest length (no shorter than a vertical credit card length 
above the knee).  

• Dresses with slits on the skirt may go no higher than a credit card length above 
the knee. 

• Dresses are not to have bare midriffs or cling to the body.  
• No backless, spaghetti straps, halter type tops, cold shoulder, or strapless 

dresses. 
• All necklines must be modest and in good taste. Dresses with plunging necklines 

are not permitted.  
• Dress pants (no sagging/baggy pants) must be worn at waist. 
• Dress shirts must be tucked in. 

Final decisions in cases of disagreement will be resolved by the administration. 

 
 

GRADING POLICY 
 
Windsor Charter Academy’s vision is to create an academic environment “where students are educated, 
empowered, and equipped to reach their highest potential.” We support our mission for students that 
“achieve academic excellence through critical thinking, character development, and a love for lifelong 
learning.”  
 
Windsor Charter Academy Beliefs  

1. All students are consistently held to high expectations that support the vision. 
2. Grades are based on multiple and various assessments over time.  
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3. Grading practices yield grades that reflect student mastery of grade level standards.  
4. Grading practices are fair and support effective teaching and learning.  
 

Guiding Premises 
Teachers at Windsor Charter Academy are partners with students and families to help every student 
demonstrate mastery of grade level Colorado Academic Standards, benchmarks and essential learning 
targets for Core Knowledge grades K-5.  

 
• ES Core Classes—Reading, Writing, Math, Science & History 

o Minimum of 6 formative/summative assessments 
o Minimum of 3 practice 

 
• ES Specials 

o Minimum of 3 formative/summative assessments 
o Minimum of 2 practice 

 
Grade books will reflect student mastery of standards through a range of formative and summative 
assessments.  

• Summative assessments measure what students know and are able to do at a particular point in time. 
Examples include end-of-unit tests and projects.  

• Formative assessments are part of the instructional process to provide information needed to adjust 
teaching and learning while they are happening. Examples include projects, performance tasks, 
essays, oral reports and quizzes.  

 
Grade books will reflect a body of evidence that shows a comprehensive picture of the level of student 
mastery.  

• Teachers will share with parents the ratio of formative/summative grades that determine the final 
grade.  

• Student practice will comprise a maximum of 20% of the quarter grade.  
 

Grading scales are reflected as follows: 
 

Grading Scale 
A+ 96.5 to 100% A 92.5 to 96.4% A- 89.5 to 92.4% 
B+ 86.5 to 89.4% B 82.5 to 86.4% B- 79.5 to 82.4% 
C+ 76.5 to 79.4% C 72.5 to 76.4% C- 69.5 to 72.4% 
D+ 67.5 to 69.4% D 62.5 to 66.4% D- 59.5 to 62.4% 

 F Below 59.5%  
 

Non-GPA Weighted Grades 
• Work habits grades will reflect students work habits in the classroom, based on a work ethic rubric. 

Students will receive a work ethic grade at the end of each quarter. This will not affect GPA. 
• Math fluency and spelling grades reflect mastery of a skill. This guides students and parents in 

understanding the needs for foundational skills. This will not affect GPA. 
 
Work Habit Grades 
Students will also receive a work habit grade based on participation and effort once per quarter. This grade 
will not be part of a student GPA. The rubric is as follows: 
 

Indicators Consistently 
Exceeds 

Expectations 

Frequently 
Meets 

Expectations 

Sometimes 
Meets 

Expectations 

Rarely Meets 
Expectations 

 4 3 2 1 
I AM PREPARED I am consistently 

prepared. I am on 
I am frequently 
prepared. I am on 

I am sometimes 
prepared. I am 

I am rarely 
prepared. I am late 
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time to class and 
am prepared at the 
start of the lesson. I 
consistently bring 
needed materials 
to class an am 
ready to work.  

time to class and 
am prepared at the 
start of the lesson. I 
frequently bring 
needed materials 
to class an am 
ready to work.  

sometimes tardy to 
class or not 
prepared at the 
start of the lesson. I 
sometimes bring 
needed materials 
to class an am 
ready to work.  

to class often and 
am rarely prepared 
at the start of the 
lesson. I rarely bring 
needed materials 
to class an am 
ready to work.  

I DEMONSTRATE 
POSITIVE 
CLASSROOM 
BEHAVIOR 

I consistently stay 
focused on the task 
and what needs to 
be done. I am self-
directed. I 
consistently have a 
positive attitude 
and demonstrate 
the 8 Keys of 
Excellence. 

I frequently stay 
focused on the task 
and what needs to 
be done. I am self-
directed. I 
frequently have a 
positive attitude 
and demonstrate 
the 8 Keys of 
Excellence. 

I sometimes stay 
focused on the task 
and what needs to 
be done. I 
sometimes am self-
directed. I 
sometimes have a 
positive attitude 
and demonstrate 
the 8 Keys of 
Excellence. 

I rarely stay focused 
on the task and 
what needs to be 
done. I am rarely 
self-directed. I 
rarely have a 
positive attitude 
and demonstrate 
the 8 Keys of 
Excellence. 

I PARTICIPATE I consistently 
participate. I share 
information or ideas 
when participating 
in discussions or 
groups. I am an 
effective 
collaborator.  

I frequently 
participate. I 
frequently share 
information or ideas 
when participating 
in discussions or 
groups. I am often 
an effective 
collaborator.  

I sometimes 
participate. I 
sometimes share 
information or ideas 
when participating 
in discussions or 
groups. I am 
sometimes an 
effective 
collaborator.  

I rarely participate. I 
rarely share 
information or ideas 
when participating 
in discussions or 
groups. I am rarely 
an effective 
collaborator.  

I AM PRODUCTIVE I am consistently 
productive. I am 
punctual turning in 
assignments. I 
consistently utilize 
classroom time 
effectively.  

I am frequently 
productive. I am 
punctual turning in 
assignments. I 
frequently utilize 
classroom time 
effectively.  

I am sometimes 
productive. I am 
sometimes 
punctual turning in 
assignments. I 
sometimes utilize 
classroom time 
effectively.  

I am rarely 
productive. I am 
rarely punctual 
turning in 
assignments. I rarely 
utilize classroom 
time effectively.  

 

Honor Roll for Grades 3-5 
Students at Windsor Charter Academy will receive academic recognition for quarters 1 through 3 based on 
the following criteria: 
 

Honor Roll Criteria 
Honor Roll High Honor Roll 

3.6—3.79  3.8—3.94 
 

Student Make Up Work 
Students have an obligation to complete assignments missed during days of illness or unexpected absence 
from school. Students have two school days for every one-day absent to make up their schoolwork. More time 
can be given at the discretion of the teacher. Parents should encourage their children to secure missed work 
from each teacher immediately following an absence. Students, who are absent for more than two days are 
advised to call the office to arrange for class assignments to be sent home. Parents must call by 8:00 a.m. on 
the day the homework is needed in order to allow teachers adequate time to assemble the assignments. 
Parents can pick up the assignments, if requested, after 3:40 p.m. on the date requested. 
 
Grade Book Protocols 
There are several tools available in Infinite Campus (IC) Grade Book. When teachers are using these 
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consistently, parents and students will have a better understanding of what each symbol indicates. 
• ___ (Blank): From the time the teacher puts the assignment in IC and until 2 days after the assignment is 

due it can show up as ___ (Blank). Within 2 days of the due date the assignment should have one of the 
following: 

o Turned in (T) 
o Missing (M) 
o Numerical Grade 

• Late: If a student hands in a assignment and receives reduced credit because it is late the numerical 
value will also be flagged as late (L).  

• Incomplete: If a student receives a low score because they did not finish the assignment flag as 
incomplete (I). This will help everyone understand that student did not complete the assignment (which 
can help in MTSS Process).  

• Exempt: Exempt (X) should be used if a student is absent and misses a learning opportunity that is 
difficult to recreate asynchronously such as a lab, a group discussion, etc.  

• Dropped: Some teachers may allow students to drop the lowest score over the course of a semester, 
quarter or in a certain category (practice, assessment). 

• Zero: Student earned 0 points or did not turn the assignment within the teacher's late policy. 
 
 

STUDENT ABSENCES 
 
Students attending Windsor Charter Academy are expected to be present as assigned and to be engaged in 
the educational process on a regular basis. Windsor Charter Academy prides itself on having a rigorous Core 
Knowledge and early college high school curriculum and high expectations for all of its students. With that in 
mind, attendance is absolutely necessary and expected in order for student achievement to occur.  
 
It is the obligation and responsibility of every parent or guardian to ensure that every child under his or her care 
and supervision, who is of compulsory attendance age, attends school as required by Colorado statutes, 
Executive Board policies, and school regulations.  
 
Penalties for unexcused absence shall be administered and may include, but are not limited to, the initiation of 
judicial proceedings to enforce compulsory attendance after ten unexcused absences during any calendar 
year or school year, and the imposition of academic penalties rationally related to classes missed while 
unexcused.  
 
Per Windsor Charter Academy Bylaws, enrolled students must attend the first five scheduled days of the school 
year or have written permission from the Executive Director. Students will be un-enrolled if student fails to attend 
the first five days of the school year without written permission from the Executive Director. 
 
General Absence Policy 
When a student has been absent five times in a school year, whether it be excused or unexcused, a courtesy 
letter will be generated and mailed home. This letter will communicate the five absences and express concern 
about the educational well-being of that student. After ten excused or unexcused absences within a school 
year, another letter will be sent to request a parent, student, and administrator meeting. This is in effort to 
create a positive action plan for the student to be in school receiving instruction at all times. During this meeting 
it may be deemed necessary for the parent to bring in a doctor’s note for further absences. If a child arrives 
after 9:30 a.m., he/she is considered absent one-half day. If a child leaves prior to 1:45 p.m., he/she is 
considered absent for one-half day. 
 
Tardy Policy 
In regard to tardiness at Windsor Charter Academy, the school feels that it is imperative that students 
understand the value and importance of timeliness. When a student is tardy, it affects their academic 
performance, as well as the performance others. The only tardy that shall be considered excused is for a 
medical or dental appointment. Each student will be allowed five unexcused tardies every semester. Additional 
unexcused tardies will be addressed with student and parents. After five tardies, a letter will be generated and 
mailed home to parents. Three tardies equals one absence. A child is considered tardy if he/she arrives 
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after 8:10 a.m., but before 9:30 a.m. If a child arrives after 9:30 a.m., he/she is considered absent one-half day. 
If a child leaves prior to 1:45 p.m., he/she is considered absent for one-half day. 
 
Pre-Arranged Absences 
Parents planning to take their children out of school for an extended absence should notify the school at least 
two weeks prior to the absence and fill out a Pre-Arranged Absence To Request Student Work form. Upon their 
return, it is the student’s responsibility to make arrangements with teachers to make up missed assignments. If 
possible teachers will provide students work prior to vacation or absence. The student will have two days for 
every one day absent to complete their missing work. Students who miss a test during their absence will take 
the test within two days of their return unless other arrangements are made with individual teachers. 
 
 

STUDENT CELL PHONES & SMART WATCHES 
 
Cell Phones 
All student cell phones must remain in backpacks or lockers throughout the school day. The school day begins 
when students arrive to school in the morning. This includes eating breakfast in the cafeteria and before school 
in the backyard. If a phone call needs to be made home, students must have permission from a WCA staff 
member. Phone calls must be made from the classroom or office phone. At the end of the day, students may 
take cell phones out of their backpacks after 3:15 p.m. when they are outside of the building. 
 
Other Electronic Devices 

• Smart Watches: Students may wear smart watches at school; however, students may not use their 
watch during the school day for text messaging, phones calls, or any other use unrelated to school. The 
above cell phone guidelines must be followed for communication. 

• Other Devices: Devices such as tablets, Kindles, etc. must be kept in backpacks or lockers throughout 
the school day unless permission is given to use it from a WCA staff member. 

 
If the above guidelines for cell phones, smart watchers, or other electronic devices are not followed, the 
device will be powered off and taken away. The following consequence will occur: 
 

• First Offense: The item will be taken away and given to the Dean of Students, Assistant Principal or the 
Elementary Education Director. The administrator will call home and inform the parents. The student will 
be responsible for coming to the office to retrieve it at the end of the school day. 

• Second Offense: The item will be taken away and given to the Dean of Students, Assistant Principal or 
the Elementary Education Director. The administrator will call home and inform the parents of the 
second offense. The parents will be required to come pick the item up at the office.   

• Third Offense: The item will be taken away and given to the Dean of Students, Assistant Principal or the 
Elementary Education Director. The administrator will call home and inform the parents of the third 
offense. For the remainder of the year, the students must check in their phone at the beginning of each 
school day and pick it up at the end of the school day. 

 
 

STUDENT DROP OFF & PICK UP 
 
Student Drop Off  
The first bell will ring at 8:00 a.m., signifying the time designated for students to begin preparations for classes. 
The bell to begin classes will ring at 8:10 a.m.  
 
It is extremely important that students are not left unsupervised before the start of school. Students may 
purchase breakfast in the cafeteria beginning at 7:30 a.m. until the first bell at 8:00 a.m.  
 
All other students should arrive at school no earlier than 7:45 a.m. Students may be dropped off in the following 
areas in the morning: Garden Drive, Diamond Valley, Academy Court. 
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Students arriving at 7:45 a.m. will be allowed to enter the playground/back area of the school where they will 
be supervised by adults. Students are not allowed to wait in the front of the building for safety reasons. The first 
bell rings at 8:00 a.m. and students will be allowed to enter the hallways to go to their classroom. On inclement 
weather days, the children will be directed to the gymnasium where they will be supervised by adults.  
 
Any student arriving after 8:10 a.m. must enter through the front office to receive a tardy pass to class. Parents 
must walk students into the building and sign them in after 8:20 a.m. 
 
Student Pick Up 
School is dismissed at 3:15 p.m. Students are assigned to a specific location for pick up based on the first letter 
of their last name. If families are participating in a car pool, determine one location for the group of students to 
be picked up from consistently and communicate the pick-up location with all classroom teachers of the 
carpool members.  
 
The following locations have been designated: Garden Drive, Diamond Valley Drive East, and Logistics Drive. 
Parents must provide written permission for students to be dismissed as walkers. Students who are picked up by 
a child care facility will be released to the child care van parked on Academy Court. 
 
Garden Drive: Families with Last Names Beginning 
with A-G.  (Red Route) 
We ask that all assigned families travel east on 
Garden Drive and pull forward. Students should 
enter the car on the south side of the sidewalk. 
Once families have picked up, families should turn 
right onto Diamond Valley Drive and travel south 
to Eastman Park Drive.  
 
Diamond Valley East: Families with Last 
Names Beginning with H-N. (Blue Route) 
We ask that all assigned families travel north on 
Diamond Valley Drive and pull all the way up to 
the intersection of Diamond Valley Drive and 
Garden Drive. To enter the loading zone, turn right 
on Garden Drive and pull forward into the loading 
zone along the south curb. Students should enter 
the car on the south side of the sidewalk. Once 
families have picked up, families should continue 
east around the cul-de-sac and exit by traveling 
west down Garden Drive. 
 
Logistics Drive: Families with Last Names Beginning with O-Z. (Orange Route) 
We ask that all families travel east on Logistics Drive and pull into the parking lot south of WCA. Drive all the way 
forward and form two pick-up lines. Students should enter the car on the east side. Once families have picked 
up, proceed to the south exit of the parking lot and turn west onto Logistics Drive. 
 
To ensure the safety of our students, we ask all parents, grandparents, caretakers, and/or guardians who are 
dropping off or picking up WCA students adhere to the following requests: 

• Be patient and respectful to staff and other parents. 
• Drive slowly and cautiously. 
• Pull all the way forward before letting your student get in or out of your vehicle. 
• Do not allow children to walk through the parking lot by themselves or be unattended in or near the 

parking lot. 
• Do not talk or text on your cell phone. 
• Model appropriate behavior by utilizing the crosswalk. 
• Follow traffic patterns; no U-turns. 
• Remember that safety comes first and foremost! 
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STUDENT DROP OFF/DELAYED START 
 
Late Start 
Due to inclement weather Windsor Charter Academy may have a 2-hour late start. Students should NOT be 
brought to school before the start times listed below as there will not be supervision and the building may be 
locked. Staff should be outside at their normal morning duties beginning at 9:45 a.m. 
 
Drop-Off Begins 9:45 a.m. 
First Bell 10:00 a.m. 
Tardy Bell 10:10 a.m. 

 
 

STUDENT PROCEDURES 
 
Bicycles & Scooters 
When a student rides a bicycle or scooter to school, he or she will take it directly to the bike rack on the west 
side of the building. It is recommended to lock the bike or the scooter on the rack. For safety reasons, students 
are not permitted to ride their bicycles or scooters on school grounds at any time. Students are expected to 
follow traffic rules applying to bicycle and scooter safety. Students must walk their bicycles when they are in the 
pick-up and drop-off zones. 
 
Emails 
All student emails linked to Windsor Charter Academy will be disabled during summer months.  See the 
technology and acceptable use policies. 
 
Fees 
Annual fees for Windsor Charter Academy students are due at the start of school. Student fees cover costs that 
occur throughout the year. If fees or fines have not been paid by the end of the year, Windsor Charter 
Academy reserves the right to withhold certificates, report cards and other WCA end of the year celebration 
items. 
 
Fees may be waived for those families that qualify for our Free and Reduced Lunch Program. An award letter 
from Department of Human Services or proof of income through a tax return statement must be submitted as 
proof of income. 
 

ELEMENTARY SCHOOL 
Registration 
Registration $60 
AVID for Grades 3-5 $35* 
Yearbooks Purchased through Jostens Only 
Yearbook  $25/35 
Clubs 
Band $40 
Choir $40 
Art $15 
Lego Robotics $40 
Intramurals 
Basketball $25 
Soccer $25 
Track $25 
Volleyball $25 
*AVID fee includes student t-shirt, planner and AVID supplies 
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Field Trips 
Educational field trips will be taken at times throughout the year in order to enhance our students’ academic 
knowledge of a topic. Parent permission is required for each field trip. The cost for each field trip will be 
collected prior to trip. In case of a financial hardship, the fee may be paid by scholarship funds. Our intent is for 
all students to have equal access to these educational opportunities. Siblings from other classes will not be 
excused from class to attend the field trip, nor are younger siblings allowed to attend the field trip due to 
liability. 
 
Health Room/Medications 
A health room is provided at Windsor Charter Academy for those students who become ill or get injured at 
school. Depending on the severity of the illness or injury, parents/guardians may be called to take their child 
home. Children who are ill should not spend more than 1.5 hours in the school health room. A medication 
Administration Form signed by a physician as required by the Colorado Department of Education is required for 
ALL medications. All medications must come to school in their labeled, original containers. Medications will be 
stored and administered in the health office. Under no circumstances can WCA employees distribute over the 
counter medicine to students without the required form. Only cough drops may be administered to students 
with a signed parent permission form. Students may not carry or possess medication in school and no 
medication may be stored in lockers. Please visit policy JLCD-R. 
 
Homework 
The staff of WCA believes that homework is an important component of the educational process. It is expected 
that the following objectives will be accomplished through regular and well-planned homework: 
 
Students will develop self-direction and personal responsibility. 
Students will develop independent study skills. 
Students will become better organized and will learn to budget their time. 
Students will strengthen their knowledge of the content taught during the school day. 
 
Lockers 
5th grade students have the opportunity to check out a locker. These lockers are the property of WCA and 
students can be charged if there is damage to their locker. Students need to bring a combination or keyed 
lock for their locker and keep it locked. Students will record their locker combination on their locker contract. If 
students choose to use a keyed lock, the office must have a copy of the key. Lockers are subject to search by 
the administration without cause. 
 
Lost & Found 
Every effort is made to return lost articles to the rightful owner. In the case of missing items, parents and students 
are encouraged to check the lost and found container in the cafeteria. All unclaimed articles will be donated 
to a charity every two weeks. 
 
Lunch 
The daily breakfast and lunch menu is posted on the website. Students may also bring a sack lunch. 
Windsor Charter Academy has a Free and Reduced Lunch Program. To determine if the qualifications are met 
for the program, parents or guardians must submit proof of income. An award letter from Department of 
Human Services or proof of income through a tax return statement will be accepted as documentation. 
 
Students may bring a lunch from home or purchase a hot lunch from the school cafeteria. The daily breakfast 
and lunch menu is posted on the website. To ensure all students receive a lunch, the following process will be 
followed: 
 

1. Parents may pay for lunch online through My School Bucks or pay with cash/check. Funds will be added 
to the student’s lunch account. 

2. If a student does not have sufficient funds in his/her account, the student may charge a lunch to their 
account up to a -$10.00 limit and will be provided a hot lunch. All students have permission to charge 
hot lunches to their account unless parents provide written notice stating otherwise. 
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3. If a student does not have sufficient funds and their account balance exceeds -$10.00, the student will 
not be able to charge a hot lunch to his/her account, but will be provided and charged $2.50 for a 
sack lunch that includes a cheese sandwich, a side item, and a bottle of water. 

4. Insufficient fund notices will be sent home with students who have a negative account balance on a 
weekly basis. 

 
Students are expected to adhere to the following cafeteria rules:  

• Enter and exit the cafeteria quietly in a straight line.  
• Students purchasing hot lunch will line up in a quiet straight line; Students with cold lunch will sit at their 

designated table. 
• After students sit down at their designated table, they must remain seated. 
• If a student needs something after sitting down, they need to raise their hand and get permission to 

leave the table. 
• In order to leave the cafeteria, the student must get permission. 
• Students must keep their hands and feet to themselves. 
• Students must clean up their table area, which includes their lunch box, trash, spilled liquid, and items 

dropped on the floor before being dismissed. 
 

School Hours 
The first bell will ring at 8 a.m., signifying the time designated for students to begin preparations for classes. The 
bell to begin classes will ring at 8:10 a.m. and students will be dismissed at 3:15 p.m. 
 
Textbook Policy 
All books are on loan to students for the school year. Books are to be kept clean and handled carefully. 
Students will be charged for damaged or lost books. Textbooks are to be kept clean, handled carefully, and 
covered to ensure longevity. If books are lost or damaged, WCA will hold the student responsible and charge 
him/ her for the repair or replacement cost of the book. Textbooks range in cost from $5 to $100. Fines for lost 
and/or damaged books are as follows: 
 

• New: full cost of the book, including shipping 
• 1 year old: 80% of current cost, including shipping 
• 2 years old: 60% of current cost, including shipping 
• Greater than 2 years old: 50% of current cost, including shipping 
• Discontinued book: full cost of replacement, including shipping 
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GENERAL INFORMATION 
 
After School Hours Clubs and Events 

• School Sponsored Event Definition: “A school sponsored event directly supervises students with prior 
written permission from their parents. School sponsored events ensure that students are managed by a 
CPR/First Aid certified staff member. Staff members will be trained and delegated by the School RN 
Consultant to provide medically necessary care and to administer any necessary medications. As 
stated on the club/event permission form, it will be the responsibility of the parent to contact the WCA 
Health Office in order to inform the RN that accommodations will be necessary.” This definition includes 
field trips as well as after school hours clubs and athletics. (School activities that are voluntary and on a 
drop-in basis such as Sweets with Santa and Dances are not School Sponsored Events. 

• Non-School Sponsored Event Definition: “After Hours Clubs/Events that are NOT school sponsored may 
be hosted by WCA, but are run by an outside party or are offered on a voluntary/drop-in basis only. The 
school will not have the capacity to be responsible for health care needs or medications during Non-
School Sponsored Events.” Advertisements done by WCA on behalf of a Non-School Sponsored 
club/event will clearly indicate it as such and will reference the parent handbook for further information. 

 
Birdwatchers Club 
Bird Watchers is a new program at WCA that brings positive role models into the school as an extra layer of 
support and security. Bird Watchers are a volunteer group of parents who will help before and after school to 
ensure student safety to and from school. If you are interested in learning more about the Birdwatchers Club or 
to sign up to volunteer, contact the Receptionist. 
 
Drugs, Alcohol and Tobacco Free School 
Because the unlawful possession and use of illegal drugs and/or alcohol is wrong and harmful to students, using, 
possessing, distributing, selling, giving, exchanging and being under the influence of illegal drugs or alcohol is 
prohibited on WCA property, at a school sponsored or district-sponsored activity or event, or while being 
transported in vehicles dispatched by the school at any time during the calendar year, and off school property 
when such conduct has a reasonable connection to school curricular or non-curricular activity or event or at 
any time or place when such conduct interferes with the operations of the district or the safety or welfare of 
students or employees. 
 
Disciplinary action, as set forth in district policy JICH, will be taken in cases involving students who use or are 
under the influence of illegal drugs or alcohol, possess controlled substances, illegal drugs or alcohol, regardless 
of quantity and/or engage in acts of, selling, purchasing, exchanging or distributing illegal drugs or alcohol, 
regardless of quantity or drug paraphernalia.  
 
Tobacco Free School (Weld RE-4 Policy ADC): 
Use of any Tobacco Products by staff, teachers, students, and visitors in or on any school property or at any 
school-sponsored activity is prohibited.  
 
Students shall not be in possession of any Tobacco Products while in school facilities, on school district property, 
during district- or school-sponsored activities or in school-owned transportation at any time.  
“Tobacco Product” means:  
 
a. any product that contains nicotine or tobacco or is derived from tobacco and is intended to be ingested or 
inhaled by or applied to the skin of an individual, including but not limited to cigarettes, cigars, pipe tobacco, 
snuff and chewing tobacco; and  
 
b. any electronic or manual device that can be used to deliver nicotine to the person inhaling from the device, 
including but not limited to an electronic cigarette, cigar, cigarillo, vapor pen, vaporizer, or pipe.  
 
c. “Tobacco Product” does not include any product that has been approved by the appropriate federal 
agency as a tobacco use cessation product, and that is possessed or being used by a person legally permitted 
to purchase such tobacco use cessation product.  
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Any member of the general public considered by the administration to be in violation of this policy will be 
instructed to leave school property or school-sponsored activity. Employees found to be in violation of this 
policy will be subject to appropriate disciplinary action in accordance with personnel policies. Any student who 
violates this policy is subject to the consequences described below.  
 
Disciplinary action, as set forth in district policy ADC, will be taken in cases involving students who use or possess 
tobacco products. 
 
Executive Board Meetings 
Executive Board meetings shall be held on the fourth Thursday of each month at 6:30 p.m., unless such day falls 
on a legal holiday, in which event the regular meeting shall be held at the same hour and place on a different 
designated day. 
 
Field Trip Volunteers 
We encourage parents to volunteer to act as chaperones on field trips. Please note that volunteers must clear 
our CBI background check and be able to devote their full attention to their assigned responsibilities while on 
the field trip. If you are unable to do this, we ask that you find a different volunteer opportunity. Volunteers are 
covered under the district’s School Entity Liability policy; however, siblings and/or relatives are not. Therefore, 
our insurance carrier has advised us of the following restrictions due to these liability reasons: 
 

• Allowing siblings and/or relatives on field trips can be disruptive. There is an increased liability exposure 
by having siblings and/or relatives on field trips. 

• If an injury occurs as a result of the siblings and/or relatives’ actions while under the care of the 
volunteer, the volunteer may be exposed to personal liability. The Insurance Pool does not recommend 
allowing volunteers to bring siblings/relatives on field trips. If the volunteer has a relative or sibling under 
their care at the time they are assigned to volunteer, the volunteer should either not volunteer on that 
day or make other care arrangements. 

 
Inclement Weather 
In the case of extreme weather conditions, students will come inside at 
morning drop off. It is important that students dress appropriately based on 
the weather forecast. If the “real feel” temperature is 17 degrees or warmer, 
students will be outside before, during, and after school. 
 
For school closure Windsor Charter Academy will follow the Weld Re-4 school 
closure recommendation. If Weld Re-4 is closed, Windsor Charter Academy 
will also be closed. Closure information will be posted on our website, 
communicated through Infinite Campus and shared with local news and 
radio stations.  
 
Due to inclement weather Windsor Charter Academy may have a 2-hour late start. Students should NOT be 
brought to school before the start times listed below as there will not be supervision and the building may be 
locked. Staff should be outside at their normal morning duties beginning at 9:45 a.m. 
 
Drop-Off Begins 9:45 a.m. 
First Bell 10:00 a.m. 
Tardy Bell 10:10 a.m. 

 
• Front Dismissal: If severe weather warnings are issued for our location, an email will be sent through 

Infinite Campus to all parents indicating a front only dismissal. For front only dismissal all students will be 
released through the front of the building to Academy Court. It is helpful for parents to have their 
student’s first and last name and teacher’s name on a sign in their windshield. 

 
Infinite Campus 
We encourage all parents to check the WCA database system Infinite Campus on a regular basis for 
information regarding grades and/or assignments. WCA’s website www.windsorcharteracademy.org has a link 
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to the parent portal of Infinite Campus as well as a link to all of WCA’s teacher’s websites for daily information. 
These resources are online communication resources which give parents access to student’s grades in every 
class, attendance information, homework assignments and upcoming events. I.C. is also used by the school to 
communicate information to parents. 
 
Parent Committees 
Committees are the primary vehicle at the school for meaningful and influential parental involvement. The 
various committees in the school are responsible for making recommendation on relevant policy matters to the 
directors and/or the board.  As a charter school, we rely on parent participation and involvement from 
volunteering to serving on committees.  We encourage you to sign up for one of the committees.  The Board of 
Directors has identified four key committees which are briefly described below. 
  

• Education Committee: The Education Committee serves to strengthen the overall educational program 
of the school.  The committee assists the administrator and teachers in providing all WCA students with 
the highest quality educational program possible by: 1) researching new and existing curricular and 
instructional approaches, 2) evaluating and synthesizing information, and 3) sensing parent and 
school/community needs.  The Education Committee represents parents and strengthens the link 
between the classroom and home.  The administrator and a teacher representative serve on the 
committee and work directly with parents to ensure that our committee work is immediately relevant 
and adds value to the day-to-day work of the school. 

• Finance Committee: The Finance Committee has the responsibility for working with the Executive 
Director and the Finance Director to create the upcoming fiscal year budget and present budget 
recommendations to the Board.  The committee monitors implementation of the approved budget on 
a regular basis and recommends proposed budget revisions. (Per Statute-Members are by Invitation 
only by Treasurer.) 

• School Accountability Committee (SAC): The purpose of the SAC is focused around the school’s 
improvement plan and accreditation status. Using the strategic plan, the SAC should advise the 
Executive Board on school improvement processes. Proposal: SAC Committee members serve two years 
with a rotation plan to ensure institution memory that promotes stability and continuity. 

• Student and School Safety Committee: The Safety Committee’s purpose encompasses a variety of 
areas, including, but not limited to: physical safety, environmental safety, internet safety, and emotional 
safety.  The committee will focus on diligent exploration and research to develop appropriate options 
and safeguards to increase the level of safety at WCA. 

 
School Committees 

• Innovation Committee: The Innovation Volunteer Committee’s purpose is to discuss the state of 
technology at Windsor Charter Academy, plan and cultivate educational opportunities for the 
community, explore future growth opportunities for innovation in our schools, and support in volunteer 
efforts for technology deployment and maintenance as needed. 

• Parent Teacher Club (PTC): The PTC, or Parent Teacher Club, works with staff and parents to build culture 
and climate at Windsor Charter Academy.  The PTC plans and hosts various events throughout the year 
that bring families together. Our Trunk or Treat and Dessert with Santa are just a few examples of PTCs 
family events. 

 
Parent Membership Meetings 
Parent membership meetings are scheduled twice a year, once each semester. The purpose of these meetings 
is; to share information on curricula, goals, school performance and other relevant school topics, introduce new 
Board of Director candidates (April), and garner ongoing member support for the school. The member/parent 
meetings will be held in November and April. All meetings will start at 6:30 p.m. at Windsor Charter Academy 
unless otherwise indicated in communications at least 5 days prior to the meeting. 
 
Family Service Commitment 
Parental involvement and volunteerism are strong components of WCA. Every family is expected to serve 35 
hours per school year. Volunteer help is key in accomplishing the many tasks that need to be done at the 
school. Most foundations look very closely at the number of volunteers and volunteer hours an organization 
receives when determining the granting of monies. Children also benefit from seeing their parents working at 
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the school and taking an active part in the education of their child. There are several opportunities for parents 
and grandparents to volunteer, such as: lunchroom helpers, office help, school committees, library assistants, 
classroom help, maintenance, after hour tasks, Birdwatcher program, other special projects, sporting events, 
and participating as a board member. 
 
All volunteers must adhere to the following guidelines: 

• Sign in at the office upon entering the building. 
• Clear a CBI background check every 2 years. 
• Wear a visitor badge that is visible at all times. 

 
Parent Teacher Conferences 
Parent teacher conferences will be held in the fall for all students. Conferences will be held again in the spring 
on an as needed basis. Parents are welcome to arrange conferences at other times of the year if they should 
have questions and/or concerns about their child’s academic success. 
 
Report Cards 
WCA report cards are a reflection of each student’s knowledge and work habits. Report cards are issued at the 
end of each quarter and may be viewed on Infinite Campus within ten days of the end of each term. It is to the 
discretion of each teacher to identify their grading standards and to communicate those with parents. 
 
Sexual Harassment 
The Executive Board recognizes that sexual harassment can interfere with a staff member’s performance or a 
student's academic performance and emotional and physical well-being and that preventing and remedying 
sexual harassment in schools is essential to ensure a nondiscriminatory, safe environment in which students can 
learn. In addition, sexual harassment is recognized as a form of sex discrimination and thus is a violation of the 
laws that prohibit sex discrimination, as addressed in the Board's policy concerning unlawful discrimination and 
harassment.  

• Windsor Charter Academy’s Commitment:  

o The Windsor Charter Academy is committed to maintaining a learning environment that is free 
from sexual harassment. It shall be a violation of policy for any staff member to harass another 
staff member(s) or students or for students to harass other students or staff member(s) through 
conduct or communications of a sexual nature or to retaliate against anyone that reports sexual 
harassment or participates in a harassment investigation. 

o Windsor Charter Academy shall investigate all indications, informal reports and formal 
grievances of sexual harassment by students, staff or third parties and appropriate corrective 
action shall be taken. Corrective action includes taking all reasonable steps to end the 
harassment, to make the harassed student whole by restoring lost educational opportunities, to 
prevent harassment from recurring and to prevent retaliation against anyone who reports sexual 
harassment or participates in a harassment investigation.  

 
• Sexual Harassment Prohibited: Unwelcome sexual advances, requests for sexual favors, or other verbal, 

non-verbal or physical conduct of a sexual nature may constitute sexual harassment, even if the 
harasser and the staff/student being harassed are the same sex and whether or not the staff/student 
resists or submits to the harasser, when:  

o Submission to such conduct is made either explicitly or implicitly a term or condition of a 
staff/student's participation in an education program or activity.  

o Submission to or rejection of such conduct by a staff/student is used as the basis for 
employment or advancement decisions affecting staff or education decisions affecting the 
student. 

o Such conduct is sufficiently severe, persistent or pervasive such that it limits a staff/student's 
ability to participate in or benefit from an education program or activity or it creates a hostile or 
abusive work/educational environment. For a one-time incident to rise to the level of 
harassment, it must be severe.  

o Any conduct of a sexual nature directed by a student toward a staff member or by a staff 
member to a student is presumed to be unwelcome and shall constitute sexual harassment.  
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o Acts of verbal or physical aggression, intimidation or hostility based on sex, but not involving 
conduct of a sexual nature may also constitute sexual harassment.  

 
Sexual harassment as defined above may include, but is not limited to:  

• Sex-oriented verbal "kidding," abuse or harassment 
• Pressure for sexual activity 
• Repeated remarks to a person with sexual implications 
• Unwelcome touching, such as patting, pinching or constant brushing against the body of another 
• Suggesting or demanding sexual involvement, accompanied by implied or explicit threats concerning 

one's grades or similar personal concerns 
• Sexual violence 

 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, 
Section 504 and/or Title IX, please contact:  

 
Executive Director, Rebecca Teeples 

810 Automation Dr., Windsor, CO 80550 
970.833.5190 

rebecca.teeples@windsorcharteracademy.org 
 
Student Check Out  
If a student must leave school during the school day, it is necessary that a parent sign the student out at the 
office. Office staff will call the student out of class when the parent/guardian is present. It is the parent’s 
responsibility to enter the school and ensure that the student is signed in or out. We understand that it can be 
difficult to schedule all appointments outside of school time, but we encourage parents to try not to interrupt 
their child’s school day. 
 
Withdrawing a Student from WCA 
If it is necessary to withdraw a student during the school year, parents need to come to the school and meet 
with the registrar to complete a withdrawal form. All books and supplies belonging to the school will need to be 
returned. Parents will be billed for missing text and/or library books prior to leaving WCA. Students records will 
only be transferred to a new school if the withdrawal form is completed, fees and all materials are returned or 
paid for. If a parent is considering transferring to another RE-4 school during the school year, the principals from 
both schools must agree to the transfer. In-district transfers will only be accepted the first three weeks of a 
school year.  
 
 

TECHNOLOGY POLICIES & EXPECTATIONS 
 

Windsor Charter Academy  
Student Technology Policies and Expectations 

All students and parent/guardians must complete the Windsor Charter Academy Parent/Student Technology 
Policies Agreement form before school technology access will be granted.  
 
Compliance with the Policy JS: Appropriate Use of School and Personal Technology by Students policy is 
mandatory.  
Area of Concern Expectation 
Internet Access • School technology is provided to students to conduct research, complete 

assignments, and communicate with others to further their education. 
• Use of, and access to, school technology is a privilege, not a right; 

therefore, general rules of school behavior apply. 
• Students must comply with school standards when accessing and using 

school technology. 
• Connection of personal technology to the WCA data network for 



 37 

purposes other than to store or retrieve education-related data is 
prohibited. 

Digital Storage • All digital storage on school technology and through school issued 
accounts is property of WCA and network administrators may review files 
and communications to maintain system integrity and ensure that students 
are using school technology responsibly. 

• Students should not expect that files stored on, or sent via, district 
computers or servers will be private.  

Security • Students must adhere to, and comply with, all school policies and local, 
state, and federal laws regarding data security. 

• Students should ensure that workstations are locked when unattended 
and accounts are logged out after use of a shared device. 

• Students should immediately notify school technology staff of any 
suspected school technology security issues without demonstrating the 
problem to others. 

• Circumventing or intentionally compromising school security measures is 
prohibited. 

• Intentionally or neglectfully transmitting viruses or other destructive 
computer files or bypassing school filters is prohibited. 

User Logins and 
Passwords 

• Students will be assigned a windsorcharteracademy.org google account 
in 2nd grade. This account will be considered the student’s official WCA 
email address until such time as the student is no longer enrolled in 
Windsor Charter Academy. 

• Students should protect their login and password information, and avoid 
public posting or sharing access with others. Students shall not access the 
accounts of other users. 

Use of Devices • Personal technology must not be used in a manner that has a detrimental 
effect on the educational environment. 

• Using school technology for non-educational uses is prohibited, this 
includes, but is not limited to: gaming, inappropriate role-playing, 
gambling, issuing junk mail, chain mail, or raffles, commercial purposes, 
activities which promote personal financial gain, and fraudulent activity. 

Online Images, Video, 
and Data 

• Access to the Internet enables students to use extensive online libraries 
and databases. Families should be warned that some material accessible 
through the Internet might contain items that are illegal, defamatory, 
inaccurate, profane, sexually oriented, or potentially offensive to some 
people. 

• WCA does not condone or permit the use of inappropriate material and 
uses content filtering technology to protect, to the extent possible, against 
Internet access by both adults and minors to visual depictions that are 
obscene, child pornography or harmful to minors. 

• Students are expected to use school technology in a manner that 
supports education and academic research and that is consistent with 
the educational mission and objectives of WCA. Students will be held 
responsible for any intentional misuse and inappropriate access. 

• Any use, transmission, storage, or publication of any material in violation of 
law, and/or school policy is prohibited. 

• Searching, viewing, communicating, publishing, downloading, storing, or 
retrieving materials that are threatening, profane, violent, or obscene is 
prohibited. 

• Using software, media, or digital content contrary to licensing or fair-use 
copyright restrictions is prohibited. 
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• Plagiarism or representing the work of others as one’s own including non- 
attributed use of Copyright ©, Registered ® and/or Trademark TM 
materials is prohibited. 

Social Media • Using school technology for social networking purposes (i.e. Facebook, 
Twitter, etc.) is prohibited. 

Digital Communications • Using school technology for social networking purposes (i.e. Facebook, 
Twitter, etc.) is prohibited. 

• Use of technology, district or personal, to harass, intimidate, or bully others 
is prohibited. 

WCA is not responsible for any damage or loss incurred through use of school technology including, but not 
limited to, damage or loss caused by non-deliveries, mis-deliveries, service interruptions, unauthorized use, loss 
of data, and exposure to potentially harmful or inappropriate material or people. 
 
The student and his/her parent/guardian will indemnify and hold WCA harmless from any losses sustained as 
the result of misuse or inappropriate access of district technology resources by the student. 
 
The school assumes no responsibility for any loss or damage to personal property including school 
technology. 

 
 

VISITORS & VOLUNTEERS 
 
When visitors and/or volunteers come to our schools, there are certain processes that we should follow. Site 
administrators have the final decision on determination of admission case-by-case. 
 
Parent and Community Volunteers and Visitors Attending Activities During School Hours 
Individuals who have a criminal record will be considered on a case-by-case basis, and, although a person 
who has committed a misdemeanor could volunteer in a school, the nature of the crime could limit the 
volunteer role that person could have. For example, a person convicted of misdemeanor theft could be 
restricted from access to Parent-Teacher Organization funds. 
 
The following individuals cannot volunteer or visit at Windsor Charter Academy: 

• A person convicted of a crime involving children (i.e. possession of child pornography) 
• A person convicted of three or more misdemeanors within the last five years, not including traffic-

related violations  
• A person convicted of a felony during the last five years 
• A person currently serving probation for any crime 

 
Student Teachers and Practicum Teachers 
All student teachers and practicum teachers must complete a background check.  
 
Prospective Parents Participating in Staff-Led Tours 
A prospective parent that is interested in touring Windsor Charter Academy Schools is not required to complete 
a background check if he/she is part of a staff-led tour. All participants of tours must remain with a staff 
member at all times. 
 
Visitors on Business 
Any person visiting Windsor Charter Academy on business is not required to complete a background check if 
they are escorted by a staff member that has been approved by School Leadership—directors and managers. 
If a person on business will be working alone during school hours at Windsor Charter Academy Schools—i.e., 
facilities maintenance, technology updates, etc., the person must complete a background check and meet 
requirements outlined. 
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EXECUTIVE BOARD POLICIES 
 
The following are a few pertinent board policies. Please visit the website for a full list of board policies. 
 

• Policy JICA: Student Dress Code 
 

• Policy JICDD: Violent and Aggressive Behavior 
 

• Policy JICDE: Bully Prevention and Education 
 

• Policy JICH: Student Involvement with Drugs and Alcohol 
 

• Policy JK: Student Discipline 
 

• Policy JK-A: Use of Physical Discipline and Restraint 
 

• Policy JK-A-R: Use of Physical Discipline and Restraint (Regulation) 
 

• Policy JKD-JKE: Suspension and Expulsion 
 

• Policy JKD-JKE-R: Suspension and Expulsion Hearing Procedures 
 

• Policy JKG: Discipline of Habitually Disruptive Students 
 

• Policy JKG-R: Discipline of Habitually Disruptive Students (Regulation) 
 

• Policy KI: Visitors to The School 
 
 

 

OPT-OUT FORMS 
 
Opt out forms for Non-Disclosure of Directory Information is available for parents below: 
 

• Opt Out Form for Non-Disclosure of Directory Information 
 
The Every Student Succeeds Act of 2015 (ESSA) requires school districts to release the names, addresses, and 
telephone listings (including unlisted numbers) of secondary school students to institutions of higher learning 
and military recruiters for FERPA. Opt out forms are available below for parents. 

 
• Opt Out Form for Institutions of Higher Learning for FERPA 

 
• Opt Out form for Military Recruiters for FERPA 
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NOTICES & PARENT/STUDENT AGREEMENTS 
 
The Windsor Charter Academy Student/Parent Handbook contains information regarding our curriculum, 
programs, school procedures and expectations. Students as well as parents/guardians should familiarize 
themselves with the expectations, rules and procedures that are outlined in the handbook. 
 
Please visit the following link to read and provide a digital signature for all mandatory forms signifying that you 
and your elementary school students have read the handbook and are in agreement with all items below.  
 
Digital signature required by September 15th:  http://bit.ly/wcahandbookagreement 

• Acceptable Use of Technology Agreement 
• Student Dress Code 
• FERPA Annual Notice 
• General Student Assumption of Risk and Waiver 
• Student Conduct and Handbook Agreement 
• School Safety Policies 
• Student Data Privacy 
• Walking Field Trip Permission Form 
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MISSION & VISION OF WINDSOR CHARTER ACADEMY 
 
Vision Statement 
“Where students are educated, empowered, and equipped to reach their highest potential.” 
 
Mission Statement 
Windsor Charter Academy provides our students with a solid academic foundation through our K-8 Core 
Knowledge and our rigorous 9-12 early college high school curricula. Our culture empowers our students to 
achieve academic excellence through critical thinking, character development, and a love for lifelong 
learning. 
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LEADERSHIP AT WINDSOR CHARTER ACADEMY 
 
In an effort to provide leadership opportunities to WCA Elementary School staff, the following principal-
designated leadership roles have been distributed to teachers who have been at WCA for more than two 
years. Staff who participate in leadership roles commit to doing so in a positive and professional manner in 
order to support the vision and mission of Windsor Charter Academy Elementary School. 
 
Building Leadership Team 
The Building Leadership Team (BLT) is comprised of one teacher from each department. The department lead is 
responsible for attending all BLT meetings scheduled every second and fourth Tuesday before school at 7 a.m. 
During this meeting, each member of the team will provide input, collect feedback, problem solve, and serve 
as a line of communication to their department. BLT members will have the opportunity to contribute to the 
school community in other leadership roles based on the rotating schedule outlined below.  
 

Building Leadership Team 
Kindergarten Jolene Steenburgen 4th Grade Shannon Silk 
1st Grade Anne Watson 5th Grade Michelle Ammirati 
2nd Grade Kiki Archer Specials Angie Shaler 
3rd Grade Chrissy Jones   

 
Student Success Team  
The purpose of the Student Success Team (SST) is provide a Multi-Tiered System of Support (MTSS) to address the 
academic, social, emotional, and behavioral development of children at Windsor Charter Academy. The team 
is comprised of administration, classroom teachers, and support staff. 
 

Student Success Team 
Administration Courtney Stone 
Instructional Specialist Terra Moore 
Counselor Brett Morley 
Kindergarten Alicia Ocasio 
3rd Grade  
ESS Katie Sullivan 
Interventionist Amber Sommerfeld 
Dean of Students Jessica Wilson 

 
AVID Site Team  
The purpose of the AVID team is to support the AVID implementation over the next three years. AVID’s focus on 
the four necessary areas to ensure that all students are poised for academic success: Instruction, Culture, 
Leadership, and Systems. 
 

AVID Site Team 
Kindergarten Jolene Steenburgen 
1st Grade Anne Watson 
2nd Grade  
3rd Grade Samantha Winder 
4th Grade Teal McConnell 
5th Grade Michelle Ammirati 
Interventionist Deena Koessl 
Counselor Brett Morley 
Instructional Specialist Terra Moore 
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Club Sponsors 
The purpose of our WCA clubs is to strengthen the culture and climate of Windsor Charter Academy and 
provide leadership opportunities for teachers in extracurricular activities. 
 

Clubs 
Art Melanie Shaffer Intramurals Jessica Wilson 
Band Shari Frazee Lego Robotics  
Choir Danielle Vazquez Student Council Michelle Ammirati 
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2018-2019 TEACHER CALENDAR 
 

Teaching Staff Hours: 7:30 a.m. to 3:45 p.m. 
  

185 / 188

4 JUNE- New Teachers Orientation
S M T W T F S S M T W T F S
1 2 3 4 5 6 7 1 2 3 4 5 3 Makeup Orientation if needed

8 9 10 11 12 13 14 6 7 8 9 10 11 12 6-7 New Teachers Report

15 16 17 18 19 20 21 13 14 15 16 17 18 19 8-14 Teachers Report

22 23 24 25 26 27 28 20 21 22 23 24 25 26 15 First Day of School

29 30 31 0 27 28 29 30 31 18

3 Labor Day

S M T W T F S S M T W T F S
1 2 3 4 1 2 11

5 6 7 8 9 10 11 3 4 5 6 7 8 9 12
12 13 14 15 16 17 18 10 11 12 13 14 15 16 15
19 20 21 22 23 24 25 17 18 19 20 21 22 23
26 27 28 29 30 31 18 24 25 26 27 28 19

19-23 Fall Break

S M T W T F S S M T W T F S
1 1 2 20

2 3 4 5 6 7 8 3 4 5 6 7 8 9 21
9 10 11 12 13 14 15 10 11 12 13 14 15 16 24-31 Winter Break

16 17 18 19 20 21 22 17 18 19 20 21 22 23
23 24 25 26 27 28 29 24 25 26 27 28 29 30
30 19 31 21 1-4 Winter Break

7
21 No School / Martin Luther King, Jr. Day

S M T W T F S S M T W T F S
1 2 3 4 5 6 1 2 3 4 5 6

7 8 9 10 11 12 13 7 8 9 10 11 12 13 15
14 15 16 17 18 19 20 14 15 16 17 18 19 20 18
21 22 23 24 25 26 27 21 22 23 24 25 26 27
28 29 30 31 23 28 29 30 17

8
8

S M T W T F S S M T W T F S
1 2 3 1 2 3 4

4 5 6 7 8 9 10 5 6 7 8 9 10 11 1-5
11 12 13 14 15 16 17 12 13 14 15 16 17 18 8
18 19 20 21 22 23 24 19 20 21 22 23 24 25
25 26 27 28 29 30 17 26 27 28 29 30 31 18

23 Last Day of School/ Release at 11:30 a.m.

24 Teacher Work Day

S M T W T F S S M T W T F S
1 1 Vacation, No Students or Staff Report

2 3 4 5 6 7 8 2 3 4 5 6 7 8
9 10 11 12 13 14 15 9 10 11 12 13 14 15 No School, Teachers Report

16 17 18 19 20 21 22 16 17 18 19 20 21 22
23 24 25 26 27 28 29 23 24 25 26 27 28 29 Half Day of School / Release at 11:30am

30 31 15 30 0

No School / Teacher Professional Development 

Teachers/New Teachers

2018-2019 Calendar
July 2018 January 2019

AUGUST

SEPTEMBER

August 2018 February 2019
OCTOBER

End of First Quarter

No School / Conference Compensation Day

No School / Conference Compensation Day

NOVEMBER

September 2018 March 2019
DECEMBER

End of 2nd Quarter

No School / Teacher Work Day

JANUARY

No School / Teacher Professional Development 

October 2018 April 2019

FEBRUARY

No School / President's Day 

MARCH
End of 3rd Quarter 

November 2018 May 2019 No School / Teacher Professional Development 

December 2018 June 2019

APRIL
Spring Break

Teacher Work Day

MAY
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ELEMENTARY SCHOOL STAFF 
 

 
 
 
  

Name Department Email 
Haley Boyles Kindergarten haley.boyles@ 
Heather Klein Kindergarten heather.klein 
Alicia Ocasio  Kindergarten alicia.ocasio 
Jolene Steenburgen Kindergarten jolene.steenburgen@ 
Gina Bindel Kindergarten Paraprofessional gina.bindel 
Tracie Douglas  Kindergarten Paraprofessional tracie.douglas 
Renee Jones  Kindergarten Paraprofessional renee.jones 
Britney Tippetts Kindergarten Paraprofessional britney.tippetts@ 
Daina Faling 1st Grade daina.faling@ 
Casey Foreman 1st Grade casey.foreman@ 
Jocelyn Lacy 1st Grade jocelyn.lacy@ 
Lindsay Nolting 1st Grade lindsay.nolting@ 
Anne Watson 1st Grade anne.watson@ 
Connie Fisher 1st Grade Paraprofessional connie.fisher@ 
Stephanie Gasper 1st Grade Paraprofessional stephanie.gasper@ 
Kiki Archer 2nd Grade kiki.archer@ 
Rebecca Hawkins 2nd Grade rebecca.hawkins@ 
Kelley Hoover 2nd Grade kelley.hoover@ 
Julie Pedersen 2nd Grade julie.pedersen@ 
Larissa Weisgerber 2nd Grade larissa.weisgerber@ 
Kristin Jacobs 2nd Grade Paraprofessional kristin.jacobs@ 
Brianna Benson 3rd Grade brianna.benson@ 
Jennifer Birks 3rd Grade jennifer.birks@ 
Chrissy Jones 3rd Grade chrissy.jones@ 
Samantha Winder 3rd Grade samantha.winder@ 
Nicole Barnes 4th Grade nicole.barnes@ 
Ashley Cooper 4th Grade ashley.cooper@ 
Teal McConnell 4th Grade teal.mcconnell@ 
Shannon Silk 4th Grade shannon.silk@ 
Michelle Ammirati 5th Grade michelle.ammirati@ 
Katherine Ericson 5th Grade katherine.erickson@ 
Kirsten Keenan 5th Grade kirsten.keenan @ 
Danielle Vazquez 5th Grade danielle.vazquez@ 
Dawn Ellis Physical Education dawn.ellis@ 
 Cultural Literacy  @ 
Leanne Scholand Cultural Literacy Paraprofessional leanne.scholand@ 
Kim Seyboldt Music kimberly.seyboldt@ 
Melanie Shaffer Art melanie.shaffer@ 
Angie Shaler Innovation Lab angie.shaler@ 
 Advanced Math @ 
Deena Koessl Literacy Specialist deena.koessl@ 
Amber Sommerfeld Literacy Specialist amber.sommerfeld@ 
Jennifer Wrenn Literacy Specialist and ELL Instructor jennifer.wrenn@ 
Katie Sullivan Resource Teacher katie.sullivan@ 
Lori Plechaty Resource Paraprofessional lori.plechaty@ 
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ES ADMINISTRATION & SUPPORT STAFF 
 

Name Position Email 
Kelly Seilbach Elementary Education Director kelly.seilbach@ 
Courtney Stone Assistant Principal courtney.stone@ 
Jessica Wilson Dean of Students jessica.wilson@ 
Terra Moore Instructional Specialist terra.moore@ 
Brett Morley Counselor brett.morley@ 
Linda Dewald Office Manager linda.dewald@ 
Paula Ridout Receptionist paula.ridout@ 
Roni Ferraro Health Aide roni.ferraro@ 
Holly Hoag Health Aide holly.hoag@ 

 
 

ADMINISTRATION OF SCHOOLS & SUPPORT STAFF 
 

 
 

EXECUTIVE BOARD  
 

 
Executive Board Meetings 
Executive Board meetings will be held on the fourth Thursday of each month at 6:30 p.m., unless such day falls 
on a legal holiday. When this occurs, the board meeting will be held be held at the same hour and place on a 
different designated day. Work sessions begin at 5:30 p.m. 
 
  

Name Position Email 
Rebecca Teeples Executive Director rebecca.teeples@ 
Jamie Zink Executive Assistant jamie.zink@ 
SarahGennie Colazio Finance Director sarahgennie.colazio@ 
Lauren Miller Business Manager lauren.miller@ 
Irene Nissen Director of Innovation irene.nissen@ 
Michael Unruh Technology Manager michael.unruh@ 
Emily Land Director of Community Relations emily.land@ 
Diana Stanislav Student Data Services Manager diana.stanislav@ 
Jon Reynolds Director of Food Services jon.reynolds@ 
Ricky Wagner Director of Facilities Management ricky.wagner@ 
Tony Belmont Facilities Maintenance Tech tony.belmont@ 
Sara Ibarra School Nurse sara.ibarra@ 

Name Position Email 
Samual Penn Board President samual.penn@ 
Donna James Board Vice President donna.james@ 
Kevin Albertsen Executive Board Member kevin.albertsen@ 
Sherry Bartmann Executive Board Member sherry.bartmann@ 
John Feyen Executive Board Member john feyen@ 
Carolyn Mader Executive Board Member carolyn.mader@ 
Jenny Ojala Executive Board Member jenny.ojala@ 
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ORGANIZATIONAL CHART 
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LEADERSHIP ORGANIZATION 
 

Role Name Responsibilities 
Executive Director Rebecca Teeples Provides overall leadership and direction to support vision and 

mission of the school through educational leadership. Works with 
all directors and managers to support and strengthen systematic 
processes that foster student achievement and board strategic 
goals. 

Director of 
Elementary 
Education 

Kelly Seilbach Provides leadership and direction to support the vision and 
mission of the school to all elementary school staff. Builds a 
climate of excellence and accountability through instructional 
leadership. Works collaboratively with elementary administrative 
leadership, teacher certified staff, and supports classified staff to 
create an environment where students are educated, 
empowered, and equipped to reach their highest potential. 

Assistant Principal Courtney Stone Provides leadership and direction to support a culture of 
academic excellence to teacher certified staff. Acts as school 
assessment coordinator, organizing school wide assessment 
calendar and schedule. Trains staff in delivery of assessments. 
Promotes College and Career Readiness serving as the AVID 
Coordinator. Reinforces the Eight Keys of Excellence through 
Positive Behavior Intervention and Support (PBIS).  

Dean of Students Jessica Wilson Provides leadership and direction to support positive student 
behaviors. Supports certified teachers in creating positive 
classroom environments that foster a culture of excellence. 

Instructional 
Specialist 

Terra Moore Provides leadership and direction to support our Gifted and 
Talented program. Coordinates the Student Success Team (SST) 
which ensures a Multi-Tiered System of Supports (MTSS). Supports 
our vision and mission as a Core Knowledge School serving as the 
Core Knowledge Coordinator. 

Counselor Brett Morley Provides instruction in the Eight Keys of Excellence. Supports 
students’ emotional well-being. 

Student Data 
Services Manager 

Diana Stanislav Works with the District to maintain accurate student records 
through Infinite Campus (IC) to fulfill district, state and federal 
reporting requirements. Maintains Infinite Campus database for 
current staff members. Handles all registration procedures for 
WCA students. Maintains accurate student cumulative files; 
interacts with other schools in receiving and sending student 
information. Creates individual student schedules as created by 
administration and teaching staff. 

Director of 
Innovation 

Irene Nissen Works with Executive Director and school administrative leaders 
in strategic planning to enhance technology and 21st century 
opportunities for students. Maintains knowledge of and 
communicates current research findings and forecasts related to 
the effective use of technology in the school’s educational 
program. Provides current, cutting-edge information to support 
decision-making on academic and administrative technology 
matters. 

Technology 
Manager 

Michael Unruh Leads the daily operations of the elementary and secondary 
school instructional technology and supports educators in 
troubleshooting technology issues. Works with the Technology / 
Media Director in the maintenance and implementation of 
school owned technology equipment and devices. 

Finance Director SarahGennie 
Colazio 

Provides leadership and financial direction to support vision and 
mission of the school, creating a systematic financial process that 
empowers the school. Manages the development of an annual 
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budget, budget projections for strategic planning as well as 
supporting directors as they manage their department budgets. 
Provides HR support for all staff, such as insurance and benefits. 

Business Manager Lauren Miller Provides internal financial management to ensure maintenance 
of processes that support the vision and mission of the school. 
Responsible to track and record all school revenue and 
expenditure transactions, including budgetary and purchase 
approval processes. 

Director of 
Community 
Relations 

 Works with the Executive Director to ensure that branding and 
marketing are aligned throughout all departments and in 
community partnerships. Creates opportunities for fund 
development that supports the work of Windsor Charter 
Academy’s vision and mission. 

Director of Facilities 
Management 

Ricky Wagner Oversees the maintenance of all facilities and facilities team 
members, to ensure the safety and optimum physical condition 
of all WCA buildings and grounds. 

Facilities 
Technician 

Tony Belmont Completes facilities maintenance requests, secures and monitors 
facility, maintains school grounds, works with all facilities and 
school staff to ensure safe and optimum physical conditions. 

Director of Food 
Services 

Jon Reynolds Oversees the food service operations for all students, assures 
compliance with state and federal requirements and laws 
regarding nutrition, sanitation, safety, and record keeping.  Hires, 
trains and supervises all food service personnel.  Coordinates 
federal reimbursement program through selected food service 
authority. 

 
 

ADMINISTRATION ROLES & RESPONSIBILITIES 
 

Windsor Charter Academy 
Administrative Roles and Responsibilities 

 Elementary Director Elementary Assistant 
Principal 

Dean of Students Instructional Specialist 

St
af

f 

• Direct Supervisor for 
Administrative Team, 
Certified and Classified 
Staff 

• Instructional Leader 
• Professional Development 
• Formal & Informal 

Observations 
• Staffing 
• Budget 
• Building Management 
• Data Analysis 
• Curriculum Evaluation & 

Adoption 
• Communication 

o WCA Parent 
Newsletter 

o News & Notes 
o Email Blasts 
o Executive Director 
o Board 

• Board Committees: SAC, 
Education, Student and 
School Safety 

• Committees: Facebook 
Moderators, PTC & PTC 
Oversight 

• AVID Elem Site Team 
Coordinator 

• Instructional Leader 
• Professional Development 
• Certified Staff Evaluations 
• Formal & Informal 

Observations 
• School Assessment 

Coordinator 
o Systems 

Management 
• CMAS, MAP, 

DIBELS, TS GOLD, 
Renaissance 

o READ Plans 
o DATA Organization & 

Analysis 
• Data 

Spreadsheets 
• Communication 

o News & Notes 
• Board Committee: Student 

and School Safety 
• Hiring-Screening/Job 

Fairs/Interview 
• Schedules (Primary) 
• Handbooks 

• PBIS-8 Keys (Primary) 
o Scheduling & 

Facilitating PBIS 
Monthly Meetings 

o PBIS Assemblies 
o 8 Keys Monthly Focus 
o 8 Keys Blue Postcards 

• Coordinate Elementary 
Intramurals 

• Member of SST 
• AVID College Going 

Culture 
o College Week 

• Para Oversight 
o Inform Evaluations 
o Para Schedules and 

meetings 
• Schedules (Secondary) 

 

• MTSS/SST 
o Scheduling 
o Records- data entry  
o Meeting facilitator 
o Parent communication 

• GT Coordinator 
o ALPs 
o CogAT 
o Consult with advanced 

math teacher 
 
Non-Administrative Roles: 
• Induction 

o Creating & Tracking 
Requirements 

o Scheduling & 
Facilitating Meetings 

o Professional 
Development 

o Job Fairs/interviews 
• Instructional Coach 

o Coaching 
• I Teach, We Teach, 

You Teach with 
Feedback 

• Lesson Planning 
• Engagement Data 



 13 

• Mentor Program for New 
Teachers 

• Student Teacher 
Placement 

• Hiring: Screening/Job 
Fairs/Interview 

Collection 
• Drop-ins with 

Feedback 
• Professional Developer 

o Summer Institute 
o New Teacher Training 
o Staff PD Days/Meetings 

St
ud

en
ts

 

• Discipline-Tier III Majors 
(Primary) 
o Multiple Tier II Major 

Behaviors 
o Major 

Physical/Verbal 
Contact 

o Threat Assessments 
o Major Safety 

Violations 
o Theft or Property 

Damage 
• Parent 

Communication 
• Special Education 

Oversight 
o IEP Meetings 

• Retention 

• Discipline-Tier III 
(Secondary) 
o Major 

Physical/Verbal 
Contact 

o Threat Assessments 
o Major Safety 

Violations 
o Theft or Property 

Damage 
• Behavior Intervention 

(Support) 
o Check-in/Check-out 
o Behavior Plans 

• Behavior Intervention 
o Check-in/Check-out 
o Behavior Plans 
o Behavior 

Documentation 
o SST Referral Process 

• Discipline 
o Tier I Minors (Support) 
o Tier II Minors/Majors 

(Primary) 
• Parent 

Communication 
o Tier III (Support) 
o Threat Assessments 

(Secondary) 
• Classroom Drop-ins to 

support Classroom 
Management and 
Behavior Management 

• Attendance Parent 
Meetings 

• Behavior Intervention 
(Support) 
o Check-in/Check-out 
o Behavior Plans 

• Meet with GATE students 
 

M
ee

tin
gs

/E
ve

nt
s 

• Executive Board Meetings 
• WCA Leadership Team 
• Building Leadership Team 

(Primary) 
• PLCs (Primary) 
• AVID Site Team 

(Secondary) 
• 1-1 Team Lead Meetings 
• 1-1 New Teacher Meetings 
• PTC Meetings/Oversight 
• Student & School Safety 

Committee 
• Back to School Night 

(Primary) 
• Prospective Parent Night 

(Primary) 
• After School Events 
• Tier II Parent Meetings 

(Support) 
• Tier III Parent Meetings 

o Threat Assessment 
(Primary) 

o Majors (Primary) 
• SAC Committee 
• SST Meetings-Retention 
• Parent Meetings 

Academics (Primary) 
• Building Tours 
• Facebook Moderator 

Meetings 
• Finance Meetings 

• District Assessment 
Meetings 

• WCA Leadership Team 
• Building Leadership Team 

(Secondary) 
• PLCs (Secondary) 
• AVID Site Team (Primary) 
• 1-1 New Teacher Meetings 
• Student & School Safety 

Committee 
• Back to School Night 

(Secondary) 
• Prospective Parent Night 

(Secondary) 
• After School Events 
• Tier III Parent Meetings 

o Threat Assessment 
(Secondary) 

o Majors (Secondary) 
• SST Meetings-Academic 

(Invite) 
• Building Tours 

• Building Leadership Team 
(Support) 

• AVID Site Team (Support) 
• Student & School Safety 

Committee 
• Back to School Night 

(Support) 
• After School Events 
• Tier II parent meetings 

(Primary) 
• Tier III Parent Meetings 

o Threat Assessment 
(Support) 

o Majors (Support) 
• SST meetings- Behavior 

(Support) 
• PBIS meetings (Primary) 

• District GT meetings 
• Building Leadership Team 

(Support) 
• PLCs (Support) 
• AVID Site Team (Support) 
• Education Committee 
• Back to School Night 

(Support) 
• Talent Show 
• Volunteer Appreciation 
• After School Events 
• SST Meetings (Primary) 
• Induction/mentor meetings 

(Primary) 
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COMMUNICATION PRACTICES 
 
Classroom / Academic Concerns 
When concerns arise about student performance, the learning environment, and other areas such as 
social/emotional, please contact the teacher. If questions or concerns still exist, then follow the chain of 
command. 
 
 

 
 
  
        

Þ   Þ               Þ   
 

  
 
 
 
 
 

 
Discipline Concerns 
When concerns arise around discipline issues, please contact the teacher. If questions or concerns still exist, 
then follow the chain of command. 
 

 
 
 
 

Þ  Þ Þ  
 
 

  
 

 ß 
 
           
     
 
 
 
 
 
 
 
 
 
 

If the issue is 
not resolved, 
contact 
Elementary 
Education 
Director, Kelly 
Seilbach. 

Contact the 
classroom 
teacher via 
phone or 
email. The 
classroom 
teacher will 
respond within 
48 business 
hours. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
still not 
resolved, 
contact the 
Executive 
Board 
President, 
Samual Penn. 

Contact the 
teacher via 
phone or 
email. The 
teacher will 
respond within 
48 business 
hours. 

 

If the issue is 
not resolved, 
contact Dean 
of Students, 
Jessica 
Wilson. 

If the issue is 
not resolved, 
contact 
Elementary 
Education 
Director, Kelly 
Seilbach. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
not resolved, 
contact Board 
President, 
Samual Penn. 
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NON-DISCRIMINATION / EQUAL OPPORTUNITY 
 
Notice of Non-Discrimination and Designation of Compliance Officer 
Windsor Charter Academy is committed to providing a safe learning and work environment where all members 
of the school community are treated with dignity and respect. To that end, no otherwise qualified student, 
employee, applicant for employment or member of the public shall be excluded from participation in, be 
denied the benefits of, or be subjected to discrimination under any Charter program or activity on the basis of 
race, color, national origin, ancestry, creed, religion, sex (which includes marital status), sexual orientation, 
disability, or other status protected by law. Discrimination against employees and applicants for employment 
based on age and genetic information is also prohibited in accordance with state and/or federal law.  
 
Any person who has a question, concern, or complaint related to the Charter’s non-discrimination policies 
and/or its efforts to ensure equal educational opportunities should contact one of the Charter’s designated 
non-discrimination/equal opportunity compliance officers.  
 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, 
Section 504 and/or Title IX, please contact:  
 

Executive Director, Rebecca Teeples 
810 Automation Dr., Windsor, CO 80550 

970.833.5190 
rebecca.teeples@windsorcharteracademy.org 

 
 

STAFF MEETINGS 
 

Meetings Monday Tuesday Wednesday Thursday Friday 
Staff  1st, 3rd, 5TH Week 

3:30-4:30 p.m. 
   

BLT  2nd & 4th Week      
7 – 7:45 a.m. 

   

SST   Last Week 
all day 

  

AVID 
 

4th Week     
3:45-4:30 p.m. 

    

Grade Level Team    Weekly PLC or 
Collaborative 

Planning 

 

Teacher Induction   2nd Week  
from 7-8 a.m. 

  

New Teacher 1 on 1    Monthly as 
Scheduled 

 

Team Lead 
w/Administration 

  Monthly as 
Scheduled 

  

Teacher Council   10/3, 12/5, 3/20   
@ 3:30 p.m. 

  

Innovation Council  2nd Week  
3:30-4:30 p.m. 
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PROFESSIONAL DEVELOPMENT/TEACHER COUNCIL 
 
Professional Development Days 
In addition to professional development days in August, there are four additional professional development 
days throughout the school year.  

• October 15 
• December 21 
• January 7 
• March 8 

 
Part-time staff are required to attend at least 4 hours of each of the professional development days listed 
above but are highly encouraged to attend all day when available. 
 
Teacher Council 
The purpose of the council is for teachers and administration to come together and discuss challenges that 
teachers face and strive to solve problems together. This council also offers opportunities for questions to be 
answered. This is a very informal meeting, unlike a staff meeting. This is an advisory committee in which teachers 
can advise in the school’s decision-making process. 
 
Meetings will be held from 3:30 to 4:30 p.m. in the Elementary Library on the following dates: October 3rd, 
December 5th and March 20th  
 
Innovation Council 
The Innovation council offers opportunities for staff and administration to come together and discuss needs for 
technology and innovation in the classroom. Professional development centered around innovation in the 
classroom will be presented and created by members of the council. Grade level representatives will act as 
innovation leaders and mentors to their peers. 
 
2nd Tuesday of the month from 3:30-4:30 p.m. in the large staff conference room. 
 
 

EMERGENCY DRILLS 
 
Emergency Drills 
Emergency drills will be announced in News & Notes. The first two drills of each type will be announced and 
subsequent drills will be unannounced. Over the course of the year, we will have ten fire drills, three tornado 
drills, six lock out/lock down drills and one evacuation/reunification drill. Review the staff expectations outlined 
in our School Safety Plan, teach, and practice emergency procedures with students before each announced 
drill. 
 
 

DELAYED START 
 
Late Start 
Due to inclement weather Windsor Charter Academy may have a 2-hour late start. Students should NOT be 
brought to school before the start times listed below as there will not be supervision and the building may be 
locked. Staff should be outside at their normal morning duties beginning at 9:45 a.m. 
 
Drop-Off Begins 9:45 a.m. 
First Bell 10:00 a.m. 
Tardy Bell 10:10 a.m. 
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ASSEMBLY SCHEDULE 
 
On school days when there are assemblies, the schedule will be as follows. This ensures that students are able to 
attend all classes for the day. 
 

Kindergarten  1st Grade 
8:15 – 9:15 Assembly 8:15 – 9:15 Assembly 
9:20 – 10:00 WIN 9:15 – 10:10 Reading 
10:00 – 10:30 Writing/Centers   
10:30 – 10:50 Lunch 10:10 – 10:50 WIN 
10:50 – 11:10 Recess 10:54 – 11:14 Lunch 
11:10 – 11:35 Literacy 11:14 – 11:34 Recess 
11:35 – 12:10 Specials 11:34 – 11:44 Calendar 
12:10 – 12:50 Literacy 11:44 – 12:15 History/Science 
12:50 – 1:40 Math 12:15 – 1:05 Math 
1:40-1:55 Recess 1:05 – 1:15 Snack 
1:55 – 2:05 Snack 1:15 – 1:50 Specials 
2:05 – 2:15 Calendar 1:50 – 2:05 Recess 
2:15 – 3:10 History/Science 2:05 – 3:10 Writing/Centers 
3:10 – 3:15 Pack Up & Dismissal 3:10 – 3:15 Pack Up & Dismissal 

 
2nd Grade  3rd Grade 

8:15 – 9:15 Assembly 8:15 – 9:15 Assembly 
9:15 – 9:50 Writing 9:15 – 9:50 Specials 
9:50 – 10:25 Specials 9:50 – 10:30 Math 
10:25 – 11:18 Reading 10:30 – 10:45 Recess 
11:18 – 11:38 Lunch 10:45 – 11:45 Writing 
11:38 – 11:58 Recess 11:45 – 12:30 WIN 
11:58 – 1:16 Math 12:30 – 12:50 Lunch 
1:16 – 1:56 WIN 12:50 – 1:10 Recess 
2:00 – 2:15 Recess 1:10 – 2:10 Reading 
2:15 – 3:10 History/Science 2:10 – 3:10 History/Science 
3:10 – 3:15 Pack Up & Dismissal 3:10 – 3:15 Pack Up & Dismissal 
   

4th Grade  5th Grade 
8:15 – 9:15 Assembly 8:15 – 9:15 Assembly 
9:15-9:25 AVID Advisory 9:15 – 9:25 Reading 
9:25 – 10:15 Math 9:25 – 10:15 Math 
10:15-10:30 Recess 10:15 – 10:30 Reading 
10:30 – 11:15 Reading 10:30 – 11:42 Writing 
11:15 – 12:06 Writing 11:42 – 12:02 Lunch 
12:06 – 12:26 Lunch 12:02 – 12:22 Recess 
12:26 – 12:46 Recess 12:22 – 12:40 AVID Advisory 
12:46 – 1:16 WIN 12:40 – 1:50 History/Science 
1:16 – 2:25 History/Science 1:50 – 2:25 Specials 
2:25 – 3:10 Specials 2:25 – 3:05 WIN 
3:10 – 3:15 Pack Up & Dismissal 3:05 – 3:15 Pack Up & Dismissal 
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LUNCH SCHEDULE 
 
Grade Lunch Recess 
Kindergarten 10:30 to 10:50 a.m. 10:50 to 11:10 a.m. 
1st Grade 10:54 to 11:14 a.m. 11:14 to 11:34 a.m. 
2nd Grade 11:18 to 11:38 a.m. 11:38 to 11:58 a.m. 
5th Grade 11:42 to 12:02 p.m. 12:02 to 12:22 p.m. 
4th Grade 12:06 to 12:26 p.m. 12:26 to 12:46 p.m. 
3rd Grade 12:30 to 12:50 p.m. 12:50 to 1:10 p.m. 

 

Visit Lunch and Recess Duty Schedule 
 

 

KINDERGARTEN TEAM 
 

Boyles, Klein, Ocasio & Steenburgen 
 
Time  
8:10 to 8:15 Attendance/Lunch Count 
8:15 to 8:30 Calendar 
8:30 to 9:05 Writing 
9:05 to 9:44 WIN (What I Need)  
9:44 to 9:55 Recess 
9:55 to 10:30 Literacy (Comprehension & Vocab) 
10:30 to 10:50 Lunch 
10:50 to 11:10 Recess 
11:10 to 11:44 Literacy (Phonics) 
11:44 to 12:38 Math (Singapore & Stations) 
12:38 to 1:28 Specials 
1:30 to 1:50 Recess 
1:50 to 2:00 Snack 
2:00 to 2:20 Centers 
2:20 to 3:05 History/Science 
3:05 to 3:15 Pack Up 

 
Specials Rotation Schedule 
 

K      
Boyles Art Cultural Literacy Music PE Innovation Lab 
Klein Cultural Literacy Music PE  Innovation Lab Art 
Ocasio Music PE Innovation Lab Art Cultural Literacy 
Steenburgen PE Innovation Lab Art Cultural Literacy Music 
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Part-Time Kindergarten Monday Schedule 
 
MONDAY MORNING- Wednesday/Friday Class 
 
School Hours: 8:00-11:20  (Tardy bell 8:10) 
8:00 to 8:15 Attendance/Morning Work 
8:15 to 8:45 Writing 
8:45 to 9:05 Literacy 
9:05 to 9:44 WIN (What I Need- literacy)  
9:44 to 9:55 Recess 
10:00 to 10:30 Specials  
10:30 to 11:00 Math 
11:00 to 11:15 History/Science/Snack 
11:15 to 11:20 Pack-up and Dismissal  

 
MONDAY AFTERNOON-Wednesday/Friday Class 
 
School Hours: 12:00-3:15  (Tardy bell 12:10) 
12:00 to 12:15 Attendance/Afternoon Work 
12:15 to 12:38 Writing 
12:38 to 1:28 Specials 
1:30 to 1:50 Recess 
1:50 to 2:00 Snack/Calendar 
2:00 to 2:20 Literacy 
2:20 to 2:50 Math 
2:50 to 3:10 History/Science 
3:10 to 3:15 Pack-up and Dismissal 

 
Monday Specials Schedule for Wednesday/Friday Class from 10 to 10:30 a.m. 
 

Q1 Specials Q 2 Specials Q 3 Specials Q 4 Specials 
Aug. 20 Innov. Lab Oct. 22 Innov. Lab Jan. 14 Innov. Lab Mar. 11 Art 
Aug. 27 Cultural Lit. Oct. 29 Music Jan. 28 Music Mar. 18 Innov. Lab 
Sep. 10 PE Nov. 5 Cultural Lit. Feb. 4 Cultural Lit. Mar. 25 Music 
Sep. 17 Innov. Lab Nov. 12 Innov. Lab Feb. 11 Innov. Lab Apr. 15 Art 
Sep. 24 Cultural Lit. Nov. 26 Music Feb. 25 Music Apr. 22 Innov. Lab 
Oct. 1 PE Dec. 3 Cultural Lit. Mar. 4 Cultural Lit. Apr. 29 Music 
Oct. 8 Innov. Lab Dec. 10 Innov. Lab   May 6 Art 
  Dec. 17 Muisc   May 13 Innov. Lab 
      May 20 Music 
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FIRST GRADE TEAM 
 

Faling, Foreman, Lacy, Nolting & Watson 
 
Time  
8:10 to 8:15 Attendance/Bell Work 
8:15 to 8:45 Phonics 
8:45 to 9:00 Calendar/Math Talk 
9:00 to 10:10 Math 
10:10 to 10:50 WIN (What I Need) 
10:54 to 11:14 Lunch 
11:14 to 11:34 Recess 
11:34 to 11:44 DOL qnd Math Facts 
11:44 to 12:34 Specials 
12:34 to 1:15 Reading 
1:15 to 1:30 Recess 
1:30 to 2:25 Writing 
2:25 to 3:10 History/Science 
3:10 to 3:15 Pack ‘n Stack and Dismissal 

 
Specials Rotation Schedule 
 

1      
Faling Art Cultural Literacy Music PE Innovation Lab 
Foreman Cultural Literacy Music PE  Innovation Lab Art 
Lacy Music PE Innovation Lab Art Cultural Literacy 
Nolting PE Innovation Lab Art Cultural Literacy Music 
Watson Innovation Lab Art Cultural Literacy Music PE 
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SECOND GRADE TEAM 
 

Archer, Hawkins, Hoover, Pedersen & Weisgerber 
 
Time  
8:10 to 8:15 Attendance/Calendar/Pledge 
8:15 to 9:08 History/Science 
9:08 to 9:58 Specials 
9:58 to 11:18 Reading 
11:18 to 11:38 Lunch 
11:38 to 11:58 Recess 
12:00 to 1:16 Math 
1:16 to 1:56 WIN (What I Need) 
1:56 to 2:10 Recess 
2:15 to 3:05 Writing/Snack 
3:05 to 3:15 Pack ‘n Stack and Dismissal 

 
Specials Rotation Schedule 
 

2      
Archer Art Cultural Literacy Music PE Innovation Lab 
Hawkins Cultural Literacy Music PE  Innovation Lab Art 
Hoover Music PE Innovation Lab Art Cultural Literacy 
Pedersen PE Innovation Lab Art Cultural Literacy Music 
Weisgerber Innovation Lab Art Cultural Literacy Music PE 
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THIRD GRADE TEAM 
 

Benson, Birks, Jones & Winder 
 
Time  
8:10 to 8:15 Attendance/Bell Work 
8:15 to 9:05 Specials 
9:05 to 10:05 Writing 
10:05 to 10:20 Recess 
10:20 to 10:34 Grammar/Snack 
10:34 to 11:45 Math 
11:45 to 12:25 WIN (What I Need) 
12:30 to 12:50 Lunch 
12:50 to 1:10 Recess 
1:10 to 2:30 Reading 
2:30 to 3:10 History/Science 
3:10 to 3:15 Pack Up and Dismissal 

 
Specials Rotation Schedule 
 

3      
Benson Art Cultural Literacy Music PE Innovation Lab 
Birks Cultural Literacy Music PE  Innovation Lab Art 
Jones Music PE Innovation Lab Art Cultural Literacy 
Winder PE Innovation Lab Art Cultural Literacy Music 
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FOURTH GRADE TEAM 
 

Barnes, Cooper, McConnell, & Silk 
 
Time  
8:10 to 8:24 AVID Advisory 
8:24 to 9:02 WIN (What I Need) 
9:06 to 10:20 Math 
10:20 to 10:34 Recess 
10:34 to 12:04 Reading 
12:06 to 12:26 Lunch 
12:26 to 12:46 Recess 
12:47 to 1:30 Writing 
1:30 to 2:18 History/Science 
2:18 to 2:23 Pack Up/AVID 
2:23 to 3:10 Specials 
3:10 to 3:15 Transition and Dismissal 

 
Specials Rotation Calendar 
 

4      
Barnes Cultural Literacy Music PE  Innovation Lab Art 
Cooper Music PE Innovation Lab Art Cultural Literacy 
McConnell PE Innovation Lab Art Cultural Literacy Music 
Silk Innovation Lab Art Cultural Literacy Music PE 
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FIFTH GRADE TEAM 
 

Ammirati, Erickson, Keenan $ Vazquez 
 

Time  
8:10 to 8:15 Attendance/Lunch Count 
8:15 to 9:06 Writing 
9:06 to 10:20 Math 
10:20 to 10:34 AVID Advisory 
10:34 to 10:48 Recess 
10:48 to 11:42 Reading 
11:42 to 12:02 Lunch 
12:02 to 12:22 Recess 
12:22 to 1:30 History/Geography/Science 
1:32 to 2:20 Specials 
2:25 to 3:05 WIN (What I Need) 
3:05 to 3:15 Pack Up and Dismissal 

 
Specials Rotation Calendar 
 

5      
Ammirati Cultural Literacy Music PE  Innovation Lab Art 
Ericson Music PE Innovation Lab Art Cultural Literacy 
Keenan PE Innovation Lab Art Cultural Literacy Music 
Vazquez Innovation Lab Art Cultural Literacy Music PE 
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SPECIALS CALENDAR 
 

 
  

S M T W T F S S M T W T F S 7
1 2 3 4 5 6 7 1 2 3 4 5 8-14 Teachers Report

8 9 10 11 12 13 14 6 7 8 9 10 11 12 15 First Day of School

15 16 17 18 19 20 21 13 14 15 16 17 18 19
22 23 24 25 26 27 28 20 21 22 23 24 25 26
29 30 31 27 28 29 30 31 3 Labor Day

11
S M T W T F S S M T W T F S 12

1 2 3 4 1 2 15
5 6 7 8 9 10 11 3 4 5 6 7 8 9
12 13 14 15 16 17 18 10 11 12 13 14 15 16
19 20 21 22 23 24 25 17 18 19 20 21 22 23 19-23 Fall Break

26 27 28 29 30 31 24 25 26 27 28

20
S M T W T F S S M T W T F S 21

1 1 2 24-31 Winter Break

2 3 4 5 6 7 8 3 4 5 6 7 8 9
9 10 11 12 13 14 15 10 11 12 13 14 15 16
16 17 18 19 20 21 22 17 18 19 20 21 22 23 1-4 Winter Break

23 24 25 26 27 28 29 24 25 26 27 28 29 30 7
30 31 21 No School / Martin Luther King, Jr. Day

S M T W T F S S M T W T F S 15
1 2 3 4 5 6 1 2 3 4 5 6 18

7 8 9 10 11 12 13 7 8 9 10 11 12 13
14 15 16 17 18 19 20 14 15 16 17 18 19 20
21 22 23 24 25 26 27 21 22 23 24 25 26 27 8
28 29 30 31 28 29 30 8

S M T W T F S S M T W T F S 1-5
1 2 3 1 2 3 4 8

4 5 6 7 8 9 10 5 6 7 8 9 10 11
11 12 13 14 15 16 17 12 13 14 15 16 17 18
18 19 20 21 22 23 24 19 20 21 22 23 24 25 23 Last Day of School/ Release at 11:30 a.m.

25 26 27 28 29 30 26 27 28 29 30 31 24 Teacher Work Day

S M T W T F S S M T W T F S Vacation, No Students or Staff Report

1 1
2 3 4 5 6 7 8 2 3 4 5 6 7 8 No School, Teachers Report

9 10 11 12 13 14 15 9 10 11 12 13 14 15
16 17 18 19 20 21 22 16 17 18 19 20 21 22 Half Day of School / Release at 11:30am

23 24 25 26 27 28 29 23 24 25 26 27 28 29
30 31 30

MAY

MARCH

FEBRUARY

JANUARY

DECEMBER
End of 2nd Quarter

No School / Teacher Professional Development 

APRIL
Spring Break

No School / Teacher Professional Development 

Teacher Work Day

End of 3rd Quarter 

July 2018 January 2019

August 2018 February 2019

2018-2019 Specials Calendar
AUGUST

SEPTEMBER

OCTOBER

New Teachers Report

End of First Quarter

November 2018 May 2019

December 2018 June 2019

September 2018 March 2019

No School / Conference Compensation Day

No School / President's Day 

October 2018 April 2019

NOVEMBER

No School / Teacher Professional Development 

No School / Teacher Professional Development 

No School / Conference Compensation Day
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MORNING & AFTERNOON STAFF DUTY SCHEDULE 
 
Staff Duty Schedule 
Staff will have assigned morning and afternoon duty. Staff are expected to arrive on time to their duty location 
wearing an orange/yellow vest. If for any reason they are not able to perform their duty, it is their responsibility 
to find coverage. 
 
Visit: Morning Staff Duty Schedule      
 
Visit: After School Staff Duty Schedule 
 
 

MULTI-TIERED SYSTEM OF SUPPORT (MTSS) 
 
The purpose of the Multi-Tiered System of Support (MTSS) behavior model at Windsor Charter Academy is to 
meet the varying behavioral needs of students using a collaborative, student-focused approach. The MTSS 
model is fluid, allowing students to move through the levels as determined by their changing needs. MTSS 
encompasses both a Response to Intervention model and a Positive Behavior Intervention Support system. 
Student responses to each intervention are continually monitored and adjusted as needed. 
  
In the MTSS model, all students receive Tier I universal support. As students’ behavioral needs intensify, the type 
and frequency of support is increased by adding another tier of support (Tier II). It is our mission that this positive 
approach will minimize behavior and maximize learning; however, in the event that the behavior compromises 
the safety of others or our school, immediate escalation to Tier III is necessary. 
 
It is the expectation for all staff that any student that is being considered for retention should come through the 
MTSS process. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Student Retentions 
Any student considered for retention must have gone through the MTSS process and the grade level team must 
document various interventions as well as the student’s response to the interventions. Additionally, the grade 
level team should document at least two parent conferences where concerns have been shared. A final 
retention decision will be made by an administrator based on the MTSS documentation. Parent communication 
and research-based retention scale score. Recommendations for retention must be sent to the principal by 
March 15th and a final decision will be made by May 1st. 
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ASSESSMENT SCHEDULE 
 

 
 
 
 
  

Test Type Grade When Format 
Required 
by Purpose Assessment of… 

DIBELS 
Benchmark 

Formative/ 
Diagnostic K - 5 

• BOY: AUG 
• MOY: JAN 
• EOY: MAY 

K-3: IPad 
4-5: Paper State 

Measures 
acquisition of early 
literacy skills 

Phonemic 
Awareness, Phonics, 
Fluency, Vocab & 
Comprehension 

DIBELS Progress 
Monitoring 

Progress 
Monitoring K - 5 

# of weeks 
Benchmark: 4-6 
Strategic: 2-3 
Intensive: 1-2 

K-3: IPad 
4-5: Paper State 

Monitors student 
growth towards 
acquisition of early 
literacy skills 

Phonemic 
Awareness, Phonics, 
Fluency, Vocab & 
Comprehension 

STAR Reading 
Formative/
Diagnostic K – 5 Quarterly 

Computer 
based 
test School 

Reading level 
screening and 
progress monitoring 

Grade level reading 
standards 

ECAM 
Formative/
Diagnostic K – 1 

• BOY: AUG 
• MOY: DEC 
• EOY: MAY 

Paper 
based 
test School 

Determine overall 
number sense and 
targeted areas for 
math instruction 

Counting, 
numeration, addition 
and subtraction 

AimsWeb Math 
Formative/ 
Diagnostic 2 – 5 Quarterly 

Paper 
based 
test School 

Math fluency 
screening and 
progress monitoring 

Application of math 
concepts and 
computation 

MAPS 
Reading, Math 
& Language 

Formative/ 
Diagnostic/
Summative 2 – 5 

• BOY: AUG 
• MOY: DEC 
• EOY: MAY 

Computer 
based 
test School 

Reading, language 
arts and math 
screening and 
growth measure 

Grade level reading, 
math, and language 
standards 

Writing 
Benchmarks 

Formative/ 
Diagnostic K – 5 

• Pre 
• Q. 1 
• Q. 2 
• Q. 3 
• Q. 4 (Post) 

Paper 
based 
test School 

Writing screening 
and growth 
measure 

Grade level writing 
standards 

TS GOLD 

Formative 
growth 
measure K 

Survey 
completed by 
mid-October 

Computer 
(Teacher 
observati
on) State 

Measures 
knowledge, skills 
and behaviors most 
predictive of school 
success 

Literacy, Math, 
Social-Emotional, 
Language, Speaking 

ACCESS  
(ELLs only) Formative K – 5 

January-
February 

Paper 
based 
test State 

Measures English 
language 
proficiency 

Reading, Writing, 
Listening, Speaking 

PARCC ELA Summative 3 – 5 March-April 

Computer 
based 
test State 

Measure school 
and student 
academic 
performance and 
growth in reading 
and writing 

Grade level reading 
and writing 
standards 

PARCC Math Summative 3 – 5 March- April 

Computer 
based 
test State 

Measure school 
and student 
academic 
performance and 
growth in math 

Grade level math 
standards 

CMAS Social 
Studies Summative 

4  
(state 
selected) March- April 

Computer 
based 
test State 

Measure school 
and student 
academic 
performance and 
growth in social 
studies 

Grade level social 
studies standards 

CMAS Science Summative 5 March- April 

Computer 
based 
test State 

Measure school 
and student 
academic 
performance and 
growth in science 

Grade level science 
standards 
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CHARACTER EDUCATION 
 
While academics are essential at Windsor Charter Academy, citizenship is an equal component as well. 
Students will be use the Eight Keys of Excellence by Quantum Learning. All of our students will be held 
accountable for both their behavior and their academic growth. 

 
The Eight Keys to Excellence support the overarching theme of respect.  
 

• Integrity (October): These beliefs are being honest, telling the truth, keeping promises, being loyal and 
reliable. Student Friendly Definition: My actions and values are aligned. I do the right thing even when 
no one is watching. 

 

• Failure Leads to Success (November): This trait allows students to excel without fear of making mistakes. 
It is important to learn from our mistakes and improve our systems. Failures are opportunities for growth. 
Student Friendly Definition: I learn from my mistakes. I have a Growth Mindset. 

 

• Speak with Good Purpose (December): Students should speak positively and with good intent. The 
development of safe, honest, and direct communication will be promoted at WCA. Student Friendly 
Definition: I speak honestly and kindly. I think before I speak. 

 

• This Is It! (January): By making the most of every moment, students should pay attention and maintain a 
positive attitude. Student Friendly Definition: I make the most of every moment. I keep a positive 
attitude. 

 

• Commitment (February): Students should do whatever it takes to get the job done. Commitment means 
we can count on each other to keep our word. Student Friendly Definition: I do what it takes to be 
successful. I make my dreams happen. 

 

• Ownership (March): Ownership is the ability to be counted on and the willingness to take responsibility 
for the choices we make. Student Friendly Definition: I take responsibility for my thoughts, words and 
actions. I live above the line.  

 

• Flexibility (April): Flexibility is being prepared for change and having the willingness to do things 
differently to achieve desired outcomes. Student Friendly Definition: I am willing to do things differently. I 
am open to new ideas. 

 

• Balance (May) : Balance means we are happy, healthy, and productive, because our mind, body, and 
emotions are in alignment. Student Friendly Definition: I live my best life. I make time for things that 
matter to me. 
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DISCIPLINE FORMS 
 
Refocus Form 
The purpose of a refocus form is to help the student to refocus their attention on the task at hand. A refocus 
form should not be a threat or punishment, but rather a tool to redirect undesired behavior. The refocus form 
serves as documentation and is used to communicate with parents.  
 

  
 
Office Discipline Referral Form & Process 
Discipline is referred to administration if students develop negative patterns of behavior or if harmful behavior 
has occurred. Office referrals may result in possible suspension and/or expulsion depending on the severity of 
the behavior. Examples of harmful behavior are: 

• Fighting, pushing or intentionally hurting other students. 
• Bullying, harassing, mocking, demeaning, or intimidating other students or staff. 
• Willful destruction of personal and/or school property. 
• Cheating and stealing. 
• Bearing any firearm, concealing knife or homemade weapon upon school premises. 
• The use or distribution of any controlled substance, alcohol or unauthorized medication on school 

premises. 
• Any activity deemed illegal by federal, state, and/or local law. 
• Any activity that will put others and/or self in danger. 
• Disrespect of rightful authority. 
• Technology violation. 

 
Visit: Refocus Forms 
Visit: Office Discipline Referral Form  
 
 

	

Refocus Form 
 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

Write a complete sentence that describes your behavior. You may 
choose one of the following phrases to guide you. 
 

Talking Out of Turn Bothering Others Out of My Seat 
Disruptive Unprepared Off Task 

Non-Compliant (Gum, Dress Code) 

I was________________________________________________________________ 

_____________________________________________________________________

________________________. 
8 Keys: Circle the Key that was violated.  

Integrity    This is it!            Commitment         Failure Leads to Success  

Ownership        Balance            Flexibility             Speak with Good 

Write a complete sentence that describes why you chose this 
behavior. You may choose one of the following phrases to guide you.  
 

Attention 
From My Friends To Get Out of Work Attention 

From the Teacher 
I wanted ___________________________________________________________ 
 

How will you commit to change your action in the future?  
_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________Are you ready to return to class for learning?    Yes    or    No  
Teacher Signature:  ____________________________________________________ 
Parent Signature: ______________________________________________________ 
 

Student Name: _________________________________ 
Teacher: _______________________________________ 
Date: ___________________________ 
 

1ND OFFENSE _______ 

2ND OFFENSE _______ 

3RD OFFENSE _______ 

	 ``````````````````````````````````````````````````````````````																																				

                                         Primary Refocus Form	
	
	 Student Name: _________________________________ 

Teacher: _______________________________________ 
Date: ___________________________ 
 

What happened? 
 

Circle the word that  
tells what happened. 

 

Draw a picture that  
shows what happened.   

Talking  Disruptive 

Bothering 
Others 

Not 
Working 

Out of My 
Seat 

Not 
following 

Rules  
 

Which KEY did you not show? 
Circle the KEY.  Your teacher will help you with this part. 

Integrity      This is it!                Commitment          Failure Leads to Success  

Ownership        Balance             Flexibility             Speak with Good Purpose  

	

Why did the behavior happen? 
Circle one. 

 I don’t understand.         My feelings were hurt.          I’m tired.  

 I want attention.          I’m hungry.     I don’t know.  
 

What will you do next time? 
Draw a picture. 

Are you ready to return to class?   YES or NO 
Teacher Signature: ______________________________________________________________ 
Parent Signature: ________________________________________________________________ 

1ND OFFENSE _______ 

2ND OFFENSE _______ 

3RD OFFENSE _______ 



 30 

 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 31 

STUDENT ABSENCES 
 
Students attending Windsor Charter Academy are expected to be present as assigned and to be engaged in 
the educational process on a regular basis. Windsor Charter Academy prides itself on having a rigorous Core 
Knowledge and early college high school curriculum and high expectations for all of its students. With that in 
mind, attendance is absolutely necessary and expected in order for student achievement to occur.  
 
It is the obligation and responsibility of every parent or guardian to ensure that every child under his or her care 
and supervision, who is of compulsory attendance age, attends school as required by Colorado statutes, 
Executive Board policies, and school regulations.  
 
Penalties for unexcused absence shall be administered and may include, but are not limited to, the initiation of 
judicial proceedings to enforce compulsory attendance after ten unexcused absences during any calendar 
year or school year, and the imposition of academic penalties rationally related to classes missed while 
unexcused.  
 
General Absence Policy 
When a student has been absent five times in a school year, whether it be excused or unexcused, a courtesy 
letter will be generated and mailed home. This letter will communicate the five absences and express concern 
about the educational well-being of that student. After ten excused or unexcused absences within a school 
year, another letter will be sent to request a parent, student, and administrator meeting. This is in effort to 
create a positive action plan for the student to be in school receiving instruction at all times. During this meeting 
it may be deemed necessary for the parent to bring in a doctor’s note for further absences. If a child arrives 
after 9:30 a.m., he/she is considered absent one-half day. If a child leaves prior to 1:45 p.m., he/she is 
considered absent for one-half day. 
 
Per Windsor Charter Academy Bylaws, enrolled students must attend the first five scheduled days of the school 
year or have written permission from the Executive Director. Students will be un-enrolled if student fails to attend 
the first five days of the school year without written permission from the Executive Director. 
 
Tardy Policy 
In regard to tardiness at Windsor Charter Academy, the school feels that it is imperative that students 
understand the value and importance of timeliness. When a student is tardy, it affects their academic 
performance, as well as the performance of others. The only tardy that shall be considered excused is for a 
medical or dental appointment. Each student will be allowed five unexcused tardies every semester. Additional 
unexcused tardies will be addressed with student and parents. After five tardies, a letter will be generated and 
mailed home to parents. A child is considered tardy if he/she arrives after 8:10, but before 9:30 a.m. If a child 
arrives after 9:30 a.m., he/she is considered absent one-half day. If a child leaves prior to 1:45 p.m., he/she is 
considered absent for one-half day.  
 
Withdrawing a Student from WCA 
If it is necessary to withdraw a student during the school year, parents need to come to the school and meet 
with the registrar to complete a withdrawal form. All books and supplies belonging to the school will need to be 
returned. Parents will be billed for missing text and/or library books prior to leaving WCA. Student records will 
only be transferred to a new school if the withdrawal form is completed, fees and all materials are returned or 
paid for. If a parent is considering transferring to another RE-4 school during the school year, the principals from 
both schools must agree to the transfer. In-district transfers will only be accepted the first three weeks of a 
school year.  
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STUDENT CELL PHONES & SMART WATCHES 
 
Cell Phones 
All student cell phones must remain in backpacks or lockers throughout the school day. The school day begins 
when students arrive to school in the morning. This includes eating breakfast in the cafeteria and before school 
in the backyard. If a phone call needs to be made home, students must have permission from a WCA staff 
member. Phone calls must be made from the classroom or office phone. At the end of the day, students may 
take cell phones out of their backpacks after 3:15 p.m. when they are outside of the building. 
 
Other Electronic Devices 

• Smart Watches: Students may wear smart watches at school; however, students may not use their 
watch during the school day for text messaging, phones calls, or any other use unrelated to school. The 
above cell phone guidelines must be followed for communication. 

• Other Devices: Devices such as tablets, Kindles, etc. must be kept in backpacks or lockers throughout 
the school day unless permission is given to use it from a WCA staff member. 

 
If the above guidelines for cell phones, smart watchers, or other electronic devices are not followed, the 
device will be powered off and taken away. The following consequence will occur: 
 

• First Offense: The item will be taken away and given to the Dean of Students, Assistant Principal or the 
Elementary Education Director. The administrator will call home and inform the parents. The student will 
be responsible for coming to the office to retrieve it at the end of the school day. 

• Second Offense: The item will be taken away and given to the Dean of Students, Assistant Principal or 
the Elementary Education Director. The administrator will call home and inform the parents of the 
second offense. The parents will be required to come pick the item up at the office.   

• Third Offense: The item will be taken away and given to the Dean of Students, Assistant Principal or the 
Elementary Education Director. The administrator will call home and inform the parents of the third 
offense. For the remainder of the year, the students must check in their phone at the beginning of each 
school day and pick it up at the end of the school day. 

 
 

STUDENT DRESS CODE 
 

Student Dress Code 
A student’s appearance has an impact on his/her attitude, behavior, and learning. Students at Windsor Charter 
Academy (WCA) shall dress appropriately to show a high degree of personal respect and character. Student 
dress shall be a direct reflection of the level of character and respect as a representative of WCA.  
 
The guidelines set forth are meant to allow students the ability to wear clothing at WCA with a higher level of 
flexibility, while maintaining a high sense of personal respect for appearance and professionalism. Not all 
fashions that are appropriate to be worn outside the school, are appropriate for the school. At all times, 
administration reserves the right to require students to modify their dress if they are in violation, clothing is 
deemed inappropriate, or is a distraction to learning. A student found in repeated violation of the dress code 
will be subject to review by his/her parents/guardians, the administration and Board as to appropriate 
disciplinary action. Expulsion is a valid form of discipline for chronic dress code violations.  
 
If at any time due to medical needs, a student is not able to comply completely with the dress code, a written 
note from a physician is needed. A conference with the student, guardian/parent, and teacher/principal will 
be held to determine the best way to honor the dress code and remain comfortable and healthy. If at any 
time due to religious beliefs a student is not able to comply completely with the dress code, a conference with 
the student, guardian/parent, and teacher/ principal will be held to determine the best way to honor the dress 
code as well as an individual’s religion.  
 
All clothes must be neat, clean, and without holes or frayed. Clothes must be modest and appropriate 
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for school. Undergarments may not be exposed or visible through clothing. At all times, clothing must fit 
appropriately. No student will convey violent, racist, or obscene messages or symbols through dress. With the 
ever-changing gang symbols, administration reserves the right to deem a student’s attire a dress code 
violation, at their discretion. Any logos should be smaller than a credit card.  
 
Visit Policy JICA: Student Dress Code Link 
 
 

STUDENT DROP OFF & PICK UP 
 
Student Drop Off             
The first bell will ring at 8:00 a.m., signifying the time designated for students to begin preparations for classes. 
The bell to begin classes will ring at 8:10 a.m.  
 
It is extremely important that students are not left unsupervised before the start of school. Students may 
purchase breakfast in the cafeteria beginning at 7:30 a.m. until the first bell at 8:00 a.m.  
 
All other students should arrive at school no earlier than 7:45 a.m. Students may be dropped off in the following 
areas in the morning: Garden Drive, Diamond Valley, Academy Court. 
 
Students arriving at 7:45 a.m. will be allowed to enter the playground/back area of the school where they will 
be supervised by adults. Students are not allowed to wait in the front of the building for safety reasons. The first 
bell rings at 8:00 a.m. and students will be allowed to enter the hallways to go to their classroom. On inclement 
weather days, the children will be directed to the gymnasium where they will be supervised by adults.  
 
Any student arriving after 8:10 a.m. must enter through the front office to receive a tardy pass to class. Parents 
must walk students into the building and sign them in after 8:20 a.m. 
 
Student Pick Up 
Each afternoon, students will be escorted by a teacher to the Diamond Valley West, Diamond Valley East, 
Logistics Drive and Garden Drive pick-up locations.  
 
Timeline for Dismissal 

• 3:10 – All students are released from their homeroom to go to the teacher's classroom who is assigned to 
their pick-up location. 

• 3:15 Dismissal - Students form a line in their classroom. When the bell rings, teachers release students to 
A.S.K. and walk all other students, including walkers and Day Care, out designated exits to assigned 
locations. 

 
Expectations for Pick Up 

1. Escort students in a single file line to their location. 
2. Line students up with toes on the grass along the sidewalk. 
3. Open car doors and help students in. 
4. Wave the cars through the line. 
5. Remain at location until teacher on duty arrives 
6. Teacher on duty will remain at assigned location until all students have been picked up.  
7. At 3:30, bring students who have not been picked up to the front office to call home. 
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STUDENT FEES 
 
Student Fees 
Annual fees for Windsor Charter Academy students are due at the start of school. Student fees cover costs that 
occur throughout the year. If fees or fines have not been paid by the end of the year, Windsor Charter 
Academy reserves the right to withhold certificates, report cards and other WCA end of the year celebration 
items. 
 
Fees may be waived for those families that qualify for our Free and Reduced Lunch Program. An award letter 
from Department of Human Services or proof of income through a tax return statement must be submitted as 
proof of income. 
 
Staff should contact the school finance department with questions in regards to student fees. 

 
ELEMENTARY SCHOOL 

Registration 
Registration $60 
AVID for Grades 3-5 $35* 
Yearbooks Purchased through Jostens Only 
Yearbook  $25/35 
Clubs 
Band $40 
Choir $40 
Art $15 
Lego Robotics $40 
Intramurals 
Basketball $25 
Soccer $25 
Track $25 
Volleyball $25 
*AVID fee includes student t-shirt, planner and AVID supplies 

 
 
 

FIELD TRIP/CLUB GUIDELINES 
 
Field Trip Checklist 
Obtain administrative approval for field trip and email receptionist to confirm date does not conflict with other 
school activities. 

• Field Trip Request Forms: The field trip request forms are located on the WCA website in the staff portal. 
There are two forms to choose from: 

1. Bus Use Request: Complete digital form if your field trip requires transportation provided by WCA. 
2. No Transportation Field Trip Request: Complete this form for any other activity off campus, i.e. 

walking field trips, off-site evening or weekend club/athletic competitions. 
The form you choose must be submitted at least 20 schoolbusiness days before the date of field trip. You 
will receive a response to your request within 48 business hours of your request being submitted. 

• Substitute Request: Submit absence request through AESOP if a substitute is needed. 
• Field Trip Fees: If payment is required for location of field trip, submit purchase order request on SDS. 

Please note under special instructions if you will need a check or credit card to make the 
payment.  Example: Admission fee to museum needs check. 

• Field Trip Confirmation: After confirmation is complete, receptionist will complete the appropriate bus 
request forms and permission slip with all necessary details and give it to the teacher. The permission slip 
will include the cost per student, admission fee (if any), and transportation fee (if any). Please do not 
edit the permission slip on Google Drive. 
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• Transportation Communication: If your field trip does not provide WCA transportation, the 
parent/guardian will need to provide the name of the adult transporting the student to and from the 
field trip. 

• Payments: Collect and track all permission slips and payments to ensure all students have turned them 
in. Until all payments have been received, they will need to be kept in the front office safe. Please bring 
payments to the receptionist at the end of each day. They will be placed in an envelope in the safe to 
be added to each day. During the day, you will need to keep them locked in your office. When all 
payments have been received, you will fill out a deposit slip to be turned into the business office with 
the payments. 

• Health Room: Email a list of all students potentially going on the trip to the health office 14 days before 
the field trip according to how they will be grouped and who will be their chaperone. (Names can be 
removed later if a student opts out of the field trip.) The health office will review the list of students and 
their grouping/chaperones to determine if the staff sponsor needs to be scheduled for Medical 
Administration Delegation with the school nurse. They will also confirm you have a CPR certified 
employee assigned to go on the field trip and any missing student paperwork. 

o If delegation is necessary, the school RN will email you a Delegation Power Point and Exam. An 
appointment will be scheduled with the RN to review the health conditions/medications and 
sign off your delegation paperwork. The Delegation Power Point and Exam must be completed 
BEFORE the delegation appointment to ensure that you can be considered delegated for 
administering medications. (The power point and test will be a one-time training, done on your 
own time, before your first field trip. Subsequent field trips will then only require meeting with the 
RN to review care plans.) 

• Sack Lunch: Track how many students will be purchasing a sack lunch.  This number needs to be sent to 
the kitchen staff 10 business days before date of field trip. 

• Chaperones: Determine how many chaperones you need for the field trip. Please send them the Field 
Trip Chaperone Waiver form which can be found on the website Portal or Google Drive. Email the list of 
parents who signed up to chaperone to the receptionist. Receptionist will make sureconfirm they have 
a current CBI check. 

• Day before trip: 
• Confirm you have administrator phone numbers in your phone. 
• Print student rosters with parent contact information. 
• Print student rosters and directions for bus drivers. Rosters need to be broken down by bus, so 

each driver knows who is in their bus. 
• Print transportation liability waivers to take with you. If parents want to transport their own 

student home from the field trip they need to complete this form. They may only transport their 
own student. 

• InformLet the health office know if a student will not be going on the field trip. They will need to 
make sure any medication is removed from the medical bag before you leave. 

• Day of trip: 
• Provide front desk with up to date list of all students going on the field trip. 
• Pick up medical bag (first aid items and student medications included) from health office. 

Medical bag must be picked up by teacher and remain in the teacher’s possession throughout 
the field trip or locked in a secure location. 

• Pick up sack lunches from the kitchen. 
• Ask administration to give “bus talk” to students on the bus about proper behavior. 
• Inform office ofUpon return from the field trip, inform the office and turn in transportation waivers.. 
• Medical bag must be returned by the teacher to the health room upon return from the field trip. 

 
After School Hours Clubs and Events 
All after school hours’ clubs and events involving students must have prior approval by administration in 
accordance with district Policy JJA.  
 

• School Sponsored Event Definition: “A school sponsored event directly supervises students with prior 
written permission from their parents. School sponsored events ensure that students are managed by a 
CPR/First Aid certified staff member. Staff members will be trained and delegated by the School RN 
Consultant to provide medically necessary care and to administer any necessary medications. As 
stated on the club/event permission form, it will be the responsibility of the parent to contact the WCA 
Health Office in order to inform the RN that accommodations will be necessary.” This definition includes 
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field trips as well as after school hours clubs and athletics. (School activities that are voluntary and on a 
drop-in basis such as Sweets with Santa and Dances are not School Sponsored Events.) 

• Non-School Sponsored Event Definition: “After Hours Clubs/Events that are NOT school sponsored may 
be hosted by WCA but are run by an outside party or are offered on a voluntary/drop-in basis only. The 
school will not have the capacity to be responsible for health care needs or medications during Non-
School Sponsored Events.” Advertisements done by WCA on behalf of a Non-School Sponsored 
club/event will clearly indicate it as such and will reference the parent handbook for further information. 

 
Visit links below for protocol, checklist and approval process: 
 
Visit: Protocol - After Hours Club/Event 
Visit: Staff Checklist - After Hours Club/Event 
Visit: ES Approval Form – After Hours Club/Event 
 
 

STAFF EXPECTATIONS FOR STUDENT CONFERENCES 
 
Fall Conferences 
Fall conferences will be held before school, during plan time, after school or in the evenings between October 
2nd and 12th. To compensate for conference time, October 12th will be a day off for all teachers. 
 
Spring Conferences 
Spring conferences will be held before school, during plan time, after school or in the evenings between 
February 5th and 15th. To compensate for conference time, February 15th will be a day off for all teachers. All 
students who are part of the SST process, are on the D/F report, and/or are on a READ plan must have a spring 
conference. No documentation of hours is required for conferences. 
 
 

GRADING EXPECTATIONS 
 
Windsor Charter Academy’s vision is to create an academic environment “where students are educated, 
empowered, and equipped to reach their highest potential.” We support our mission for students that 
“achieve academic excellence through critical thinking, character development, and a love for lifelong 
learning.”  
 
Windsor Charter Academy Beliefs  

1. All students are consistently held to high expectations that support the vision. 
2. Grades are based on multiple and various assessments over time.  
3. Grading practices yield grades that reflect student mastery of grade level standards.  
4. Grading practices are fair and support effective teaching and learning.  
 

Guiding Premises 
Teachers at Windsor Charter Academy are partners with students and families to help every student 
demonstrate mastery of grade level Colorado Academic Standards, benchmarks and essential learning 
targets for Core Knowledge grades K-5.  

 
• ES Core Classes—Reading, Writing, Math, Science & History 

o Minimum of 6 formative/summative assessments 
o Minimum of 3 practice 

 
• ES Specials 

o Minimum of 3 formative/summative assessments 
o Minimum of 2 practice 
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Grade books will reflect student mastery of standards through a range of formative and summative 
assessments.  

• Summative assessments measure what students know and are able to do at a particular point in time. 
Examples include end-of-unit tests and projects.  

• Formative assessments are part of the instructional process to provide information needed to adjust 
teaching and learning while they are happening. Examples include projects, performance tasks, 
essays, oral reports and quizzes.  

 
Grade books will reflect a body of evidence that shows a comprehensive picture of the level of student 
mastery.  

• Teachers will share with parents the ratio of formative/summative grades that determine the final 
grade.  

• Student practice will comprise a maximum of 20% of the quarter grade.  
 

Grading scales are reflected as follows: 
 

Grading Scale 
A+ 96.5 to 100% A 92.5 to 96.4% A- 89.5 to 92.4% 
B+ 86.5 to 89.4% B 82.5 to 86.4% B- 79.5 to 82.4% 
C+ 76.5 to 79.4% C 72.5 to 76.4% C- 69.5 to 72.4% 
D+ 67.5 to 69.4% D 62.5 to 66.4% D- 59.5 to 62.4% 

 F Below 59.5%  
 

Non-GPA Weighted Grades 
• Work habits grades will reflect students work habits in the classroom, based on a work ethic rubric. 

Students will receive a work ethic grade at the end of each quarter. This will not affect GPA.  
• Math fluency and spelling grades reflect mastery of a skill. This guides students and parents in 

understanding the needs for foundational skills. This will not affect GPA.  
 
Work Habit Grades 
Students will also receive a work habit grade based on participation and effort once per quarter. This grade 
will not be part of a student GPA. The rubric is as follows: 
 

Indicators Consistently 
Exceeds 

Expectations 

Frequently Meets 
Expectations 

Sometimes Meets 
Expectations 

Rarely Meets 
Expectations 

 4 3 2 1 
I AM PREPARED I am consistently 

prepared. I am on time 
to class and am 
prepared at the start of 
the lesson. I consistently 
bring needed materials 
to class an am ready to 
work.  

I am frequently 
prepared. I am on time 
to class and am 
prepared at the start of 
the lesson. I frequently 
bring needed materials 
to class an am ready to 
work.  

I am sometimes 
prepared. I am 
sometimes tardy to class 
or not prepared at the 
start of the lesson. I 
sometimes bring needed 
materials to class an am 
ready to work.  

I am rarely prepared. I 
am late to class often 
and am rarely prepared 
at the start of the lesson. 
I rarely bring needed 
materials to class an am 
ready to work.  

I DEMONSTRATE 
POSITIVE CLASSROOM 
BEHAVIOR 

I consistently stay 
focused on the task and 
what needs to be done. 
I am self-directed. I 
consistently have a 
positive attitude and 
demonstrate the 8 Keys 
of Excellence. 

I frequently stay focused 
on the task and what 
needs to be done. I am 
self-directed. I frequently 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I sometimes stay focused 
on the task and what 
needs to be done. I 
sometimes am self-
directed. I sometimes 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I rarely stay focused on 
the task and what needs 
to be done. I am rarely 
self-directed. I rarely 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I PARTICIPATE I consistently participate. 
I share information or 
ideas when participating 
in discussions or groups. I 
am an effective 
collaborator.  

I frequently participate. I 
frequently share 
information or ideas 
when participating in 
discussions or groups. I 
am often an effective 
collaborator.  

I sometimes participate. I 
sometimes share 
information or ideas 
when participating in 
discussions or groups. I 
am sometimes an 
effective collaborator.  

I rarely participate. I 
rarely share information 
or ideas when 
participating in 
discussions or groups. I 
am rarely an effective 
collaborator.  
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I AM PRODUCTIVE I am consistently 
productive. I am 
punctual turning in 
assignments. I 
consistently utilize 
classroom time 
effectively.  

I am frequently 
productive. I am 
punctual turning in 
assignments. I frequently 
utilize classroom time 
effectively.  

I am sometimes 
productive. I am 
sometimes punctual 
turning in assignments. I 
sometimes utilize 
classroom time 
effectively.  

I am rarely productive. I 
am rarely punctual 
turning in assignments. I 
rarely utilize classroom 
time effectively.  

 

Honor Roll for Grades 3-5 
Students at Windsor Charter Academy will receive academic recognition for quarters 1 through 3 based on 
the following criteria: 
 

Honor Roll Criteria 
Honor Roll High Honor Roll 
3.6—3.79  3.8—3.94 

 

Student Make Up Work 
Students have an obligation to complete assignments missed during days of illness or unexpected absence 
from school. Students have two school days for every one-day absent to make up their schoolwork. More time 
can be given at the discretion of the teacher. Parents should encourage their children to secure missed work 
from each teacher immediately following an absence. Students, who are absent for more than two days are 
advised to call the office to arrange for class assignments to be sent home. Parents must call by 8:00 a.m. on 
the day the homework is needed in order to allow teachers adequate time to assemble the assignments. 
Parents can pick up the assignments, if requested, after 3:40 p.m. 
 
Grade Book Protocols 
There are several tools available in Infinite Campus (IC) Grade Book. When teachers are using these 
consistently, parents and students will have a better understanding of what each symbol indicates. 

• ___ (Blank): From the time the teacher puts the assignment in IC and until 2 days after the assignment is 
due it can show up as ___ (Blank). Within 2 days of the due date the assignment should have one of the 
following: 

o Turned in (T) 
o Missing (M) 
o Numerical Grade 

• Late: If a student turns in an assignment and receives reduced credit because it is late, the numerical 
value will also be flagged as late (L).  

• Incomplete: If a student receives a low score because s/he did not finish the assignment, flag as 
incomplete (I). This will help everyone understand that the student did not complete the assignment 
(which can help in the SST Process).  

• Exempt: Exempt (X) should be used if a student is absent and misses a learning opportunity that is 
difficult to recreate asynchronously such as a lab, a group discussion, etc.  

• Dropped: Some teachers may allow students to drop the lowest score over the course of a semester, 
quarter or in a certain category (practice, assessment). 

• Zero: The student earned 0 points or did not turn the assignment within the teacher's late policy. 
 
 

USE OF DIGITAL MEDIA 
 
Any movie shown in the classroom must have a clear tie to curricular objectives. The following criteria and 
expectations must be met: 

• All movies must be previewed in full by the staff member. 
• Movies rated G do not need to be approved by administration but teachers should send an email out 

to parents notifying them of the title and date of showing. 
• Movies rated PG must be approved at least two weeks in advance by administration. The staff member 

should send an email to the administrator with the following information: 
o Title and rating of movie 
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o Explanation of the connection to the curricular objectives 
o Once the administrator approves the movie, staff members must send home a permission slip to 

parents. All students must have a signed permission slip in order to watch the movie and parents 
should have the option to opt their student out of viewing the movie. The staff member should 
develop a plan for students who were not given parental permission to view the movie. 
 
 

STAFF DRESS CODE 
 
All staff members are representatives of Windsor Charter Academy. Staff shall dress appropriately to show a 
high degree of personal respect and character. Staff dress shall be a direct reflection of the level of character 
and respect as a representative of WCA. During the workday when students are in school, parent-teacher 
conferences, and at all work-related activities, employees shall adhere to a professional standard of dress and 
shall be neat and clean in appearance. Below are some general expectations:  
 
Pants & Capris 

• Capris are acceptable as long as they are professional. Fleece pants are not acceptable. 
• Denim pants (in any color) are not acceptable, unless worn on Jeans Days. Jeans should not be acid 

washed or frayed, but rather professional in nature.  
• Low riding pants/slacks are not acceptable. 

Skirts & Dresses 
• Skirts and dresses must be no shorter than a vertical credit card length above the knee. 
• No dresses, skirts, or clothing can be sheer or be seen through. An undergarment must be worn for 

clothing such as this to be considered professional.  
Shirts 

• No spaghetti strap shirts. Shirts must extend to the shoulder with finished seams. 
• Shirts must conceal cleavage, sides, back, shoulders, and midriff. 
• Fleece tops are for outerwear only. 

Shoes 
• No Crocs, flip flops, jellied, and or beach wear shoes of any kind.  
• Dress sandals are acceptable as long as they are dressy. 

Hair 
• Facial hair must be well groomed and natural color. 
• Staff may highlight their hair, but they shall not be allowed to dye it any color that is not a natural hair 

color, including hair extensions. 
• No Mohawks and any other hair design that administration deems distracting to learning. 

Jewelry 
No facial piercings with the exception of a small studded nose ring. 
 
Visit Policy GBEBA: Staff Member Dress 
 
In addition to the general expectations listed in the above staff dress code policy staff, with the exception of 
the PE teacher, should not wear athletic clothing including sweat shirts (except WCA spirit wear), workout 
pants, yoga pants, running tights or sweats unless it is a sports-themed or college spirit day. Fridays are free 
jeans day for staff; however, athletic clothing may not be worn. Leggings may be worn underneath long shirts, 
skirts or dresses only and must appear professional. 
 
 

PROFESSIONAL EXPECTATIONS 
 
Staff is expected to ensure that the following professional expectations are met: 

• Effectively and collaboratively plan with grade-level team members using the Core Knowledge 
sequence and the Colorado Academic Standards to ensure that students meet grade level 
expectations. All teachers will use the approved curriculum at the elementary including 
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Singapore Math, Step Up to Writing, Reading Street (Grades K-2) and CKLA (Grades 3-5). 
(Standard 1.A, 1.B, 1.C, 1.E and 1.F) 

• The Core Knowledge checklist will be submitted at the end of the year. (Standard 1.A, 1.B, 1.C, 
1.E and 1.F) 

• Provide documentation of student progress toward mastery of state content standards. 
(Standard 3.H) 

• Use assessment data to drive instructional decisions. (Standard 3.B, 3.H and 4.A) 
• Actively know your students’ academic strengths and weaknesses and use this to drive whole 

group, small group, and individualized instruction. (Standard 1.D, 2.A and 3.E) 
• Provide proactive, clear and constructive feedback to families and students about their 

progress toward grade level standards. Grading policy will be followed and submitted to Infinite 
Campus in a timely manner. (Standard 2.E) 

• Challenge students with high expectations and rigor to strive for 85% passing rate in each 
content area. (Standard 3.E) 

• Contact parents/students weekly when there are missing assignments and/or low grades. Mark 
assignments as missing in Infinite Campus to automatically send a parent email. (Standard 2.E) 

• Update grade book weekly and assess learning outcomes appropriately making sure that the 
final grade is comprised of 80% assessments and 20% practice assignments. (Standard 2.E, 3.B 
and 3.H) 

• Understand and implement the school’s MTSS process and engage in continuous progress 
monitoring for all identified MTSS students. (Standard 1.D, 2.D and 3.A) 

• Know the special services, goals, and accommodations needed by each student with an IEP, 
504, ELL, or GATE identification. (Standard 2.D) 

• Effectively plan engaging lessons that include the following components each day, not 
necessarily in this order (Standard 1.A. 1.B, 1.C, 1.D, 3.B, 3.F and 3.H) 

o Lesson Objective or Purpose (Plus Essential Question for Expert Teachers) 
o Do Now 
o One or more of the following: 

§ Focused Instruction (“I Do,” modeling of teacher’s expert thinking, etc.) 
§ Guided Instruction (“We Do,” close readings, question/answer, discussions, 

problem solving, etc.) 
§ Collaborative Learning (“You Do Together”) 
§ Independent Learning (“You Do”) 

o Assessment of Lesson Objective or Purpose 
• Uses available technology to facilitate classroom instruction. (Standard 3.D) 
• Actively pursue relationships with all students. (Standard 2.A) 
• Attend back to school nights, parent/teacher conferences, and other events to promote the 

school-home partnership. (Standard 2.E and 5.A) 
• Appropriately support students when their lack of engagement, behavior issues, or academic 

concerns signal the need for more interventions. (Standard 2.C and 3.A) 
• Implement Teach Like a Champion and AVID instructional strategies in the classroom and ensure 

that students are engaged in learning. (Standard 1.D, 1.F, 2.C, and 3.C) 
 
 

STAFF EVALUATIONS 
 
Senate Bill 10-191 changes the way all educators (principals/assistant principals, teachers and specialized 
service professionals) will be evaluated in Colorado with the ultimate goal of continuously supporting 
educators' professional growth and, in turn, accelerating student results. The new evaluation requirements 
include opportunities for reflection, review, professional development and growth. S.B. 10-191 requirements 
include: 
• Annual evaluations for all principals/assistant principals, teachers and specialized service professionals  
• Evaluation based on statewide quality standards defining what it means to be an effective teacher, 

principal or specialized service professional; the professional practice quality standards account for half of 
an educator's annual evaluation 

• The other half of an educator's annual evaluation is based on the quality standard that measures student 
learning/outcomes over time 
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As of July 2013, all Colorado districts must have implemented an evaluation system that aligns with the 
educator quality standards and the State Board Rules. 

--Colorado Department of Education 

 
As part of professional expectations and standards, all certified staff is expected to ensure that the following 
occur throughout the year: 

• Be creative and persistent in your pursuit of student engagement, relationships, and academic 
achievement and growth. 

• Remain flexible and ready to take on new projects, requirements, and meetings as they may become 
necessary throughout the year to meet our school goals. (Standard 4.C) 

• Arrive at school no later than 7:30 a.m. and stay until at least 3:45 p.m. 
• Return all missed phone calls and emails within 48 business hours and communicate effectively with all 

stakeholders. Keep a contact log in Infinite Campus of all communications with parents. Organize 
email, phone and in person communications with parents and other stakeholders to be easily 
accessible. (Standard 3.G) 

• Understand CDE’s teacher evaluation rubric and complete all evaluation tasks on or before deadlines 
(including professional goals, mid-year reviews, and end of the year evaluations) and actively pursue 
monitoring and achieving professional goals. (Standard 4.B) 

• Understand and implement the policies and procedures outlined in the student handbook. (2.F) 
• Adhere to the teacher dress code as outlined in Policy GBEBA. 
• Actively participate and attend: 

o Staff meetings 
o MTSS meetings 
o Department meetings 
o Grade level team meetings 
o Professional development opportunities 
o IEP/504/other special service meetings 
o Other meetings throughout the year 

• Other Responsibilities: 
o Attendance entry 
o Cell phone enforcement 
o Clean and orderly classrooms 
o Curriculum maps 
o Dress Code enforcement 
o Duty 
o Hall Monitoring 
o Prepare and participate in Professional Learning Communities (PLCs) 
o Professional interactions with colleagues 
o Substitute plans/Emergency substitute plans 
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MEASURES OF STUDENT LEARNING 
 
 
 Whole 

School 
Individual  

Data 
Grade School 

Performance 
Student 
Grades 

Reading Math 

K 
 

25% 5% 15% 2% 3% 
SPF 95% of 

students are 
passing with 
a C- or 
higher 

% of students who are benchmark 
on composite DIBELS at EOY 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 
 

Singapore EOY Cum. 
Test: % of students who 
pass EOY Cumulative 
Test with 65% or better 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

  

ECAM: % of 
students who pass 
EOY  
Counting = E 
Numeration = C 
Add/Sub = C 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 

1 
 

25% 5% 15% 2% 3% 
SPF 95% of 

students are 
passing with 
a C- or 
higher 

% of students who are benchmark 
on composite DIBELS at EOY 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 
 
 

Singapore EOY Cum. 
Test: % of students who 
pass EOY Cumulative 
Test with 65% or better 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 

ECAM: % of 
students who pass 
EOY  
Counting = E 
Numeration = C 
Add/Sub = C 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 

2 
 

25% 5% 10% 10% 
SPF 95% of 

students are 
passing with 
a C- or 
higher 

% of students who are benchmark 
on composite DIBELS at EOY 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 
 
 

Singapore EOY Cum. Test: % of students who 
pass EOY Cumulative Test with 65% or better 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 

3 
 

25% 5% 5% 5% 5% 5% 
SPF 95% of 

students are 
passing with 
a C- or 
higher 

% of students 
who are 
benchmark on 
composite 
DIBELS at EOY 

3 90% or 
more 

2 80 – 89% 
1 70 – 79% 
0 Below 

69% 
 
 

MAP: Growth 
criteria by 
homeroom of 
student scores 
from fall to spring 

3 110% and 
above of 
projected 
growth 

2 100-109% 
of 
projected 
growth 

1 90-99% of 
projected 
growth 

0 89% and 
below of 
projected 
growth 

 

Singapore EOY Cum. 
Test: % of students who 
pass EOY Cumulative 
Test with 65% or better 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 
 
 
 
 
 
 
 
 
 
 

MAP: Growth 
criteria by 
homeroom of 
student scores from 
fall to spring 

3 110% and 
above of 
projected 
growth  

2 100-109% of 
projected 
growth 

1 90-99% of 
projected 
growth 

0 89% and 
below of 
projected 
growth 
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 Whole 
School 

Individual  
Data 

Grade School 
Performance 

Student 
Grades 

Reading Math  

4 
 

25% 5% 10% 5% 5% 
SPF 95% of 

students are 
passing with a 
C- or higher 

MAP: Growth criteria by 
homeroom of student scores from 
fall to spring 

3 110% and 
above of 
projected 
growth 

2 100-109% of 
projected 
growth 

1 90-99% of 
projected 
growth 

0 89% and 
below of 
projected 
growth 

 
 

Singapore EOY 
Cum. Test: % of 
students who pass 
EOY Cumulative 
Test with 65% or 
better 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 
 
 
 
 
 
 
 
 
 

MAP: Growth 
criteria by 
homeroom of 
student scores 
from fall to spring 

3 110% and 
above of 
projected 
growth 

2 100-109% of 
projected 
growth 

1 90-99% of 
projected 
growth 

0 89% and 
below of 
projected 
growth 

 

5 
 

25% 5% 10% 5% 5% 
SPF 95% of 

students are 
passing with a 
C- or higher 

MAP: Growth criteria by 
homeroom of student scores from 
fall to spring 

3 110% and 
above of 
projected 
growth 

2 100-109% of 
projected 
growth 

1 90-99% of 
projected 
growth 

0 89% and 
below of 
projected 
growth 

 
 
 
 
 
 
 

Singapore EOY 
Cum. Test: % of 
students who pass 
EOY Cumulative 
Test with 65% or 
better 

3 90% or more 
2 80 – 89% 
1 70 – 79% 
0 Below 69% 

 
 
 
 
 
 
 
 
 
 

MAP: Growth 
criteria by 
homeroom of 
student scores 
from fall to spring 

3 110% and 
above of 
projected 
growth 

2 100-109% of 
projected 
growth 

1 90-99% of 
projected 
growth 

0 89% and 
below of 
projected 
growth 

 

Reading 
Interventionist 

25%  25%  
SPF  K-3 DIBELS & 4-5 Reading MAP 

Growth 
 

Specials 25% 5% 20% 
SPF 95% of 

students are 
passing with a 
C- or higher 

% of Colorado Academic Standards and/or Core Knowledge content taught 
by EOY 
  3 – All of standards and/or CK content taught 
  2 – Most of standards and/or CK content taught 
  1 – Few of standards and/or CK content taught 
  0 – None of standards and/or CK content taught 
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STAFF EVALUATION SCHEDULE 
 

 Seilbach Stone 
9/10 – 9/14 Haley, Alicia, Jackie Ashley, Nicole 
9/17 – 9/21 Kelley, Jennifer B. Teal, Katherine, Brianna . 
9/24 – 9/28 Heather, Rebecca Math., Jolene 
10/1 – 10/5 Lindsay, Dawn, Jocelyn Anne W., Daina 
10/8 – 10/11 Kiki, Casey, Julie Samantha, Jessica 
10/15 – 10/19 Chrissy, Kayci Larissa, Shannon 
10/22 – 10/26 Michelle, Danielle Kim, Melanie 
10/29 – 11/2 Deena, Jennifer Kirsten, Amber 
11/65– 11/9 Angie, Terra Brianna, Jennifer B. 
11/12 – 11/16   
11/19 – 11/23 Thanksgiving Break 
11/26 – 11/30   
12/3 – 12/8 Math, Nicole Heather, Teal, Julie 
12/10 – 12/14 Ashley, Katherine, Casey Rebecca, Jocelyn 
12/17 – 12/21   
12/24 – 1/4 Winter Break 
1/7 – 1/11 Mid-Year Reviews  
1/14 – 1/18 Mid-Year Reviews  
1/22 – 1/25 Jolene, Anne W., Daina Kiki, Haley 
1/28 – 2/1 Amber, Samantha, Jessica Dawn, Casey, Alicia 
2/4 – 2/8 Larissa, Teal, Jocelyn Chrissy, Kayci, Math 
2/11 – 2/14 Kim, Shannon, Julie Michelle, Jennifer 
2/19 – 2/22 Amy N., Melanie, Jennifer B. Deena, Danielle 
2/25 – 3/1 Heather, Rebecca Angie, Kelley, Katherine 
3/4 – 3/8 Ashley, Daina, Terra Lindsay 
3/11 – 3/15 Nicole, Kirsten, Brianna  
3/18 – 3/22   
3/25 – 3/29 Contract Meetings  
4/1 – 4/5 Spring Break 
4/8 – 4/12   
4/15 – 4/19 Final Evaluation Meetings  
4/22 – 4/26 Final Evaluation Meetings Final Evaluation Meetings 
4/29 – 5/3 Final Evaluation Meetings Final Evaluation Meetings 
5/6 – 5/10 Final Evaluation Meetings Final Evaluation Meetings 
5/13 – 5/17   
5/20 – 5/24   

 All K-5 Teachers, Specials Teachers, Literacy Interventionists and Classified Staff will 
have their final evaluation scheduled with Kelly Seilbach. 
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STAFF SALARIES: HORIZONTAL MOVEMENT & PERFORMANCE PAY 
 
Teachers and other eligible personnel will advance annually based on years of service and may advance 
annually one or more columns on Windsor Charter Academy’s approved salary schedule as adopted by the 
Executive Board. 
 
Credit Hours 
The following credits are eligible for advancement on the salary schedule: 

• Credit hours from a four-year college, university, or graduate school. 
• Credit hours from professional development activities that are approved in advance by the Executive 

Director and verified for credit. 
• One credit hour for supervision of a student teacher that is a semester in length. 

 
Approval of Credits 
A teacher must submit a request to advance on Windsor Charter Academy’s approved salary schedule on an 
official form as provided for this purpose. Such form shall include a description of the learning activities and 
relevance to the appropriate CDE Professional Licensure Standards for this individual. The official form for lane 
advancement must be completed by the first Friday of April for the next school year. 
The Executive Director shall review the request for advancement and make a determination on relevant credit 
hours submitted for licensure. In the case where the applicant disagrees with the decision of accepted credit 
hours, the Executive Director shall cause a review team to review the request for advancement. The review team 
shall consist of the Finance Director, at least one Board Member, and at least one teacher. If, in the opinion of the 
review team, credits are not deemed sufficient with regard to relevance to appropriate licensure standards, the 
team may deny such credits toward advancement on the salary schedule. If the review team finds in favor of the 
individual making the request, the credits shall count toward advancement on the salary schedule. The findings of 
the team shall be final. In the case where a majority of the members of the review team cannot reach a decision, 
the team shall refer the decision to the Board President and the decision of the Board President shall be final. 
Official transcripts and/or evidence of successful completion must be submitted to the Executive Director no later 
than September 1st of the current school year.  
 
Pay Increases 
Horizontal movement increases substantiated by certificates or transcripts will be awarded and reflected in 
the September payroll. Advancement granted in April shall be paid on the next contracted school year and be 
evident in the individual’s first pay cycle which is September. Increases granted but not substantiated by 
transcripts or other evidence of successful completion shall be deducted from the individual’s monthly 
compensation and the employee shall be moved back to the previous column for compensation purposes. 
 
Other Considerations 
Once a master’s degree is obtained, hours for salary advancement must be earned after the date the Master’s 
Degree was granted. Credit for advancement shall not be granted for course work or other professional 
development activities completed more than seven years prior to the date of the request for advancement. 
 
Classroom Teacher Budgets 
Each certified teacher will receive a teacher budget to be used for instructional support. 
 
Staff Pay Dates 
Employees will be paid on the last banking business day of each month with the pay period being the 16th of the 
previous month to the 15th of the current month. WCA uses the direct deposit method. All employees must have a 
valid checking or savings account. 
 
Performance Pay 
Bonuses will be determined as teachers submit their work. If teachers meet the criteria as outlined by the optional 
merit pay scale, they will receive an equal percentage of the monies available based on PPR funding as other 
teachers that met the same criteria. The Board will determine the amount of monies available for distribution 
based on Per Pupil Revenue funding each year determined by legislators.  
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Optional Merit Bonus 
Must complete the following minimum requirements: 
 
Complete 3 years at Windsor Charter Academy 
Earn a master’s degree or equivalent of 30 approved credits 
Achieve a “Highly Effective” rating for final evaluation 
10 hours of participation in activities, committee work, and events after school throughout a school year 
50% of volunteer participation during the school year 
Must complete any 3 of the additional requirements: 
 
Offer opportunities 
for parents to 
complete 300 
parent service 
hours for your 
classroom’s 
activities or after 
school events that 
you coordinate 
and participate in. 

 

Successfully 
complete at least 
one year in a 
leadership position. 

 

Write and receive 
grant awards for 
Windsor Charter 
Academy valued 
at $500 or more. 

Present at a state or 
national 
conference 
regarding 
education or a 
specific content 
area. 
 

Complete 
approved external 
professional 
development and 
lead internal 
professional 
development. 
 

Complete a season 
of MS/HS athletic 
team coaching with 
positive evaluation. 
 

Plan, organize and 
lead a national or 
international multi-
day trip for students 
at Windsor Charter 
Academy with 
service or 
curriculum 
connections 
(excluding field 
trips; minimum of 
three days and two 
nights). 

 

Plan, organize, 
support/lead an 
individual/team to 
a regional, state or 
national level 
competition for 
students’ 
(academic, music, 
art, or athletic 
team). 
 

Successfully 
collaborate and 
mentor / oversee 
one new or student 
teacher; 
experience must be 
documented. 

Participate in 35 
hours of after 
school activities 
that support 
students and 
strengthen 
parent/community 
relationships. 

Sponsor a semester 
long student club—
with a minimum of 
30 hours of 
preparation and 
participation. 

 

WCA milestone of 5 
years, 10 years, 15 
years or 20 years. 
 
 

A significant achievement in education that adds value to 
Windsor Charter Academy; items for this criterion will be 
considered on a case-by-case basis. 

Host 3 big Core Knowledge or curriculum-focused events that 
encourage parent participation.  

 
 

LEADERSHIP OPPORTUNITIES 
 
Leadership Opportunities 
To build leadership capacity for all teachers, each educator will serve on a committee or lead in an after-
school club. Staff that participate in committees should plan for the dates of the committee. When substitutes 
are required to attend the committee, teachers should reach out to the administrative assistant to see if there 
is possible coverage. If there is not, teachers should place the request in Aesop as School Business. 
 
 

STAFF LEAVE / AESOP / SDS 
 
PTO Leave Schedule 
PTO leave allows continuation of full base pay plus benefits when an eligible staff member is required to be 
absent from work. PTO Leave Schedule: 
 

Contract Days PTO Leave 
< 190 10 Days 

191-210 11 Days 
211-239 12 Days 
≥ 240 13 Days 
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Unused PTO leave may be accumulated to the maximum of thirty (30) days for each employee, any 
part or all of which may be used during any given year, after the current year allocation has been used. 
Days of PTO leave may be used without losing salary up to the maximum days of entitlement. When PTO 
leave is exhausted, deduction for an approved absence will be based on the employee’s current daily 
contract rate whether or not a substitute is hired. 
 
When PTO leave days exceed five (5) consecutive working days in relation to a specific illness, a written 
report from the attending physician must be filed with the Executive Director confirming the need for 
additional days off the job for recovery because of abnormal and involuntary complications. If PTO 
leave is to be used for a serious health condition, the birth or care of a newly-born child, the placement 
for adoption or foster care of a child, or to care for a covered military service member, certification will 
be required pursuant to the School’s FMLA policy. Accumulated PTO leave must be used concurrently 
as part of the staff member’s FMLA leave upon physician certification. 
 
Accumulated PTO leave balances must be used concurrently with parental leave. Unused PTO will not 
be paid out upon termination of employment. 
 
Please visit Policy GCC for details on the following: 
 
Jury Duty 
Bereavement Leave 
Parental Leave of Absence 
Professional Leave 
Worker’s Compensation 
Family and Medical Leave 
 
Procedures for Staff Leave for AESOP and SDS 
When requesting a substitute teacher, staff members must enter leave in AESOP and SDS. Substitute teachers 
are requested in 4 or 8-hour blocks for teachers, paraprofessionals, health aides, etc. If no substitute teacher is 
needed, then staff members will only need to enter leave in SDS. Access the Staff Portal for step-by-step 
directions on procedures for AESOP and SDS.  
 
All teaching staff must have emergency substitute plans on file with the administrative assistant for all classes. 
For planned absences all needed materials and plans must be in the classroom. For unplanned absences 
teachers should email substitute plans to administrative assistant and team lead before 7 a.m. Emergency 
substitute plans should only be used in the event of a last minute unforeseen absence. Teacher will need to 
provide new emergency substitute plans when used. 
 
In the event a substitute does not pick up an absence, staff will be asked to cover classes during their plan 
period or take in additional students into their classroom. Staff will be compensated for their time after filling out 
a class coverage form. 
 
 

BUILDING & TECHNOLOGY  
 
Building Use Request 
Staff need to submit a digital building use request anytime they want to use a space in the school other than 
their own classroom during school hours. Visit the Staff Portal to access the building use request form. 
 
Building Maintenance Request  
Staff are required to submit a digital building maintenance request when repairs are needed in a classroom or 
furniture needs to be moved. Visit the Staff Portal to access the building maintenance request form. 
 
Lost Keys 
Staff members will be charged a $75.00 fee for losing their keys. 
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Technology Fees 
Any accidental damage to school owned technology (included staff issued laptops) will result in a $25 fee for 
the first offense, any further damages will result in a fee to replace or repair the damages outside of warranty 
coverage. Any damage that has been deemed intentional or due to a careless nature will result in a charge 
for the full amount of repair or replacement. 
 
Technology Request 
Staff are required to submit a digital technology request for any repairs/maintenance of technology 
equipment including staff computer, student devices, Apple TVs, etc. Needs regarding hardware or software 
also require a request submitted. Visit the Staff Portal to access the technology request form. 
 
 

BUSINESS INFORMATION 
 
Purchasing Process 
All purchases for the school must be entered through the purchase order (PO) process in Specialized 
Data Systems (SDS). Each teacher has a classroom budget to make purchases throughout the year. For 
the specific directions on how to enter a purchase order request (PO) please go to the staff portal and 
download the PDF. 

 
Cash Collection Process 
Anytime a staff member is collecting money for a school field trip or activity, all funds collected must be 
recorded on a deposit slip and turned into the front office daily to be kept in the safe until turned into the 
business office. Money is not to be kept in staff rooms or taken home for any reason. 
 
 

STAFF COMMUNICATION OVER HOLIDAY BREAKS 
 
Windsor Charter Academy values a work-life balance and asks that staff do not email over school holidays 
such as Thanksgiving Break, Winter Break, and Spring Break.  This is to help our staff “unplug” and not have the 
pressure of working while they have time off. 
 
 

LEAVING CAMPUS 
 
Staff members may leave the campus for lunch but must sign out and in at the front office.  
 
 

TEACHER TAGLINES & STYLE GUIDE PARAMETERS 
 
All teachers must follow the Windsor Charter Academy style guide found on the staff portal. When creating 
a teacher tagline, steps are outlined for format. The tagline should include the staff name, the school, the 
position, and also the vision statement. No additional information should be included. This is to ensure that 
our branding efforts are consistent in all forms of communication. All forms created should follow style guide 
parameters, using specified fonts, colors, logos, etc.  
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DRUG, ALCOHOL & TOBACCO FREE SCHOOL 
 
Drugs, Alcohol and Tobacco Free School 
Because the unlawful possession and use of illegal drugs and/or alcohol is wrong and harmful to students, using, 
possessing, distributing, selling, giving, exchanging and being under the influence of illegal drugs or alcohol is 
prohibited on WCA property, at a school sponsored or district-sponsored activity or event, or while being 
transported in vehicles dispatched by the school at any time during the calendar year, and off school property 
when such conduct has a reasonable connection to school curricular or non-curricular activity or event or at 
any time or place when such conduct interferes with the operations of the district or the safety or welfare of 
students or employees. 
 
Disciplinary action, as set forth in district policy JICH, will be taken in cases involving students who use or are 
under the influence of illegal drugs or alcohol, possess controlled substances, illegal drugs or alcohol, regardless 
of quantity and/or engage in acts of, selling, purchasing, exchanging or distributing illegal drugs or alcohol, 
regardless of quantity or drug paraphernalia.  
 
Tobacco Free School (Weld RE4 Policy ADC): 
Use of any Tobacco Products by staff, teachers, students, and visitors in or on any school property or at any 
school-sponsored activity is prohibited. 
 
Students shall not be in possession of any Tobacco Products while in school facilities, on school district property, 
during district- or school-sponsored activities or in school-owned transportation at any time.  
“Tobacco Product” means:  
 
a. any product that contains nicotine or tobacco or is derived from tobacco and is intended to be ingested or 
inhaled by or applied to the skin of an individual, including but not limited to cigarettes, cigars, pipe tobacco, 
snuff and chewing tobacco; and  
 
b. any electronic or manual device that can be used to deliver nicotine to the person inhaling from the device, 
including but not limited to an electronic cigarette, cigar, cigarillo, vapor pen, vaporizer, or pipe.  
 
 

SEXUAL HARASSMENT 
 
The Executive Board recognizes that sexual harassment can interfere with a staff member’s performance or a 
student's academic performance and emotional and physical well-being and that preventing and remedying 
sexual harassment in schools is essential to ensure a nondiscriminatory, safe environment in which students can 
learn. In addition, sexual harassment is recognized as a form of sex discrimination and thus is a violation of the 
laws that prohibit sex discrimination, as addressed in the Board's policy concerning unlawful discrimination and 
harassment.  

Windsor Charter Academy’s Commitment  
• The Windsor Charter Academy is committed to maintaining a learning environment that is free from 

sexual harassment. It shall be a violation of policy for any staff member to harass another staff 
member(s) or students or for students to harass other students or staff member(s) through conduct or 
communications of a sexual nature or to retaliate against anyone that reports sexual harassment or 
participates in a harassment investigation.  

• Windsor Charter Academy shall investigate all indications, informal reports and formal grievances of 
sexual harassment by students, staff or third parties and appropriate corrective action shall be taken. 
Corrective action includes taking all reasonable steps to end the harassment, to make the harassed 
student whole by restoring lost educational opportunities, to prevent harassment from recurring and to 
prevent retaliation against anyone who reports sexual harassment or participates in a harassment 
investigation.  
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Sexual Harassment Prohibited  
Unwelcome sexual advances, requests for sexual favors, or other verbal, non-verbal or physical conduct of a 
sexual nature may constitute sexual harassment, even if the harasser and the staff/student being harassed are 
the same sex and whether or not the staff/student resists or submits to the harasser, when:  

• Submission to such conduct is made either explicitly or implicitly a term or condition of a staff/student's 
participation in an education program or activity.  

• Submission to or rejection of such conduct by a staff/student is used as the basis for employment or 
advancement decisions affecting staff or education decisions affecting the student. 

• Such conduct is sufficiently severe, persistent or pervasive such that it limits a staff/student's ability to 
participate in or benefit from an education program or activity or it creates a hostile or abusive 
work/educational environment. For a one-time incident to rise to the level of harassment, it must be 
severe.  

• Any conduct of a sexual nature directed by a student toward a staff member or by a staff member to a 
student is presumed to be unwelcome and shall constitute sexual harassment.  

• Acts of verbal or physical aggression, intimidation or hostility based on sex, but not involving conduct of 
a sexual nature may also constitute sexual harassment.  

 
Sexual harassment as defined above may include, but is not limited to:  

• Sex-oriented verbal "kidding," abuse or harassment 
• Pressure for sexual activity 
• Repeated remarks to a person with sexual implications 
• Unwelcome touching, such as patting, pinching or constant brushing against the body of another 
• Suggesting or demanding sexual involvement, accompanied by implied or explicit threats concerning 

one's grades or similar personal concerns 
• Sexual violence 

 
Reporting, Investigation and Sanctions  

• Staff and students are encouraged to report all incidences of sexual harassment to either Principal, 
Executive Director, or HR/Compliance Officer in their school building and file a complaint through the 
school’s complaint and compliance process. All reports and indications from students, school 
employees and third parties shall be forwarded to the compliance officer.  

• All matters involving sexual harassment reports shall remain confidential to the extent possible as long as 
doing so does not preclude the school from responding effectively to the harassment or preventing 
future harassment. Filing of a complaint or otherwise reporting sexual harassment shall not reflect upon 
the individual's status or affect student grades.  

• In determining whether alleged conduct constitutes sexual harassment, the totality of the 
circumstances, the nature of the conduct, and the context in which the alleged conduct occurred 
shall be investigated.  

• Any staff member and students found to have engaged in sexual harassment shall be subject 
to discipline, including, but not limited to, being placed under a remedial discipline plan, 
suspension (with or without pay), termination or expulsion; subject to applicable procedural 
requirements and in accordance with applicable law. Conduct of a sexual nature directed 
toward students shall, in appropriate circumstances, be reported as child abuse for 
investigation by appropriate authorities in conformity with applicable law and board policy. 

• Windsor Charter Academy is committed to providing a safe learning and work environment where all 
members of the school community are treated with dignity and respect. To that end, no otherwise 
qualified student, employee, applicant for employment or member of the public shall be excluded from 
participation in, be denied the benefits of, or be subjected to discrimination under any school program 
or activity on the basis of race, color, national origin, ancestry, creed, religion, sex (which includes 
marital status), sexual orientation, disability, or other status protected by law. Discrimination against 
employees and applicants for employment based on age and genetic information is also prohibited in 
accordance with state and/or federal law.  

• Any person who has a question, concern, or complaint related to the school’s non-discrimination 
policies and/or its efforts to ensure equal educational opportunities should contact one of the school’s 
designated non-discrimination/equal opportunity compliance officers.  

 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, 
Section 504 and/or Title IX, please contact:  
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Executive Director, Rebecca Teeples 

810 Automation Dr., Windsor, CO 80550 
970.833.5190 

rebecca.teeples@windsorcharteracademy.org 
 

For employment-related inquiries, including complaints of discrimination or harassment in violation of the ADA, 
Section 504 and/or Title IX, please contact:  
 

Finance Director, SarahGennie Colazio 
810 Automation Dr., Windsor, CO 80550 

970.833.5190 
sarahgennie.colazio@windsorcharteracademy.org 

 
 

TECHNOLOGY POLICIES & EXPECTATIONS 
 

Windsor Charter Academy  
Staff Technology Policies and Expectations 

All staff must complete the Windsor Charter Academy Staff Technology Policies Agreement form. 
 
Compliance with Windsor Charter Academy GBEE: Appropriate Use of School and Personal Technology by 
Non-Student Stakeholders policy is mandatory. 
Area of Concern Expectation 
Internet Access • School technology is provided to staff to conduct research, communicate 

with others, and fulfill other job responsibilities.  
• Use of, and access to, school technology is a privilege, not a right.  
• Users must comply with school standards when accessing and using 

school technology.  

Digital Storage • All digital storage on school technology is property of WCA. 
• WCA retains the right to retain, review, and disclose all information sent 

via, or stored on, school technology for any legally permissible reason. 
• Users should not expect files stored on, or sent via, school technology to 

be private. Furthermore, users should understand that if such files qualify as 
public records, they may be open for inspection by individuals and entities 
unaffiliated with the school.  

Security • Adhere to, and comply with, all school policies and local, state, and 
federal laws regarding data security.  

• Users shall not transfer or save personal, student, or employee information 
to a laptop or other external device nor transmit such information outside 
of the school unless school data security procedures are followed. 

• Ensure that workstations are locked when unattended.  
• Immediately notify school technology staff of any suspected school 

technology  security issues without demonstrating the problem to others.  
• Circumventing or intentionally compromising school security measures is 

prohibited. 
• Intentionally or neglectfully transmitting viruses or other destructive 

computer files or bypassing school filters is prohibited. 
User Logins and 
Passwords 

• Protect login and password information, and avoid public posting or 
sharing access with anyone, including co-workers, student teachers, 
students, parents, or volunteers. 
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• Users shall not access the accounts of other users. 

Use of Devices • Never connect personal technology to the school’s wired LAN (this does 
not include the school’s wireless network). 

• Using school technology for non-educational uses is prohibited, this 
includes, but is not limited to: gaming, inappropriate role-playing, 
gambling, issuing junk mail, chain mail, or raffles, commercial purposes, 
activities which promote personal financial gain, and fraudulent activity. 

Online Images, Video, 
and Data 

• Any use, transmission, storage, or publication of any material in violation of 
law, and/or school policy is prohibited.  

• Searching, viewing, communicating, publishing, downloading, storing, or 
retrieving materials that are threatening, profane, violent, obscene, or can 
be construed to be political activity is prohibited. 

• Using software, media, or digital content contrary to licensing or fair-use 
copyright restrictions is prohibited. 

• Representing Copyright ©, Registered ®, and/or Trademark TM materials 
as one’s own work is prohibited. 

Digital Communications • Use of technology, district or personal, to harass, intimidate, or bully others 
is prohibited. 

Social Media • Using school technology for social networking purposes (i.e. Facebook, 
Twitter, etc.) is prohibited. 

WCA is not responsible for any damage or loss incurred through use of school technology including, but not 
limited to, damage or loss caused by non-deliveries, mis-deliveries, service interruptions, unauthorized use, loss 
of data, and exposure to potentially harmful or inappropriate material or people.   
Use of school technology and reliance on any information obtained via school technology is at a user’s own 
risk and the school specifically denies any responsibility for the reliability of such use or accuracy and quality 
of information obtained through the use of school technology including school-provided Internet access.  
The school assumes no responsibility for any loss or damage to personal property including school 
technology. 

 
Technology Support 

All Technology support requests must be submitted through the Technology Support Request Form located at 
http://bit.ly/WCAtechsupport18-19 

• Requests are reviewed on a daily basis and will be addressed in order of urgency.  
• If same day assistance is needed, please contact the appropriate technology team member listed 

below.  
• Technical support is not available on weekends, evenings or during school holidays.  
• Requests submitted after school hours will not be addressed until the following school day.  

 
Media and Technology Department Roles and Responsibilities  

Role Responsibilities 
Irene Nissen: Director of 
Innovation 

• Oversees the WCA Technology Department and Media Centers for the 
Elementary and MS/HS buildings. 

Michael Unruh: 
Technology Manager 

• Coordinates all building technology usage requests (set up, take down 
and reservations).  

• Troubleshooting and maintenance for all student and staff devices and 
classroom/building equipment in the elementary and MS/HS buildings.  

• Troubleshooting and maintenance of network equipment including 
phones, servers, switches, wireless access points & printers.  

• Support and maintenance for building security systems.  

Lindsey Walters: Media • Assists with the set up and take down of AV for events. 
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and Technology 
Assistant 

• Assists with daily troubleshooting, and maintenance of student and staff 
devices. 

• Supports programming and daily operations of the Elementary and 
Secondary Media Centers. 

• Maintains and provides support for all building copiers and printers. 
 
 

VISITOR & VOLUNTEER ADMITTANCE 
 
When visitors and/or volunteers come to our schools, there are certain processes that we should follow. Site 
administrators have the final decision on determination of admission case-by-case. 
 
Parent and Community Volunteers and Visitors Attending Activities During School Hours 
Individuals who have a criminal record will be considered on a case-by-case basis, and, although a person 
who has committed a misdemeanor could volunteer in a school, the nature of the crime could limit the 
volunteer role that person could have. For example, a person convicted of misdemeanor theft could be 
restricted from access to Parent-Teacher Organization funds. 
 
The following individuals cannot volunteer or visit at Windsor Charter Academy: 

• A person convicted of a crime involving children (i.e. possession of child pornography) 
• A person convicted of three or more misdemeanors within the last five years, not including traffic-

related violations  
• A person convicted of a felony during the last five years 
• A person currently serving probation for any crime 

 
Student Teachers and Practicum Teachers 
All student teachers and practicum teachers must complete a background check.  
 
Prospective Parents Participating in Staff-Led Tours 
A prospective parent that is interested in touring Windsor Charter Academy Schools is not required to complete 
a background check if he/she is part of a staff-led tour. All participants of tours must remain with a staff 
member at all times. 
 
Visitors on Business 
Any person visiting Windsor Charter Academy on business is not required to complete a background check if 
they are escorted by a staff member that has been approved by School Leadership—directors and managers. 
If a person on business will be working alone during school hours at Windsor Charter Academy Schools—i.e., 
facilities maintenance, technology updates, etc., the person must complete a background check and meet 
requirements outlined. 
 
Visit Policy KI: Visitors to the School 
 

EXECUTIVE BOARD POLICIES 
 
The following are a few pertinent board policies. Please visit the website for a full list of board policies. 
 

• Policy GBK: Grievance Policy and Procedures—Certified Staff 
 

• Policy GBKA: Grievance Policy and Procedure—Classified Staff 
 

• Policy JICA: Student Dress Code 
 

• Policy JICDD: Violent and Aggressive Behavior 
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• Policy JK: Student Discipline 
 

• Policy JK-A: Use of Physical Discipline and Restraint 
 

• Policy JK-A-R: Use of Physical Discipline and Restraint (Regulation) 
 

• Policy JKG: Discipline of Habitually Disruptive Students 
 

• Policy JKG-R: Discipline of Habitually Disruptive Students (Regulation) 
 

• Policy KI: Visitors to the School 
 
 

STAFF AGREEMENT 
 
The Windsor Charter Academy Elementary School Staff Handbook contains information regarding our 
curriculum, programs, school procedures and expectations. Staff should familiarize themselves with the 
expectations, rules and procedures that are outlined in the handbook. 
 
Please sign below indicating that you have read and reviewed the WCA Elementary School Staff Handbook. 
Your signature also indicates you will carry out the expectations and procedures as contained herein. Signed 
forms should be returned to the school by September 15th of every new school year.  
 
 
__________________________________________    _______________   
Staff Signature        (Date) 
 
 
__________________________________________       
Staff Name (Printed) 
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IMPORTANT CONTACT NUMBERS 
 
GENERAL 
 
Main Office:  970.833.5190 
Fax:    970.833.5188 
Attendance:  970.833.5191 
Address:  810 Automation Dr., Windsor, CO 80550 
Office Hours: 7:30 a.m. to 4:00 p.m. 
 
 
ADMINISTRATION 
 
Rebecca Teeples, Executive Director   

rebecca.teeples@windsorcharteracademy.org  
Jeremy Schriner, Secondary Education Director   

jeremy.schriner@windsorcharteracademy.org   
Hannah Mancina, Secondary Assistant Principal 

hannah.mancina@windsorcharteracademy.org  
Valerie Perciante, Dean of Students 

valerie.perciante@windsorcharteracademy.org 
 
 
ACADEMIC ADVISORS 
 
Heather Bratton, WCA Middle School Academic Advisor   

heather.bratton@windsorcharteracademy.org  
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MISSION & VISION OF WINDSOR CHARTER ACADEMY 
 
Vision Statement 
“Where students are educated, empowered, and equipped to reach their highest potential.” 
 
Mission Statement 
Windsor Charter Academy provides our students with a solid academic foundation through our K-8 Core 
Knowledge and our rigorous 9-12 early college high school curricula. Our culture empowers our students to 
achieve academic excellence through critical thinking, character development, and a love for lifelong learning. 
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2018-2019 SCHOOL CALENDAR 
 
School Hours: 8:00 a.m. to 3:15 p.m. 
  

S M T W T F S S M T W T F S 7
1 2 3 4 5 6 7 1 2 3 4 5 8-14 Teachers Report

8 9 10 11 12 13 14 6 7 8 9 10 11 12 15 First Day of School/Kindergarten Testing

15 16 17 18 19 20 21 13 14 15 16 17 18 19 16 First Day of School for Kindergarten

22 23 24 25 26 27 28 20 21 22 23 24 25 26
29 30 31 27 28 29 30 31

3 Labor Day

S M T W T F S S M T W T F S 11 End of First Quarter

1 2 3 4 1 2 12 No School / Conference Compensation Day

5 6 7 8 9 10 11 3 4 5 6 7 8 9 15 No School / Teacher Professional Development 

12 13 14 15 16 17 18 10 11 12 13 14 15 16
19 20 21 22 23 24 25 17 18 19 20 21 22 23
26 27 28 29 30 31 24 25 26 27 28 19-23 Fall Break

S M T W T F S S M T W T F S 20 End of 2nd Quarter

1 1 2 21 No School / Teacher Professional Development 

2 3 4 5 6 7 8 3 4 5 6 7 8 9 24-31 Winter Break

9 10 11 12 13 14 15 10 11 12 13 14 15 16
16 17 18 19 20 21 22 17 18 19 20 21 22 23
23 24 25 26 27 28 29 24 25 26 27 28 29 30 1-4 Winter Break

30 31 7 No School / Teacher Professional Development 

21 No School / Martin Luther King, Jr. Day

S M T W T F S S M T W T F S
1 2 3 4 5 6 1 2 3 4 5 6 15 No School / Conference Compensation Day

7 8 9 10 11 12 13 7 8 9 10 11 12 13 18 No School / President's Day 

14 15 16 17 18 19 20 14 15 16 17 18 19 20
21 22 23 24 25 26 27 21 22 23 24 25 26 27
28 29 30 31 28 29 30 8 End of 3rd Quarter 

8 No School / Teacher Professional Development 

S M T W T F S S M T W T F S
1 2 3 1 2 3 4 1-5 Spring Break

4 5 6 7 8 9 10 5 6 7 8 9 10 11
11 12 13 14 15 16 17 12 13 14 15 16 17 18
18 19 20 21 22 23 24 19 20 21 22 23 24 25 23 Last Day of School/ Release at 11:30 a.m.

25 26 27 28 29 30 26 27 28 29 30 31 24 Teacher Work Day

S M T W T F S S M T W T F S Vacation, No Students or Staff Report

1 1
2 3 4 5 6 7 8 2 3 4 5 6 7 8 No School, Teachers Report

9 10 11 12 13 14 15 9 10 11 12 13 14 15
16 17 18 19 20 21 22 16 17 18 19 20 21 22 Half Day of School / Release at 11:30am

23 24 25 26 27 28 29 23 24 25 26 27 28 29
30 31 30

2018-2019 Calendar
AUGUST

SEPTEMBER

New Teachers Report

OCTOBER

December 2018 June 2019

September 2018 March 2019

July 2018 January 2019

August 2018 February 2019

MAY

October 2018 April 2019

NOVEMBER

DECEMBER

JANUARY

FEBRUARY

MARCH

November 2018 May 2019
APRIL
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2018-2019 BLOCK SCHEDULE CALENDAR 
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MIDDLE/HIGH SCHOOL STAFF 
 

Name Department Email 
Bonnie Emerick English bonnie.emerick@ 
Traisha Myers English traisha.myers@ 
Rachel Preece English rachel.preece@ 
Sarah Seiffert English sarah.seiffert@ 
Melinda Smith English melinda.smith@ 
Tamie Berg Math tamie.berg@ 
Richard Crompton Math richard.crompton@ 
Ruth Davies Math/AIMS ruth.davies@ 
Lara Holt Math lara.holt@ 
 Math  
Carrie Cross History carrie.cross@ 
Robyn Koperski History robyn.koperski@ 
 History  
Jeremy Santy History jeremy.santy@ 
Katie Blankenbaker Science katie.blankenbaker@ 
Keith Gallie Science keith.gallie@ 
Gabby Sauer Science gabrielle.sauer@ 
Marie Sheridan Science marie.sheridan@ 
Jeff Lorimer Spanish jeff.lorimer@ 
 Spanish  
Leonard Rinchiuso Spanish leonard.rinchiuso@ 
Michael Ellingson Physical Education michael.ellingson@ 
Devon Rosson Physical Educaton devon.rosson@ 
Sarah Drips Art sarah.drips@ 
Jennifer Unruh Art jennifer.unruh@ 
Shari Frazee Music shari.frazee@ 
Robert Lighthall Music robert.lighthall@ 
AnnE Kingsley ICAP  anne.kingsley@ 
   
 AIMS  
 AIMS  
 AIMS  
 AIMS  
 AIMS  
Stephanie Thomson Resource Teacher stephanie.thomson@ 
 Resource Paraprofessional  
Tama Clapper Resource Paraprofessional tama.clapper@ 
Gracie Blohm Paraprofessional gracie.blohm@ 
 Paraprofessional  
Jules Nash Paraprofessional jules.nash@ 
Erin Townsend Paraprofessional erin.townsend@ 
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MS/HS ADMINISTRATION & SUPPORT STAFF 
  

Name Position Email 
Jeremy Schriner Secondary Education Director jeremy.schriner@ 
Hannah Mancina Assistant Principal hannah.mancina@ 
Valerie Perciante Dean of Students valerie.perciante@ 
 Athletic Director  
Heather Bratton MS Counselor heather.bratton@ 
Erica Koehler HS Counselor erica.koehler@ 
Theresa Tickler College Advisor theresa.tickler@ 
Robyn Koperski AVID Coordinator robyn.koperski@ 
Tara Schwindt Office Manager tara.schwindt@ 
Shawna Easter MS Receptionist shawna.easter@ 
 HS Receptionist  

 
 

ADMINISTRATION OF SCHOOLS & SUPPORT STAFF 
  

Name Position Email 
Rebecca Teeples Executive Director rebecca.teeples@ 
Jamie Zink Executive Assistant jamie.zink@ 
Sarah Gennie Colazio Director of Finance & HR sarahgennie.colazio@ 
Lauren Miller Business Manager lauren.miller@ 
Irene Nissen Director of Innovation irene.nissen@ 
Michael Unruh Technology Manager michael.unruh@ 
Lindsey Walters Technology Assistant lindsey.walters@ 
 Director of Community Relations @ 
Diana Stanislav Student Data Services Manager diana.stanislav@ 
Tammy Fagler Assistant Registrar tammy.fagler@ 
Jon Reynolds Director of Food Services jon.reynolds@ 
Ricky Wagner Director of Facilities Management ricky.wagner@ 
Tony Belmont Facilities Maintenance Tech tony.belmont@ 

 
 

EXECUTIVE BOARD 
 

Name Position Email 
Kevin Albertsen Executive Board Member kevin.albertsen@ 
Sherry Bartmann Executive Board Member sherry.bartmann@ 
John Feyen Executive Board Member john.feyen@ 
Donna James Board Vice President donna.james@ 
Carolyn Mader Executive Board Member carolyn.mader@ 
Jenny Ojala Executive Board Member jenny.ojala@ 
Samual Penn Board President samual.penn@ 

 
Executive Board Meetings 
Executive board meetings shall be help on the fourth Thursday of each month at 6:30 p.m., unless such day falls 
on a legal holiday, in which event the regular meeting shall be held at the same hour and place on a different 
designated day.  Work sessions begin at 5:30 p.m. 
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ORGANIZATIONAL CHART 
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COMMUNICATION PRACTICES 
 
Classroom / Academic Concerns 
 
When concerns arise about student performance, the learning environment, and other areas such as 
social/emotional, please contact the teacher. If questions or concerns still exist, then follow the chain of 
command. 

 
 
  
        

  Þ        Þ                 Þ   
   
 
 
 

Discipline Concerns 
 
When concerns arise around discipline issues, please contact the teacher. If questions or concerns still exist, then 
follow the chain of command. 

 
 
 
 
 

Þ  Þ Þ
 
 
 
 

                                        ß  
     
 
 
 
 
 
 
 
 
 
 
 

Contact the 
classroom 
teacher via 
phone or 
email. The 
classroom 
teacher will 
respond within 
48 business 
hours. 

If the issue is 
not resolved, 
contact 
Secondary  
Education 
Director, 
Jeremy 
Schriner. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
still not 
resolved, 
contact the 
Executive 
Board 
President. 

Contact the 
classroom 
teacher via 
phone or 
email. The 
classroom 
teacher will 
respond within 
48 business 
hours. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
not resolved, 
contact Dean 
of Students, 
Valerie 
Perciante 

If the issue is 
not resolved, 
contact 
Secondary 
Education 
Director, 
Jeremy 
Schriner. 

If the issue is 
still not 
resolved, 
contact the 
Executive 
Board 
President. 



 11 

NON-DISCRIMINATION / EQUAL OPPORTUNITY 
 

Notice of Non-Discrimination and Designation of Compliance Officer 
 
Windsor Charter Academy is committed to providing a safe learning and work environment where all members of 
the school community are treated with dignity and respect. To that end, no otherwise qualified student, 
employee, applicant for employment or member of the public shall be excluded from participation in, be denied 
the benefits of, or be subjected to discrimination under any Charter program or activity on the basis of race, 
color, national origin, ancestry, creed, religion, sex (which includes marital status), sexual orientation, disability, or 
other status protected by law. Discrimination against employees and applicants for employment based on age 
and genetic information is also prohibited in accordance with state and/or federal law. 
 
Any person who has a question, concern, or complaint related to the Charter’s non- discrimination policies 
and/or its efforts to ensure equal educational opportunities should contact one of the Charter’s designated non-
discrimination/equal opportunity compliance officers. 
 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, Section 
504 and/or Title IX, please contact: 
 
 

Executive Director, Rebecca Teeples 810 Automation Dr., Windsor, CO 80550 
970.833.5190 

rebecca.teeples@windsorcharteracademy.org 
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BLOCK SCHEDULE 
 
6th Grade Block Schedule 
 

Time Monday Tuesday Wednesday Thursday Friday 
 

8:00 to 9:30 a.m. Period 1 Period 2 Period 1 Period 2 Period 1/2 

9:34 to 11:04 a.m. Period 3 Period 4 Period 3 Period 4 Period 3/4 

11:08 to 11:53 p.m. Period 5  Period 6  Period 5  Period 6 Period 5/6  

11:55 to 12:23 p.m. Lunch Lunch Lunch Lunch Lunch 
12:25 to 1:10 p.m. Period 5 Period 6 Period 5 Period 6 Period 5/6 
1:13 to 1:31 p.m. Advisory Advisory Advisory Advisory Advisory 
1:35 to 3:05 p.m. Period 7 Period 8 Period 7 Period 8 Period 7/8 

 
 
7th & 8th Grade Block Schedule 
 

Time Monday Tuesday Wednesday Thursday Friday 
 

8:00 to 9:30 a.m. Period 1 Period 2 Period 1 Period 2 Period 1/2 

9:34 to 11:04 a.m. Period 3 Period 4 Period 3 Period 4 Period 3/4 

11:08 to 11:38 p.m. Lunch Lunch  Lunch  Lunch Lunch  

11:40 to 1:10 p.m. Period 5 Period 6 Period 5 Period 6 Period 5/6 
1:13 to 1:31 p.m. Advisory Advisory Advisory Advisory Advisory 
1:35 to 3:05 p.m. Period 7 Period 8 Period 7 Period 8 Period 7/8 

 
Advisory Schedules 
Advisory will be every day for 6th through 8th Grade.  The focus for each day is outlined below. 
 

Week Day Focus 
Monday Catch Up Day/Grade Level Activity 
Tuesday School-Classroom Culture Building 
Wednesday Character Education 
Thursday ICAP/AVID 
Friday Grade Check 
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ALTERNATIVE SCHEDULES 
 
Assembly Schedule 
On school days when there are assemblies we may schedule the assembly during elective blocks or the schedule 
will be as follows.  This ensures that students are able to attend all classes for the day. 
 

Period Time 
1/2 8:00 a.m. – 9:15 a.m. 
3/4 9:20 a.m. – 10:35 a.m. 
5/6 Lunch 10:40 a.m. – 12:25 p.m. 
7/8 12:30 p.m. – 1:45 p.m. 
Assembly 1:50 p.m. – 3:05 p.m. 

 
Assembly Schedule: Periods 5 & 6 / Lunch 
 

Group A 10:40–11:05 11:10–12:25 
7th & 8th Grades Lunch Class 

 
Group B 10:40–11:17 11:17–11:47 11:47–12:25 
6th Grade Class Lunch Class 

 
 
Delayed Start/Testing Schedule 
On school days when there is a delayed start or benchmark testing, the schedule will be as follows.  This ensures that 
students are able to attend all classes for the day.  Testing will take place from 8:00-10:00 a.m. 
 

Period Time 
1/2 10:00 a.m. – 11:00 a.m. 
3/4 11:05 a.m. – 12:05 p.m. 
5/6 Lunch 12:10 p.m. – 1:45 p.m. 
Advisory 1:45 p.m. – 2:00 p.m. 
7/8 2:05 p.m. – 3:05 p.m. 

 
Delayed Start/Testing Schedule: Periods 5 & 6 / Lunch 
 

Group A 12:10–12:35 12:40–1:40 1:45–2:00 
7th & 8th Grades Lunch Class Advisory 

 
12:45–1:00 12:10–12:40 12:43–1:08 1:10–1:40 1:45–2:00 

6th Grade Class Lunch Class Advisory 
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ASSESSMENTS 
 
Windsor Charter Academy uses a variety of assessments to measure student growth and inform instruction. The 
CMAS (Colorado Measure of Academic Success) tests are computer-based assessments in mathematics, 
language arts, social studies, and science.  It helps parents and educators to see how children are progressing in 
school and their preparation for the future and are required by the state of Colorado.  Windsor Charter Academy 
also uses the MAP benchmark assessments to measure student achievement and growth throughout the year.  
These tests are given in the fall, winter and spring and the reports will be available to parents. 
 

 
CHARACTER EDUCATION 

 
While academics are essential at Windsor Charter Academy, citizenship is an equal component as well. Students 
will be use the Eight Keys of Excellence by Quantum Learning. All of our students will be held accountable for 
both their behavior and their academic growth. 

 
The Eight Keys to Excellence support the overarching theme of respect.  
 

• Integrity: These beliefs are being honest, telling the truth, keeping promises, being loyal and reliable.  
 

• Failure Leads to Success: This trait allows students to excel without fear of making mistakes. It is important 
to learn from our mistakes and improve our systems. Failures are opportunities for growth.  

 

• Speak with Good Purpose: Students should speak positively and with good intent. The development of 
safe, honest, and direct communication will be promoted at WCA.  

 

• This Is It!: By making the most of every moment, students should pay attention and maintain a positive 
attitude.  

 

• Commitment: Students should do whatever it takes to get the job done. Commitment means we can 
count on each other to keep our word.  

 

• Ownership: Ownership is the ability to be counted on and the willingness to take responsibility for the 
choices we make.  

 

• Flexibility: Flexibility is being prepared for change and having the willingness to do things differently to 
achieve desired outcomes. 

 

• Balance: Balance means we are happy, healthy, and productive, because our mind, body, and emotions 
are in alignment.  
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CONDUCT 
 
WCA is committed to creating a safe and nurturing environment in order to promote optimal learning.  Students 
need to feel safe in order to be successful learners.  WCA will promote and encourage the development of self-
discipline by respecting the rights and dignity of each individual.  Self-discipline will be the intrinsic result of 
knowing how to respect the rights of individuals.  This is done by exercising responsible individual behavior. 
  
Each student has the opportunity to choose his/her own behavior and be responsible for that behavior.  There will 
be natural and logical consequences as a result of the behavior choice. 
 
The conduct and discipline code at WCA establishes guidelines for making behavior choices.  This code 
emphasizes that certain behavior, especially behavior that disrupts the classroom, is unacceptable and may 
result in disciplinary action. 
 
The primary responsibility for appropriate behavior lies within each individual student.  Parents, teachers, and 
other school staff share the responsibility to teach, monitor, and enforce acceptable behavioral standards, so all 
students can feel safe and learn in an environment free from unnecessary disruption.   
 
WCA staff and administration will discipline students with fair, natural, and logical consequences.  The staff will 
also notify parents and utilize them as equal partners in helping to instruct our students on appropriate behavior.  
 
Behavioral & Social Expectations 

• Respect all faculty and staff members, parent volunteers and fellow students at all times.  
• Respect school property and that of fellow students, staff members, and neighbors. 
• Use language free from profanity. 
• Cooperate in keeping the school building and grounds neat and clean. 
• Be honest, courteous and kind in all communications and relationships with students, staff members and 

other adults. 
• Obey rules and regulations necessary for the safe and orderly operation of the school. 
• Maintain complete compliance with the dress code. 
• Be punctual and in attendance at school each day unless a call is made to the office by a parent or 

guardian. 
• Keep hands and feet to oneself at all times and respect the social boundaries of those around you. 

 
Discipline 
Discipline is referred to administration if students develop negative patterns of behavior or if harmful behavior has 
occurred.  Office referrals may result in possible suspension and/or expulsion depending on the severity of the 
behavior.  Examples of harmful behavior are: 
 

• Fighting, pushing or intentionally hurting other students. 
• Bullying, harassing, mocking, demeaning, or intimidating other students or staff. 
• Willful destruction of personal and/or school property. 
• Cheating and stealing. 
• Bearing any firearm, knife or homemade weapon upon school premises. 
• The use or distribution of any controlled substance, alcohol, tobacco/nicotine products or unauthorized 

medication on school premises. 
• Any activity deemed illegal by federal, state, and/or local law. 
• Any activity that will put others and/or self in danger. 
• Disrespect of rightful authority. 
• Disrupting learning environment. 

 
Additionally, teachers may write referrals for the following reasons: 

• Third refocus (and subsequent) per semester 
• Third dress code infraction 
• Second plagiarism/cheating infraction 
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CORE KNOWLEDGE 
 
Windsor Charter Academy is a Core Knowledge School.  The middle school Core Knowledge curriculum provides 
students with a broad base of knowledge.  The curriculum encompasses language arts, mathematics, science, 
history, geography, fine arts, and physical education, and is characterized by knowledge that is: 
 

• Context-rich – unchanging knowledge such as important events of world history; 
• Sequential and Cumulative – a planned progression building on students’ previous knowledge and 

eliminating excessive repetition and gaps; 
• Content specific – clearly defined knowledge at each grade level ensuring fairness for all students; 
• Coherent – explicit knowledge identifies what children should learn at each grade level to ensure an 

articulated approach to building knowledge across all grade levels 
 
The Core Knowledge concept is based on the belief that knowledge builds upon knowledge.  The sequential 
curriculum spirals and is content-rich and engaging.  Core Knowledge builds background knowledge with an 
instructional focus on rich, classic literature. 
 
The sequence not only outlines specific content in the areas of language arts, geography, science, mathematics, 
and fine arts, but places a strong emphasis on history.  The sequence in history is divided into two sections at every 
grade-level—national and world.  As students move from grade-level to grade-level, they build a strong 
understanding of the sacrifices that our forefathers made to establish a country founded on a constitution and a 
belief that “all men are created equal.”  Additionally, as students study ancient civilizations and world history, 
students better understand their role as a global community member.  Understanding the cultural and historical 
backgrounds of countries throughout the world, better prepare students for success as future leaders. 
 
 

DRESS CODE 
 
It is the responsibility of all students to know, understand, and consistently follow WCA’s dress code for students 
throughout the entire year.  Students will be asked to change into clothes provided by the school. 

 
• First Offense Each Semester: Students will be asked to change into clothes provided by the school. Student 

reads the entire dress code policy during lunch in the office. 
• Second and Subsequent Offense Each Semester: Students will be asked to change into clothes provided 

by the school. Student reads the entire dress code policy during lunch, calls home, and serves Friday after-
school detention.  

 
If a student is violating the dress code the teacher will either escort the student to the office or send the student to 
the office with a dress code violation slip.  The office staff will stamp the dress code slip to acknowledge that the 
violation has been recorded.  The student must report back to the referring teacher with the stamped dress code 
slip and the student will carry the slip for the remainder of the day.  The office staff will document the offense on 
the discipline record with the referring staff members name. 
 
A student’s appearance has an impact on his/her attitude, behavior, and learning.  Students at Windsor Charter 
Academy (WCA) shall dress appropriately to show a high degree of personal respect and character.  Student 
dress shall be a direct reflection of the level of character and respect representative of WCA. The guidelines set 
forth are meant to allow students the ability to wear clothing to WCA with a higher level of flexibility, while 
maintaining a high sense of personal respect for appearance and professionalism.  Not all fashions that are 
appropriate to be worn outside the school, are appropriate for the school.  At all times, administration reserve the 
right to require students to modify their dress if they are in violation, clothing is deemed inappropriate, or is a 
distraction to learning.  A student found in repeated violation of the dress code will be subject to review by his/her 
parents/guardians, the administration and Board as to appropriate disciplinary action.  Expulsion is a valid form of 
discipline for chronic dress code violations. 
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If at any time due to medical needs, a student is not able to comply completely with the dress code, a written 
note from a physician is needed. A conference with the student, guardian/parent, and teacher/principal will be 
held to determine the best way to honor the dress code and remain comfortable and healthy.  If at any time due 
to religious beliefs a student is not able to comply completely with the dress code, a conference with the student, 
guardian/ parent, and teacher/ principal will be held to determine the best way to honor the dress code as well 
as an individual’s religion. 
 
All clothes must be neat, clean, and without holes or frayed.  Clothes must be modest and appropriate for 
school.  Undergarments may not be exposed or visible through clothing. At all times, clothing must fit 
appropriately.  No student will convey violent, racist, or obscene messages or symbols through dress.  With the 
ever-changing gang symbols, administration reserves the right to deem a student’s attire a dress code violation, at 
their discretion.  
 

Middle School 
Pants, Capris & Shorts • Colors: solid navy, khaki , grey and black.  

• Styles: cotton twill, stiff polyester, or corduroy (no blue jean material).  
• No denim.  
• Pants, capris, and shorts must fit so they do not sag, exposing one’s backside or undergarments 
including top of underwear.  
• Shorts must meet or exceed the length of the fingertips when standing with arms at the sides.  
• Pockets: Shorts or pants must not have more than six pockets.  
• Solid color undershorts must be worn under skirts and jumpers and must not be visible when standing.  
• No spirit-wear pants.  

Leggings & Jeggings 
Jeggings: tight-fitting stretch 
pant, styled to resemble a 
pair of denim jeans.  

• Color: Any solid color.  
• Leggings and jeggings are not to be worn alone. They must be worn with tunics, skirts or dresses that 
follow the fingertip rule (length of the fingertips when standing with arms at the sides).  

Jumpers, Skirts, Skorts, 
& Dresses 

• Colors: solid navy, khaki, green, black, brown, grey, and WCA school plaid (from French Toast) 
• Fabric: cotton twill, stiff polyester, or corduroy.  
• Styles: pleated or straight. Length must be no shorter than a vertical credit card length above the 
knee.  
• Dress Styles: polo dresses only.  
• Shorts under skirts must not be visible while standing.  
• Dresses and skirts must be of modest length. The length must meet or exceed that of the fingertips 
when standing with arms at the side. This rule applies to the natural flow of the dress.  

Shirts 
 

 
• Short or long sleeved classic polo style shirt, turtlenecks, and mock turtlenecks in solid color. Colored 
heather shirts do not meet dress code standards. Heather-colored shirts are interknitted yarns of mixed 
colors producing flecks of an alternate color.   
• A student’s undershirt or undergarment can be any dress code compliant shirt.  
• Button down shirts with collar in any solid color  
• Buttons can be any color and must be buttoned to the collarbone.  
• Shirts must be completely tucked in at all times.  
• Any pre-approved WCA spirit clothing tops may be worn any day of the week. 

Sweaters & Sweater 
Vests 

• Colors: any solid color  
• Styles: crew neck, mock turtleneck, Henley collar, cardigans, pullovers or hooded sweaters.  
• All sweaters and/or sweater vests must be worn over a dress code compliant shirt.  

Sweatshirts • WCA spirit, club or class hoodies are allowed to be worn any day of the week  
• Sweatshirts of any solid color over a dress code compliant shirt.  
• Logos no larger than a credit card. One logo can be on the sweatshirt.  
• Hoods may not be worn inside the building.  

Jackets & Outwear • Winter jackets, coats, hats, gloves, mittens, ear warmers, jean jackets, bandanas, and sunglasses may 
not be worn inside the building.  

Scarves • Any color, must be modest and in good taste.  

Belts • Belts are optional and can be any color. There should be nothing hanging off the belt—for example, 
no spikes or chains.  

Socks • Any color that is mostly solid. Sport/athletic socks allowed with different colors.  
• No patterns or prints.  
• Must be below the knee.  

Tights • Tights can be any solid color.  
• No patterns or prints.  
• Tights not allowed alone. They must be worn with skirts or dresses that meet the guidelines for skirts and 
dresses.  
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Shoes • All shoes must have closed toes, heels and sides.  
• No lighted, character, soft soled bath / bedroom type slippers, house shoes, or shoes with wheels in 
the bottom.  
• Any heels must be lower than 1½ inches.  

Jewelry • Jewelry must be modest and in good taste.  
• Earrings must be less than one inch from base of earlobe.  
• Piercing allowed only on the ears. All other piercings must be removed during school hours and during 
school functions.  

Hair • Hair must be neatly groomed and of natural color.  
• Hair accessories shall be solid colors, in good taste and not excessive Bows should not exceed the size 
of a credit card.  
• No Mohawks, Fauxhawks, and any other hair design that Administration deems distracting to learning.  

Uniform Students participating in scouting programs may wear their uniform on meeting days 

Game Day • Participating athletes for school-sanctioned events may wear their team jerseys/team shirts on the day 
of their game.  
• Pants, shorts, skirts, and skorts, must comply with dress code.  

Free Dress Day 
 

Middle school students must follow the normal High School Dress Code Policy.  

Physical Education 
Classes 

Students must wear WCA physical education uniform during PE classes and yoga shorts/pants during 
yoga class.  

Formal Dress Uniform The formal dress uniform is mandatory for certain functions to be determined by WCA including special 
occasions, field trips, pictures, etc.  
 
• White oxford shirt or Peter Pan collar, long or short sleeve  
• Khaki or navy / pants or shorts  
• Approved French Toast tie or crossover tie  
• Navy or white sweater vest, crew neck sweater, or cardigan sweater (optional).  
• Socks must be solid white, black, brown, or navy.  
• Tights must be solid white or navy 

Jeans Day Jeans may be worn on Friday for $1.00 with the proceeds going to fund student activities. If the Friday 
coincides with a Free Dress day, there is no charge to wear jeans.  
 
• Jeans must be neat, clean and free from holes or fraying.  
• The last Friday of the month is “Free Jeans Day”; students do not have to pay to wear jeans.  

Formal Dances Anyone 
not conforming to dress 
standards or dance 
procedures and general 
guidelines will not be 
admitted. If there are any 
questions, consult 
Administration before the 
day of the event. 
 
 
 
 

Formal dresses and suits should be in good taste and appropriate for a formal event according to the 
standards below.  
 
• Tuxedos or suits including dress shirt and tie (jackets are optional)  
• No jeans, khakis, or T -shirts.  
• Dress slacks must be worn at the waist and should not be saggy or baggy.  
• Shirt, tops and blouses must conceal cleavage, sides, back, shoulders, and midriff.  
• If shirt top is sheer, a top that meets dress code guidelines must be worn underneath.  
• Dresses must be of modest length. The length must meet or exceed that of the fingertips when 
standing with arms at the side. This rule applies to the natural flow of the dress.  
• Slits on dresses or skirts may not go above the fingertips when standing with arms at the side.  
• Dresses or shirts are not to have bare midriffs or cling to the body. Any dress should not ride up as the 
student dances.  
• Backless dresses may not be cut below the natural bra line.  
• All necklines must be modest and in good taste. Dresses with plunging necklines are not permitted. All 
necklines must fully cover below the natural bra line (armpit to armpit).  
• Dresses may be spaghetti strap, strapless, cold shoulder, or halter -type as long as they meet the 
neckline requirement.  
• Dresses or tops with sheer panels, lacing, or cut-outs/ slits on any part of the bodice that reveal bare 
skin underneath (tear drop, slits, etc.) are not allowed.  

Semi-Formal Dances 
Anyone not conforming to 
dress standards or dance 
procedures and general 
guidelines will not be 
admitted. If there are any 
questions, consult 
Administration before the 
day of the event.  

Dresses and suits should be in good taste and appropriate for a semiformal event according to the 
standards below:  
 
• Dress pants or khakis and button-up dress shirt with collar  
• Ties, jackets, vests, or suspenders are optional  
 
Dresses and shirts may be more casual than for a formal dance but must also meet the standards 
outlined above in the Formal Dress Standards. 

Casual Dances 
Anyone not conforming to 
dress standards or dance 
procedures and general 
guidelines will not be 

Clothing should be in good taste and appropriate for a casual event according to the standards below:  
 
• Clothing should follow the normal WCA High School Dress Code.  
• Students may dress alternatively if there is a specific dance theme but they must follow the guidelines 
outlined for the event as approved by Administration.  
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admitted. If there are any 
questions, consult 
Administration before the 
day of the event. 

Examples of casual dance themes: Ugly Christmas Sweater Party, Costume Party, Glow in the Dark 
Dance. 

Special Days / Dress for 
Success 
 

The Administration and teachers encourage all students to behave and dress in a fashion and style 
appropriate for the school day. An individual’s dress, personal appearance, and cleanliness, like his or 
her behavior, should reflect sensitivity to and a respect for others.  
 
• Dresses or skirts must be of modest length. The length must meet or exceed that of the fingertips when 
standing with arms at the side. This rule applies to the natural flow of the dress.  
• Slits on dresses or skirts may not go above the fingertips when standing with arms at the side.  
• Dresses are not to have bare midriffs or cling to the body.  
• No backless, spaghetti strap strapless, cold shoulder, or halter-type dresses or tops. All necklines must 
be modest and in good taste. Dresses or tops with plunging necklines are not permitted.  
• Dress pants must be worn at the waist and should not be saggy or baggy  
• Dress shirts must be tucked in.  
 
Final decisions in cases of disagreement will be resolved by the Administration.  

 
 

MULTI-YEAR PLAN 
 

Grade 
 

Language  
Arts 

Math Social  
Studies 

Science PE / 
Spanish 

 Art/ Music Electives 

6th ENG 6* 
 

PRE- 
ALG 

 

MAT 
6 

HIS  6 SCI 6 PE 6 ART 6 See course 
descriptions 
for options  
for Elective  

1 and 2 

SPA 6 MUS 6 

7th ENG 7* 
 

MAT  
25* 

 

PRE-  
ALG 

HIS  7 SCI  7 PE 7 ART 7 
SPA 7 MUS 7 

8th ENG 8* 
 

MAT  
50* 

 

MAT  
25 

HIS  8 SCI  8 PE 8 ART 8 
SPA 8 MUS 8 

 
 

GRADING POLICY 
 
Windsor Charter Academy’s vision is to create an academic environment “where students are educated, 
empowered, and equipped to reach their highest potential.” We support our mission for students that “achieve 
academic excellence through critical thinking, character development, and a love for lifelong learning.”  
 
Windsor Charter Academy Beliefs  

1. All students are consistently held to high expectations that support the vision. 
2. Grades are based on multiple and various assessments over time.  
3. Grading practices yield grades that reflect student mastery.  
4. Grading practices are fair and support effective teaching and learning.  
 

Guiding Premises 
Teachers at Windsor Charter Academy are partners with students and families to help every student demonstrate 
mastery of course standards, benchmarks and essential learning targets for Core Knowledge, grades K-8, and 
state standards, for grades K-12.  The following guidelines are to be met quarterly. 

 
MS Core Classes—English, Math, Science, History, & Core Knowledge Music / Art Classes 

• Minimum of 7 formative/summative assessments 
• Minimum of 4 practice 
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MS Spanish and Physical Education 
• Minimum of 4 formative/summative assessments 
• Minimum of 2 practice 

 
MS Electives that Receive Letter Grades 

• Minimum of 4 formative/summative assessments 
• Minimum of 2 practice 

 
MS Electives that Are Pass/Fail 

• Minimum of 2 formative/summative assessments 
• Minimum of 3 practice 

 
 
Grade books will reflect student mastery of standards through a range of types of formative and summative 
assessments.  

• Summative assessments measure what students know and are able to do at a particular point in 
time.  Examples include end-of-unit tests and projects.  

• Formative assessments are part of the instructional process to provide information needed to adjust 
teaching and learning while they are happening.  Examples include projects, performance tasks, essays, 
oral reports and quizzes.   

 
Grade books will show a body of evidence to show a comprehensive picture of the level of student mastery.  The 
posted grade should be calculated using the following categories based on the current quarter or semester point 
totals: 

• Formative and summative assessments = 70%  
• Practice assignments = 20%  
• Final exam = 10% (excluding elective courses)  

 
A cumulative GPA is calculated for all middle school level courses based on the number of credits received 
utilizing a 4.0 (unweighted) and 4.5 (weighted) scale.   

• Middle school level courses are calculated on the 4.0 scale. 
• Honors courses are calculated on a weighted 4.5 scale. 

 
 

Grading scales are reflected as follows: 
 

Grading Scale 
A+ 96.5 to 100% A 92.5 to 96.4% A- 89.5 to 92.4% 
B+ 86.5 to 89.4% B 82.5 to 86.4% B- 79.5 to 82.4% 
C+ 76.5 to 79.4% C 72.5 to 76.4% C- 69.5 to 72.4% 
D+ 67.5 to 69.4% D 62.5 to 66.4% D- 59.5 to 62.4% 

 F Below 59.5%  
 
 
Non-GPA Weighted Grades 
 

• Work habits grades will reflect students work habits in the classroom, based on a work ethic 
rubric.  Students will receive a work ethic grade for each class taken.  This will not affect GPA.   
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Work Habit Grades 
Students will also receive a work habits grade based on participation and effort.  This grade will not be part of a 
student GPA.  The rubric is as follows: 
 

Indicators Consistently 
Exceeds 

Expectations 

Frequently Meets 
Expectations 

Sometimes Meets 
Expectations 

Rarely Meets 
Expectations 

 4 3 2 1 
I AM PREPARED I am consistently 

prepared. I am on time 
to class and am 
prepared at the start of 
the lesson. I consistently 
bring needed materials 
to class an am ready to 
work.  

I am frequently 
prepared. I am on time 
to class and am 
prepared at the start of 
the lesson. I frequently 
bring needed materials 
to class an am ready to 
work.  

I am sometimes 
prepared. I am 
sometimes tardy to class 
or not prepared at the 
start of the lesson. I 
sometimes bring needed 
materials to class an am 
ready to work.  

I am rarely prepared. I 
am late to class often 
and am rarely prepared 
at the start of the lesson. 
I rarely bring needed 
materials to class an am 
ready to work.  

I DEMONSTRATE POSITIVE 
CLASSROOM BEHAVIOR 

I consistently stay 
focused on the task and 
what needs to be done. 
I am self-directed. I 
consistently have a 
positive attitude and 
demonstrate the 8 Keys 
of Excellence. 

I frequently stay focused 
on the task and what 
needs to be done. I am 
self-directed. I frequently 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I sometimes stay focused 
on the task and what 
needs to be done. I 
sometimes am self-
directed. I sometimes 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I rarely stay focused on 
the task and what needs 
to be done. I am rarely 
self-directed. I rarely 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I PARTICIPATE I consistently participate. 
I share information or 
ideas when participating 
in discussions or groups. I 
am an effective 
collaborator.  

I frequently participate. I 
frequently share 
information or ideas 
when participating in 
discussions or groups. I 
am often an effective 
collaborator.  

I sometimes participate. I 
sometimes share 
information or ideas 
when participating in 
discussions or groups. I 
am sometimes an 
effective collaborator.  

I rarely participate. I 
rarely share information 
or ideas when 
participating in 
discussions or groups. I 
am rarely an effective 
collaborator.  

I AM PRODUCTIVE I am consistently 
productive. I am 
punctual turning in 
assignments. I 
consistently utilize 
classroom time 
effectively.  

I am frequently 
productive. I am 
punctual turning in 
assignments. I frequently 
utilize classroom time 
effectively.  

I am sometimes 
productive. I am 
sometimes punctual 
turning in assignments. I 
sometimes utilize 
classroom time 
effectively.  

I am rarely productive. I 
am rarely punctual 
turning in assignments. I 
rarely utilize classroom 
time effectively.  

 
 
Honor Roll  
Middle school students at Windsor Charter Academy will receive academic recognition each quarter, high 
school students will be each semester, based on the following criteria: 
 

Honor Roll Criteria 
Honor Roll High Honor Roll Dean’s List 
3.6—3.79  3.8—3.94 3.95 and above 

 
Middle School Late Policy 

• Late work will not be accepted for full credit except in the case of an excused absence or if the student 
uses a late ticket.  

• Each teacher will give students two late tickets at the beginning of each quarter.  
• Teachers will not allow late tickets to be used on major assignments or assessments. 
• Students may complete late work during Zero Hour or Working Lunch and will earn an additional late 

ticket. Credit for extra late tickets is up to the discretion of the teacher.  
• If a student is absent, he or she is responsible for finding out and completing all class and homework 

missed.  
• Students will have two business days to turn in late work when absent. 
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Student Make Up Work 
Students have an obligation to complete assignments missed during days of illness or unexpected absence from 
school. Students have two school days for every one day absent to make up their schoolwork. More time can be 
given at the discretion of the teacher. Parents should encourage their children to secure missed work from each 
teacher immediately following an absence. Parents and students can check the homework website, google 
classroom and course syllabus first and then contact the teacher with additional questions.  If materials are 
needed to complete the work parents can make arrangements to pick up items in the front office.  Students who 
are absent for more than two days are advised to call the office to arrange for class assignments to be sent home 
in order to allow teachers adequate time to assemble the assignments.  
 
Grade Book Protocols 
There are several tools available in Infinite Campus (IC) Grade Book. When teachers are using these consistently, 
parents and students will have a better understanding of what each symbol indicates. 

• ___ (Blank):  From the time the teacher puts the assignment in IC and until 2 days after the assignment is 
due it can show up as ___ (Blank). Within 2 days of the due date the assignment should have one of the 
following: 

o Turned in (T) 
o Missing (M) 
o Numerical Grade 

• Late: If a student hands in a assignment and receives reduced credit because it is late the numerical 
value will also be flagged as late (L).  

• Incomplete: If a student receives a low score because they did not finish the assignment flag as 
incomplete (I). This will help everyone understand that student did not complete the assignment (which 
can help in MTSS Process).  

• Exempt: Exempt (X) should be used if a student is absent and misses a learning opportunity that is difficult 
to recreate asynchronously such as a lab, a group discussion, etc.  

• Dropped:  Some teachers may allow students to drop the lowest score over the course of a semester, 
quarter or in a certain category (practice, assessment). 

• Zero: Student earned 0 points or did not turn the assignment within the teacher's late policy. 
 
8th Grade Continuation 
Students must have a 2.0 or higher cumulative GPA in order to walk in the continuation ceremony.  Advisors 
should communicate concerns with parents at least two times before the beginning of 3rd quarter. 
 
Student Retentions 
Any student considered for retention must have gone through the MTSS process and the grade level team must 
document various interventions as well as the student’s response to the interventions.  Additionally, the grade 
level team should document at least two parent conferences where concerns have been shared.  A final 
retention decision will be made by an administrator based on the MTSS documentation.  Parent communication 
and research-based retention scale score. Recommendations for retention must be sent to the principal by 
March 15th and a final decision will be made by May 1st. Retention is only considered for 6th-8th grade students. 
 
Credit Recovery 
Students that fail to meet the continuation requirements will be required to complete a correspondence course(s) 
that is approved by administration.  Each unit covers 35-40 hours’ worth of content. The cost will be the 
responsibility of the family.  The cost for a correspondence course averages $150.  Summer school options may be 
available at an additional cost. 
 
Working Lunch 
Students with Ds or Fs in subject areas are required to work with teachers during the specified lunch.  This will 
support student success, as students will be able to work with the teachers to catch up on work and ask questions 
that they may have.  If a student misses a working lunch the teacher should fill out the after school detention form 
and the student will serve one detention for each lunch missed. 
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STUDENT PLAGIARISM AND CHEATING 
 
If a student is caught cheating or plagiarizing the following steps will occur. These steps are cumulative for ALL 
courses. For instance, if a student cheats in English and then cheats in math, he/she will have two offenses.  
 

• First Offense: Teacher conferences with student and parent; student must redo assignment within one 
week; teacher notes in discipline record. 

• Second Offense: Teacher contacts administration and writes a referral; administration conferences with 
student and parent and notes in discipline record; student receives a zero on the assignment. 

• Third Offense: Teacher contacts administration; administration conferences with student and parent and 
notes in discipline record; student may fail the course, be suspended or have other serious consequences 
based upon the situation. 

 
STUDENT ABSENCES 

 
Students attending Windsor Charter Academy are expected to be present as assigned and to be engaged in the 
educational process on a regular basis. Windsor Charter Academy prides itself on having a rigorous Core 
Knowledge and early college high school curriculum and high expectations for all of its students. With that in 
mind, attendance is absolutely necessary and expected in order for student achievement to occur.  
  
It is the obligation and responsibility of every parent or guardian to ensure that every child under his or her care 
and supervision, who is of compulsory attendance age, attends school as required by Colorado statutes, 
Executive Board policies, and school regulations.  
 
Penalties for unexcused absence shall be administered and may include, but are not limited to, the initiation of 
judicial proceedings to enforce compulsory attendance after ten unexcused absences during any calendar year 
or school year, and the imposition of academic penalties rationally related to classes missed while unexcused.  
 
Per Windsor Charter Academy Bylaws, enrolled students must attend the first five scheduled days of the school 
year or have written permission from the Executive Director. Students will be un-enrolled if student fail to attend the 
first five days of the school year without written permission from the Executive Director. 
 
General Absence Policy 
When a student has been absent five times in a school year, whether it be excused or unexcused, a courtesy 
letter will be generated and mailed home. This letter will communicate the five absences and express concern 
about the educational well-being of that student. After ten excused or unexcused absences within a school year, 
another letter will be sent to request a parent, student, and administrator meeting. This is in effort to create a 
positive action plan for the student to be in school receiving instruction at all times. During this meeting it may be 
deemed necessary for the parent to bring in a doctor’s note for further absences.  Please visit policy JE. 

 
Tardy Policy 
In regard to tardiness at Windsor Charter Academy, the school feels that it is imperative that students understand 
the value and importance of timeliness. When a student is tardy, it affects their academic performance, as well as 
the performance others. The only tardy that shall be considered excused is for a medical or dental appointment. 
Each student will be allowed five unexcused tardies every semester. Additional unexcused tardies will be 
addressed with student and parents. Parents will be given letters after 5 tardies and students will need to attend 
zero hour to make up for lost instructional time.  Three tardies equals one class absence.    
 
 
 
 
 



 24 

Extended Absences 
Parents planning to take their children out of school for an extended absence should notify the school at least 
two weeks prior to the absence and fill out a Pre-Arranged Absence To Request Student Work form.  Upon their 
return, it is the student’s responsibility to make arrangements with teachers to make up missed assignments.  
Teachers may provide students work prior to vacation or absence, but will upon student’s return to school.  The 
student will have two days for every one day absent to complete their missing work.  Students who miss a test 
during their absence will take the test within two days of their return unless other arrangements are made with 
individual teachers. 
 

STUDENT CELL PHONES & SMART WATCHES 
 
All student cell phones and smart watches must remain on silent and not visible throughout the school day, unless 
requested by a teacher for a specific activity.  If students choose to carry their cell phone it must be in a 
drawstring bag. Additionally, if a cell phone is a distraction to student learning or normal school operations staff 
may use discretion to implement consequences below.  If a phone call or text needs to be made home, students 
must have permission from a WCA staff member must be made from the classroom or office.  If this policy is not 
followed, the phone or the device will be taken away after the student has turned off his/her phone or the 
device. The following consequence will occur: 
 

• First Offense:  the phone or device will be taken away and given to the front office.  The office staff will 
document the violation on the discipline record. The student will be responsible for coming to the office to 
retrieve the phone or device at the end of the school day. 

• Second Offense:  the phone or device will be taken away and given to the front office. The administrator 
will call home and inform the parents of the second offense. The parents will be required to come pick up 
the phone or device at the office. 

• Third Offense:  the phone or device will be taken away and given to the Assistant Principal or the 
Secondary Education Director. The administrator will call home and inform the parents of the third offense. 
For the remainder of the year, the student must check in his/her phone or device at the beginning of each 
school day and pick up the phone or device at the end of the school day. 

 
 

STUDENT DROP OFF & PICK UP 
 
Drop Off 
The first bell will ring at 7:50 a.m., signifying the time designated for students to begin preparations for classes 
and visit lockers.  The bell to begin classes will ring at 8:00 a.m.   
It is extremely important that students are not left unsupervised before the start of school.  Students may purchase 

breakfast in the cafeteria beginning at 7:35 a.m. until the first bell 
at 7:50 a.m. 
 
All other students should arrive at school no earlier than 7:35 a.m.  
At this time, students will enter the building.  Students are not 
allowed to run around or play ball near parking lot areas for 
safety reasons. 
 
Any student arriving late to school must report to their classroom 
during the first 5 minutes until 8:05 a.m. and their teacher will mark 
them tardy.  After 8:10 a.m. students will need to go directly to 
the office for a tardy pass to class. 
 
All parents must enter on Firebird Way north of the soccer 
field.  As students are dropped off, parents will need to drop off 
from the right lane only.  (To ensure student safety, students will 
not be allowed to be dropped off in the left hand moving lane 
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and cross over the right hand lane where cars are dropping off students.)  Once the students are dropped off, 
parents may pull into the left moving lane and exit one of two ways.   
 
Pick Up 
All parents must enter on Firebird Way north of the soccer field. Students, upon dismissal, will walk along the 
sidewalk along Firebird Way.  To pick up students, parents must be in the right lane only.  To ensure student safety, 
students will not be allowed to cross over the right-hand pick up lane over to a car in the moving left lane.  Once 
students are in the car in the right hand lane, the driver may merge into the left hand moving lane. Once in the 
left hand lane, parents may exit one of two ways.  
  
We ask all parents, grandparents, caretakers, and/or guardians who are dropping off or picking up WCA students 
adhere to the the following requests: 
 

• Please remember to be patient and respectful at all times during drop off and pick up. 
• Please drive slowly and cautiously as there will be students getting out of or into vehicles. 
• Pull all the way forward before letting your student get in or out of your vehicle. 
• There is to be no parking on Automation Dr. during the drop off and pick up times.  Please use the parking 

lot on the north side of WCA for parking. 
• Please do not talk on your cell phones during the drop off and pick up times to ensure the safety of all our 

students. 
• Please model appropriate behavior by utilizing the crosswalk at all times. 

 
As always, please remember that safety comes first and foremost! 
 
Students and parents who need to park must still enter at Firebird Way but should continue in the left lane until 
they reach the north entrance of the parking lot.  There is no student drop off or pick up in the parking lot lanes to 
allow students and parents to park or leave parking spaces quickly and safely. 
 
 

STUDENT PROCEDURES 
 
Athletics 
Sports are also an integral part of Windsor Charter Academy.  There are a variety of sports available. Please refer 
the athletic handbook for specific information. 
 

FALL WINTER SPRING 
GIRLS BOYS GIRLS BOYS GIRLS BOYS 

Volleyball Soccer Basketball Basketball Track & Field Track & Field 
Cross Country Cross Country Dance Dance Soccer  

 
Backpacks 
All student backpacks must remain in their locker during the day.  Students may carry a drawstring bag or small 
purse.  Teachers should ask students to return their backpacks to their lockers or bring the backpacks to the front 
office for the students to pick up at the end of the day. 
 
Emails 
All student emails linked to Windsor Charter Academy will be disabled during summer months.  See the 
technology and acceptable use policies. 
 
Field Trips 
Educational field trips will be taken at times throughout the year in order to enhance our students’ academic 
knowledge of a topic.  Parent permission is required for each field trip.  The cost for each field trip will be collected 
prior to trip.  In case of a financial hardship, if your student qualifies for free or reduced lunch the fee for the trip 
may be covered or adjusted.  Our intent is for all students to have equal access to these educational 



 26 

opportunities.  Siblings from other classes will not be excused from class to attend the field trip, nor are younger 
siblings allowed to attend the field trip due to liability. 
 
Health Room/Medications 
A health room is provided at Windsor Charter Academy for those students who become ill or become injured at 
school. In the event of an illness all students must report to the health office before going home.  Depending on 
the severity of the illness or injury, parents/guardians may be called to take their child home. Children who are ill 
should not spend more than 1.5 hours in the school health room.  A Medical Administration Form signed by a 
doctor is needed for ALL Medications (including over the counter). Cough drops are the only thing that can be 
given without a doctor's signature, but a parent's permission is needed.  Please visit policy JLCD R. 
 
Homework 
The staff of WCA believes that homework is an important component of the educational process. It is expected 
that the following objectives will be accomplished through regular and well-planned homework: 
  

• Students will develop self-direction and personal responsibility. 
• Students will develop independent study skills. 
• Students will become better organized and will learn to budget their time. 
• Students will strengthen their knowledge of the content taught during the school day. 
• Teachers are committed to communicating with parents about homework and utilize a homework 

website listing the homework by grade levels.  This link is on the WCA website. 
 
Lockers 
All MS/HS students are assigned a locker. These lockers are the property of WCA and students can be charged if 
there is damage to their locker.  Lockers are subject to search by the administration without cause.  If a student 
wishes to have an athletic locker in the locker room they must discuss this with the athletic director and provide 
their own lock.  Students may not share their combination with anyone. 
 
Lost & Found 
Every effort is made to return lost articles to the rightful owner.  In the case of missing items, parents and students 
are encouraged to check the lost and found container in the cafeteria. All unclaimed articles will be donated to 
a charity.  
 
Lunch 
The daily breakfast and lunch menu is posted on the website. Students may also bring a sack lunch. 
 
Windsor Charter Academy has a Free and Reduced Lunch Program. To determine if the qualifications are met for 
the program, parents or guardians must submit proof of income. An award letter from Department of Human 
Services or proof of income through a tax return statement will be accepted as documentation. 
 
Students may bring a lunch from home or purchase a hot lunch from the school cafeteria. To ensure all students 
receive a lunch, the following process will be followed: 
 

1. Parents may pay for lunch online through My School Bucks or pay with cash/check. Funds will be added 
to the student’s lunch account. 

2. If a student does not have sufficient funds in his/her account, the student may charge a lunch to their 
account up to a -$20.00 limit and will be provided a hot lunch. All students have permission to charge hot 
lunches to their account unless parents provide written notice stating otherwise. 

3. If a student does not have sufficient funds and their account balance exceeds -$20.00, the student will not 
be able to charge a hot lunch to his/her account, but will be provided and charged $2.50 for a sack 
lunch that includes a cheese sandwich, a side item, and a bottle of water. 

4. Insufficient fund notices will be sent home with students who have a negative account balance on a 
weekly basis. 
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Student Fees 
Annual fees for Windsor Charter Academy students are due at the start of school. Student fees cover students’ 
first P.E. uniform in addition to other costs that occur throughout the year. Both middle and high school students 
have a fee of $60.  Fees may be waived for those families that qualify for our Free and Reduced Lunch Program. 
An award letter from Department of Human Services or proof of income through a tax return statement must be 
submitted as proof of income. 
 

Students that participate in certain electives or clubs will be required to submit additional fees as outlined below. 
If fees or fines have not been paid by the end of the year, Windsor Charter Academy reserves the right to 
withhold certificates, report cards and other WCA end of the year celebration items. All fines and fees must be 
cleared for juniors and seniors to be eligible for open campus privileges. Students with outstanding financial 
obligations will be denied 
 

MIDDLE & HIGH SCHOOL 
Registration 
Registration $60 
HS Technology Rental* $75 
Yearbooks (Purchased through Jostens only) 
MS Yearbook $35/45/55 
HS Yearbook $50/55/60 
Clubs 
General $25 
MS Lego Robotics $50 
HS Vex Robotics $200 
Athletics 
Per Sport $100** 
Activity Athletic Pass 
HS Student Athletic Pass $15 
HS Parent Athletic Pass $15 
*$25 insurance policies are optional for student technology rentals. 
**Maximum of $200 for sports. 

 
MIDDLE SCHOOL ELECTIVE FEES 

Course # Course Name Fee per Term 
ELE 01 Creative Writing $0 
ELE 03 Literacy Lab 6 $0 
ELE 04 Literacy Lab 7 $0 
ELE 05 Literacy Lab 8 $0 
ELE 08 Debate $10 
ELE 09 Book Club $30 
ELE 10 Math Lab 6 $0 
ELE 11 Math Lab 7 $0 
ELE 12 Algebra Lab $0 
ELE 13 The Millionaire Next Door $0 
ELE 15 Math Games $0 
ELE 19 Journalism $0 
ELE 20 Introduction to Computer Science $15 
ELE 21 Introduction to Animation $10 
ELE 30 Exploring Agriculture $15 
ELE 31 Beginning LEGO Robotics $15 
ELE 32 Minecraft $10 
ELE 35 Yearbook Staff $0 
ELE 82 Yearbook Editor $0 
ELE 37 Kitchen Chemistry $15 
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ELE 38 Household Engineering $15 
ELE 39 Advanced LEGO Robotics $15 
ELE 40 Concert Band $25 
ELE 41 Choir $15 
ELE 42 Theater $35 
ELE 44 Symphonic Band $15 
ELE 45 Jazz Combo $15 
ELE 46 Orchestra $20 
ELE 50 DIY Crafts $25 
ELE 52 Props & Scenery $0 
ELE 53 3D Art $20 
ELE 54 Intro to Painting $25 
ELE 55 Digital Photography $30 
ELE 56 Film Studies $0 
ELE 57 Intro to Drawing $20 
ELE 60 Intro to Team Sports $0 
ELE 61 Ultimate Frisbee $0 
ELE 62 Yoga $0 
ELE 63 Individual Sports $0 
ELE 64 Dance $0 
ELE 68 The Game of Life $0 
ELE 71 Problem Solving & Games $0 
ELE 72 Study Hall $0 
ELE 74 Elementary Teacher’s Aide $0 
ELE 76 AVID College Prep 6 $0 
ELE 77 AVID College Prep 7 $0 
ELE 78 AVID College Prep 8 $0 
ELE 80 Student Council $0 
ELE 81 Peer Tutoring $0 

 
Student Service Commitment 
Because community service is an integral part of the culture of WCA, middle school students must complete a 
certain number of volunteer hours each school year.  Students record their hours on the community service form 
which is available in the front offices.  Forms are due on May 1st.  Service hours can be accrued between May 1st 
of the current year and April 30th of the next year. 
 

• 6th Grade: 10 Hours 
• 7th Grade: 15 Hours 
• 8th Grade: 20 Hours 

 
Suspension, Expulsion and Detention 
Windsor Charter Academy follows Weld RE4's board policy (JKD JKE) on suspensions and expulsions.  
 
Suspension   

• Suspension is dependent upon individual situations and assigned as a consequence only by an 
administrator.  

• Types of Action  
o In-School - Student remains in school, isolated from normal school activities. Student receives up to 

100% earned credit for work completed while serving ISS.  
o Out-of-School - Student is suspended from school during school hours. Students can earn up to 

100% credit for work completed during OSS. The parent and student will have a scheduled "re-
admittance" meeting when the student returns and a further behavior plan may be put in place. 

o Reverse- Parent escorts students for either a half or full day. 
• Suspensions may last up to and including 10 days.  
• Students participating in extracurricular activities and who receive an ISS or OSS may be ineligible to 

participate in extracurricular activities.  
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Expulsion 
A principal may recommend to the superintendent that a student be expelled from or denied admission to 
school. A principal recommending expulsion or denial of admission of any student shall make such 
recommendation in writing to the superintendent, setting forth his/her specific reasons for the recommendation. If 
the superintendent believes that there is a reasonable basis to support the principal’s recommendation, he/she 
shall schedule the matter for a hearing and, in advance of the hearing, shall notify the parents or guardians of the 
child, in writing, as to the following matters: (a) the time and place of the hearing; (b) the fact that the principal is 
recommending expulsion or denial of admission; (c) a statement of the basic facts on which the expulsion or 
denial of admission recommendation is based and a statement of the statutory and policy authority for the 
recommended expulsion or denial of admission; (d) a statement that the student and his/her parent may be 
present at the hearing and hear all information against him/her; that the student will have an opportunity to 
present relevant information in his/her own behalf, and that the student may be accompanied and represented 
by an attorney or other representative if he/she so chooses; and (e) a statement that failure of the student and 
his/her parent to attend said hearing or to be otherwise represented at said hearing will constitute a waiver of any 
further rights of the student in respect to the matter of the student’s expulsion or denial of admission. See Policy 
JKD JKE for more information. 
 
Detention 

• An administrator may assign detention as a consequence for negative behavior. 
• Types of Action 

o Lunch- Student eats lunch isolation from normal school activities for the entire lunch period. 
o Friday After School- Student serves a 30-minute detention from 3:05-3:35 on Friday after school.  
o Other times as assigned 

• During detention students may not use music players, cell phones or any electronic devices. Students are 
not allowed to sleep, eat, or socialize. The student will not be allowed to leave the detention room. If the 
student does not adhere to the rules, the supervising staff or administrator may double the detention time 
to be served. Students may be allowed to read or complete homework during lunch detentions only at 
the discretion of the administrator.  

 
Textbook Policy 
All books are on loan to students for the school year.  Books will be checked in and out to students from the 
library.  Books are to be kept clean and handled carefully.  Students will be charged for damaged or lost books.  If 
books are lost or damaged, WCA will hold the student responsible and charge him/her for the repair or 
replacement cost of the book. 
Fines for lost and/or damaged books are as follows: 

 
• New:  full cost of the book, including shipping 
• 1 year  old:  80% of current cost, including shipping 
• 2 years old: 60% of current cost, including shipping 
• Greater than 2 years old: 50% of current cost, including shipping 
• Discontinued book: full cost of replacement, including shipping 

 
 

GENERAL INFORMATION 
 
After School Hours Clubs and Events 
School-Sponsored Event Definition: A school-sponsored event directly supervises students with prior written 
permission from their parents. School sponsored events ensure that students are managed by a CPR/First Aid 
certified staff member. Staff members will be trained and delegated by the School RN Consultant to provide 
medically necessary care and to administer any necessary medications. As stated on the club/event permission 
form, it will be the responsibility of the parent to contact the WCA Health Office in order to inform the RN that 
accommodations will be necessary.” This definition includes field trips as well as after school hours clubs and 
athletics. (School activities that are voluntary and on a drop-in basis such as Sweets with Santa and Dances are 
not school-sponsored events.) 
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Non-School Sponsored Event Definition: After Hours Clubs/Events that are NOT school sponsored may be hosted 
by WCA but are run by an outside party or are offered on a voluntary/drop-in basis only. The school will not have 
the capacity to be responsible for health care needs or medications during Non-School Sponsored Events. 
Advertisements done by WCA on behalf of a Non-School Sponsored club/event will clearly indicate it as such and 
will reference the parent handbook for further information. 
 
Drugs, Alcohol and Tobacco Free School 
Because the unlawful possession and use of illegal drugs and/or alcohol is wrong and harmful to students, using, 
possessing, distributing, selling, giving, exchanging and being under the influence of illegal drugs or alcohol is 
prohibited on WCA property, at a school sponsored or district-sponsored activity or event, or while being 
transported in vehicles dispatched by the school at any time during the calendar year, and off school property 
when such conduct has a reasonable connection to school curricular or non-curricular activity or event or at any 
time or place when such conduct interferes with the operations of the district or the safety or welfare of students 
or employees. 
 
Disciplinary action, as set forth in district policy JICH, will be taken in cases involving students who use or are under 
the influence of illegal drugs or alcohol, possess controlled substances, illegal drugs or alcohol, regardless of 
quantity and/or engage in acts of, selling, purchasing, exchanging or distributing illegal drugs or alcohol, 
regardless of quantity or drug paraphernalia.  
 
Tobacco Free School (Weld RE4 Policy ADC) 
Use of any Tobacco Products by staff, teachers, students, and visitors in or on any school property or at any 
school-sponsored activity is prohibited.  
Students shall not be in possession of any Tobacco Products while in school facilities, on school district property, 
during district- or school-sponsored activities or in school-owned transportation at any time.  
 
“Tobacco Product” means:  

• Any product that contains nicotine or tobacco or is derived from tobacco and is intended to be ingested 
or inhaled by or applied to the skin of an individual, including but not limited to cigarettes, cigars, pipe 
tobacco, snuff and chewing tobacco 

• Any electronic or manual device that can be used to deliver nicotine to the person inhaling from the 
device, including but not limited to an electronic cigarette, cigar, cigarillo, vapor pen, vaporizer, or pipe.  

• “Tobacco Product” does not include any product that has been approved by the appropriate federal 
agency as a tobacco use cessation product, and that is possessed or being used by a person legally 
permitted to purchase such tobacco use cessation product.  

 
Any member of the general public considered by the administration to be in violation of this policy will be 
instructed to leave school property or school-sponsored activity. Employees found to be in violation of this policy 
will be subject to appropriate disciplinary action in accordance with personnel policies. Any student who violates 
this policy is subject to the consequences described: Disciplinary action, as set forth in district policy ADC, will be 
taken in cases involving students who use or possess tobacco products. 
 
Executive Board Meetings 
Executive Board meetings shall be held on the fourth Thursday of each month at 6:30 p.m., unless such day falls 
on a legal holiday, in which event the regular meeting shall be held at the same hour and place on a different 
designated day.  
 
Family Service Commitment 
Parental involvement and volunteerism are strong components of WCA.  Every family is expected to serve 35 
hours per school year.  Volunteer help is key in accomplishing the many tasks that need to be done at the school.  
Most foundations look very closely at the number of volunteers and volunteer hours an organization receives 
when determining the granting of monies.  Children also benefit from seeing their parents working at the school 
and taking an active part in the education of their child.  There are several opportunities for parents and 
grandparents to volunteer, such as: lunchroom helpers, office help, school committees, library assistants, 
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classroom help, maintenance, after hour tasks, other special projects, sporting events, and participating as a 
board member.   
 
All volunteers should adhere to the following guidelines:  

• All volunteers must sign in at the office upon entering the building. 
• All volunteers helping inside WCA will have to be CBI background checked every 2 years. 
• All volunteers must wear a “volunteer” badge that is visible at all times. 

 
Field Trips/Volunteers 
Educational field trips will be taken at times throughout the year in order to enhance our students’ academic 
knowledge of a topic.  Parent permission is required for each field trip.  The cost for each field trip will be collected 
prior to trip.  In case of a financial hardship, if your student qualifies for free or reduced lunch the fee for the trip 
may be covered or adjusted.  Our intent is for all students to have equal access to these educational 
opportunities.  Siblings from other classes will not be excused from class to attend the field trip, nor are younger 
siblings allowed to attend the field trip due to liability. 

 
We encourage parents to volunteer to act as chaperones on field trips.  Please note that volunteers must be able 
to devote their full attention to their assigned responsibilities while on the field trip.  If you are unable to do this, we 
ask that you find a different volunteer opportunity.  Volunteers are covered under the district’s School Entity 
Liability policy; however siblings and/or relatives are not.  Therefore, our insurance carrier has advised us of the 
following restrictions due to these liability reasons: 
 

• Allowing siblings and/or relatives on field trips can be disruptive.  There is an increased liability exposure by 
having siblings and/or relatives on field trips. 
 

If an injury occurs as a result of the siblings and/or relatives actions while under the care of the volunteer, the 
volunteer may be exposed to personal liability.  The Insurance Pool does not recommend allowing volunteers to 
bring siblings/relatives on field trips.  If the volunteer has a relative or sibling under their care at the time they are 
assigned to volunteer, the volunteer should either not volunteer on that day or make other care arrangements. 
 
Inclement Weather 
In the case of extreme weather conditions, students will come inside at morning drop off.  The school will email 
parents with inclement weather plans at pick up. 
  
For school closure information, please listen to one of the following radio stations or watch the identified News 
stations.  Windsor Charter Academy will follow the Re-4 school closure recommendation.  If Re-4 is closed, Windsor 
Charter will also be closed. 
 

• K99-TRI 102 
• KFKA – Greeley 
• 60 KIX 
• KCOL 1410 
• Channel 9 News: www.9news.com 

 
Infinite Campus 
We encourage all parents to check the WCA database system Infinite Campus (IC) on a regular basis for 
information regarding grades and/or assignments. WCA’s website www.windsorcharteracademy.org has a link to 
the parent portal of IC as well as a link to all of WCA’s teacher’s websites for daily information. These resources are 
on- line communication resources which give parents access to student’s grades in every class, attendance 
information, homework assignments and upcoming events. 
 
Parent Committees 
Committees are the primary vehicle at the school for meaningful and influential parental involvement.  The 
various committees in the school are responsible for making recommendation on relevant policy matters to the 
directors and/or the board.  As a charter school, we rely on parent participation and involvement from 
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volunteering to serving on committees.  We encourage you to sign up for one of the committees.  The Board of 
Directors has identified four key committees which are briefly described below. 
 
Education Committee 
The Education Committee serves to strengthen the overall educational program of the school.  The committee 
assists the administrator and teachers in providing all WCA students with the highest quality educational program 
possible by: 1) researching new and existing curricular and instructional approaches, 2) evaluating and 
synthesizing information, and 3) sensing parent and school/community needs.  The Education Committee 
represents parents and strengthens the link between the classroom and home.  The administrator and a teacher 
representative serve on the committee and work directly  
with parents to ensure that our committee work is immediately relevant and adds value to the day-to-day work of 
the school. 
 
Finance Committee 
The Finance Committee has the responsibility for working with the Executive Director and the Finance Director to 
create the upcoming fiscal year budget and present budget recommendations to the Board.  The committee 
monitors implementation of the approved budget on a regular basis and recommends proposed budget 
revisions. 
 
School Accountability Committee 
The accountability committee is responsible for the district and community reports, building goals for WCA, State 
of Colorado accreditation with the Windsor School District and assessments. 
 
Student and School Safety Committee 
The Safety Committee’s purpose encompasses a variety of areas, including, but not limited to: physical safety, 
environmental safety, internet safety, and emotional safety.  The committee will focus on diligent exploration and 
research to develop appropriate options and safeguards to increase the level of safety at WCA. 
 
Two school committees are identified below: 
 
Innovation Committee 
The Innovation Volunteer Committee’s purpose is to discuss the state of Technology at Windsor Charter Academy, 
plan and cultivate educational opportunities for the community, explore future growth opportunities for innovation 
in our schools, and support in volunteer efforts for technology deployment and maintenance as needed. 
 
Parent Teacher Committee (PTC) 
The PTC, or Parent Teacher Club, works with staff and parents to build culture and climate at Windsor Charter 
Academy.  The PTC plans and host various events throughout the year that bring families together.  Our Trunk or 
Treat and Dessert with Santa are just a few examples of PTC’s family events. 
 
Parent Membership Meetings 
Parent membership meetings are scheduled twice a year, once each semester.  The purpose of these meetings 
is; to share information on curricula, goals, school performance and other relevant school topics, introduce new 
Board of Director candidates (April), and garner ongoing member support for the school.  The member/parent 
meetings will be held in November and April. 

 
All meetings will start at 6:30 p.m. at Windsor Charter Academy unless otherwise indicated in communications at 
least 5 days prior to the meeting 
 
Parent Teacher Conferences 
Parent teacher conferences will be held twice a year for all WCA students.  The middle school and high school 
staff will designate the days and format for their conferences.  Parents are welcome to arrange conferences at 
other times of the year if they should have questions and/or concerns about their child’s academic success. 
 
 
Report Cards 
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WCA report cards are a reflection of each student’s knowledge.  Report cards are issued at the end of each 
quarter or semester and may be viewed on Infinite Campus within ten days of the end of each term.  
 
Sexual Harassment 
The Executive Board recognizes that sexual harassment can interfere with a staff member’s performance or a 
student's academic performance and emotional and physical well-being and that preventing and remedying 
sexual harassment in schools is essential to ensure a nondiscriminatory, safe environment in which students can 
learn. In addition, sexual harassment is recognized as a form of sex discrimination and thus is a violation of the 
laws that prohibit sex discrimination, as addressed in the Board's policy concerning unlawful discrimination and 
harassment.  
 
Windsor Charter Academy’s Commitment  

• The Windsor Charter Academy is committed to maintaining a learning environment that is free from sexual 
harassment. It shall be a violation of policy for any staff member to harass another staff member(s) or 
students or for students to harass other students or staff member(s) through conduct or communications of 
a sexual nature or to retaliate against anyone that reports sexual harassment or participates in a 
harassment investigation.  

• Windsor Charter Academy shall investigate all indications, informal reports and formal grievances of sexual 
harassment by students, staff or third parties and appropriate corrective action shall be taken. Corrective 
action includes taking all reasonable steps to end the harassment, to make the harassed student whole by 
restoring lost educational opportunities, to prevent harassment from recurring and to prevent retaliation 
against anyone who reports sexual harassment or participates in a harassment investigation.  
 

Sexual Harassment Prohibited  
Unwelcome sexual advances, requests for sexual favors, or other verbal, non-verbal or physical conduct of a 
sexual nature may constitute sexual harassment, even if the harasser and the staff/student being harassed are the 
same sex and whether or not the staff/student resists or submits to the harasser, when:  

• Submission to such conduct is made either explicitly or implicitly a term or condition of a staff/student's 
participation in an education program or activity.  

• Submission to or rejection of such conduct by a staff/student is used as the basis for employment or 
advancement decisions affecting staff or education decisions affecting the student. 

• Such conduct is sufficiently severe, persistent or pervasive such that it limits a staff/student's ability to 
participate in or benefit from an education program or activity or it creates a hostile or abusive 
work/educational environment. For a one-time incident to rise to the level of harassment, it must be 
severe.  

• Any conduct of a sexual nature directed by a student toward a staff member or by a staff member to a 
student is presumed to be unwelcome and shall constitute sexual harassment.  

• Acts of verbal or physical aggression, intimidation or hostility based on sex, but not involving conduct of a 
sexual nature may also constitute sexual harassment.  

 
Sexual harassment as defined above may include, but is not limited to:  

• Sex-oriented verbal "kidding," abuse or harassment 
• Pressure for sexual activity 
• Repeated remarks to a person with sexual implications 
• Unwelcome touching, such as patting, pinching or constant brushing against the body of another 
• Suggesting or demanding sexual involvement, accompanied by implied or explicit threats concerning 

one's grades or similar personal concerns 
• Sexual violence 

 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, Section 
504 and/or Title IX, please contact:  

 
Executive Director, Rebecca Teeples 

810 Automation Dr., Windsor, CO 80550 
970.833.5190 

rebecca.teeples@windsorcharteracademy.org 
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Student Check Out 
If a student must leave school during the school day, it is necessary that a parent sign the student out at the 
office.  Office staff will call the student out of class when the parent/guardian is present.  Please do not expect 
your child to be waiting outside for you to pick them up during school hours.  It is the parent’s responsibility to 
enter the school and ensure that the student is signed in or out.  We understand that it can be difficult to schedule 
all appointments outside of school time, but we encourage parents to try not to interrupt their child’s school day. 
 
Withdrawing a Student from WCA 
If it is necessary to withdraw a student during the school year, parents need to come to the school and meet with 
the registrar to complete a withdrawal form.  All books and supplies belonging to the school will need to be 
returned.  Parents will be billed for missing text and/or library books prior to leaving WCA.  Students records will 
only be transferred to a new school if the withdrawal form is completed and all materials are returned or paid.  If 
a parent is considering transferring to another RE-4 school during the school year, the principals from both schools 
must agree to the transfer.  In-district transfers will only be considered the first three weeks of a school year. 
 
 

TECHNOLOGY POLICIES & EXPECTATIONS 
 

Windsor Charter Academy  
Student Technology Policies and Expectations 

All students and parent/guardians must complete the Windsor Charter Academy Parent/Student Technology Policies Agreement form 
before school technology access will be granted.  
 
Compliance with the Policy JS: Appropriate Use of School and Personal Technology by Students policy is mandatory.  
Area of Concern Expectation 
Internet Access • School technology is provided to students to conduct research, complete assignments, and 

communicate with others to further their education. 
• Use of, and access to, School technology is a privilege, not a right; therefore, general rules of 

school behavior apply. 
• Students must comply with school standards when accessing and using school technology. 
• Connection of personal technology to the WCA data network for purposes other than to 

store or retrieve education-related data is prohibited. 
Digital Storage • All digital storage on school technology and through school issued accounts is property of 

WCA and network administrators may review files and communications to maintain system 
integrity and ensure that students are using school technology responsibly. 

• Students should not expect that files stored on, or sent via, district computers or servers will be 
private.  

Security • Students must adhere to, and comply with, all school policies and local, state, and federal 
laws regarding data security. 

• Students should ensure that workstations are locked when unattended and accounts are 
logged out after use of a shared device. 

• Students should immediately notify school technology staff of any suspected school 
technology security issues without demonstrating the problem to others. 

• Circumventing or intentionally compromising school security measures is prohibited. 
• Intentionally or neglectfully transmitting viruses or other destructive computer files or 

bypassing school filters is prohibited. 
User Logins and 
Passwords 

• Students will be assigned a windsorcharteracademy.org google account in 2nd grade. This 
account will be considered the student’s official WCA email address until such time as the 
student is no longer enrolled in Windsor Charter Academy. 

• Students should protect their login and password information, and avoid public posting or 
sharing access with others. Students shall not access the accounts of other users. 

Use of Devices • Personal technology must not be used in a manner that has a detrimental effect on the 
educational environment. 

• Using school technology for non-educational uses is prohibited, this includes, but is not limited 
to: gaming, inappropriate role-playing, gambling, issuing junk mail, chain mail, or raffles, 
commercial purposes, activities which promote personal financial gain, and fraudulent 
activity. 

Online Images, Video, 
and Data 

• Access to the internet enables students to use extensive online libraries and databases. 
Families should be warned that some material accessible through the Internet might contain 
items that are illegal, defamatory, inaccurate, profane, sexually oriented, or potentially 
offensive to some people. 
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• WCA does not condone or permit the use of inappropriate material and uses content 
filtering technology to protect, to the extent possible, against Internet access by both adults 
and minors to visual depictions that are obscene, child pornography or harmful to minors. 

• Students are expected to use school technology in a manner that supports education and 
academic research and that is consistent with the educational mission and objectives of 
WCA. Students will be held responsible for any intentional misuse and inappropriate access. 

• Any use, transmission, storage, or publication of any material in violation of law, and/or 
School policy is prohibited. 

• Searching, viewing, communicating, publishing, downloading, storing, or retrieving materials 
that are threatening, profane, violent, or obscene is prohibited. 

• Using software, media, or digital content contrary to licensing or fair-use copyright restrictions 
is prohibited. 

• Plagiarism or representing the work of others as one’s own including non- attributed use of 
Copyright ©, Registered ® and/or Trademark TM materials is prohibited. 

Social Media • Using school technology for social networking purposes (i.e. Facebook, Twitter, etc.) is 
prohibited. 

Digital Communications • Use of technology, District or Personal, to harass, intimidate, or bully others is prohibited. 
WCA is not responsible for any damage or loss incurred through use of school technology including, but not limited to, damage or loss 
caused by non-deliveries, mis-deliveries, service interruptions, unauthorized use, loss of data, and exposure to potentially harmful or 
inappropriate material or people. 
 
The student and his/her parent/guardian will indemnify and hold WCA harmless from any losses sustained as the result of misuse or 
inappropriate access of district technology resources by the student. 
 
The school assumes no responsibility for any loss or damage to personal property including school technology. 

 
Consequences for Misuse of Technology  

Misuse of, or inappropriate access to, personal or school technology may result in disciplinary action up to 
and including expulsion.  

• A student’s use of school technology may be suspended or restricted at the discretion of school administration.  
• A school may temporarily hold (pending parental or same-day pick up) personal technologies that are used inappropriately.   
• Students are required to turn portable personal technology over to school personnel when requested. Students who refuse to 

do so may be removed from class or other school activity.   
• Students may be disciplined for any use of personal technology that has a detrimental effect on the welfare or safety of other 

students or of school personnel regardless of whether such use occurs on or off school property or entails the use or access of 
district technology.   

• Intentional unauthorized access and/or damage to district networks, servers, user accounts, passwords, or other district 
resources may be punishable under local, state, or federal law. 

Financial Penalty 
Any accidental damage to school owned technology will result in a $25 fee for the first offense, any further damages will result in a fee 
to replace or repair the damages outside of warranty coverage. Any damage that has been deemed intentional or due to a careless 
nature will result in a charge for the full amount of repair or replacement. Any damage or removal of inventory tags will result in a $5 
replacement fee per instance. 

 
 

VISITORS & VOLUNTEERS 
 
When visitors and/or volunteers come to our schools, there are certain processes that we should follow. Site 
administrators have the final decision on determination of admission case-by-case. 
 
Parent and Community Volunteers and Visitors Attending Activities During School Hours 
Individuals who have a criminal record will be considered on a case-by-case basis, and, although a person who 
has committed a misdemeanor could volunteer in a school, the nature of the crime could limit the volunteer role 
that person could have. For example, a person convicted of misdemeanor theft could be restricted from access 
to Parent-Teacher Organization funds. 
 
The following individuals cannot volunteer or visit at Windsor Charter Academy: 
 

• A person convicted of a crime involving children (i.e. possession of child pornography) 
• A person convicted of three or more misdemeanors within the last five years, not including traffic-related 

violations  
• A person convicted of a felony during the last five years 
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• A person currently serving probation for any crime 
 
Student Teachers and Practicum Teachers 
All student teachers and practicum teachers must complete a background check.  
 
Prospective Parents Participating in Staff-Led Tours 
A prospective parent that is interested in touring Windsor Charter Academy Schools is not required to complete a 
background check if he/she is part of a staff-led tour. All participants of tours must remain with a staff member at 
all times. 
 
Visitors on Business 
Any person visiting Windsor Charter Academy on business is not required to complete a background check if they 
are escorted by a staff member that has been approved by School Leadership—directors and managers. If a 
person on business will be working alone during school hours at Windsor Charter Academy Schools—i.e., facilities 
maintenance, technology updates, etc., the person must complete a background check and meet requirements 
outlined. 
 
Visit Policy KI: Visitors to the School 
 
 

EXECUTIVE BOARD POLICIES 
 
The following are a few pertinent board policies.  Please visit the school website for all board policies. 
 

• Policy JICA: Student Dress Code 
 

• Policy JICDD: Violent and Aggressive Behavior 
 

• Policy JICDE: Bully Prevention and Education 
 

• Policy JICH: Student Involvement with Drug and Alcohol 
 

• Policy JK: Student Discipline 
 

• Policy JK-A: Use of Physical Discipline and Restraint 
 

• Policy JK-A-R: Use of Physical Discipline and Restraint (Regulation) 
 

• Policy JKD-JKE: Suspension and Expulsion 
 

• Policy JKD-JKE-R: Suspension and Expulsion Hearing Procedures 
 

• Policy JKG: Discipline of Habitually Disruptive Students 
 

• Policy JKG-R: Discipline of Habitually Disruptive Students (Regulation) 
 

• Policy KI: Visitors to the School 
 
Visit www.windsorcharteracademy.org to view all policies 
 
 
 
 

OPT-OUT FORMS 
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Opt out forms for Non-Disclosure of Directory Information is available for parents below: 
 

• Opt out Form for Non-Disclosure of Directory Information 
 
The Every Student Succeeds Act of 2015 (ESSA) requires school districts to release the names, addresses, and 
telephone listings (including unlisted numbers) of secondary school students to institutions of higher learning and 
military recruiters for FERPA.  Opt out forms are available for parents below: 
 

• Opt out Form for Institutions of Higher Learning for FERPA 
 

• Opt out form for Military Recruiters for FERPA 
 
 

NOTICES & PARENT/STUDENT AGREEMENTS 
 
The Windsor Charter Academy Student/Parent Handbook contains information regarding our curriculum, 
programs, school procedures and expectations. Students as well as parents/guardians should familiarize 
themselves with the expectations, rules and procedures that are outlined in the handbook. 
 
Please visit the following link to read and provide a digital signature for all mandatory forms signifying that you 
and your middle school student have read the handbook and are in agreement with all items listed below. The 
digital signature must be received by September 15th. 
 

http://bit.ly/wcahandbookagreement 
 

• Acceptable Use of Technology Agreement 
• Dress Code 
• FERPA Annual Notice 
• General Student Assumption of Risk and Waiver 
• Liability Waiver 
• Student Conduct and Handbook Agreement 
• School Safety Policies 
• Student Data Privacy 
• Walking Field Trip Permission Form 
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IMPORTANT CONTACT NUMBERS 
 
GENERAL 
 
Main Office:  970.833.5190 
Fax:     970.833.5188 
Attendance:  970.833.5191 
Address:  810 Automation Dr., Windsor, CO 80550 
Office Hours: 7:30 a.m. to 4:00 p.m. 
 
 
ADMINISTRATION 
 
Rebecca Teeples, Executive Director   

rebecca.teeples@windsorcharteracademy.org  
Jeremy Schriner, Secondary Education Director   

jeremy.schriner@windsorcharteracademy.org   
Hannah Mancina, Secondary Assistant Principal 

hannah.mancina@windsorcharteracademy.org  
Valerie Perciante, Dean of Students 

valerie.perciante@windsorcharteracademy.org 
 

 
ACADEMIC ADVISORS 
 
Erica Koehler, WCA High School Academic Advisor   

erica.koehler@windsorcharteracademy.org  
Theresa Tickler, College Academic Advisor 

theresa.tickler@windsorcharteracademy.org  
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MISSION & VISION OF WINDSOR CHARTER ACADEMY 
 
Vision Statement 
“Where students are educated, empowered, and equipped to reach their highest potential.” 
 
Mission Statement 
Windsor Charter Academy provides our students with a solid academic foundation through our K-8 Core 
Knowledge and our rigorous 9-12 early college high school curricula. Our culture empowers our students to 
achieve academic excellence through critical thinking, character development, and a love for lifelong learning. 
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2018-2019 SCHOOL CALENDAR 
 
School Hours: 8:00 a.m. to 3:15 p.m. 
  

S M T W T F S S M T W T F S 7
1 2 3 4 5 6 7 1 2 3 4 5 8-14 Teachers Report

8 9 10 11 12 13 14 6 7 8 9 10 11 12 15 First Day of School/Kindergarten Testing

15 16 17 18 19 20 21 13 14 15 16 17 18 19 16 First Day of School for Kindergarten

22 23 24 25 26 27 28 20 21 22 23 24 25 26
29 30 31 27 28 29 30 31

3 Labor Day

S M T W T F S S M T W T F S 11 End of First Quarter

1 2 3 4 1 2 12 No School / Conference Compensation Day

5 6 7 8 9 10 11 3 4 5 6 7 8 9 15 No School / Teacher Professional Development 

12 13 14 15 16 17 18 10 11 12 13 14 15 16
19 20 21 22 23 24 25 17 18 19 20 21 22 23
26 27 28 29 30 31 24 25 26 27 28 19-23 Fall Break

S M T W T F S S M T W T F S 20 End of 2nd Quarter

1 1 2 21 No School / Teacher Professional Development 

2 3 4 5 6 7 8 3 4 5 6 7 8 9 24-31 Winter Break

9 10 11 12 13 14 15 10 11 12 13 14 15 16
16 17 18 19 20 21 22 17 18 19 20 21 22 23
23 24 25 26 27 28 29 24 25 26 27 28 29 30 1-4 Winter Break

30 31 7 No School / Teacher Professional Development 

21 No School / Martin Luther King, Jr. Day

S M T W T F S S M T W T F S
1 2 3 4 5 6 1 2 3 4 5 6 15 No School / Conference Compensation Day

7 8 9 10 11 12 13 7 8 9 10 11 12 13 18 No School / President's Day 

14 15 16 17 18 19 20 14 15 16 17 18 19 20
21 22 23 24 25 26 27 21 22 23 24 25 26 27
28 29 30 31 28 29 30 8 End of 3rd Quarter 

8 No School / Teacher Professional Development 

S M T W T F S S M T W T F S
1 2 3 1 2 3 4 1-5 Spring Break

4 5 6 7 8 9 10 5 6 7 8 9 10 11
11 12 13 14 15 16 17 12 13 14 15 16 17 18
18 19 20 21 22 23 24 19 20 21 22 23 24 25 23 Last Day of School/ Release at 11:30 a.m.

25 26 27 28 29 30 26 27 28 29 30 31 24 Teacher Work Day

S M T W T F S S M T W T F S Vacation, No Students or Staff Report

1 1
2 3 4 5 6 7 8 2 3 4 5 6 7 8 No School, Teachers Report

9 10 11 12 13 14 15 9 10 11 12 13 14 15
16 17 18 19 20 21 22 16 17 18 19 20 21 22 Half Day of School / Release at 11:30am

23 24 25 26 27 28 29 23 24 25 26 27 28 29
30 31 30

2018-2019 Calendar
AUGUST

SEPTEMBER

New Teachers Report

OCTOBER

December 2018 June 2019

September 2018 March 2019

July 2018 January 2019

August 2018 February 2019

MAY

October 2018 April 2019

NOVEMBER

DECEMBER

JANUARY

FEBRUARY

MARCH

November 2018 May 2019
APRIL
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2018-2019 BLOCK SCHEDULE CALENDAR 
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MIDDLE/HIGH SCHOOL STAFF 
 

Name Department Email 
Bonnie Emerick English bonnie.emerick@ 
Traisha Myers English traisha.myers@ 
Rachel Preece English rachel.preece@ 
Sarah Seiffert English sarah.seiffert@ 
Melinda Smith English melinda.smith@ 
Tamie Berg Math tamie.berg@ 
Richard Crompton Math richard.crompton@ 
Ruth Davies Math/AIMS ruth.davies@ 
Lara Holt Math lara.holt@ 
 Math  
Carrie Cross History carrie.cross@ 
Robyn Koperski History robyn.koperski@ 
 History  
Jeremy Santy History jeremy.santy@ 
Katie Blankenbaker Science katie.blankenbaker@ 
Keith Gallie Science keith.gallie@ 
Gabby Sauer Science gabrielle.sauer@ 
Marie Sheridan Science marie.sheridan@ 
Jeff Lorimer Spanish jeff.lorimer@ 
 Spanish  
Leonard Rinchiuso Spanish leonard.rinchiuso@ 
Michael Ellingson Physical Education michael.ellingson@ 
Devon Rosson Physical Educaton devon.rosson@ 
Sarah Drips Art sarah.drips@ 
Jennifer Unruh Art jennifer.unruh@ 
Shari Frazee Music shari.frazee@ 
Robert Lighthall Music robert.lighthall@ 
AnnE Kingsley ICAP  anne.kingsley@ 
Lynne Post AVID Electives lynne.post@ 
 AIMS  
 AIMS  
 AIMS  
 AIMS  
 AIMS  
Stephanie Thomson Resource Teacher stephanie.thomson@ 
 Resource Paraprofessional  
Tama Clapper Resource Paraprofessional tama.clapper@ 
Gracie Blohm Paraprofessional gracie.blohm@ 
 Paraprofessional  
Jules Nash Paraprofessional jules.nash@ 
Erin Townsend Paraprofessional erin.townsend@ 
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MS/HS ADMINISTRATION & SUPPORT STAFF 
  

Name Position Email 
Jeremy Schriner Secondary Education Director jeremy.schriner@ 
Hannah Mancina Assistant Principal hannah.mancina@ 
Valerie Perciante Dean of Students valerie.perciante@ 
 Athletic Director  
Heather Bratton MS Counselor heather.bratton@ 
Erica Koehler HS Counselor erica.koehler@ 
Theresa Tickler College Advisor theresa.tickler@ 
Robyn Koperski AVID Coordinator robyn.koperski@ 
Tara Schwindt Office Manager tara.schwindt@ 
Shawna Easter MS Receptionist shawna.easter@ 
 HS Receptionist @ 

 
 

ADMINISTRATION OF SCHOOLS & SUPPORT STAFF 
  

Name Position Email 
Rebecca Teeples Executive Director rebecca.teeples@ 
Jamie Zink Executive Assistant jamie.zink@ 
Sarah Gennie Colazio Director of Finance & HR sarahgennie.colazio@ 
Lauren Miller Business Manager lauren.miller@ 
Irene Nissen Director of Innovation irene.nissen@ 
Michael Unruh Technology Manager michael.unruh@ 
Lindsey Walters Technology Assistant lindsey.walters@ 
 Director of Community Relations @ 
Diana Stanislav Student Data Services Manager diana.stanislav@ 
Tammy Fagler Assistant Registrar tammy.fagler@ 
Jon Reynolds Director of Food Services jon.reynolds@ 
Ricky Wagner Director of Facilities Management ricky.wagner@ 
Tony Belmont Facilities Maintenance Tech tony.belmont@ 

 
 

EXECUTIVE BOARD 
 

Name Position Email 
Kevin Albertsen Executive Board Member kevin.albertsen@ 
Sherry Bartmann Executive Board Member sherry.bartmann@ 
John Feyen Executive Board Member john.feyen@ 
Donna James Board Vice President donna.james@ 
Carolyn Mader Executive Board Member carolyn.mader@ 
Jenny Ojala Executive Board Member jenny.ojala@ 
Samual Penn Board President samual.penn@ 

 
Executive Board Meetings 
Executive board meetings shall be help on the fourth Thursday of each month at 6:30 p.m., unless such day falls 
on a legal holiday, in which event the regular meeting shall be held at the same hour and place on a different 
designated day.  Work sessions begin at 5:30 p.m. 
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ORGANIZATIONAL CHART 
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COMMUNICATION PRACTICES 
 
Classroom / Academic Concerns 
 
When concerns arise about student performance, the learning environment, and other areas such as 
social/emotional, please contact the teacher. If questions or concerns still exist, then follow the chain of 
command. 

 
 
  
        

Þ   Þ                    Þ   
   
 
 
 
 
 
 

Discipline Concerns 
 
When concerns arise around discipline issues, please contact the teacher. If questions or concerns still exist, then 
follow the chain of command. 
 

 
 
 
 

 Þ  Þ  Þ
    
    
    
                                                                 

     ß  
   

 
 
 
 
 
 
 
 
 

Contact the 
classroom 
teacher via 
phone or 
email. The 
classroom 
teacher will 
respond within 
48 business 
hours. 

If the issue is 
not resolved, 
contact 
Secondary  
Education 
Director, 
Jeremy 
Schriner. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
still not 
resolved, 
contact the 
Executive 
Board 
President. 

Contact the 
classroom 
teacher via 
phone or 
email. The 
classroom 
teacher will 
respond within 
48 business 
hours. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
not resolved, 
contact Dean 
of Students, 
Valerie 
Perciante 

If the issue is 
not resolved, 
contact 
Secondary 
Education 
Director, 
Jeremy 
Schriner. 

If the issue is 
still not 
resolved, 
contact the 
Executive 
Board 
President. 
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NON-DISCRIMINATION / EQUAL OPPORTUNITY 
 

Notice of Non-Discrimination and Designation of Compliance Officer 
 
Windsor Charter Academy is committed to providing a safe learning and work environment where all members of 
the school community are treated with dignity and respect. To that end, no otherwise qualified student, 
employee, applicant for employment or member of the public shall be excluded from participation in, be denied 
the benefits of, or be subjected to discrimination under any Charter program or activity on the basis of race, 
color, national origin, ancestry, creed, religion, sex (which includes marital status), sexual orientation, disability, or 
other status protected by law. Discrimination against employees and applicants for employment based on age 
and genetic information is also prohibited in accordance with state and/or federal law. 
 
Any person who has a question, concern, or complaint related to the Charter’s non- discrimination policies 
and/or its efforts to ensure equal educational opportunities should contact one of the Charter’s designated non-
discrimination/equal opportunity compliance officers. 
 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, Section 
504 and/or Title IX, please contact: 
 
 

Executive Director, Rebecca Teeples 810 Automation Dr., Windsor, CO 80550 
970.833.5190 

rebecca.teeples@windsorcharteracademy.org 
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BLOCK SCHEDULE 
 
High School Block Schedule 
 

Time Monday Tuesday Wednesday Thursday Friday 
 

8:00 to 9:30 a.m. Period 1 Period 2 Period 1 Period 2 Period 1/2 

9:34 to 11:04 a.m. Period 3 Period 4 Period 3 Period 4 Period 3/4 

11:08 to 12:38 p.m. Period 5  Period 6  Period 5  Period 6 Period 5/6  

12:38 to 1:31 p.m. Lunch Lunch Lunch Lunch Lunch 
1:35 to 3:05 p.m. Period 7 Period 8 Period 7 Period 8 Period 7/8 

 
 

ALTERNATIVE SCHEDULES 
 

Assembly Schedule 
On school days when there are assemblies we may schedule the assembly during elective blocks or the schedule 
will be as follows.  This ensures that students are able to attend all classes for the day. 
 

Period Time 
1/2 8:00 a.m. – 9:15 a.m. 
3/4 9:20 a.m. – 10:35 a.m. 
5/6 Lunch 10:40 a.m. – 12:25 p.m. 
7/8 12:30 p.m. – 1:45 p.m. 
Assembly 1:50 p.m. – 3:05 p.m. 

 
Assembly Schedule: Periods 5 & 6 / Lunch 
 

Group C 10:40 – 11:55 12:00 – 12:25 
9th – 12th Grades Class Lunch 

 
 
Delayed Start/Testing Schedule 
On school days when there is a delayed start or benchmark testing, the schedule will be as follows.  This ensures that 
students are able to attend all classes for the day.  Testing will take place from 8:00-10:00 a.m. 
 

Period Time 
1/2 10:00 a.m. – 11:00 a.m. 
3/4 11:05 a.m. – 12:05 p.m. 
5/6 Lunch 12:10 p.m. – 1:45 p.m. 
Advisory 1:45 p.m. – 2:00 p.m. 
7/8 2:05 p.m. – 3:05 p.m. 

 
Delayed Start/Testing Schedule: Periods 5 & 6 / Lunch 
 

Group C 12:10 – 1:08 1:10 – 2:00 
9th – 12th Grades Class Lunch 
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ASSESSMENTS 

 
Windsor Charter Academy uses a variety of assessments to measure student growth and inform instruction. The 
CMAS (Colorado Measure of Academic Success) tests are computer-based assessments in mathematics, 
language arts, social studies, and science.  It helps parents and educators to see how children are progressing in 
school and their preparation for the future and are required by the state of Colorado.  Windsor Charter Academy 
also uses the MAP benchmark assessments to measure student achievement and growth throughout the year.  
These tests are given in the fall, winter and spring and the reports will be available to parents. 
 
 

CHARACTER EDUCATION 
 
While academics are essential at Windsor Charter Academy, citizenship is an equal component as well. Students 
will be use the Eight Keys of Excellence by Quantum Learning. All of our students will be held accountable for 
both their behavior and their academic growth. 

 
The Eight Keys to Excellence support the overarching theme of respect.  
 

• Integrity: These beliefs are being honest, telling the truth, keeping promises, being loyal and reliable.  
 

• Failure Leads to Success: This trait allows students to excel without fear of making mistakes. It is important 
to learn from our mistakes and improve our systems. Failures are opportunities for growth.  

 

• Speak with Good Purpose: Students should speak positively and with good intent. The development of 
safe, honest, and direct communication will be promoted at WCA.  

 

• This Is It!: By making the most of every moment, students should pay attention and maintain a positive 
attitude.  

 

• Commitment: Students should do whatever it takes to get the job done. Commitment means we can 
count on each other to keep our word.  

 

• Ownership: Ownership is the ability to be counted on and the willingness to take responsibility for the 
choices we make.  

 

• Flexibility: Flexibility is being prepared for change and having the willingness to do things differently to 
achieve desired outcomes. 

 

• Balance: Balance means we are happy, healthy, and productive, because our mind, body, and emotions 
are in alignment.  
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CONDUCT 
 
WCA is committed to creating a safe and nurturing environment in order to promote optimal learning.  Students 
need to feel safe in order to be successful learners.  WCA will promote and encourage the development of self-
discipline by respecting the rights and dignity of each individual.  Self-discipline will be the intrinsic result of 
knowing how to respect the rights of individuals.  This is done by exercising responsible individual behavior. 
  
Each student has the opportunity to choose his/her own behavior and be responsible for that behavior.  There will 
be natural and logical consequences as a result of the behavior choice. 
 
The conduct and discipline code at WCA establishes guidelines for making behavior choices.  This code 
emphasizes that certain behavior, especially behavior that disrupts the classroom, is unacceptable and may 
result in disciplinary action. 
 
The primary responsibility for appropriate behavior lies within each individual student.  Parents, teachers, and 
other school staff share the responsibility to teach, monitor, and enforce acceptable behavioral standards, so all 
students can feel safe and learn in an environment free from unnecessary disruption.   
 
WCA staff and administration will discipline students with fair, natural, and logical consequences.  The staff will 
also notify parents and utilize them as equal partners in helping to instruct our students on appropriate behavior.  
 
Behavioral & Social Expectations 

• Respect all faculty and staff members, parent volunteers and fellow students at all times.  
• Respect school property and that of fellow students, staff members, and neighbors. 
• Use language free from profanity. 
• Cooperate in keeping the school building and grounds neat and clean. 
• Be honest, courteous and kind in all communications and relationships with students, staff members and 

other adults. 
• Obey rules and regulations necessary for the safe and orderly operation of the school. 
• Maintain complete compliance with the dress code. 
• Be punctual and in attendance at school each day unless a call is made to the office by a parent or 

guardian. 
• Keep hands and feet to oneself at all times and respect the social boundaries of those around you. 

 
Discipline 
Discipline is referred to administration if students develop negative patterns of behavior or if harmful behavior has 
occurred.  Office referrals may result in possible suspension and/or expulsion depending on the severity of the 
behavior.  Examples of harmful behavior are: 
 

• Fighting, pushing or intentionally hurting other students. 
• Bullying, harassing, mocking, demeaning, or intimidating other students or staff. 
• Willful destruction of personal and/or school property. 
• Cheating and stealing. 
• Bearing any firearm, knife or homemade weapon upon school premises. 
• The use or distribution of any controlled substance, alcohol, tobacco/nicotine products or unauthorized 

medication on school premises. 
• Any activity deemed illegal by federal, state, and/or local law. 
• Any activity that will put others and/or self in danger. 
• Disrespect of rightful authority. 
• Disrupting learning environment. 

Additionally, teachers may write referrals for the following reasons: 
• Third refocus (and subsequent) per semester 
• Third dress code infraction 
• Second plagiarism/cheating infraction 
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DRESS CODE 
 
It is the responsibility of all students to know, understand, and consistently follow WCA’s dress code for students 
throughout the entire year.  Students will be asked to change into clothes provided by the school. 

 
• First Offense Each Semester: Students will be asked to change into clothes provided by the school. Student 

reads the entire dress code policy during lunch in the office. 
• Second and Subsequent Offense Each Semester: Students will be asked to change into clothes provided 

by the school. Student reads the entire dress code policy during lunch, calls home, and serves Friday after-
school detention.  

 
If a student is violating the dress code the teacher will either escort the student to the office or send the student to 
the office with a dress code violation slip.  The office staff will stamp the dress code slip to acknowledge that the 
violation has been recorded.  The student must report back to the referring teacher with the stamped dress code 
slip and the student will carry the slip for the remainder of the day.  The office staff will document the offense on 
the discipline record with the referring staff members name. 
 
A student’s appearance has an impact on his/her attitude, behavior, and learning.  Students at Windsor Charter 
Academy (WCA) shall dress appropriately to show a high degree of personal respect and character.  Student 
dress shall be a direct reflection of the level of character and respect representative of WCA. The guidelines set 
forth are meant to allow students the ability to wear clothing to WCA with a higher level of flexibility, while 
maintaining a high sense of personal respect for appearance and professionalism.  Not all fashions that are 
appropriate to be worn outside the school, are appropriate for the school.  At all times, administration reserve the 
right to require students to modify their dress if they are in violation, clothing is deemed inappropriate, or is a 
distraction to learning.  A student found in repeated violation of the dress code will be subject to review by his/her 
parents/guardians, the administration and Board as to appropriate disciplinary action.  Expulsion is a valid form of 
discipline for chronic dress code violations. 
 
If at any time due to medical needs, a student is not able to comply completely with the dress code, a written 
note from a physician is needed. A conference with the student, guardian/parent, and teacher/principal will be 
held to determine the best way to honor the dress code and remain comfortable and healthy.  If at any time due 
to religious beliefs a student is not able to comply completely with the dress code, a conference with the student, 
guardian/ parent, and teacher/ principal will be held to determine the best way to honor the dress code as well 
as an individual’s religion. 
 
All clothes must be neat, clean, and without holes or frayed.  Clothes must be modest and appropriate for 
school.  Undergarments may not be exposed or visible through clothing. At all times, clothing must fit 
appropriately.  No student will convey violent, racist, or obscene messages or symbols through dress.  With the 
ever-changing gang symbols, administration reserves the right to deem a student’s attire a dress code violation, 
at their discretion.  
 

High School 
Pants, Capris & Shorts • Pants, capris, and shorts must fit so they do not sag, exposing one’s backside or undergarments 

including top of underwear.  
• Blue jeans and colored denim are allowed (solid colors only).  
• No sweatpants or jersey material including pajama pants.  
• No camouflage unless full military uniform for enlisted military students as outlined the Uniforms 
category below.  
• Shorts must meet or exceed the length of the fingertips when standing with arms at the sides.  
• Shorts may be solid, plaid, or pinstripe only.  
• No athletic shorts (except for PE), cut off shorts, or lycra/ spandex shorts/ bottoms.  
• No bling rhinestones.  
• Pants should not have excessive buckles, zippers, or loops on clothing.  
• No ripped jeans. 
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Leggings & Jeggings 
Jeggings: tight-fitting stretch 
pant, styled to resemble a pair 
of denim jeans. 
 

• Solid colors and abstract, irregular patterns (i.e., stripes, polka dots, paisley, geometric, checks, 
chevron, squiggles, floral, stars) are acceptable. No sexual, racist, obscene or language, wording, or 
imagery that is suggestive of drugs, alcohol, violence or death. No food related imagery allowed on 
leggings. Holiday-themed content is allowable near the depicted holiday but must be in good taste.  
• Leggings and jeggings are not to be worn alone. They must be worn with tunics, skirts or dresses that 
follow the fingertip rule (length of the fingertips when standing with arms at the sides).  

Jumpers, Skirts, Skorts, & 
Dresses 

• Skirts and dresses can have patterns.  
• Dresses or skirts that are sheer must have an under-layer that is not sheer and meets dress code 
guidelines for length.  
• Must not expose undergarments while bending over.  
• Dresses and skirts must be of modest length. The length must meet or exceed that of the fingertips 
when standing with arms at the side. This rule applies to the natural flow of the dress.  

Shirts • Shirt sleeves must have material beyond the shoulder seam and may not have holes, windows, be 
torn or ripped.  
• Text, picture or logo allowed as long as the language, wording, or imagery does not convey 
messages that are sexual, racist, obscene or that are suggestive of drugs, alcohol, violence or death. 
Shirts must conceal cleavage, sides, back, shoulders, and midriff when standing and seated.  
• If a top is sheer, a top that meets dress code guidelines must be worn underneath  
• On competition day, students may wear jersey tops. Bottoms must remain in dress code.  
• Shirttails are not allowed below mid-thigh  
• Any pre-approved WCA spirit clothing tops or other spirit clothing tops  
• Students may not alter commercially made clothing (cutting off)  
• No camouflage 

Sweatshirts • Text, picture or logo allowed as long as the image or wording is not suggestive, sexual, violent, 
death, alcohol-related or provocative in nature. WCA spirit, club or class hoodies are allowed to be 
worn any day of the week  
• Hoods may not be worn inside the building 

Jackets & Outwear • Winter jackets, coats, hats, gloves, mittens, ear warmers, jean jackets, bandanas, and sunglasses 
may not be worn inside the building.  

Scarves • Any color, must be modest and in good taste.  

Belts • Belts are optional and can be any color. There should be nothing hanging off the belt—for example, 
no spikes or chains.  

Tights • Spandex shorts and pants, yoga pants, leggings, and jeggings are not allowed alone. They must be 
worn with skirts or dresses that meet the guidelines for skirts and dresses.  

Shoes • Open-toed shoes with straps on the back are acceptable. No flip-flop like design with a strap on 
back. Must be professional sandal-like open toe.  
• No soft-soled bath / bedroom type slippers, house shoes, or shoes with wheels in the bottom.  
• Any heels must be lower than 1½ inches 

Jewelry • Jewelry must be modest and in good taste—no excessive or distracting jewelry (no safety pins, 
spikes, nails, gages or look alike gages, etc.)  
• Piercings should not be excessive or distracting in size or number  
• No facial piercing.  

Hair • Facial hair must be well groomed and natural in color.  
• Students may dye, highlight, or wear hair extensions in natural hair colors only.  
• Hair accessories shall be in good taste and not excessive.  
• No Mohawks or any other hair design that Administration deems distracting to learning.  

Uniform Students participating in scouting programs may wear their uniforms. Students that are part of military 
programs may wear their military uniforms.  

Game Day • Participating athletes for school-sanctioned events may wear their team jerseys/team shirts on the 
day of their game.  
• Pants, shorts, skirts, and skorts, must comply with dress code.  

Free Dress Day 
 

High school students must follow normal HS dress code and may also wear the following:  
 
• Ripped/fraying jeans that do not sag, exposing one’s backside or undergarments including top of 
underwear.  
• Sweat/athletic pants  
• Flip-flops/sandals  
• Hats (baseball, western, or formal)  

Physical Education 
Classes 

Students must wear WCA physical education uniform during PE classes and yoga shorts/pants during 
yoga class.  

Formal Dress Uniform 
 

Dresses or slacks must be worn to professional or special events. They must meet the standards below: 
 
• Dresses must be of modest length. The length must meet or exceed that of the fingertips when 
standing with arms at the side. This rule applies to the natural flow of the dress.  
• Slits on dresses or skirts may not go above the fingertips when standing with arms at the side.  
• Dresses are not to have bare midriffs or cling to the body.  
• No backless, spaghetti strap strapless, cold shoulder, or halter -type dresses or tops.  
• All necklines must be modest and in good taste. No dresses or tops with plunging necklines. 
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• Dress pants must be worn at the waist and should not be saggy or baggy.  
• When wearing dress pants, a dress shirt and tie, or a blouse are required that meets the following 
criteria:  

- Blouse must conceal cleavage, sides, back, shoulders, and midriff when standing or seated.  
- If a top is sheer, a top that meets dress code guidelines must be worn underneath.  

• A jacket is optional.  
• Dress shirts must be worn tucked in entire dance.  
• Formal hats are allowed (no ball caps)  
• Unconventional hairstyles and unnaturally colored hair are not permitted.  

Formal Dances Anyone 
not conforming to dress 
standards or dance 
procedures and general 
guidelines will not be 
admitted. If there are any 
questions, consult 
Administration before the day 
of the event. 
 

Formal dresses and suits should be in good taste and appropriate for a formal event according to the 
standards below: 
 
• Tuxedos or suits including dress shirt and tie (jackets are optional)  
• No jeans, khakis, or T -shirts.  
• Dress pants must be worn at waist and should not be saggy or baggy.  
• Shirt, tops and blouses must conceal cleavage, sides, back, shoulders, and midriff.  
• If shirt top is sheer, a top that meets dress code guidelines must be worn underneath.  
• Dresses must be of modest length. The length must meet or exceed that of the fingertips when 
standing with arms at the side. This rule applies to the natural flow of the dress.  
• Slits on dresses or skirts may not go above the fingertips when standing with arms at the side.  
• Dresses or shirts are not to have bare midriffs or cling to the body. Any dress should not ride up as the 
student dances.  
• Backless dresses may not be cut below the natural bra line.  
• All necklines must be modest and in good taste. Dresses with plunging necklines are not permitted. 
All necklines must fully cover below the natural bra line (armpit to armpit).  
• Dresses may be spaghetti strap, strapless, cold shoulder, or halter -type as long as they meet the 
neckline requirement.  
• Dresses or tops with sheer panels, lacing, or cut-outs/ slits on any part of the bodice that reveal bare 
skin underneath (tear drop, slits, etc.) are not allowed.  

Semi-Formal Dances 
Anyone not conforming to 
dress standards or dance 
procedures and general 
guidelines will not be 
admitted. If there are any 
questions, consult 
Administration before the day 
of the event. 

Dresses and suits should be in good taste and appropriate for a semiformal event according to the 
standards below:  
 
• Dress pants or khakis and button-up dress shirt with collar  
• Ties, jackets, vests, or suspenders are optional Dresses and shirts may be more casual than for a 
formal dance but must also meet the standards outlined above in the Formal Dress Standards 
 
 

Casual Dances 
Anyone not conforming to 
dress standards or dance 
procedures and general 
guidelines will not be 
admitted. If there are any 
questions, consult 
Administration before the day 
of the event. 

Clothing should be in good taste and appropriate for a casual event according to the standards 
below:  
 
• Clothing should follow the normal WCA High School Dress Code.  
• Students may dress alternatively if there is a specific dance theme but they must follow the 
guidelines outlined for the event as approved by Administration.  
 
Examples of casual dance themes: Ugly Christmas Sweater Party, Costume Party, Glow in the Dark 
Dance 

Special Days / Dress for 
Success 
 

The Administration and teachers will encourage all students to behave and dress in a fashion and a 
style appropriate to the school day. An individual’s dress, personal appearance, and cleanliness, like 
his or her behavior, should reflect sensitivity to and a respect for others.  
 
• Dresses or skirts must be of modest length and must follow the fingertip rule (length of the fingertips 
when standing with arms at the sides).  
• Slits on dresses or skirts may not go above the fingertips when standing with arms at the side.  
• Dresses are not to have bare midriffs or cling to the body.  
• No backless, spaghetti strap strapless, cold shoulder, or halter-type dresses or tops. All necklines must 
be modest and in good taste. Dresses or tops with plunging necklines are not permitted.  
• Dress pants must be worn at the waist and should not be saggy or baggy.  
• Dress shirts must be tucked in.  
 
Final decisions in cases of disagreement will be resolved by the Administration.  
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GRADING POLICY 
 
Windsor Charter Academy’s vision is to create an academic environment “where students are educated, 
empowered, and equipped to reach their highest potential.” We support our mission for students that “achieve 
academic excellence through critical thinking, character development, and a love for lifelong learning.”  
 
Windsor Charter Academy Beliefs  

1. All students are consistently held to high expectations that support the vision. 
2. Grades are based on multiple and various assessments over time.  
3. Grading practices yield grades that reflect student mastery.  
4. Grading practices are fair and support effective teaching and learning.  
 

Guiding Premises 
Teachers at Windsor Charter Academy are partners with students and families to help every student 
demonstrate mastery of course standards, benchmarks and essential learning targets for Core Knowledge 
grades K-8 and state standards for grades K-12.  The following guidelines are to be met each semester. 

 
 
HS Core Classes—English, Math, Science, Social Sciences and Spanish 

• Minimum of 14 Formative/summative assessments 
• Minimum of 8 practice 

   
HS Electives that Receive Letter Grades 

• Minimum of 8 formative/summative assessments 
• Minimum of 4 practice 

 
HS Electives that are Pass/Fail 

• Minimum of 4 formative/summative assessments 
• Minimum of 6 practice 

 
Grade books will reflect student mastery of standards through a range of types of formative and summative 
assessments.  

• Summative assessments measure what students know and are able to do at a particular point in 
time.  Examples include end-of-unit tests and projects.  

• Formative assessments are part of the instructional process to provide information needed to adjust 
teaching and learning while they are happening.  Examples include projects, performance tasks, essays, 
oral reports and quizzes.   

 
Grade books will show a body of evidence to show a comprehensive picture of the level of student 
mastery.  The posted grade should be calculated using the following categories based on the current quarter 
or semester point totals: 

• Formative and summative assessments = 70%  
• Practice assignments = 15%  
• Final exam = 15% (excluding elective courses)  

 
Grading scales are reflected as follows: 

 
Grading Scale 

A+ 96.5 to 100% A 92.5 to 96.4% A- 89.5 to 92.4% 
B+ 86.5 to 89.4% B 82.5 to 86.4% B- 79.5 to 82.4% 
C+ 76.5 to 79.4% C 72.5 to 76.4% C- 69.5 to 72.4% 
D+ 67.5 to 69.4% D 62.5 to 66.4% D- 59.5 to 62.4% 

 F Below 59.5%  
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Aims Community College does not round up grades. 
 

Aims Grading Scale 
A 90—100% 
B 80—89% 
C 70-79% 
D 60-69% 
F Below 60% 

 
 
Non-GPA Weighted Grades 

• Work habits grades will reflect students work habits in the classroom, based on a work ethic 
rubric.  Students will receive a work ethic grade for each class taken.  This will not affect GPA.   

• Math fluency grades reflect mastery of a skill.  This guides students and parents in understanding the 
needs for foundational skills.  This will not affect GPA.   

 
High School:  Weighted and Unweighted Grades 
A cumulative GPA is calculated for all high school level courses based on the number of credits received utilizing 
a 4.0 (unweighted) and 5.0 (weighted) scale. Weighted grades represent the higher-level work that occurs with 
college courses. Cumulative GPAs are used by Windsor Charter Academy high school to determine class rank 
and graduation honors, eligibility for the National Honor Society, awarding of scholarships, and as part of the 
admission criteria for colleges. 
 

• High school level courses are calculated on the 4.0 scale. 
• Honors courses are calculated on a weighted 4.5 scale. 
• College and AP courses are calculated on the weighted 5.0 scale. 

 
Work Habit Grades 
Students will also receive a work habits grade based on participation and effort.  This grade will not be part of a 
student GPA.  The rubric is as follows: 
 

Indicators Consistently 
Exceeds 

Expectations 

Frequently Meets 
Expectations 

Sometimes Meets 
Expectations 

Rarely Meets 
Expectations 

 4 3 2 1 
I AM PREPARED I am consistently 

prepared. I am on time 
to class and am 
prepared at the start of 
the lesson. I consistently 
bring needed materials 
to class an am ready to 
work.  

I am frequently 
prepared. I am on time 
to class and am 
prepared at the start of 
the lesson. I frequently 
bring needed materials 
to class an am ready to 
work.  

I am sometimes 
prepared. I am 
sometimes tardy to class 
or not prepared at the 
start of the lesson. I 
sometimes bring needed 
materials to class an am 
ready to work.  

I am rarely prepared. I 
am late to class often 
and am rarely prepared 
at the start of the lesson. 
I rarely bring needed 
materials to class an am 
ready to work.  

I DEMONSTRATE POSITIVE 
CLASSROOM BEHAVIOR 

I consistently stay 
focused on the task and 
what needs to be done. 
I am self-directed. I 
consistently have a 
positive attitude and 
demonstrate the 8 Keys 
of Excellence. 

I frequently stay focused 
on the task and what 
needs to be done. I am 
self-directed. I frequently 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I sometimes stay focused 
on the task and what 
needs to be done. I 
sometimes am self-
directed. I sometimes 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I rarely stay focused on 
the task and what needs 
to be done. I am rarely 
self-directed. I rarely 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I PARTICIPATE I consistently participate. 
I share information or 
ideas when participating 
in discussions or groups. I 
am an effective 
collaborator.  

I frequently participate. I 
frequently share 
information or ideas 
when participating in 
discussions or groups. I 
am often an effective 
collaborator.  

I sometimes participate. I 
sometimes share 
information or ideas 
when participating in 
discussions or groups. I 
am sometimes an 
effective collaborator.  

I rarely participate. I 
rarely share information 
or ideas when 
participating in 
discussions or groups. I 
am rarely an effective 
collaborator.  
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I AM PRODUCTIVE I am consistently 
productive. I am 
punctual turning in 
assignments. I 
consistently utilize 
classroom time 
effectively.  

I am frequently 
productive. I am 
punctual turning in 
assignments. I frequently 
utilize classroom time 
effectively.  

I am sometimes 
productive. I am 
sometimes punctual 
turning in assignments. I 
sometimes utilize 
classroom time 
effectively.  

I am rarely productive. I 
am rarely punctual 
turning in assignments. I 
rarely utilize classroom 
time effectively.  

 
Honor Roll  
High school students at Windsor Charter Academy will receive academic recognition each quarter, high school 
students will be each semester, based on the following criteria: 
 

Honor Roll Criteria 
Honor Roll High Honor Roll Dean’s List 
3.6—3.79  3.8—3.94 3.95 and above 

 
High School Late Policy 

• Late work will not be accepted for full credit except in the case of an excused absence or if 
the student uses a late ticket. 

• Each teacher will give students up to two late tickets at the beginning of each semester. 
• Teachers will not allow late tickets to be used on major assignments or assessments. 
• Students may complete late work during Zero Hour or Working Lunch and will earn an 

additional late ticket. Credit for extra late tickets is up to the discretion of the teacher. 
• If a student is absent, he or she is responsible for finding out and completing all class and 

homework missed. 
• Students will have two business days to turn in late work when absent 

 
Student Make Up Work 
Students have an obligation to complete assignments missed during days of illness or unexpected absence from 
school. Students have two school days for every one-day absent to make up their schoolwork. More time can be 
given at the discretion of the teacher. Parents should encourage their children to secure missed work from each 
teacher immediately following an absence. Parents and students can check the homework website, google 
classroom and course syllabus first and then contact the teacher with additional questions.  If materials are 
needed to complete the work parents can make arrangements to pick up items in the front office.  Students who 
are absent for more than two days are advised to call the office to arrange for class assignments to be sent home 
in order to allow teachers adequate time to assemble the assignments.  
 
Grade Book Protocols 
There are several tools available in Infinite Campus (IC) Grade Book. When teachers are using these consistently, 
parents and students will have a better understanding of what each symbol indicates. 

• ___ (Blank):  From the time the teacher puts the assignment in IC and until 2 days after the assignment is 
due it can show up as ___ (Blank). Within 2 days of the due date the assignment should have one of the 
following: 

o Turned in (T) 
o Missing (M) 
o Numerical Grade 

• Late: If a student hands in an assignment and receives reduced credit because it is late the numerical 
value will also be flagged as late (L).  

• Incomplete: If a student receives a low score because they did not finish the assignment flag as 
incomplete (I). This will help everyone understand that student did not complete the assignment (which 
can help in MTSS Process).  

• Exempt: Exempt (X) should be used if a student is absent and misses a learning opportunity that is difficult 
to recreate asynchronously such as a lab, a group discussion, etc.  

• Dropped:  Some teachers may allow students to drop the lowest score over the course of a semester, 
quarter or in a certain category (practice, assessment). 

• Zero: Student earned 0 points or did not turn the assignment within the teacher's late policy 
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High School Academic Lettering 
A student must have a weighted GPA of 3.9 or higher for both semesters of one school year to letter. 
 
Early College High School Students & Concurrent Enrollment 
WCA’s early college high school students will participate in course work that fulfills both high school and 
associate degree requirements.  See course catalog for more detailed information.  Early college and 
concurrent enrollment grading policies and expectations may be different than high school courses and will be 
outlined in the course syllabus. 
 
College Academic Progress 
The core curriculum for the Early College High School program is broadly based off the state of Colorado’s 
guaranteed transfer program.  A letter grade of D- or better is considered a passing grade for college courses. 
However, a grade of C- or better is needed for courses to transfer to a four-year college. Thus, we highly 
recommend that students aim for letter grades of C- or higher in their college courses. If students receive lower 
than a C-, the family is responsible for payment of the college class.  In addition, students who fail to maintain a 
college cumulative GPA of 2.0 or higher will be placed on academic probation and will be required to meet with 
the college academic advisor to complete an Academic Success Plan.    
 
Credit Recovery 
Students that fail to meet the continuation requirements will be required to complete a correspondence course(s) 
that is approved by administration.  Each unit covers 35-40 hours’ worth of content. The cost will be the 
responsibility of the family.  The cost for a correspondence course averages $150.  Summer school options may be 
available at an additional cost 
 
Working Lunch 
Students with Ds or Fs in subject areas are required to work with teachers during the specified lunch.  This will 
support student success, as students will be able to work with the teachers to catch up on work and ask 
questions that they may have.  If a student misses a working lunch the teacher should fill out the after school 
detention form and the student will serve one detention for each lunch missed. 
 
Graduation Requirements 
Please see our course catalog for the requirements for graduation. 
 
 

STUDENT PLAGIARISM AND CHEATING 
 
If a student is caught cheating or plagiarizing the following steps will occur. These steps are cumulative for ALL 
courses. For instance, if a student cheats in English and then cheats in math, he/she will have two offenses.  
 

• First Offense: Teacher conferences with student and parent; student must redo assignment within one 
week; teacher notes in discipline record. 

• Second Offense: Teacher contacts administration and writes a referral; administration conferences with 
student and parent and notes in discipline record; student receives a zero on the assignment. 

• Third Offense: Teacher contacts administration; administration conferences with student and parent and 
notes in discipline record; student may fail the course, be suspended or have other serious consequences 
based upon the situation. 
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STUDENT ABSENCES 
 
Students attending Windsor Charter Academy are expected to be present as assigned and to be engaged in the 
educational process on a regular basis. Windsor Charter Academy prides itself on having a rigorous Core 
Knowledge and early college high school curriculum and high expectations for all of its students. With that in 
mind, attendance is absolutely necessary and expected in order for student achievement to occur.  
  
It is the obligation and responsibility of every parent or guardian to ensure that every child under his or her care 
and supervision, who is of compulsory attendance age, attends school as required by Colorado statutes, 
Executive Board policies, and school regulations.  
 
Penalties for unexcused absence shall be administered and may include, but are not limited to, the initiation of 
judicial proceedings to enforce compulsory attendance after ten unexcused absences during any calendar year 
or school year, and the imposition of academic penalties rationally related to classes missed while unexcused.  
 
Per Windsor Charter Academy Bylaws, enrolled students must attend the first five scheduled days of the school 
year or have written permission from the Executive Director. Students will be un-enrolled if student fail to attend the 
first five days of the school year without written permission from the Executive Director. 
 
General Absence Policy 
When a student has been absent five times in a school year, whether it be excused or unexcused, a courtesy 
letter will be generated and mailed home. This letter will communicate the five absences and express concern 
about the educational well-being of that student. After ten excused or unexcused absences within a school year, 
another letter will be sent to request a parent, student, and administrator meeting. This is in effort to create a 
positive action plan for the student to be in school receiving instruction at all times. During this meeting it may be 
deemed necessary for the parent to bring in a doctor’s note for further absences.  Please visit policy JE. 
 
Tardy Policy 
In regard to tardiness at Windsor Charter Academy, the school feels that it is imperative that students understand 
the value and importance of timeliness. When a student is tardy, it affects their academic performance, as well as 
the performance others. The only tardy that shall be considered excused is for a medical or dental appointment. 
Each student will be allowed five unexcused tardies every semester. Additional unexcused tardies will be 
addressed with student and parents. Parents will be given letters after 5 tardies and students will need to attend 
zero hour to make up for lost instructional time.  Three tardies equals one class absence.  
 
Extended Absences 
Parents planning to take their children out of school for an extended absence should notify the school at least 
two weeks prior to the absence and fill out a Pre-Arranged Absence To Request Student Work form.  Upon their 
return, it is the student’s responsibility to make arrangements with teachers to make up missed assignments.  
Teachers may provide students work prior to vacation or absence, but will upon student’s return to school.  The 
student will have two days for every one day absent to complete their missing work.  Students who miss a test 
during their absence will take the test within two days of their return unless other arrangements are made with 
individual teachers. 
 
 

STUDENT CELL PHONES & SMART WATCHES 
 
All student cell phones and smart watches must remain on silent and not visible throughout the school day, unless 
requested by a teacher for a specific activity.  If students choose to carry their cell phone it must be in a 
drawstring bag.  Additionally, if a cell phone is a distraction to student learning or normal school operations staff 
may use discretion to implement consequences below.  If a phone call or text needs to be made home, students 
must have permission from a WCA staff member must be made from the classroom or office.  If this policy is not 
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followed, the phone or the device will be taken away after the student has turned off his/her phone or the 
device. The following consequence will occur: 
 

• First Offense:  the phone or device will be taken away and given to the front office.  The office staff will 
document the violation on the discipline record. The student will be responsible for coming to the office to 
retrieve the phone or device at the end of the school day. 

• Second Offense:  the phone or device will be taken away and given to the front office. The administrator 
will call home and inform the parents of the second offense. The parents will be required to come pick up 
the phone or device at the office. 

• Third Offense:  the phone or device will be taken away and given to the Assistant Principal or the 
Secondary Education Director. The administrator will call home and inform the parents of the third offense. 
For the remainder of the year, the student must check in his/her phone or device at the beginning of each 
school day and pick up the phone or device at the end of the school day. 
 
 

STUDENT DROP OFF & PICK UP 
 
Drop Off 
The first bell will ring at 7:50 a.m., signifying the time designated for students to begin preparations for classes 
and visit lockers.  The bell to begin classes will ring at 8:00 a.m.   
It is extremely important that students are not left unsupervised before the start of school.  Students may purchase 
breakfast in the cafeteria beginning at 7:35 a.m. until the first bell at 7:50 a.m. 

 
All other students should arrive at school no earlier than 7:35 a.m.  
At this time, students will enter the building.  Students are not 
allowed to run around or play ball near parking lot areas for 
safety reasons. 
 
Any student arriving late to school must report to their classroom 
during the first 5 minutes until 8:05 a.m. and their teacher will mark 
them tardy.  After 8:10 a.m. students will need to go directly to the 
office for a tardy pass to class. 
 
All parents must enter on Firebird Way north of the soccer 
field.  As students are dropped off, parents will need to drop off 
from the right lane only.  (To ensure student safety, students will 
not be allowed to be dropped off in the left hand moving lane 
and cross over the right-hand lane where cars are dropping off 
students.)  Once the students are dropped off, parents may pull 
into the left moving lane and exit one of two ways.   
 

 
Pick Up 
 
All parents must enter on Firebird Way north of the soccer field. Students, upon dismissal, will walk along the 
sidewalk along Firebird Way.  To pick up students, parents must be in the right lane only.  To ensure student safety, 
students will not be allowed to cross over the right hand pick up lane over to a car in the moving left lane.  Once 
students are in the car in the right-hand lane, the driver may merge into the left hand moving lane. Once in the 
left-hand lane, parents may exit one of two ways.  
  
We ask all parents, grandparents, caretakers, and/or guardians who are dropping off or picking up WCA students 
adhere to the following requests: 
 

• Please remember to be patient and respectful at all times during drop off and pick up. 
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• Please drive slowly and cautiously as there will be students getting out of or into vehicles. 
• Pull all the way forward before letting your student get in or out of your vehicle. 
• There is to be no parking on Automation Dr. during the drop off and pick up times.  Please use the parking 

lot on the north side of WCA for parking. 
• Please do not talk on your cell phones during the drop off and pick up times to ensure the safety of all our 

students. 
• Please model appropriate behavior by utilizing the crosswalk at all times. 

 
As always, please remember that safety comes first and foremost! 
 
Students and parents who need to park must still enter at Firebird Way but should continue in the left lane until 
they reach the north entrance of the parking lot.  There is no student drop off or pick up in the parking lot lanes to 
allow students and parents to park or leave parking spaces quickly and safely. 
 
 

STUDENT PROCEDURES 
 
Athletics 
Sports are also an integral part of Windsor Charter Academy.  There are a variety of sports available.  Please refer 
to the athletic handbook for specific information. 
 

FALL WINTER SPRING 
GIRLS BOYS GIRLS BOYS GIRLS BOYS 

Volleyball Soccer Basketball Basketball Soccer  
Cross Country Cross Country Dance Dance   

 
Backpacks 
All student backpacks must remain in their locker during the day.  Students may carry a drawstring bag or small 
purse.  Teachers should ask students to return their backpacks to their lockers or bring the backpacks to the front 
office for the students to pick up at the end of the day. 
 
Emails 
All student emails linked to Windsor Charter Academy will be disabled during summer months.  See the 
technology and acceptable use policies. 
 
Field Trips 
Educational field trips will be taken at times throughout the year in order to enhance our students’ academic 
knowledge of a topic.  Parent permission is required for each field trip.  The cost for each field trip will be collected 
prior to trip.  In case of a financial hardship, if your student qualifies for free or reduced lunch the fee for the trip 
may be covered or adjusted.  Our intent is for all students to have equal access to these educational 
opportunities.  Siblings from other classes will not be excused from class to attend the field trip, nor are younger 
siblings allowed to attend the field trip due to liability. 
 
Health Room/Medications 
A health room is provided at Windsor Charter Academy for those students who become ill or become injured at 
school. In the event of an illness all students must report to the health office before going home.  Depending on 
the severity of the illness or injury, parents/guardians may be called to take their child home. Children who are ill 
should not spend more than 1.5 hours in the school health room.  A Medical Administration Form signed by a 
doctor is needed for ALL Medications (including over the counter). Cough drops are the only thing that can be 
given without a doctor's signature, but a parent's permission is needed.  Please visit policy JLCD R. 
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Homework 
The staff of WCA believes that homework is an important component of the educational process. It is expected 
that the following objectives will be accomplished through regular and well-planned homework: 
  

• Students will develop self-direction and personal responsibility. 
• Students will develop independent study skills. 
• Students will become better organized and will learn to budget their time. 
• Students will strengthen their knowledge of the content taught during the school day. 
• Teachers are committed to communicating with parents about homework and utilize a homework 

website listing the homework by grade levels.  This link is on the WCA website. 
 

Lockers 
All MS/HS students are assigned a locker. These lockers are the property of WCA and students can be charged if 
there is damage to their locker.  Lockers are subject to search by the administration without cause.  If a student 
wishes to have an athletic locker in the locker room they must discuss this with the athletic director and provide 
their own lock.  Students may not share their combination with anyone. 
 
Lost & Found 
Every effort is made to return lost articles to the rightful owner.  In the case of missing items, parents and students 
are encouraged to check the lost and found container in the cafeteria. All unclaimed articles will be donated to 
a charity.  
 
Lunch 
The daily breakfast and lunch menu is posted on the website. Students may also bring a sack lunch. 
 
Windsor Charter Academy has a Free and Reduced Lunch Program. To determine if the qualifications are met for 
the program, parents or guardians must submit proof of income. An award letter from Department of Human 
Services or proof of income through a tax return statement will be accepted as documentation. 
 
Students may bring a lunch from home or purchase a hot lunch from the school cafeteria. To ensure all students 
receive a lunch, the following process will be followed: 
 

1. Parents may pay for lunch online through My School Bucks or pay with cash/check. Funds will be added 
to the student’s lunch account. 

2. If a student does not have sufficient funds in his/her account, the student may charge a lunch to their 
account up to a -$20.00 limit and will be provided a hot lunch. All students have permission to charge hot 
lunches to their account unless parents provide written notice stating otherwise. 

3. If a student does not have sufficient funds and their account balance exceeds -$20.00, the student will not 
be able to charge a hot lunch to his/her account but will be provided and charged $2.50 for a sack lunch 
that includes a cheese sandwich, a side item, and a bottle of water. 

4. Insufficient fund notices will be sent home with students who have a negative account balance on a 
weekly basis. 
 

 
Open/Closed Campus Policy 
Windsor Charter Academy is a closed campus with the exceptions of eligible junior and senior students.  Eligibility 
is determined by the following criteria: 
 

1. Students who have earned the required credits to be classified as junior or seniors. 
 

2. All fines and fees must be cleared.  Students with outstanding financial obligations with be denied. 
 

3. Students with off-campus privileges will maintain an acceptable conduct record in accordance with the 
exceptions outlined in the Student Handbook 
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4. Students with off-campus privileges will return to class on time.  Excessive tardies and absences will result in 
a suspended lunch pass. 

 
5. Students with off-campus privileges must remain in good academic standing in order to maintain off-

campus lunch privileges.  Students must have a C- or higher in all classes. 
 

6. Students must sign in and out in the front office when they leave and return to campus. 
 
Students that are eligible will receive a student permit.  The school assumes no extra liability for any accident or 
injury incurred in the exercise of this permit.  For students that meet the above criteria, an open campus privilege 
permission form must be filled out by a parent or guardian. 
 
Student Fees 
Annual fees for Windsor Charter Academy students are due at the start of school. Student fees cover students’ 
first P.E. uniform in addition to other costs that occur throughout the year. Both middle and high school students 
have a fee of $60, high school students have an additional $75 technology rental fee. Fees may be waived for 
those families that qualify for our Free and Reduced Lunch Program. An award letter from Department of Human 
Services or proof of income through a tax return statement must be submitted as proof of income. 
 

Students that participate in certain electives or clubs will be required to submit additional fees as outlined below. 
If fees or fines have not been paid by the end of the year, Windsor Charter Academy reserves the right to 
withhold certificates, report cards and other WCA end of the year celebration items. All fines and fees must be 
cleared for juniors and seniors to be eligible for open campus privileges. Students with outstanding financial 
obligations will be denied  
 

MIDDLE & HIGH SCHOOL 
Registration 
Registration $60 
HS Technology Rental* $75 
Yearbooks (Purchased through Jostens only) 
MS Yearbook $35/45/55 
HS Yearbook $50/55/60 
Clubs 
General $25 
MS Lego Robotics $50 
HS Vex Robotics $200 
Athletics 
Per Sport $100** 
Activity Athletic Pass 
HS Student Athletic Pass $15 
HS Parent Athletic Pass $15 
*$25 insurance policies are optional for student technology rentals. 
**Maximum of $200 for sports. 

 
 

HIGH SCHOOL ELECTIVE FEES 
Course # Course Name Fee Per Semester 

AID 01  Teacher Aide $0 
ART 01 Painting $30 
ART 03 Drawing $20 
ART 05  Ceramics & Sculpture I $25 
ART 07  Photography $30 
BUS 01  Personal Finance $0 
COM 115  Public Speaking $25 
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EGR 01 Introduction to Engineering $30 
EGR 02 Coding $10 
EGR 03 Engineering Concept & Design $30 
ENG 02  Creative Writing $0 
ENG 03  Literacy Lab $0 
ENG 05  Writing Center $0 
ENG 06 Graphic Novels $10 
HIS 02 Sociology $0 
HIS 03 History of Rock and Roll $0 
HIS 04 Current Events $0 
LEA 01 Student Council $0 
LEA 02 AVID Tutor $0 
LEA 04  9-10 AVID $0 
LEA 05  Police Academy $50 
MAT 01-04 Math Lab $0 
MUS 01 Symphonic Band $30 
MUS 03 Mixed Choir $20 
MUS 05 Orchestra $20 
MUS 06 Jazz Combo $0 
MUS 120 Music Appreciation $25 
PE 01  Yoga $0 
PE 02 Get Fit $0 
PE 04 Individual Sports $0 
SCI 04  Genetics $25 
SCI 05  Human Anatomy and Physiology $15 
SPA 25  Spanish I $0 
SPA 50  Spanish II $0 
SPA 75  Spanish III $0 
SPA 100  Spanish IV $0 
STU 01  Study Hall $0 
TEC 01 Yearbook $0 
TEC 02  Filmmaking $10 
TEC 03  Computer Science I $30 
TEC 10 Technology Internship $0 
THE 01  Theatre Arts $15 

 
Student Parking 
Student parking is a privilege at Windsor Charter Academy. Students must register for a parking pass by 
completing a parking permit application and presenting a current driver's license and vehicle registration to the 
main office.  Additionally, students must follow all student parking rules and regulations. 
  
All vehicles must be parked in a designated parking space. Parking in the yellow striped areas or fire lanes is 
not permitted. Only vehicles with properly displayed handicapped placards are allowed to park in 
designated handicapped areas. All vehicles must maintain a safe speed under 10 MPH while driving in the 
parking lot. Speeding and dangerous driving are not permitted. 
During peak traffic times -- before school, during lunch and after school -- all drivers must adhere to traffic 
patterns enter and exit the parking lot safely. All WCA students must have a valid parking permit. Students 
must park in the student parking spaces only. 
 
If parking violations occur and a ticket is issued, the consequences are as follows: 
 

• First Offense: Warning 
• Second Offense: $5 fine 
• Third Offense: $10 fine and possible loss of parking privileges 
• Fourth Offense: $15 Fine and possible loss of parking privileges  
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All tickets require a student to report to the office for a conference with an administrator.  
 
Student Service Commitment 
Because community service is an integral part of the culture of WCA, high school students must complete a 
certain number of volunteer hours each school year.  Students record their hours on the community service form 
which is available in the front offices.  Forms are due on May 1st.  Service hours can be accrued between May 1st 
of the current year and April 30th of the next year. 
 

• 9th-12th Grades: 25 Hours 
 
Suspension, Expulsion and Detention 
Windsor Charter Academy follows Weld RE4's board policy (JKD JKE) on suspensions and expulsions.  
 
Suspension   

• Suspension is dependent upon individual situations and assigned as a consequence only by an 
administrator.  

• Types of Action  
o In-School - Student remains in school, isolated from normal school activities. Student receives up to 

100% earned credit for work completed while serving ISS.  
o Out-of-School - Student is suspended from school during school hours. Students can earn up to 

100% credit for work completed during OSS. The parent and student will have a scheduled "re-
admittance" meeting when the student returns and a further behavior plan may be put in place. 

o Reverse- Parent escorts students for either a half or full day. 
• Suspensions may last up to and including 10 days.  
• Students participating in extracurricular activities and who receive an ISS or OSS may be ineligible to 

participate in extracurricular activities.  
 
Expulsion 
A principal may recommend to the superintendent that a student be expelled from or denied admission to 
school. A principal recommending expulsion or denial of admission of any student shall make such 
recommendation in writing to the superintendent, setting forth his/her specific reasons for the recommendation. If 
the superintendent believes that there is a reasonable basis to support the principal’s recommendation, he/she 
shall schedule the matter for a hearing and, in advance of the hearing, shall notify the parents or guardians of the 
child, in writing, as to the following matters: (a) the time and place of the hearing; (b) the fact that the principal is 
recommending expulsion or denial of admission; (c) a statement of the basic facts on which the expulsion or 
denial of admission recommendation is based and a statement of the statutory and policy authority for the 
recommended expulsion or denial of admission; (d) a statement that the student and his/her parent may be 
present at the hearing and hear all information against him/her; that the student will have an opportunity to 
present relevant information in his/her own behalf, and that the student may be accompanied and represented 
by an attorney or other representative if he/she so chooses; and (e) a statement that failure of the student and 
his/her parent to attend said hearing or to be otherwise represented at said hearing will constitute a waiver of any 
further rights of the student in respect to the matter of the student’s expulsion or denial of admission. See Policy 
JKD JKE for more information. 
 
Detention 

• An administrator may assign detention as a consequence for negative behavior. 
• Types of Action 

o Lunch- Student eats lunch isolation from normal school activities for the entire lunch period. 
o Friday After School- Student serves a 30-minute detention from 3:05-3:35 on Friday after school.  
o Other times as assigned 

• During detention students may not use music players, cell phones or any electronic devices. Students are 
not allowed to sleep, eat, or socialize. The student will not be allowed to leave the detention room. If the 
student does not adhere to the rules, the supervising staff or administrator may double the detention time 
to be served. Students may be allowed to read or complete homework during lunch detentions only at 
the discretion of the administrator.  
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Textbook Policy 
All books are on loan to students for the school year.  Books will be checked in and out to students from the 
library.  Books are to be kept clean and handled carefully.  Students will be charged for damaged or lost books.  If 
books are lost or damaged, WCA will hold the student responsible and charge him/her for the repair or 
replacement cost of the book. 
Fines for lost and/or damaged books are as follows: 

 
• New:  full cost of the book, including shipping 
• 1 year old:  80% of current cost, including shipping 
• 2 years old: 60% of current cost, including shipping 
• Greater than 2 years old: 50% of current cost, including shipping 
• Discontinued book: full cost of replacement, including shipping 

 
 

GENERAL INFORMATION 
 
After School Hours Clubs and Events 
School Sponsored Event Definition: A school-sponsored event directly supervises students with prior written 
permission from their parents. School sponsored events ensure that students are managed by a CPR/First Aid 
certified staff member. Staff members will be trained and delegated by the School RN Consultant to provide 
medically necessary care and to administer any necessary medications. As stated on the club/event permission 
form, it will be the responsibility of the parent to contact the WCA Health Office in order to inform the RN that 
accommodations will be necessary.” This definition includes field trips as well as after school hours clubs and 
athletics. (School activities that are voluntary and on a drop-in basis such as Sweets with Santa and Dances are 
not school-sponsored events.) 
 
Non-School Sponsored Event Definition: After Hours Clubs/Events that are NOT school sponsored may be hosted 
by WCA but are run by an outside party or are offered on a voluntary/drop-in basis only. The school will not have 
the capacity to be responsible for health care needs or medications during Non-School Sponsored Events. 
Advertisements done by WCA on behalf of a Non-School Sponsored club/event will clearly indicate it as such and 
will reference the parent handbook for further information. 
 
Drugs, Alcohol and Tobacco Free School 
Because the unlawful possession and use of illegal drugs and/or alcohol is wrong and harmful to students, using, 
possessing, distributing, selling, giving, exchanging and being under the influence of illegal drugs or alcohol is 
prohibited on WCA property, at a school sponsored or district-sponsored activity or event, or while being 
transported in vehicles dispatched by the school at any time during the calendar year, and off school property 
when such conduct has a reasonable connection to school curricular or non-curricular activity or event or at any 
time or place when such conduct interferes with the operations of the district or the safety or welfare of students 
or employees. 
 
Disciplinary action, as set forth in district policy JICH, will be taken in cases involving students who use or are under 
the influence of illegal drugs or alcohol, possess controlled substances, illegal drugs or alcohol, regardless of 
quantity and/or engage in acts of, selling, purchasing, exchanging or distributing illegal drugs or alcohol, 
regardless of quantity or drug paraphernalia.  
 
Tobacco Free School (Weld RE4 Policy ADC) 
Use of any Tobacco Products by staff, teachers, students, and visitors in or on any school property or at any 
school-sponsored activity is prohibited.  
Students shall not be in possession of any Tobacco Products while in school facilities, on school district property, 
during district- or school-sponsored activities or in school-owned transportation at any time.  
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“Tobacco Product” means:  
• Any product that contains nicotine or tobacco or is derived from tobacco and is intended to be ingested 

or inhaled by or applied to the skin of an individual, including but not limited to cigarettes, cigars, pipe 
tobacco, snuff and chewing tobacco 

• Any electronic or manual device that can be used to deliver nicotine to the person inhaling from the 
device, including but not limited to an electronic cigarette, cigar, cigarillo, vapor pen, vaporizer, or pipe.  

• “Tobacco Product” does not include any product that has been approved by the appropriate federal 
agency as a tobacco use cessation product, and that is possessed or being used by a person legally 
permitted to purchase such tobacco use cessation product.  

 
Any member of the general public considered by the administration to be in violation of this policy will be 
instructed to leave school property or school-sponsored activity. Employees found to be in violation of this policy 
will be subject to appropriate disciplinary action in accordance with personnel policies. Any student who violates 
this policy is subject to the consequences described: Disciplinary action, as set forth in district policy ADC, will be 
taken in cases involving students who use or possess tobacco products. 
 
Executive Board Meetings 
Executive Board meetings shall be held on the fourth Thursday of each month at 6:30 p.m., unless such day falls 
on a legal holiday, in which event the regular meeting shall be held at the same hour and place on a different 
designated day.  
 
Family Service Commitment 
Parental involvement and volunteerism are strong components of WCA.  Every family is expected to serve 35 
hours per school year.  Volunteer help is key in accomplishing the many tasks that need to be done at the school.  
Most foundations look very closely at the number of volunteers and volunteer hours an organization receives 
when determining the granting of monies.  Children also benefit from seeing their parents working at the school 
and taking an active part in the education of their child.  There are several opportunities for parents and 
grandparents to volunteer, such as: lunchroom helpers, office help, school committees, library assistants, 
classroom help, maintenance, after hour tasks, other special projects, sporting events, and participating as a 
board member.   
  
All volunteers should adhere to the following guidelines: 
  

• All volunteers must sign in at the office upon entering the building. 
• All volunteers helping inside WCA will have to be CBI background checked every 2 years. 
• All volunteers must wear a “volunteer” badge that is visible at all times. 

 
Field Trips/Volunteers 
Educational field trips will be taken at times throughout the year in order to enhance our students’ academic 
knowledge of a topic.  Parent permission is required for each field trip.  The cost for each field trip will be collected 
prior to trip.  In case of a financial hardship, if your student qualifies for free or reduced lunch the fee for the trip 
may be covered or adjusted.  Our intent is for all students to have equal access to these educational 
opportunities.  Siblings from other classes will not be excused from class to attend the field trip, nor are younger 
siblings allowed to attend the field trip due to liability. 

 
We encourage parents to volunteer to act as chaperones on field trips.  Please note that volunteers must be able 
to devote their full attention to their assigned responsibilities while on the field trip.  If you are unable to do this, we 
ask that you find a different volunteer opportunity.  Volunteers are covered under the district’s School Entity 
Liability policy; however siblings and/or relatives are not.  Therefore, our insurance carrier has advised us of the 
following restrictions due to these liability reasons: 
 

• Allowing siblings and/or relatives on field trips can be disruptive.  There is an increased liability exposure by 
having siblings and/or relatives on field trips. 
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If an injury occurs as a result of the siblings and/or relatives actions while under the care of the volunteer, the 
volunteer may be exposed to personal liability.  The Insurance Pool does not recommend allowing volunteers to 
bring siblings/relatives on field trips.  If the volunteer has a relative or sibling under their care at the time they are 
assigned to volunteer, the volunteer should either not volunteer on that day or make other care arrangements. 
 
Inclement Weather 
In the case of extreme weather conditions, students will come inside at morning drop off.  The school will email 
parents with inclement weather plans at pick up. 
  
For school closure information, please listen to one of the following radio stations or watch the identified News 
stations.  Windsor Charter Academy will follow the Re-4 school closure recommendation.  If Re-4 is closed, Windsor 
Charter will also be closed. 
 

• K99-TRI 102 
• KFKA – Greeley 
• 60 KIX 
• KCOL 1410 
• Channel 9 News: www.9news.com 

 
Infinite Campus 
We encourage all parents to check the WCA database system Infinite Campus (IC) on a regular basis for 
information regarding grades and/or assignments. WCA’s website www.windsorcharteracademy.org has a link to 
the parent portal of IC as well as a link to all of WCA’s teacher’s websites for daily information. These resources are 
on- line communication resources which give parents access to student’s grades in every class, attendance 
information, homework assignments and upcoming events. 
 
Parent Committees 
Committees are the primary vehicle at the school for meaningful and influential parental involvement.  The 
various committees in the school are responsible for making recommendation on relevant policy matters to the 
directors and/or the board.  As a charter school, we rely on parent participation and involvement from 
volunteering to serving on committees.  We encourage you to sign up for one of the committees.  The Board of 
Directors has identified four key committees which are briefly described below. 
 
Education Committee 
The Education Committee serves to strengthen the overall educational program of the school.  The committee 
assists the administrator and teachers in providing all WCA students with the highest quality educational program 
possible by: 1) researching new and existing curricular and instructional approaches, 2) evaluating and 
synthesizing information, and 3) sensing parent and school/community needs.  The Education Committee 
represents parents and strengthens the link between the classroom and home.  The administrator and a teacher 
representative serve on the committee and work directly  
with parents to ensure that our committee work is immediately relevant and adds value to the day-to-day work of 
the school. 
 
Finance Committee 
The Finance Committee has the responsibility for working with the Executive Director and the Finance Director to 
create the upcoming fiscal year budget and present budget recommendations to the Board.  The committee 
monitors implementation of the approved budget on a regular basis and recommends proposed budget 
revisions. 
 
School Accountability Committee 
The accountability committee is responsible for the district and community reports, building goals for WCA, State 
of Colorado accreditation with the Windsor School District and assessments. 
 
Student and School Safety Committee 
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The Safety Committee’s purpose encompasses a variety of areas, including, but not limited to: physical safety, 
environmental safety, internet safety, and emotional safety.  The committee will focus on diligent exploration and 
research to develop appropriate options and safeguards to increase the level of safety at WCA. 
 
Two school committees are identified below: 
 
Innovation Committee 
The Innovation Volunteer Committee’s purpose is to discuss the state of Technology at Windsor Charter Academy, 
plan and cultivate educational opportunities for the community, explore future growth opportunities for innovation 
in our schools, and support in volunteer efforts for technology deployment and maintenance as needed. 
 
Parent Teacher Committee (PTC) 
The PTC, or Parent Teacher Club, works with staff and parents to build culture and climate at Windsor Charter 
Academy.  The PTC plans and host various events throughout the year that bring families together.  Our Trunk or 
Treat and Dessert with Santa are just a few examples of PTC’s family events. 
 
Parent Membership Meetings 
Parent membership meetings are scheduled twice a year, once each semester.  The purpose of these meetings 
is; to share information on curricula, goals, school performance and other relevant school topics, introduce new 
Board of Director candidates (April), and garner ongoing member support for the school.  The member/parent 
meetings will be held in November and April. 

 
All meetings will start at 6:30 p.m. at Windsor Charter Academy unless otherwise indicated in communications at 
least 5 days prior to the meeting 
 
Parent Teacher Conferences 
Parent teacher conferences will be held twice a year for all WCA students.  The middle school and high school 
staff will designate the days and format for their conferences.  Parents are welcome to arrange conferences at 
other times of the year if they should have questions and/or concerns about their child’s academic success. 
 
Report Cards 
WCA report cards are a reflection of each student’s knowledge.  Report cards are issued at the end of each 
quarter or semester and may be viewed on Infinite Campus within ten days of the end of each term.  
 
Sexual Harassment 
The Executive Board recognizes that sexual harassment can interfere with a staff member’s performance or a 
student's academic performance and emotional and physical well-being and that preventing and remedying 
sexual harassment in schools is essential to ensure a nondiscriminatory, safe environment in which students can 
learn. In addition, sexual harassment is recognized as a form of sex discrimination and thus is a violation of the 
laws that prohibit sex discrimination, as addressed in the Board's policy concerning unlawful discrimination and 
harassment.  
 
Windsor Charter Academy’s Commitment  

• The Windsor Charter Academy is committed to maintaining a learning environment that is free from sexual 
harassment. It shall be a violation of policy for any staff member to harass another staff member(s) or 
students or for students to harass other students or staff member(s) through conduct or communications of 
a sexual nature or to retaliate against anyone that reports sexual harassment or participates in a 
harassment investigation.  

• Windsor Charter Academy shall investigate all indications, informal reports and formal grievances of sexual 
harassment by students, staff or third parties and appropriate corrective action shall be taken. Corrective 
action includes taking all reasonable steps to end the harassment, to make the harassed student whole by 
restoring lost educational opportunities, to prevent harassment from recurring and to prevent retaliation 
against anyone who reports sexual harassment or participates in a harassment investigation.  
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Sexual Harassment Prohibited  
Unwelcome sexual advances, requests for sexual favors, or other verbal, non-verbal or physical conduct of a 
sexual nature may constitute sexual harassment, even if the harasser and the staff/student being harassed are the 
same sex and whether or not the staff/student resists or submits to the harasser, when:  

• Submission to such conduct is made either explicitly or implicitly a term or condition of a staff/student's 
participation in an education program or activity.  

• Submission to or rejection of such conduct by a staff/student is used as the basis for employment or 
advancement decisions affecting staff or education decisions affecting the student. 

• Such conduct is sufficiently severe, persistent or pervasive such that it limits a staff/student's ability to 
participate in or benefit from an education program or activity or it creates a hostile or abusive 
work/educational environment. For a one-time incident to rise to the level of harassment, it must be 
severe.  

• Any conduct of a sexual nature directed by a student toward a staff member or by a staff member to a 
student is presumed to be unwelcome and shall constitute sexual harassment.  

• Acts of verbal or physical aggression, intimidation or hostility based on sex, but not involving conduct of a 
sexual nature may also constitute sexual harassment.  

 
Sexual harassment as defined above may include, but is not limited to:  

• Sex-oriented verbal "kidding," abuse or harassment 
• Pressure for sexual activity 
• Repeated remarks to a person with sexual implications 
• Unwelcome touching, such as patting, pinching or constant brushing against the body of another 
• Suggesting or demanding sexual involvement, accompanied by implied or explicit threats concerning 

one's grades or similar personal concerns 
• Sexual violence 

 
 
 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, Section 
504 and/or Title IX, please contact:  

 
Executive Director, Rebecca Teeples 

810 Automation Dr., Windsor, CO 80550 
970.833.5190 

rebecca.teeples@windsorcharteracademy.org 
 
 
Student Check Out 
If a student must leave school during the school day, it is necessary that a parent sign the student out at the 
office.  Office staff will call the student out of class when the parent/guardian is present.  Please do not expect 
your child to be waiting outside for you to pick them up during school hours.  It is the parent’s responsibility to 
enter the school and ensure that the student is signed in or out or communicate with the front desk that a student 
may sign him or herself out for the day.  We understand that it can be difficult to schedule all appointments 
outside of school time, but we encourage parents to try not to interrupt their child’s school day. 
 
Withdrawing a Student from WCA 
If it is necessary to withdraw a student during the school year, parents need to come to the school and meet with 
the registrar to complete a withdrawal form.  All books and supplies belonging to the school will need to be 
returned.  Parents will be billed for missing text and/or library books prior to leaving WCA.  Students records will 
only be transferred to a new school if the withdrawal form is completed and all materials are returned or paid.  If 
a parent is considering transferring to another RE-4 school during the school year, the principals from both schools 
must agree to the transfer.  In-district transfers will only be considered the first three weeks of a school year. 
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TECHNOLOGY POLICIES & EXPECTATIONS 
 

Windsor Charter Academy  
Student Technology Policies and Expectations 

All students and parent/guardians must complete the Windsor Charter Academy Parent/Student Technology Policies Agreement form 
before school technology access will be granted.  
 
Compliance with the Policy JS: Appropriate Use of School and Personal Technology by Students policy is mandatory.  
Area of Concern Expectation 
Internet Access • School technology is provided to students to conduct research, complete assignments, and 

communicate with others to further their education. 

• Use of, and access to, school technology is a privilege, not a right; therefore, general rules of 
school behavior apply. 

• Students must comply with school standards when accessing and using school technology. 

• Connection of personal technology to the WCA data network for purposes other than to 
store or retrieve education-related data is prohibited. 

Digital Storage • All digital storage on school technology and through school issued accounts is property of 
WCA and network administrators may review files and communications to maintain system 
integrity and ensure that students are using school technology responsibly. 

• Students should not expect that files stored on, or sent via, district computers or servers will be 
private.  

Security • Students must adhere to, and comply with, all school policies and local, state, and federal 
laws regarding data security. 

• Students should ensure that workstations are locked when unattended and accounts are 
logged out after use of a shared device. 

• Students should immediately notify school technology staff of any suspected school 
technology security issues without demonstrating the problem to others. 

• Circumventing or intentionally compromising school security measures is prohibited. 

• Intentionally or neglectfully transmitting viruses or other destructive computer files or 
bypassing school filters is prohibited. 

User Logins and 
Passwords 

• Students will be assigned a windsorcharteracademy.org google account in 2nd grade. This 
account will be considered the student’s official WCA email address until such time as the 
student is no longer enrolled in Windsor Charter Academy. 

• Students should protect their login and password information, and avoid public posting or 
sharing access with others. Students shall not access the accounts of other users. 

Use of Devices • Personal technology must not be used in a manner that has a detrimental effect on the 
educational environment. 

• Using school technology for non-educational uses is prohibited, this includes, but is not limited 
to: gaming, inappropriate role-playing, gambling, issuing junk mail, chain mail, or raffles, 
commercial purposes, activities which promote personal financial gain, and fraudulent 
activity. 

Online Images, Video, 
and Data 

• Access to the internet enables students to use extensive online libraries and databases. 
Families should be warned that some material accessible through the Internet might contain 
items that are illegal, defamatory, inaccurate, profane, sexually oriented, or potentially 
offensive to some people. 

• WCA does not condone or permit the use of inappropriate material and uses content 
filtering technology to protect, to the extent possible, against Internet access by both adults 
and minors to visual depictions that are obscene, child pornography or harmful to minors. 

• Students are expected to use school technology in a manner that supports education and 
academic research and that is consistent with the educational mission and objectives of 
WCA. Students will be held responsible for any intentional misuse and inappropriate access. 

• Any use, transmission, storage, or publication of any material in violation of law, and/or 
school policy is prohibited. 

• Searching, viewing, communicating, publishing, downloading, storing, or retrieving materials 
that are threatening, profane, violent, or obscene is prohibited. 

• Using software, media, or digital content contrary to licensing or fair-use copyright restrictions 
is prohibited. 
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• Plagiarism or representing the work of others as one’s own including non- attributed use of 
Copyright ©, Registered ® and/or Trademark TM materials is prohibited. 

Social Media • Using school technology for social networking purposes (i.e. Facebook, Twitter, etc.) is 
prohibited. 

Digital Communications • Use of technology, District or Personal, to harass, intimidate, or bully others is prohibited. 

WCA is not responsible for any damage or loss incurred through use of school technology including, but not limited to, damage or loss 
caused by non-deliveries, mis-deliveries, service interruptions, unauthorized use, loss of data, and exposure to potentially harmful or 
inappropriate material or people. 
 
The student and his/her parent/guardian will indemnify and hold WCA harmless from any losses sustained as the result of misuse or 
inappropriate access of district technology resources by the student. 
 
The school assumes no responsibility for any loss or damage to personal property including school technology. 

 

Consequences for Misuse of Technology  
Misuse of, or inappropriate access to, personal or school technology may result in disciplinary action up to 

and including expulsion.  
• A student’s use of school technology may be suspended or restricted at the discretion of school administration.  
• A school may temporarily hold (pending parental or same-day pick up) personal technologies that are used inappropriately.   
• Students are required to turn portable personal technology over to school personnel when requested. Students who refuse to 

do so may be removed from class or other school activity.   
• Students may be disciplined for any use of personal technology that has a detrimental effect on the welfare or safety of other 

students or of school personnel regardless of whether such use occurs on or off school property or entails the use or access of 
district technology.   

• Intentional unauthorized access and/or damage to district networks, servers, user accounts, passwords, or other district 
resources may be punishable under local, state, or federal law. 

Financial Penalty 
Any accidental damage to school owned technology will result in a $25 fee for the first offense, any further damages will result in a fee 
to replace or repair the damages outside of warranty coverage. Any damage that has been deemed intentional or due to a careless 
nature will result in a charge for the full amount of repair or replacement. Any damage or removal of inventory tags will result in a $5 
replacement fee per instance. 
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VISITORS & VOLUNTEERS 
 

When visitors and/or volunteers come to our schools, there are certain processes that we should follow. Site 
administrators have the final decision on determination of admission case-by-case. 
 
Parent and Community Volunteers and Visitors Attending Activities During School Hours 
Individuals who have a criminal record will be considered on a case-by-case basis, and, although a person who 
has committed a misdemeanor could volunteer in a school, the nature of the crime could limit the volunteer role 
that person could have. For example, a person convicted of misdemeanor theft could be restricted from access 
to Parent-Teacher Organization funds. 
 
The following individuals cannot volunteer or visit at Windsor Charter Academy: 
 

• A person convicted of a crime involving children (i.e. possession of child pornography) 
• A person convicted of three or more misdemeanors within the last five years, not including traffic-related 

violations  
• A person convicted of a felony during the last five years 
• A person currently serving probation for any crime 

 
Student Teachers and Practicum Teachers 
All student teachers and practicum teachers must complete a background check.  
 
Prospective Parents Participating in Staff-Led Tours 
A prospective parent that is interested in touring Windsor Charter Academy Schools is not required to complete a 
background check if he/she is part of a staff-led tour. All participants of tours must remain with a staff member at 
all times. 
 
Visitors on Business 
Any person visiting Windsor Charter Academy on business is not required to complete a background check if they 
are escorted by a staff member that has been approved by School Leadership—directors and managers. If a 
person on business will be working alone during school hours at Windsor Charter Academy Schools—i.e., facilities 
maintenance, technology updates, etc., the person must complete a background check and meet requirements 
outlined. 
 
Visit Policy KI: Visitors to the School 
 
 

EXECUTIVE BOARD POLICIES 
 
The following are a few pertinent board policies.  Please visit the school website for all board policies. 
 

• Policy JICA: Student Dress Code 
 

• Policy JICDD: Violent and Aggressive Behavior 
 

• Policy JICDE: Bully Prevention and Education 
 

• Policy JICH: Student Involvement with Drug and Alcohol 
 

• Policy JK: Student Discipline 
 

• Policy JK-A: Use of Physical Discipline and Restraint 
 

• Policy JK-A-R: Use of Physical Discipline and Restraint (Regulation) 
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• Policy JKD-JKE: Suspension and Expulsion 

 
• Policy JKD-JKE-R: Suspension and Expulsion Hearing Procedures 

 
• Policy JKG: Discipline of Habitually Disruptive Students 

 
• Policy JKG-R: Discipline of Habitually Disruptive Students (Regulation) 

 
• Policy KI: Visitors to the School 

 
Visit www.windsorcharteracademy.org to view all policies 
 
 

OPT-OUT FORMS 
 
Opt out forms for Non-Disclosure of Directory Information is available for parents below: 
 

• Opt out Form for Non-Disclosure of Directory Information 
 
The Every Student Succeeds Act of 2015 (ESSA) requires school districts to release the names, addresses, and 
telephone listings (including unlisted numbers) of secondary school students to institutions of higher learning and 
military recruiters for FERPA.  Opt out forms are available for parents below: 
 

• Opt out Form for Institutions of Higher Learning for FERPA 
 

• Opt out form for Military Recruiters for FERPA 
 
 

NOTICES & PARENT/STUDENT AGREEMENTS 
 
The Windsor Charter Academy Student/Parent Handbook contains information regarding our curriculum, 
programs, school procedures and expectations. Students as well as parents/guardians should familiarize 
themselves with the expectations, rules and procedures that are outlined in the handbook. 
 
Please visit the following link to read and provide a digital signature for all mandatory forms signifying that you 
and your middle school student have read the handbook and are in agreement with all items listed below. The 
digital signature must be received by September 15th. 
 

http://bit.ly/wcahandbookagreement 
 

• Acceptable Use of Technology Agreement 
• Dress Code 
• FERPA Annual Notice 
• General Student Assumption of Risk and Waiver 
• Liability Waiver 
• Student Conduct and Handbook Agreement 
• School Safety Policies 
• Student Data Privacy 
• Walking Field Trip Permission Form 

 
 
 



 
 

 
7.0 2018-2019 Middle School & High School Staff Handbook 
 

 
 
 
 
 
 
 
 
  



  
 
 
 
 
 
 
 
 
 
  

middle & early college high school  
staff handbook  

2018-2019 
 



 2 

 
 
 
 
 
 
 
 
 
 
 
 

MISSION & VISION OF WINDSOR CHARTER ACADEMY 
 
 
Vision Statement 
“Where students are educated, empowered, and equipped to reach their highest potential.” 
 
Mission Statement 
Windsor Charter Academy provides our students with a solid academic foundation through our K-8 Core 
Knowledge and our rigorous 9-12 early college high school curricula. Our culture empowers our students to 
achieve academic excellence through critical thinking, character development, and a love for lifelong 
learning. 
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LEADERSHIP AT WINDSOR CHARTER ACADEMY 
 
In an effort to provide leadership opportunities to WCA Middle and Early College High School staff, the 
following principal-designated leadership roles have been distributed to teachers who have been at WCA for 
more than one year.  Staff who participate in leadership roles commit to doing so in a positive and professional 
manner in order to support the vision and mission of Windsor Charter Academy Middle and Early College High 
School. 
 
Building Leadership Team   
The Building Leadership Team (BLT) is comprised of one teacher from each department.  The department lead 
is responsible for attending all BLT meetings.  During this meeting, each member of the team will provide input, 
collect feedback, problem solve, and serve as a line of communication to their department.  BLT members will 
have the opportunity to contribute to the school community in other leadership roles based on the rotating 
schedule outlined below.  
 

Building Leadership Team (Content Teams) 
English   
Math   
History   
Science   
Fine Arts   
P.E.    
Foreign Language   
Counseling   
Technology   

 
 

Grade Level Team Leads 
6th Grade  Lynne Post/Heather Bratton 
7th Grade  Jeremy Schriner/Heather Bratton 
8th Grade  Hannah Mancina/Heather Bratton 
9th Grade  Valerie Perciante/Erica Koehler 
10th Grade  Jeremy Schriner/Erica Koehler 
11th -12th Grade  Hannah Mancina/Erica Koehler 

 
 
AVID Site Team  
The purpose of the AVID team is to support the AVID implementation over the next three years. AVID’s focus on 
the four necessary areas to ensure that all students are poised for academic success: Instruction, Culture, 
Leadership, and Systems. 
 
 

AVID Site Team 
English  
Math  
History  
Science  
Electives  
Academic Advisement  
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Teacher Council 
The purpose of the council is for teachers and administration to come together and discuss challenges that 
teachers face and strive to solve problems together. This council also offers opportunities for questions to be 
answered. This is a very informal meeting, unlike a staff meeting. This is an advisory committee in which teachers 
can advise in the school’s decision-making process. 
 
Club Sponsors 
The purpose of the clubs is to strengthen culture and climate for Windsor Charter Academy’s Middle & Early 
College High School. Sponsors of clubs offer students opportunities to strengthen talents. 
 
 

Club Sponsors 
DECA  
Model UN  
NJHS  
NHS  
Student Council  
Math Counts  
Speech and Debate  
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2018-2019 SCHOOL CALENDAR 
Teaching Staff Hours       7:30 a.m. – 3:30 p.m. 
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BLOCK SCHEDULE CALENDAR 
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MIDDLE/HIGH SCHOOL STAFF 
 

Name Department Email 
Bonnie Emerick English bonnie.emerick@ 
Traisha Myers English traisha.myers@ 
Rachel Preece English rachel.preece@ 
Sarah Seiffert English sarah.seiffert@ 
Melinda Smith English melinda.smith@ 
Tamie Berg Math tamie.berg@ 
Richard Crompton Math richard.crompton@ 
Ruth Davies Math/AIMS ruth.davies@ 
Lara Holt Math lara.holt@ 
 Math  
Carrie Cross History carrie.cross@ 
Robyn Koperski History robyn.koperski@ 
 History  
Jeremy Santy History jeremy.santy@ 
Katie Blankenbaker Science katie.blankenbaker@ 
Keith Gallie Science keith.gallie@ 
Gabby Sauer Science gabrielle.sauer@ 
Marie Sheridan Science marie.sheridan@ 
Jeff Lorimer Spanish jeff.lorimer@ 
 Spanish  
Leonard Rinchiuso Spanish leonard.rinchiuso@ 
Michael Ellingson Physical Education michael.ellingson@ 
Devon Rosson Physical Educaton devon.rosson@ 
Sarah Drips Art sarah.drips@ 
Jennifer Unruh Art jennifer.unruh@ 
Shari Frazee Music shari.frazee@ 
Robert Lighthall Music robert.lighthall@ 
AnnE Kingsley ICAP  anne.kingsley@ 
   
 AIMS  
 AIMS  
 AIMS  
 AIMS  
 AIMS  
Stephanie Thomson Resource Teacher stephanie.thomson@ 
 Resource Paraprofessional  
Tama Clapper Resource Paraprofessional tama.clapper@ 
Gracie Blohm Paraprofessional gracie.blohm@ 
 Paraprofessional  
Jules Nash Paraprofessional jules.nash@ 
Erin Townsend Paraprofessional erin.townsend@ 
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MS/HS ADMINISTRATION & SUPPORT STAFF 
  

Name Position Email 
Jeremy Schriner Secondary Education Director jeremy.schriner@ 
Hannah Mancina Assistant Principal hannah.mancina@ 
Valerie Perciante Dean of Students valerie.perciante@ 
 Athletic Director  
Heather Bratton MS Counselor heather.bratton@ 
Erica Koehler HS Counselor erica.koehler@ 
Theresa Tickler College Advisor theresa.tickler@ 
Robyn Koperski AVID Coordinator robyn.koperski@ 
Tara Schwindt Office Manager tara.schwindt@ 
Shawna Easter MS Receptionist shawna.easter@ 
 HS Receptionist  

 
 

ADMINISTRATION OF SCHOOLS & SUPPORT STAFF 
  

Name Position Email 
Rebecca Teeples Executive Director rebecca.teeples@ 
Jamie Zink Executive Assistant jamie.zink@ 
Sarah Gennie Colazio Director of Finance & HR sarahgennie.colazio@ 
Lauren Miller Business Manager lauren.miller@ 
Irene Nissen Director of Innovation irene.nissen@ 
Michael Unruh Technology Manager michael.unruh@ 
Lindsey Walters Technology Assistant lindsey.walters@ 
 Director of Community Relations  
Diana Stanislav Student Data Services Manager diana.stanislav@ 
Tammy Fagler Assistant Registrar tammy.fagler@ 
Jon Reynolds Director of Food Services jon.reynolds@ 
Ricky Wagner Director of Facilities Management ricky.wagner@ 
Tony Belmont Facilities Maintenance Tech tony.belmont@ 

 
 

EXECUTIVE BOARD 
 

Name Position Email 
Kevin Albertsen Executive Board Member kevin.albertsen@ 
Sherry Bartmann Executive Board Member sherry.bartmann@ 
John Feyen Executive Board Member john.feyen@ 
Donna James Board Vice President donna.james@ 
Carolyn Mader Executive Board Member carolyn.mader@ 
Jenny Ojala Executive Board Member jenny.ojala@ 
Samual Penn Board President samual.penn@ 
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WCA LEADERSHIP ORGANIZATION 
 

Role Name Responsibilities 
Executive Director Rebecca Teeples Provides overall leadership and direction to support vision and mission of the 

school through educational leadership. Works with all directors and managers to 
support and strengthen systematic processes that foster student achievement 
and board strategic goals. 

Student Data 
Services Manager 

Diana Stanislav Works with the District to maintain accurate student records through Infinite 
Campus (IC) to fulfill district, state and federal reporting requirements. Maintains 
Infinite Campus database for current staff members. Handles all registration 
procedures for WCA students. Maintains accurate student cumulative files; 
interacts with other schools in receiving and sending student information. Creates 
individual student schedules as created by administration and teaching staff. 

Director of 
Innovation 

Irene Nissen Works with Executive Director and school administrative leaders in strategic 
planning to enhance technology and 21st century opportunities for students. 
Maintains knowledge of and communicates current research findings and 
forecasts related to the effective use of technology in the school’s educational 
program. Provides current, cutting-edge information to support decision-making 
on academic and administrative technology matters. 

Technology 
Manager 

Michael Unruh Leads the daily operations of the elementary and secondary school instructional 
technology and supports educators in troubleshooting technology issues. Works 
with the Technology / Media Director in the maintenance and implementation of 
school owned technology equipment and devices. 

Director of Finance 
& HR 

SarahGennie 
Colazio 

Provides leadership and financial direction to support vision and mission of the 
school, creating a systematic financial process that empowers the school. 
Manages the development of an annual budget, budget projections for strategic 
planning as well as supporting directors as they manage their department 
budgets. Provides HR support for all staff, such as insurance and benefits. 

Business Manager Lauren Miller Provides internal financial management to ensure maintenance of processes that 
support the vision and mission of the school. Responsible to track and record all 
school revenue and expenditure transactions, including budgetary and purchase 
approval processes. 

Director of 
Community 
Relations 

 Works with the Executive Director to ensure that branding and marketing are 
aligned throughout all departments and in community partnerships. Creates 
opportunities for fund development that supports the work of Windsor Charter 
Academy’s vision and mission. 

Director of Food 
Services 

Jon Reynolds Oversees the food service operations for all students, assures compliance with 
State and Federal requirements and laws regarding nutrition, sanitation, safety, 
and record keeping.  Hires, trains and supervises all food service 
personnel.  Coordinates federal reimbursement program through selected food 
service authority.  

Director of Facilities 
Management 

Ricky Wagner Oversees the maintenance of all facilities and facilities team members, to ensure 
the safety and optimum physical condition of all WCA buildings and grounds. 

Facilities 
Technician 

Tony Belmont Completes facilities maintenance requests, secures and monitors facility, 
maintains school grounds, works with all facilities and school staff to ensure safe 
and optimum physical conditions. 
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SECONDARY LEADERSHIP ORGANIZATION 
 

Role Name Responsibilities 
Secondary Education 
Director 

Jeremy Schriner Provides leadership and direction to support vision and mission of school to all 
secondary school staff. 

• Instructional leader (Observation and Evaluations) 
• Supervision and Evaluation of teaching staff 
• Supervision and Evaluation of support staff 
• Hiring and interviewing staff 
• Q2 Observations for all new teachers in induction 
• Grade level liaison for 7th and 10th grade teams 
• Curriculum and resources (adoption and ordering) 
• Compliance with board policies 
• Budget 
• Safety Committee 
• SAC/Strategic Plan 
• Education Committee 
• Facilities 
• Crisis Response Team Member 

Assistant Principal Hannah Mancina Provides leadership and direction to support culture of academic excellence 
to teacher certified staff.   

• New teacher professional development and instructional coaching 
(Formal Observation for all induction teachers Q1 & Q3) 

• Induction program for new teachers 
• Supervision and evaluation of counselors 
• School assessment coordinator (MAP, PARCC, PSAT, SAT) 
• Grade level liaison for 8th and 11th/12th grade teams 
• Master schedule, course registration 
• MS/HS discipline 
• Risk and threat assessment 
• Coordinate Newsletters, Newsblasts and Teacher Minders 
• Data Warehouse 
• Coordinate events 
• Facebook Moderator 
• PTC Oversight 
• Crisis Response Team Member 

Dean of Students Valerie Perciante Provides leadership in the planning, coordination, and administration of school 
activities and programs, 

• MS/HS discipline and grades 
• Oversees attendance process, issues and meetings 
• Risk assessment 
• Grade level liaison for 9th grade team 
• Facilitates MTSS process 
• Facilitate Culture & Pillar Council 
• Create monthly “Deans Note” for newsletters 
• Supervise clubs & student-led organizations 
• Firebird Friday Awards 
• Lead quarterly assemblies 
• Crisis Response Team Member 

Athletic Director  Provides oversight and direction for athletics program.  
• Coordinate athletics with league 
• Allocates athletic department budget 
• Athletics (supervision and evaluation of coaching staff) 
• Schedule games and practices 
• Ensure processes for athletics are being followed 
• Liaison for parents and athletes 
• Determines and communicates student eligibility 
• Write athletic notices for Newsletters, Newsblasts and Teacher 

Minders 
• Grade level liaison for 6th grade team 
• Assist with discipline 
• Crisis Response Team Member 

HS Counselor/Advisor Erica Koehler • HS risk assessment 
• HS 504 coordinator 
• HS scheduling and course registration 
• HS student counseling 
• Graduation advising 
• HS groups 
• HS character education lessons 
• Supports staff and school culture development 



 14 

• Create monthly “Counselor Corner” for Newsletters, Newsblasts and 
Teacher Minders 

• Crisis Response Team Member 
MS Counselor/Advisor Heather Bratton • MS risk assessment 

• MS 504 coordinator 
• MS scheduling and course registration 
• MS student counseling 
• MS groups 
• MS character education lessons 
• Supports staff and school culture development 
• Crisis Response Team Member 

College Advisor Theresa Tickler • Advise students on college coursework 
• Track passing rates, online courses, fees, credits WCA paid, etc for 

college classes 
• Coordinate paperwork for college 
• Coordinate tutoring opportunities 
• Build relationships with universities 

AVID Coordinator/ 
Instructional Specialist 

Robyn Koperski • Facilitate Instruction Pillar Council 
• Coordinate AVID 
• Staff Coaching 
• Coordinate coaching with administration 
• Conduct professional development 
• ALP Coordinator 

New Teacher 
Instructional Coach 

Rachel Preece • Facilitate Induction Pillar Council 
• Induction program for new teachers 
• Staff coaching (New Teachers) 
• Coordinate coaching with administration 
• Conduct professional development 

Innovation Teacher/ 
Instructional Specialist 

Katie 
Blankenbaker 

• Facilitate Innovation Pillar Council 
• Staff Coaching 
• Coordinate coaching with administration 
• Conduct professional development 
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COMMUNICATION PRACTICES 
 
Classroom / Academic Concerns 
 
When concerns arise about student performance, the learning environment, and other areas such as 
social/emotional, please contact the teacher. If questions or concerns still exist, then follow the chain of 
command. 

 
 
  
        

Þ   Þ                    Þ   

   
Discipline Concerns 
 
When concerns arise around discipline issues, please contact the teacher. If questions or concerns still exist, 
then follow the chain of command. 
 

 
 
 
 

Þ  Þ  Þ

                      ß  
                                                                      
   
 
 
 
 
 
 
 
 
 

Contact the 
classroom 
teacher via 
phone or 
email. The 
classroom 
teacher will 
respond within 
48 business 
hours. 

If the issue is 
not resolved, 
contact 
Secondary  
Education 
Director, 
Jeremy 
Schriner. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
still not 
resolved, 
contact the 
Executive 
Board 
President. 

Contact the 
classroom 
teacher via 
phone or 
email. The 
classroom 
teacher will 
respond within 
48 business 
hours. 

If the issue is 
not resolved, 
contact 
Executive 
Director, 
Rebecca 
Teeples. 

If the issue is 
not resolved, 
contact Dean 
of Students, 
Valerie 
Perciante 

If the issue is 
not resolved, 
contact 
Secondary 
Education 
Director, 
Jeremy 
Schriner. 

If the issue is 
still not 
resolved, 
contact the 
Executive 
Board 
President. 
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NON-DISCRIMINATION / EQUAL OPPORTUNITY 
 
Notice of Non-Discrimination and Designation of Compliance Officer 
Windsor Charter Academy is committed to providing a safe learning and work environment where all members 
of the school community are treated with dignity and respect. To that end, no otherwise qualified student, 
employee, applicant for employment or member of the public shall be excluded from participation in, be 
denied the benefits of, or be subjected to discrimination under any Charter program or activity on the basis of 
race, color, national origin, ancestry, creed, religion, sex (which includes marital status), sexual orientation, 
disability, or other status protected by law. Discrimination against employees and applicants for employment 
based on age and genetic information is also prohibited in accordance with state and/or federal law.  
 
Any person who has a question, concern, or complaint related to the Charter’s non-discrimination policies 
and/or its efforts to ensure equal educational opportunities should contact one of the Charter’s designated 
non-discrimination/equal opportunity compliance officers.  
 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, 
Section 504 and/or Title IX, please contact:  
 

Executive Director, Rebecca Teeples 
810 Automation Dr., Windsor, CO 80550 

970.833.5190 
rebecca.teeples@windsorcharteracademy.org 
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MEETINGS 
 
Required meetings will occur on a rotating basis.  Visit the 2018-2019 Meeting Schedule for a complete list of 
dates, times and locations for the following groups: 

• Staff Meetings 
• BLT 
• Grade Level/MTSS 
• Content 
• Pillar Councils 
• Working Lunches 

 
 

PROFESSIONAL DEVELOPMENT 
 
Professional Development Days: 
In addition to professional development days in August, there are are three more professional development 
days throughout the school year.  
 

• October 15 
• January 7 
• March 8  

 
Half of the day will be designated to professional development based on administrations’ determined needs. 
The remainder of the day will be a teacher workday.  Part time staff are required to attend at least 4 hours of 
each of the professional development days listed above, but are highly encouraged to attend all day when 
available. 
 
 

EMERGENCY DRILLS 
 
Emergency drills will be announced through email. The first two drills of each type will be announced and 
subsequent drills will be unannounced to students. Over the course of the year, we will have ten fire drills, at 
least two tornado drills, five Lock Out/Lock Down drills and one evacuation/reunification.  Review the staff 
expectations outlined in our School Safety Plan.  Teach and practice emergency procedures with students 
before each announced drill. 
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BLOCK SCHEDULES 
 
6th Grade Block Schedule 
 
Time Monday Tuesday Wednesday Thursday Friday 

 
8:00 to 9:30 a.m. Period 1 Period 2 Period 1 Period 2 Period 1/2 

9:34 to 11:04 a.m. Period 3 Period 4 Period 3 Period 4 Period 3/4 

11:08 to 11:53 p.m. Period 5  Period 6  Period 5  Period 6 Period 5/6  

11:55 to 12:23 p.m. Lunch Lunch Lunch Lunch Lunch 
12:25 to 1:10 p.m. Period 5 Period 6 Period 5 Period 6 Period 5/6 
1:13 to 1:31 p.m. Advisory Advisory Advisory Advisory Advisory 
1:35 to 3:05 p.m. Period 7 Period 8 Period 7 Period 8 Period 7/8 

 
7th & 8th Grade Block Schedule 
 
Time Monday Tuesday Wednesday Thursday Friday 

 
8:00 to 9:30 a.m. Period 1 Period 2 Period 1 Period 2 Period 1/2 

9:34 to 11:04 a.m. Period 3 Period 4 Period 3 Period 4 Period 3/4 

11:08 to 11:38 p.m. Lunch Lunch  Lunch  Lunch Lunch  

11:40 to 1:10 p.m. Period 5 Period 6 Period 5 Period 6 Period 5/6 
1:13 to 1:31 p.m. Advisory Advisory Advisory Advisory Advisory 
1:35 to 3:05 p.m. Period 7 Period 8 Period 7 Period 8 Period 7/8 

 
High School Block Schedule 
 
Time Monday Tuesday Wednesday Thursday Friday 

 
8:00 to 9:30 a.m. Period 1 Period 2 Period 1 Period 2 Period 1/2 

9:34 to 11:04 a.m. Period 3 Period 4 Period 3 Period 4 Period 3/4 

11:08 to 12:38 p.m. Period 5  Period 6  Period 5  Period 6 Period 5/6  

12:38 to 1:31 p.m. Lunch Lunch Lunch Lunch Lunch 
1:35 to 3:05 p.m. Period 7 Period 8 Period 7 Period 8 Period 7/8 
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ALTERNATIVE SCHEDULES 
 
Assembly Schedule 
On school days when there are assemblies we may schedule the assembly during elective blocks or the 
schedule will be as follows.  This ensures that students are able to attend all classes for the day. 
 

Period Time 
1/2 8:00 a.m. – 9:15 a.m. 
3/4 9:20 a.m. – 10:35 a.m. 
5/6 Lunch 10:40 a.m. – 12:25 p.m. 
7/8 12:30 p.m. – 1:45 p.m. 
Assembly 1:50 p.m. – 3:05 p.m. 

 
Assembly Schedule: Periods 5 & 6 / Lunch 
 

Group A 10:40–11:05 11:10–12:25 
7th & 8th Grades Lunch Class 

 
Group B 10:40–11:17 11:17–11:47 11:47–12:25 
6th Grade Class Lunch Class 

 
Group C 10:40 – 11:55 12:00 – 12:25 

9th – 12th Grades Class Lunch 
 
 
Delayed Start/Testing Schedule 
On school days when there is a delayed start or benchmark testing, the schedule will be as follows.  This ensures that 
students are able to attend all classes for the day.  Testing will take place from 8:00-10:00 a.m. 
 

Period Time 
1/2 10:00 a.m. – 11:00 a.m. 
3/4 11:05 a.m. – 12:05 p.m. 
5/6 Lunch 12:10 p.m. – 1:45 p.m. 
Advisory 1:45 p.m. – 2:00 p.m. 
7/8 2:05 p.m. – 3:05 p.m. 

 
Delayed Start/Testing Schedule: Periods 5 & 6 / Lunch 
 

Group A 12:10–12:35 12:40–1:40 1:45–2:00 
7th & 8th Grades Lunch Class Advisory 

 
Group B 12:10–12:40 12:43–1:08 1:10–1:40 1:45–2:00 
6th Grade Class Lunch Class Advisory 

 
Group C 12:10 – 1:08 1:10 – 2:00 

9th – 12th Grades Class Lunch 
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Advisory Schedule 
Advisory will be every day for 6th through 8th Grade.  The focus for each day is outlined below. 

 
Week Day Focus 
Monday Catch Up Day/Grade Level Activity 
Tuesday School-Classroom Culture Building 
Wednesday Character Education 
Thursday ICAP/AVID 
Friday Grade Check 

 
 

DUTY ROTATIONS 
 
Teachers will have duty assignments in a variety of locations and times.  Teachers are required to fulfill their 
scheduled duties or find coverage.  Best practice is to check with team members before sending emails to all 
staff.  To access the duty schedule, visit the 2018-2019 duty schedule. 
 
 

MULTI-TIERED SYSTEM OF SUPPORT (MTSS) 
 
 
The purpose of the Multi-Tiered System of 
Support (MTSS) behavior model at Windsor 
Charter Academy is to meet the varying 
behavioral needs of students using a 
collaborative, student-focused approach. 
The MTSS model is fluid, allowing students to 
move through the levels as determined by 
their changing needs. MTSS encompasses 
both a Response to Intervention model and 
a Positive Behavior Intervention Support 
system. Student responses to each 
intervention are continually monitored and 
adjusted as needed. 
  
In the MTSS model, all students receive Tier I 
universal support. As students’ behavioral 
needs intensify, the type and frequency of 
support is increased by adding another tier 
of support (Tier II). It is our mission that this positive approach will minimize behavior and maximize learning; 
however, in the event that the behavior compromises the safety of others or our school, immediate escalation 
to Tier III is necessary. 
 
It is the expectation for all staff that any student that is being considered for retention should come through the 
MTSS process. 
 
Student Retentions 
Any student considered for retention must have gone through the MTSS process and the grade level team must 
document various interventions as well as the student’s response to the interventions.  Additionally, the grade 
level team should document at least two parent conferences where concerns have been shared.  A final 
retention decision will be made by an administrator based on the MTSS documentation, parent communication 
and research-based retention scale score.  Recommendations for retention must be sent to the principal by 
March 15th and a final decision will be made by May 1st.  Retention is only considered for 6th-8th grade students. 
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ASSESSMENT SCHEDULE 
 
 

Test Type Grade When Format Required 
by 

Purpose Assessment of… 

STAR Reading Formative/ 
diagnostic 

6-10 Quarterly 
 

Computer 
based test 

School Reading level 
screening and 

progress 
monitoring 

Grade level 
English standards 

AimsWeb Math 
(Fluency) 

Formative/ 
diagnostic 

6-10 Throughout 
the year 

Paper based 
test 

School Math fluency 
screening and 

progress 
monitoring 

Math fluency skills 

MAPS 
Benchmark 

Reading & Math 
Assessments 

Formative/ 
diagnostic 

6-10 • BOY: 
AUG 

• MOY: 
DEC 

• EOY: 
MAY 

Computer 
based test 

School Reading, 
language arts 

and math 
screening and 

growth measure 

Grade level 
reading, 

language arts, 
and math 
standards 

Writing 
Benchmarks 

Formative/ 
diagnostic 

6-10 Quarterl
y 

Paper or 
computer 
based test 

School Writing screening 
and growth 

measure 

Grade level 
English standards 

Accuplacer Summative Prior to 
registration 
for MAT 121 
& ENG 121 

Beginning 
of February 
(Retest in 

April) 

Computer 
based test 

School For college course 
placement and 

possible 
remediation 

Math and English 
skills  

PSAT Summative 9 & 10 April Paper based 
test 

State Measures skills in 
three basic 

academic areas 
important for 

success in college 
and is a practice 

for the SAT 

Evidence-based 
reading, writing 
and language 

and mathematics 

SAT Summative 11 April Paper based 
test 

State Demonstrates 
readiness for 

college-level work 

Reading, writing 
and mathematics 

CMAS ELA Summative 6-8 March- April Computer 
based test 

State Measure school 
and student 
academic 

performance and 
growth in reading 

and writing 

Grade level 
English standards 

CMAS Math Summative 6-8 March- April Computer 
based test 

State Measure school 
and student 
academic 

performance and 
growth in math 

Grade level math 
standards 

CMAS Social 
Studies 

Summative 7 March- April Computer 
based test 

State Measure school 
and student 
academic 

performance and 
growth in social 

studies 

Grade level social 
studies standards 

CMAS Science Summative 8 and 11 March- April Computer 
based test 

State Measure school 
and student 
academic 

performance and 
growth in science 

Grade level 
science standards 
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CHARACTER EDUCATION 
 
While academics are essential at Windsor Charter Academy, citizenship is an equal component as well. 
Students will be use the Eight Keys of Excellence by Quantum Learning. All of our students will be held 
accountable for both their behavior and their academic growth. 

 
The Eight Keys to Excellence support the overarching theme of respect.  
 

• Integrity: These beliefs are being honest, telling the truth, keeping promises, being loyal and reliable.  
 

• Failure Leads to Success: This trait allows students to excel without fear of making mistakes. It is important 
to learn from our mistakes and improve our systems. Failures are opportunities for growth.  

 

• Speak with Good Purpose: Students should speak positively and with good intent. The development of 
safe, honest, and direct communication will be promoted at WCA.  

 

• This Is It!: By making the most of every moment, students should pay attention and maintain a positive 
attitude.  

• Commitment: Students should do whatever it takes to get the job done. Commitment means we can 
count on each other to keep our word.  

 

• Ownership: Ownership is the ability to be counted on and the willingness to take responsibility for the 
choices we make.  

 

• Flexibility: Flexibility is being prepared for change and having the willingness to do things differently to 
achieve desired outcomes. 

 

• Balance: Balance means we are happy, healthy, and productive, because our mind, body, and 
emotions are in alignment.  
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DISCIPLINE FORMS 
 
Refocus Form 
A refocus form is a very effective tool to use when a student is displaying unacceptable behavior and can be 
used in conjunction with your classroom expectations. Use a Refocus Form when students are exhibiting 
unacceptable behaviors and when students are not following school/class rules. 
Procedure: 

• The teacher explains briefly to the student why they are receiving a refocus form and what behaviors or 
rules they were breaking. 

• The student is told to go to the teacher’s office, partner teacher, a quiet corner, or the hallway. 
• The student completes the refocus form, discussing it with the teacher after it is completed (a timer may 

be used, if needed). 
• Teacher notes the situation in the discipline record. 
• Best practice: Student calls home with teacher present to discuss the situation but if this is not possible, 

teacher communicates with parents preferably by phone by the end of the day. 

 
 
Office Discipline Referral & Process 
Discipline is referred to administration if students develop negative patterns of behavior or if harmful behavior 
has occurred.  Office referrals may result in possible suspension and/or expulsion depending on the severity of 
the behavior.  Referrals need to be submitted to the office as soon as possible, no later than the end of the 
day.  Examples of harmful behavior are: 
 

• Fighting, pushing or intentionally hurting other students. 
• Bullying, harassing, mocking, demeaning, or intimidating other students or staff. 
• Willful destruction of personal and/or school property. 
• Cheating and stealing. 
• Bearing any firearm, concealing knife or homemade weapon upon school premises. 
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• The use or distribution of any controlled substance, alcohol or unauthorized medication on school 
premises. 

• Any activity deemed illegal by federal, state, and/or local law. 
• Any activity that will put others and/or self in danger. 
• Disrespect of rightful authority. 

 
Additionally, teachers should write referrals for the following reasons: 

• Third refocus (and subsequent) per semester 
• Third dress code infraction 
• Second plagiarism/cheating infraction 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STUDENT ABSENCES 
 
Students attending Windsor Charter Academy are expected to be present as assigned and to be engaged in 
the educational process on a regular basis. Windsor Charter Academy prides itself on having a rigorous Core 
Knowledge and early college high school curriculum and high expectations for all of its students. With that in 
mind, attendance is absolutely necessary and expected in order for student achievement to occur.  
  
It is the obligation and responsibility of every parent or guardian to ensure that every child under his or her care 
and supervision, who is of compulsory attendance age, attends school as required by Colorado statutes, 
Executive Board policies, and school regulations.  
 
Penalties for unexcused absence shall be administered and may include, but are not limited to, the initiation of 
judicial proceedings to enforce compulsory attendance after ten unexcused absences during any calendar 
year or school year, and the imposition of academic penalties rationally related to classes missed while 
unexcused.  
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Per Windsor Charter Academy Bylaws, enrolled students must attend the first five scheduled days of the school 
year or have written permission from the Executive Director. Students will be un-enrolled if student fail to attend 
the first five days of the school year without written permission from the Executive Director. 
 
General Absence Policy 
When a student has been absent five times in a school year, whether it be excused or unexcused, a courtesy 
letter will be generated and mailed home. This letter will communicate the five absences and express concern 
about the educational well-being of that student. After ten excused or unexcused absences within a school 
year, another letter will be sent to request a parent, student, and administrator meeting. This is in effort to 
create a positive action plan for the student to be in school receiving instruction at all times. During this meeting 
it may be deemed necessary for the parent to bring in a doctor’s note for further absences.  Please visit policy 
JE. 

 
Tardy Policy 
In regard to tardiness at Windsor Charter Academy, the school feels that it is imperative that students 
understand the value and importance of timeliness. When a student is tardy, it affects their academic 
performance, as well as the performance others. The only tardy that shall be considered excused is for a 
medical or dental appointment. Each student will be allowed five unexcused tardies every semester. Additional 
unexcused tardies will be addressed with student and parents. Parents will be given letters after 5 tardies and 
students will need to attend zero hour to make up for lost instructional time.  Three tardies equals one class 
absence.  
 
Extended Absences 
Parents planning to take their children out of school for an extended absence should notify the school at least 
two weeks prior to the absence and fill out a Pre-Arranged Absence To Request Student Work form.  Upon their 
return, it is the student’s responsibility to make arrangements with teachers to make up missed assignments.  
Teachers may provide students work prior to vacation or absence, but will upon student’s return to school.  The 
student will have two days for every one day absent to complete their missing work.  Students who miss a test 
during their absence will take the test within two days of their return unless other arrangements are made with 
individual teachers. 
 
 

STUDENT CELL PHONES & SMART WATCHES 
 
All student cell phones and smart watches must remain on silent and not visible throughout the school day, 
unless requested by a teacher for a specific activity.  If students choose to carry their cell phone it must be in a 
drawstring bag.   Additionally, if a cell phone is a distraction to student learning or normal school operations 
staff may use discretion to implement consequences below.  If a phone call or text needs to be made home, 
students must have permission from a WCA staff member must be made from the classroom or office.  If this 
policy is not followed, the phone or the device will be taken away after the student has turned off his/her 
phone or the device. The following consequence will occur: 
 

• First Offense:  the phone or device will be taken away and given to the front office.  The office staff will 
document the violation on the discipline record. The student will be responsible for coming to the office 
to retrieve the phone or device at the end of the school day. 

• Second Offense:  the phone or device will be taken away and given to the front office. The 
administrator will call home and inform the parents of the second offense. The parents will be required 
to come pick up the phone or device at the office. 

• Third Offense:  the phone or device will be taken away and given to the Assistant Principal or the 
Secondary Education Director. The administrator will call home and inform the parents of the third 
offense. For the remainder of the year, the student must check in his/her phone or device at the 
beginning of each school day and pick up the phone or device at the end of the school day. 
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STUDENT DRESS CODE 
 
It is the responsibility of all students to know, understand, and consistently follow WCA’s dress code for students 
throughout the entire year.  Students will be asked to change into clothes provided by the school. 
 

• First Offense Each Semester: Students will be asked to change into clothes provided by the school. 
Student reads the entire dress code policy during lunch in the office. 

• Second and Subsequent Offense Each Semester: Students will be asked to change into clothes provided 
by the school. Student reads the entire dress code policy during lunch, calls home, and serves Friday 
after-school detention.  

 
If a student is violating the dress code the teacher will either escort the student to the office or send the student 
to the office with a dress code violation slip.  The office staff will stamp the dress code slip to acknowledge that 
the violation has been recorded.  The student must report back to the referring teacher with the stamped dress 
code slip and the student will carry the slip for the remainder of the day.  The office staff will document the 
offense on the discipline record with the referring staff members name. 
 
A student’s appearance has an impact on his/her attitude, behavior, and learning.  Students at Windsor 
Charter Academy (WCA) shall dress appropriately to show a high degree of personal respect and 
character.  Student dress shall be a direct reflection of the level of character and respect representative of 
WCA. The guidelines set forth are meant to allow students the ability to wear clothing to WCA with a higher 
level of flexibility, while maintaining a high sense of personal respect for appearance and professionalism.  Not 
all fashions that are appropriate to be worn outside the school, are appropriate for the school.  At all times, 
administration reserve the right to require students to modify their dress if they are in violation, clothing is 
deemed inappropriate, or is a distraction to learning.  A student found in repeated violation of the dress code 
will be subject to review by his/her parents/guardians, the administration and Board as to appropriate 
disciplinary action.  Expulsion is a valid form of discipline for chronic dress code violations. 
 
If at any time due to medical needs, a student is not able to comply completely with the dress code, a written 
note from a physician is needed. A conference with the student, guardian/parent, and teacher/principal will 
be held to determine the best way to honor the dress code and remain comfortable and healthy.  If at any 
time due to religious beliefs a student is not able to comply completely with the dress code, a conference with 
the student, guardian/ parent, and teacher/ principal will be held to determine the best way to honor the dress 
code as well as an individual’s religion. 
 
All clothes must be neat, clean, and without holes or frayed.  Clothes must be modest and appropriate for 
school.  Undergarments may not be exposed or visible through clothing. At all times, clothing must fit 
appropriately.  No student will convey violent, racist, or obscene messages or symbols through dress.  With the 
ever-changing gang symbols, administration reserves the right to deem a student’s attire a dress code violation, 
at their discretion.  
 
Visit Policy JICA: Student Dress Code  
 
 

STUDENT FEES 
Annual fees for Windsor Charter Academy students are due at the start of school. Student fees cover students’ 
first P.E. uniform in addition to other costs that occur throughout the year. Both middle and high school students 
have a fee of $60.  Fees may be waived for those families that qualify for our Free and Reduced Lunch 
Program. An award letter from Department of Human Services or proof of income through a tax return 
statement must be submitted as proof of income. 
 

Students that participate in certain electives or clubs will be required to submit additional fees as outlined 
below. If fees or fines have not been paid by the end of the year, Windsor Charter Academy reserves the right 
to withhold certificates, report cards and other WCA end of the year celebration items. All fines and fees must 
be cleared for juniors and seniors to be eligible for open campus privileges. Students with outstanding financial 
obligations will be denied. 
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MIDDLE & HIGH SCHOOL 
Registration 
Registration $60 
HS Technology Rental* $75 
Yearbooks (Purchased through Jostens only) 
MS Yearbook $35/45/55 
HS Yearbook $50/55/60 
Clubs 
General $25 
MS Lego Robotics $50 
HS Vex Robotics $200 
Athletics 
Per Sport $100** 
Activity Athletic Pass 
HS Student Athletic Pass $15 
HS Parent Athletic Pass $15 
*$25 insurance policies are optional for student technology rentals. 
**Maximum of $200 for sports. 

 
MIDDLE SCHOOL ELECTIVE FEES 

Course # Course Name Fee per Term 
ELE 01 Creative Writing $0 
ELE 03 Literacy Lab 6 $0 
ELE 04 Literacy Lab 7 $0 
ELE 05 Literacy Lab 8 $0 
ELE 08 Debate $10 
ELE 09 Book Club $30 
ELE 10 Math Lab 6 $0 
ELE 11 Math Lab 7 $0 
ELE 12 Algebra Lab $0 
ELE 13 The Millionaire Next Door $0 
ELE 15 Math Games $0 
ELE 19 Journalism $0 
ELE 20 Introduction to Computer Science $15 
ELE 21 Introduction to Animation $10 
ELE 30 Exploring Agriculture $15 
ELE 31 Beginning LEGO Robotics $15 
ELE 32 Minecraft $10 
ELE 35 Yearbook Staff $0 
ELE 82 Yearbook Editor $0 
ELE 37 Kitchen Chemistry $15 
ELE 38 Household Engineering $15 
ELE 39 Advanced LEGO Robotics $15 
ELE 40 Concert Band $25 
ELE 41 Choir $15 
ELE 42 Theater $35 
ELE 44 Symphonic Band $15 
ELE 45 Jazz Combo $15 
ELE 46 Orchestra $20 
ELE 50 DIY Crafts $25 
ELE 52 Props & Scenery $0 
ELE 53 3D Art $20 
ELE 54 Intro to Painting $25 
ELE 55 Digital Photography $30 
ELE 56 Film Studies $0 
ELE 57 Intro to Drawing $20 
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ELE 60 Intro to Team Sports $0 
ELE 61 Ultimate Frisbee $0 
ELE 62 Yoga $0 
ELE 63 Individual Sports $0 
ELE 64 Dance $0 
ELE 68 The Game of Life $0 
ELE 71 Problem Solving & Games $0 
ELE 72 Study Hall $0 
ELE 74 Elementary Teacher’s Aide $0 
ELE 76 AVID College Prep 6 $0 
ELE 77 AVID College Prep 7 $0 
ELE 78 AVID College Prep 8 $0 
ELE 80 Student Council $0 
ELE 81 Peer Tutoring $0 

 
 
 

HIGH SCHOOL ELECTIVE FEES 
Course # Course Name Fee Per Semester 

AID 01  Teacher Aide $0 
ART 01 Painting $30 
ART 03 Drawing $20 
ART 05  Ceramics & Sculpture I $25 
ART 07  Photography $30 
BUS 01  Personal Finance $0 
COM 115  Public Speaking $25 
EGR 01 Introduction to Engineering $30 
EGR 02 Coding $10 
EGR 03 Engineering Concept & Design $30 
ENG 02  Creative Writing $0 
ENG 03  Literacy Lab $0 
ENG 05  Writing Center $0 
ENG 06 Graphic Novels $10 
HIS 02 Sociology $0 
HIS 03 History of Rock and Roll $0 
HIS 04 Current Events $0 
LEA 01 Student Council $0 
LEA 02 AVID Tutor $0 
LEA 04  9-10 AVID $0 
LEA 05  Police Academy $50 
MAT 01-04 Math Lab $0 
MUS 01 Symphonic Band $30 
MUS 03 Mixed Choir $20 
MUS 05 Orchestra $20 
MUS 06 Jazz Combo $0 
MUS 120 Music Appreciation $25 
PE 01  Yoga $0 
PE 02 Get Fit $0 
PE 04 Individual Sports $0 
SCI 04  Genetics $25 
SCI 05  Human Anatomy and Physiology $15 
SPA 25  Spanish I $0 
SPA 50  Spanish II $0 
SPA 75  Spanish III $0 
SPA 100  Spanish IV $0 
STU 01  Study Hall $0 
TEC 01 Yearbook $0 
TEC 02  Filmmaking $10 
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TEC 03  Computer Science I $30 
TEC 10 Technology Internship $0 
THE 01  Theatre Arts $15 
 

FIELD TRIP/CLUB GUIDELINES 
 
Field Trip Checklist 
 

• Before Completing Google Form: 
o• Obtain administrative approval for field trip 
o• Email receptionist to confirm date does not conflict with other school activities 

• The field trip request forms are located on the WCA website in the staff portal.  There are two forms to 
choose from: 

•1. Bus Use Request: Fill out this form if your field trip requires transportation provided by WCA. 
•2. No Transportation Field Trip Request: Fill out this form for any other activity off campus, some 

examples include: walking field trips, off-site evening or weekend club / athletic competitions, 
off-site evening or weekend club / athletic practices, etc. 

The form you choose must be submitted at least 20 business days before the date of field trip.   
• Submit substitute request-if needed 
• If payment is required for location of field trip-submit PO on SDS.  When filling out the request please 

note under special instructions if you will need a check or credit card to make the payment.  Example: 
Admission fee to museum. 

• After confirmation is complete, receptionist will create the permission form/slip with all necessary details 
and email it to the teacher.  The permission form/slip will include the cost per student-admission fee (if 
any), and transportation fee (if any).  Please do not edit the permission slip on Google Drive. 

• Collect and track all permission form responses/slips and payments to ensure all students have turned 
them in. 

• Transportation Communication: If your field trip does not provide WCA transportation the 
parent/guardian will need to provide the name of the adult transporting the student to and from the 
field trip.  There will be a spot on the permission slip for this information.   

• Payments: You will need to write a receipt to each student as you receive them.  The business office or 
front desk will provide you with the receipts.  Until all payments have been received, they will need to 
be kept in the front office safe.  Please bring payments to the receptionist at the end of each day.  They 
will be placed in an envelope in the safe to be added to each day.  During the day you will need to 
keep them locked in your office.  When all payments have been received, you will fill out a deposit slip 
to be turned into the business office with the payments.  If this is a collaborative field trip with a number 
of teachers, payment tracking and recording should be split between the teachers.  Each teacher 
should follow the above steps on their own. 

• Health Room: Email a list of all students potentially going on the trip to the health office 14 days before 
the field trip.  According to how they will be grouped and who will be their chaperone.  (Names can be 
removed later if a student opts out of the field trip.)  The health office will review the list of students and 
their grouping/chaperones to determine if the staff sponsor needs to be scheduled for Medical 
Administration Delegation with the school nurse.  They will also confirm you have a CPR certified 
employee assigned to go on the field trip and any missing student paperwork.  They will provide you 
with a list of students with any health conditions or medications you need to be aware of.  When you 
receive the list, please contact the Health Aide with any questions or concerns.  

*    If delegation is necessary, the School RN will email you a Delegation Power Point and Exam. An 
appointment will be scheduled with the RN to review the health conditions/medications and sign off 
your delegation paperwork. The Delegation Power Point and Exam must be completed BEFORE the 
delegation appointment to ensure that you can be considered delegated for administering 
medications. (The power point and test will be a one-time training, done on your own time, before your 
first field trip. Subsequent field trips will then only require meeting with the RN to review care plans.) 

• Sack Lunch: Track how many students will be purchasing a sack lunch.  This number needs to be sent to 
Jon Reynolds 5 business days before date of field trip. 



 30 

• Chaperones: Determine how many chaperones you need for the field trip. Please email all chaperones 
the Field Trip Chaperone Waiver form. E-mail the list of parents who signed up to the receptionist. 
Receptionist will make sure they fill out the chaperone waiver and have a current CBI check.  

• Day before Trip: 
o• Make sure you have admin phone numbers in your phone 
o• Have student rosters and directions ready for bus driver.  These need to be broken down by bus, 

so each driver knows who is in their bus. 
o• Print student rosters with parent contact information for your information. 
o• Print additional copies of your rosters: 1 for you to take attendance while on the field trip and 1 

for the front desk. 
o• Staff will take attendance each time the students have boarded the bus or are moving to a 

different location throughout the trip. 
o• Print transportation liability waivers to take with you.  If parents want to transport their own 

student home from the field trip they will need to fill out one of these forms.  They may only 
transport their own student. 

o• Let the health office know if a student will not be going on the field trip.  They will need to make 
sure any medication is removed from the medical bag before you leave. 

• Day of Trip: 
o• Pick up medical bag (first aid items and student’s medication included) from health office-it 

must be picked up by teacher and remain in the teacher’s possession throughout the field trip or 
locked in a secure location. 

o• Pick up sack lunches from the kitchen 
o• AFTER buses are loaded take attendance with the roster for the front office.  The office needs to 

know exactly who is on the bus.  If a student is not on the bus the office needs to know if the 
student is staying at the school or if they are absent. 

o• Have admin give a “pep talk” to students on the bus about proper behavior 
o• Let the office know when you return and take medical bag to the health room-it must be 

returned by teacher directly to health aid or RN.  Bag cannot be left unattended in health room 
or office. 
 

After School Hours Clubs/Event Guidelines 
All after school hours clubs and events involving students must have prior approval by administration in 
accordance with district policy JJA. 

• School Sponsored Event Definition: A school-sponsored event directly supervises students with prior 
written permission from their parents. School sponsored events ensure that students are managed by a 
CPR/First Aid certified staff member. Staff members will be trained and delegated by the School RN 
Consultant to provide medically necessary care and to administer any necessary medications. As 
stated on the club/event permission form, it will be the responsibility of the parent to contact the WCA 
Health Office in order to inform the RN that accommodations will be necessary.” This definition includes 
field trips as well as after school hours clubs and athletics. (School activities that are voluntary and on a 
drop-in basis such as Sweets with Santa and Dances are not school-sponsored events.) 

• Non-School Sponsored Event Definition: After Hours Clubs/Events that are NOT school sponsored may be 
hosted by WCA but are run by an outside party or are offered on a voluntary/drop-in basis only. The 
school will not have the capacity to be responsible for health care needs or medications during Non-
School Sponsored Events. Advertisements done by WCA on behalf of a Non-School Sponsored 
club/event will clearly indicate it as such and will reference the parent handbook for further information. 

Visit links below for protocol, checklist and approval process: 
 
Visit: Non School Hours Events/Activities Protocol 
Visit: Non School Hours Events Checklist 
Visit: MS/HS Non School Hours Events Approval Form 
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STAFF EXPECTATIONS FOR STUDENT CONFERENCES 
 
Fall Conferences 
Fall conferences will be held before school, during plan time, after school or in the evenings during 2nd quarter. 
To compensate for conference time, October 12th will be a day off for all teachers.  
 
Spring Conferences 
Spring conferences will be held before school, during plan time, after school or in the evenings during 3rd 
quarter.  To compensate for conference time, February 15th will be a day off for all teachers. All students who 
have been through SST must have a spring conference.  
 
 

GRADING EXPECTATIONS 
 
Windsor Charter Academy’s vision is to create an academic environment “where students are educated, 
empowered, and equipped to reach their highest potential.” We support our mission for students that “achieve 
academic excellence through critical thinking, character development, and a love for lifelong learning.”  
 
Windsor Charter Academy Beliefs  

1. All students are consistently held to high expectations that support the vision. 
2. Grades are based on multiple and various assessments over time.  
3. Grading practices yield grades that reflect student mastery.  
4. Grading practices are fair and support effective teaching and learning.  
 

Guiding Premises 
Teachers at Windsor Charter Academy are partners with students and families to help every student 
demonstrate mastery of course standards, benchmarks and essential learning targets for Core Knowledge, 
grades K-8, and state standards, for grades K-12.   
 
The following guidelines are to be met quarterly: 

 
MS Core Classes—English, Math, Science, History, & Core Knowledge Music / Art Classes 

1.• Minimum of 7 formative/summative assessments 
2.• Minimum of 4 practice 

 
MS Spanish and Physical Education 

1.• Minimum of 4 formative/summative assessments 
2.• Minimum of 2 practice 

 
MS Electives that Receive Letter Grades 

1.• Minimum of 4 formative/summative assessments 
2.• Minimum of 2 practice 

 
MS Electives that Are Pass/Fail 

1.• Minimum of 2 formative/summative assessments 
2.• Minimum of 3 practice 

 
The following guidelines are to be met each semester: 
 
HS Core Classes—English, Math, Science and Social Sciences 

1.• Minimum of 7 Formative/summative assessments 
2.• Minimum of 4 practice 
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HS Electives that Receive Letter Grades 
1.• Minimum of 4 formative/summative assessments 
2.• Minimum of 2 practice 

 
HS Electives that are Pass/Fail 

1.• Minimum of 2 formative/summative assessments 
2.• Minimum of 3 practice 

 
Grade books will reflect student mastery of standards through a range of types of formative and summative 
assessments.  

• Summative assessments measure what students know and are able to do at a particular point in 
time.  Examples include end-of-unit tests and projects.  

• Formative assessments are part of the instructional process to provide information needed to adjust 
teaching and learning while they are happening.  Examples include projects, performance tasks, 
essays, oral reports and quizzes.  
  

Grade books will show a body of evidence to show a comprehensive picture of the level of student 
mastery.  The posted grade should be calculated using the following categories based on the current quarter 
or semester point totals: 

 
Middle School 

• Formative assessments = 70%  
• Practice assignments = 20%  
• Summative/Mid-Term/Final = 10% (excluding elective courses)   

 
A cumulative GPA is calculated for all middle school level courses based on the number of credits received 
utilizing a 4.0 (unweighted) and 4.5 (weighted) scale.   

• Middle school level courses are calculated on the 4.0 scale. 
• Honors courses are calculated on a weighted 4.5 scale. 

 
High School 

1.• Formative assessments = 70%  
2.• Practice assignments = 15%  
3.• Summative/Mid-Term/Final = 15% (excluding elective courses)   

 
Grading scales are reflected as follows: 
 

Grading Scale 
A+ 96.5 to 100% A 92.5 to 96.4% A- 89.5 to 92.4% 
B+ 86.5 to 89.4% B 82.5 to 86.4% B- 79.5 to 82.4% 
C+ 76.5 to 79.4% C 72.5 to 76.4% C- 69.5 to 72.4% 
D+ 67.5 to 69.4% D 62.5 to 66.4% D- 59.5 to 62.4% 

 F Below 59.5%  
 

Aims Community College does not round up grades. 
 

Aims Grading Scale 
A 90—100% 
B 80—89% 
C 70-79% 
D 60-69% 
F Below 60% 
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Non-GPA Weighted Grades 
• Work habits grades will reflect students work habits in the classroom, based on a work ethic 

rubric.  Students will receive a work ethic grade for each class taken.  This will not affect GPA.   
• Math fluency grades reflect mastery of a skill.  This guides students and parents in understanding the 

needs for foundational skills.  This will not affect GPA.   
 
High School:  Weighted and Unweighted Grades 
A cumulative GPA is calculated for all high school level courses based on the number of credits received 
utilizing a 4.0 (unweighted) and 5.0 (weighted) scale. Weighted grades represent the higher-level work that 
occurs with college courses. Cumulative GPAs are used by Windsor Charter Academy high school to determine 
class rank and graduation honors, eligibility for the National Honor Society, awarding of scholarships, and as 
part of the admission criteria for colleges. 
 

• High school level courses are calculated on the 4.0 scale. 
• Honors courses are calculated on a weighted 4.5 scale. 
• College and AP courses are calculated on the weighted 5.0 scale. 

 
Work Habit Grades 
Students will also receive a work habits grade based on participation and effort.  This grade will not be part of a 
student GPA.  The rubric is as follows: 
 

Indicators Consistently 
Exceeds 

Expectations 

Frequently Meets 
Expectations 

Sometimes Meets 
Expectations 

Rarely Meets 
Expectations 

 4 3 2 1 
I AM PREPARED I am consistently 

prepared. I am on time 
to class and am 
prepared at the start of 
the lesson. I consistently 
bring needed materials 
to class an am ready to 
work.  

I am frequently 
prepared. I am on time 
to class and am 
prepared at the start of 
the lesson. I frequently 
bring needed materials 
to class an am ready to 
work.  

I am sometimes 
prepared. I am 
sometimes tardy to class 
or not prepared at the 
start of the lesson. I 
sometimes bring needed 
materials to class an am 
ready to work.  

I am rarely prepared. I 
am late to class often 
and am rarely prepared 
at the start of the lesson. 
I rarely bring needed 
materials to class an am 
ready to work.  

I DEMONSTRATE POSITIVE 
CLASSROOM BEHAVIOR 

I consistently stay 
focused on the task and 
what needs to be done. 
I am self-directed. I 
consistently have a 
positive attitude and 
demonstrate the 8 Keys 
of Excellence. 

I frequently stay focused 
on the task and what 
needs to be done. I am 
self-directed. I frequently 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I sometimes stay focused 
on the task and what 
needs to be done. I 
sometimes am self-
directed. I sometimes 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I rarely stay focused on 
the task and what needs 
to be done. I am rarely 
self-directed. I rarely 
have a positive attitude 
and demonstrate the 8 
Keys of Excellence. 

I PARTICIPATE I consistently participate. 
I share information or 
ideas when participating 
in discussions or groups. I 
am an effective 
collaborator.  

I frequently participate. I 
frequently share 
information or ideas 
when participating in 
discussions or groups. I 
am often an effective 
collaborator.  

I sometimes participate. I 
sometimes share 
information or ideas 
when participating in 
discussions or groups. I 
am sometimes an 
effective collaborator.  

I rarely participate. I 
rarely share information 
or ideas when 
participating in 
discussions or groups. I 
am rarely an effective 
collaborator.  

I AM PRODUCTIVE I am consistently 
productive. I am 
punctual turning in 
assignments. I 
consistently utilize 
classroom time 
effectively.  

I am frequently 
productive. I am 
punctual turning in 
assignments. I frequently 
utilize classroom time 
effectively.  

I am sometimes 
productive. I am 
sometimes punctual 
turning in assignments. I 
sometimes utilize 
classroom time 
effectively.  

I am rarely productive. I 
am rarely punctual 
turning in assignments. I 
rarely utilize classroom 
time effectively.  

 
Honor Roll  
Middle and high school students at Windsor Charter Academy will receive academic recognition each 
quarter, high school students will be each semester, based on the following criteria: 
 

Honor Roll Criteria 
Honor Roll High Honor Roll Dean’s List 
3.6—3.79  3.8—3.94 3.95 and above 
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Middle School Late Policy 
1.• Late work will not be accepted for full credit except in the case of an excused absence or if the student 

uses a late ticket.  
2.• Each teacher will give students two late tickets at the beginning of each quarter.  
3.• Teachers will not allow late tickets to be used on major assignments or assessments. 
4.• Students may complete late work during Zero Hour or Working Lunch and will earn an additional late 

ticket. Credit for extra late tickets is up to the discretion of the teacher.  
5.• If a student is absent, he or she is responsible for finding out and completing all class and homework 

missed.  
6.• Students with an excused absence will have two business days to turn in late work.  

 

High School Late Policy 
• Late work will not be accepted for full credit except in the case of an excused absence or if 

the student uses a late ticket. 
• Each teacher will give students up to two late tickets at the beginning of each semester. 
• Teachers will not allow late tickets to be used on major assignments or assessments. 
• Students may complete late work during Zero Hour or Working Lunch and will earn an 

additional late ticket. Credit for extra late tickets is up to the discretion of the teacher. 
• If a student is absent, he or she is responsible for finding out and completing all class and 

homework missed. 
• Students with an excused absence will have two business days to turn in late work. 
• Late work from students with an unexcused absence will be accepted at the discretion of 

the teacher. 
 

Student Make Up Work 
Students have an obligation to complete assignments missed during days of illness or unexpected absence 
from school. Students have two school days for every one-day absent to make up their schoolwork. More time 
can be given at the discretion of the teacher. Parents should encourage their children to secure missed work 
from each teacher immediately following an absence. Students, who are absent for more than two days are 
advised to call the office to arrange for class assignments to be sent home. Parents must call by 8:00 a.m. on 
the day the homework is needed in order to allow teachers adequate time to assemble the assignments. 
Parents can pick up the assignments, if requested, after 3:40 p.m. 
 
Grade Book Protocols 
There are several tools available in Infinite Campus (IC) Grade Book. When teachers are using these 
consistently, parents and students will have a better understanding of what each symbol indicates. 

• ___ (Blank):  From the time the teacher puts the assignment in IC and until 2 days after the assignment is 
due it can show up as ___ (Blank). Within 2 days of the due date the assignment should have one of the 
following: 

o Turned in (T) 
o Missing (M) 
o Numerical Grade 

• Late: If a student hands in an assignment and receives reduced credit because it is late the numerical 
value will also be flagged as late (L).  

• Incomplete: If a student receives a low score because they did not finish the assignment flag as 
incomplete (I). This will help everyone understand that student did not complete the assignment (which 
can help in MTSS Process).  

• Exempt: Exempt (X) should be used if a student is absent and misses a learning opportunity that is difficult 
to recreate asynchronously such as a lab, a group discussion, etc.  

• Dropped:  Some teachers may allow students to drop the lowest score over the course of a semester, 
quarter or in a certain category (practice, assessment). 

• Zero: Student earned 0 points or did not turn the assignment within the teacher's late policy. 
 
Students with Grades of Ds or Fs 
Students with Ds or Fs in subject areas are required to work with teachers during the specified lunch.  This will 
support student success, as students will be able to work with the teachers to catch up on work and ask 



 35 

questions that they may have.  If a student misses a working lunch the teacher should fill out the PM detention 
form and the student will serve one detention for each lunch missed. 
 

8th Grade Continuation 
Students must have a 2.0 or higher cumulative GPA in order to walk in the continuation ceremony.  Advisors 
should communicate concerns with parents at least two times before the beginning of 3rd quarter 
 

USE OF DIGITAL MEDIA 
 
Any movie shown in the classroom must have a clear tie to curricular objectives. The following criteria and 
expectations must be met: 

• All movies must be previewed in full by the staff member. 
• Movies rated G do not need to be approved by administration but teachers should send an email out 

to parents notifying them of the title and date of showing. 
• Movies rated PG must be approved at least two weeks in advance by administration. The staff member 

should send an email to the administrator with the following information: 
o Title and rating of movie 
o Explanation of the connection to the curricular objectives 
o Once the administrator approves the movie, staff members must send home a permission slip to 

parents. All students must have a signed permission slip in order to watch the movie and parents 
should have the option to opt their student out of viewing the movie. The staff member should 
develop a plan for students who were not given parental permission to view the movie. 
 
 

STAFF DRESS CODE 
 
All staff members are representatives of Windsor Charter Academy.  Staff shall dress appropriately to show a 
high degree of personal respect and character.  Staff dress shall be a direct reflection of the level of character 
and respect representative of WCA. During the workday when students are in school, parent-teacher 
conferences, and at all work related activities, employees shall adhere to a professional standard of dress and 
shall be neat and clean in appearance.  Below are some general expectations:  
 
Pants & Capris 

• Capris are acceptable as long as they are professional. Fleece pants are not acceptable. 
• Denim pants (in any color) are not acceptable, unless worn on Jeans Days. Jeans  should not be acid 

washed or frayed, but rather professional in nature.  
• Low riding pants/slacks are not acceptable. 

Skirts & Dresses 
• Skirts and dresses must be no shorter than a vertical credit card length above the knee. 
• No dresses, skirts, or clothing can be sheer or be seen through. An undergarment must be worn for 

clothing such as this to be considered professional.  
Shirts 

• No spaghetti strap shirts.  Shirts must extend to the shoulder with a finished seam. 
• Shirts must conceal cleavage, sides, back, shoulders, and midriff. 
• Fleece tops are for outerwear only. 

Shoes 
• No Crocs, flip flops, jellied, and or beach wear shoes of any kind.  
• Dress sandals are acceptable. 

Hair 
• Facial hair must be well groomed and natural color 
• Staff may highlight their hair, but they shall not be allowed to dye it any color that is not a natural hair 

color, including hair extensions. 
• No Mohawks and any other hair design that administration deems distracting to learning. 
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Jewelry 
• No facial piercings with the exception of a small studded nose ring. 

 
Visit policy GBEBA: Staff Member Dress 
 
In addition to the general expectations listed in the above staff dress code policy staff, with the exception of 
the PE teacher, should not wear athletic clothing including sweatshirts (except WCA spirit wear), workout pants, 
yoga pants, running tights or sweats unless it is a sports-themed or college spirit day.  Fridays are free jeans day 
for staff; however athletic clothing may not be worn.  Leggings may be worn underneath long shirts, skirts or 
dresses only and must appear professional. 
 
 

PROFESSIONAL EXPECTATIONS 
 
Staff is expected to ensure that the following professional expectations are met: 

• Effectively and collaboratively plan using the Core Knowledge sequence and content 
standards to ensure that students meet grade level expectations. All teachers will upload a 
minimum of two Core Knowledge unit plans, a year-long curriculum map and a Core 
Knowledge checklist by the end of the year. (Standard 1.A, 1.B, 1.C, 1.E and 1.F) 

• Use assessment data to drive instructional decisions. (Standard 3.B, 3.H and 4.A) 
• Actively know your students’ academic strengths and weaknesses and use this to drive whole 

group, small group, and individual instruction. (Standard 1.D, 2.A and 3.E) 
• Provide individualized, quality feedback focused on academic growth to student work and 

should be marked as turned in or missing (M) in Infinite Campus within two days of submission. 
(Standard 3.B) 

• Challenge students with high expectations and rigor and strive for 85% passing rate in each 
course. (Standard 3.E) 

• Contact parents/students weekly when there are missing assignments and/or low grades and 
host weekly lunch sessions in your classroom for any student who has below a C. Marking 
assignment as missing in Infinite Campus will automatically send a parent email. (Standard 2.E) 

• Update grade book weekly and assess learning outcomes appropriately making sure that the 
final grade is comprised of 80% assessments and 20% practice assignments. (Standard 2.E, 3.B 
and 3.H) 

• Understand and implement the school’s MTSS process and engage in continuous progress 
monitoring for all identified MTSS students. (Standard 1.D, 2.D and 3.A) 

• Know the special services, goals, and accommodations needed by each student with an IEP, 
504, ELL, or GATE identification. (Standard 2.D) 

• Be available to students during “zero hour” from 7:35-8:00 on Tuesdays and Fridays. (Standard 
2.D) 

• Effectively plan engaging lessons that include the following components each day, not 
necessarily in this order (Standard 1.A. 1.B, 1.C, 1.D, 3.B, 3.F and 3.H) 

o Lesson Objective or Purpose (Plus Essential Question for Expert Teachers) 
o Do Now 
o One or more of the following: 

§ Focused Instruction (“I Do,” modeling of teacher’s expert thinking, etc.) 
§ Guided Instruction (“We Do,” close readings, question/answer, discussions, 

problem solving, etc.) 
§ Collaborative Learning (“You Do Together”) 
§ Independent Learning (“You Do”) 

o Assessment of Lesson Objective or Purpose 
• Uses available technology to facilitate classroom instruction. (Standard 3.D) 
• Actively pursue relationships with all students. (Standard 2.A) 
• Attend back to school nights, parent/teacher conferences, and other events to promote the 

school-home partnership. (Standard 2.E and 5.A) 
• Appropriately support students when their lack of engagement, behavior issues, or academic 

concerns signal the need for more interventions. (Standard 2.C and 3.A) 
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• Implement Teach Like a Champion instructional strategies in the classroom and ensure that 
students are engaged in learning. (Standard 1.D, 1.F, 2.C, and 3.C) 

 
 

STAFF EVALUATIONS 
 
Senate Bill 10-191 changes the way all educators (principals/assistant principals, teachers and specialized 
service professionals) will be evaluated in Colorado with the ultimate goal of continuously supporting 
educators' professional growth and, in turn, accelerating student results.  The new evaluation requirements 
include opportunities for reflection, review, professional development and growth. S.B. 10-191 requirements 
include: 
• Annual evaluations for all principals/assistant principals, teachers and specialized service professionals  
• Evaluation based on statewide quality standards defining what it means to be an effective teacher, 

principal or specialized service professional; the professional practice quality standards account for half of 
an educator's annual evaluation 

• The other half of an educator's annual evaluation is based on the quality standard that measures student 
learning/outcomes over time 

As of July 2013, all Colorado districts must have implemented an evaluation system that aligns with the 
educator quality standards and the State Board Rules. 

--Colorado Department of Education 

 
 
As part of professional expectations and standards, all staff are expected to ensure that the following occur 
throughout the year: 

• Be creative and persistent in your pursuit of student engagement, relationships, and academic 
achievement and growth. 

• Remain flexible and ready to take on new projects, requirements, and meetings as they may become 
necessary throughout the year to meet our school goals. (Standard 4.C) 

• Arrive at school no later than 7:25 and stay until at least 3:30. 
• Return all missed phone calls and emails within 48 business hours and communicate effectively with all 

stakeholders. Keep a contact log in Infinite Campus of all communications with parents. Organize 
email, phone and in person communications with parents and other stakeholders to be easily 
accessible. Standard 3.G) 

• Understand CDE’s teacher evaluation rubric and complete all evaluation tasks on or before deadlines 
(including professional goals, mid-year reviews, and end of the year evaluations) and actively pursue 
monitoring and achieving professional goals. (Standard 4.B) 

• Understand and implement the policies and procedures outlined in the student handbook. (2.F) 
• Adhere to the teacher dress code as outlined in Policy GBEBA. 
• Actively participate and attend: 

o Staff meetings  
o MTSS meetings   
o Department meetings 
o Grade level team meetings  
o Professional development opportunities 
o IEP/504/other special service meetings 
o Other meetings throughout the year 

• Other responsibilities: 
o Hall monitoring 
o Dress Code Enforcement 
o Cell Phone Enforcement 
o Duty  
o Clean and orderly classrooms 
o Advisory responsibilities 
o Professional interactions with colleague 
o Sub Plans/Emergency Sub Plans 
o Attendance entry 
o Curriculum maps 
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MEASURES OF STUDENT LEARNING 
 

Assessment Data: School Performance Framework 
Measure: Collective 
Weight: 15% 12.5% 

Much Lower than Expected Lower Than Expected Expected Higher Than Expected 
WCA does not exceed the 
state expectation on 1 
performance indicator and / or 
does not “meet” on the other 
indicators 

WCA exceeds the state 
expectation on 1 performance 
indicator and “meets” on the 
other indicators 

WCA exceeds the state 
expectation on 2 performance 
indicators and “meets” on the 
other indicators 

WCA exceeds the state 
expectation on 3 or 4 
performance indicators and 
“meets” on the other indicators 

 
 

Assessment Data: School Performance Framework 
Measure: Collective 

Weight: 10% (5% Reading and 5% Math) 
Much Lower than Expected Lower Than Expected Expected Higher Than Expected 
Less than 75% of students meet 
growth expectations for 
reading and math 

75-80% of students meet growth 
expectations for reading and 
math 

75-80% of students meet growth 
expectations for reading and 
math 

More than 85% of students 
meet growth expectations for 
reading and math 

 
 

Assessment Data: MAPS Growth Scores 
Measure: Individual 

Weight: 12.5% (6.25% math and 6.25% reading) 
Much Lower than Expected Lower Than Expected Expected Higher Than Expected 
Less than 75% of students earn a 
C or higher on final or 
culminating project 

75-80% of students earn a C or 
higher on final or culminating 
project 

81-85% of students earn a C or 
higher on final or culminating 
project 

More than 85% of students earn 
a C or higher on final or 
culminating project 

 
Assessment Data: Semester Course Finals 

Measure: Individual 
Weight: 12.5% 

Much Lower than Expected Lower Than Expected Expected Higher Than Expected 
Less than 75% of students earn a 
C or higher on final or 
culminating project 

75-80% of students earn a C or 
higher on final or culminating 
project 

81-85% of students earn a C or 
higher on final or culminating 
project 

More than 85% of students earn a 
C or higher on final or 
culminating project 

 
Assessment Data: Semester Passing Rates 

Measure: Individual 
Weight: 12.5% 

Much Lower than Expected Lower Than Expected Expected Higher Than Expected 
Less than 75% of students earn a 
C or higher as their final grade 

76-80% of students earn a C or 
higher as their final grade 

81-85% of students earn a C or 
higher as their final grade 

More than 85% of students earn a 
C or higher as their final grade 
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STAFF SALARIES: HORIZONTAL MOVEMENT & 
PERFORMANCE PAY 

 
Teachers and other eligible personnel will advance annually based on years of service and may advance 
annually one or more columns on Windsor Charter Academy’s approved salary schedule as adopted by the 
Executive Board. 
 
Credit Hours 
The following credits are eligible for advancement on the salary schedule: 

• Credit hours from a four-year college, university, or graduate school. 
• Credit hours from professional development activities that are approved in advance by the Executive 

Director and verified for credit. 
• One credit hour for supervision of a student teacher that is a semester in length. 

 
Approval of Credits 
A teacher must submit a request to advance on Windsor Charter Academy’s approved salary schedule on an 
official form as provided for this purpose. Such form shall include a description of the learning activities and 
relevance to the appropriate CDE Professional Licensure Standards for this individual. The official form for lane 
advancement must be completed by the first Friday of April for the next school year. 
The Executive Director shall review the request for advancement and make a determination on relevant credit 
hours submitted for licensure. In the case where the applicant disagrees with the decision of accepted credit 
hours, the Executive Director shall cause a review team to review the request for advancement. The review team 
shall consist of the Finance Director, at least one Board Member, and at least one teacher. If, in the opinion of the 
review team, credits are not deemed sufficient with regard to relevance to appropriate licensure standards, the 
team may deny such credits toward advancement on the salary schedule. If the review team finds in favor of the 
individual making the request, the credits shall count toward advancement on the salary schedule. The findings of 
the team shall be final. In the case where a majority of the members of the review team cannot reach a decision, 
the team shall refer the decision to the Board President and the decision of the Board President shall be final. 
Official transcripts and/or evidence of successful completion must be submitted to the Executive Director no later 
than September 1st of the current school year.  
 
Pay Increases 
Horizontal movement increases substantiated by certificates or transcripts will be awarded and reflected in 
the September payroll. Advancement granted in April shall be paid on the next contracted school year and be 
evident in the individual’s first pay cycle which is September. Increases granted but not substantiated by 
transcripts or other evidence of successful completion shall be deducted from the individual’s monthly 
compensation and the employee shall be moved back to the previous column for compensation purposes. 
 
Other Considerations 
Once a master’s degree is obtained, hours for salary advancement must be earned after the date the Master’s 
Degree was granted. Credit for advancement shall not be granted for course work or other professional 
development activities completed more than seven years prior to the date of the request for advancement. 
 
Classroom Teacher Budgets 
Each certified teacher will receive a teacher budget to be used for instructional support. 
 
Staff Pay Dates 
Employees will be paid on the last banking business day of each month with the pay period being the 16th of the 
previous month to the 15th of the current month. WCA uses the direct deposit method. All employees must have a 
valid checking or savings account. 
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Performance Pay 
Bonuses will be determined as teachers submit their work. If teachers meet the criteria as outlined by the optional 
merit pay scale, they will receive an equal percentage of the monies available based on PPR funding as other 
teachers that met the same criteria. The Board will determine the amount of monies available for distribution 
based on Per Pupil Revenue funding each year determined by legislators.  
 

Optional Merit Bonus 
Must complete the following minimum requirements: 
 
Complete 3 years at Windsor Charter Academy 
Earn a master’s degree or equivalent of 30 approved credits 
Achieve a “Highly Effective” rating for final evaluation 
10 hours of participation in activities, committee work, and events after school throughout a school year 
50% of volunteer participation during the school year 
Must complete any 3 of the additional requirements: 
 
Offer opportunities 
for parents to 
complete 300 
parent service 
hours for your 
classroom’s 
activities or after 
school events that 
you coordinate 
and participate in. 
 

Successfully 
complete at least 
one year in a 
leadership position. 
 

Write and receive 
grant awards for 
Windsor Charter 
Academy valued at 
$500 or more. 

Present at a state or 
national 
conference 
regarding 
education or a 
specific content 
area. 
 

Complete 
approved external 
professional 
development and 
lead internal 
professional 
development. 
 

Complete a season 
of MS/HS athletic 
team coaching with 
positive evaluation. 
 

Plan, organize and 
lead a national or 
international multi-
day trip for students 
at Windsor Charter 
Academy with 
service or 
curriculum 
connections 
(excluding field 
trips; minimum of 
three days and two 
nights). 

 

Plan, organize, 
support/lead an 
individual/team to 
a regional, state or 
national level 
competition for 
students’ 
(academic, music, 
art, or athletic 
team). 
 

Successfully 
collaborate and 
mentor / oversee 
one new or student 
teacher; 
experience must be 
documented. 

Participate in 35 
hours of after 
school activities 
that support 
students and 
strengthen 
parent/community 
relationships. 

Sponsor a semester 
long student club—
with a minimum of 
30 hours of 
preparation and 
participation. 

 

WCA milestone of 5 
years, 10 years, 15 
years or 20 years. 
 
 

A significant achievement in education that adds value to 
Windsor Charter Academy; items for this criterion will be 
considered on a case-by-case basis. 

Host 3 big Core Knowledge or curriculum-focused events that 
encourage parent participation.  

 
 

LEADERSHIP OPPORTUNITIES 
 
To build leadership capacity for all teachers, each educator will serve on a committee or lead in an after 
school club. Staff that participate in committees should plan for the dates of the committee. When substitutes 
are required to attend the committee, teachers should reach out to the administrative assistant to see if there 
is possible coverage. If there is not, teachers should place the request in Aesop as School Business. 
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STAFF LEAVE / AESOP / SDS 
 
PTO Leave Schedule 
PTO leave allows continuation of full base pay plus benefits when an eligible 
staff member is required to be absent from work. 
 

Contract Days PTO Leave 
< 190 10 Days 

191-210 11 Days 
211-239 12 Days 
≥ 240 13 Days 

 
Unused PTO leave may be accumulated to the maximum of thirty (30) days for each employee, any part or all 
of which may be used during any given year, after the current year allocation has been used Days of PTO 
leave may be used without losing salary up to the maximum days of entitlement.  
 
When PTO leave is exhausted, deduction for an approved absence will be based on the employee’s current 
daily contract rate whether or not a substitute is hired.  
 
When PTO leave days exceed five (5) consecutive working days in relation to a specific illness, a written report 
from the attending physician must be filed with the Executive Director confirming the need for additional days 
off the job for recovery because of abnormal and involuntary complications.  If PTO leave is to be used for a 
serious health condition, the birth or care of a newly-born child, the placement for adoption or foster care of a 
child, or to care for a covered military service member, certification will be required pursuant to the School’s 
FMLA policy.  Accumulated PTO leave must be used concurrently as part of the staff member’s FMLA leave 
upon physician certification. 
 
Accumulated PTO leave balances must be used concurrently with parental leave.  Accumulated PTO will not 
be paid upon termination of employment. 
 
Visit Policy GCC for details on the following: 
 
Jury Duty 
Bereavement Leave 
Parental Leave of Absence 
Professional Leave 
Worker’s Compensation  
Family and Medical Leave 
 
Procedures for Staff Leave for AESOP and SDS 
When requesting a substitute teacher, staff members must enter leave in AESOP and SDS. Substitute teachers 
are requested in 4 or 8-hour blocks for teachers, paraprofessionals, health aides, etc. If no substitute teacher is 
needed, then staff members will only need to enter leave in SDS. Access the Staff Portal for step-by-step 
directions on procedures for AESOP and SDS. 
 
All teaching staff must have emergency sub plans on file with the administrative assistant for all classes.  For 
planned absences all needed materials and plans must be in the classroom.  For unplanned absences 
teachers should email sub plans to administrative assistant, department chair and administrator before 7:00 
a.m.  After 7:00 a.m. emergency sub plans will be utilized.  Teacher will need to provide new emergency sub 
plans when used. 
 
In the event a substitute does not pick up an absence staff will be asked to cover classes during their plan 
period.  Staff will be compensated for their time after filling out a class coverage form. 
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BUSINESS INFORMATION 
 
Purchasing Process 
All purchases for the school must be entered through the purchase order (PO) process in Specialized 
Data Systems (SDS). Each teacher has a classroom budget to make purchases throughout the year. For 
the specific directions on how to enter a purchase order request (PO) please go to the staff portal and 
download the PDF. 

 
Cash Collection Process 
Anytime a staff member is collecting money for a school field trip or activity, all funds collected must be 
recorded on a deposit slip and turned into the front office daily to be kept in the safe until turned into the 
business office. Money is not to be kept in staff rooms or taken home for any reason. 
 
 

BUILDING & TECHNOLOGY 
 
Building Use Request 
Staff need to submit a digital building use request anytime they want to use a space in the school other than 
their own classroom during school hours. Visit the Staff Portal to access the building use request form. 
  
Building Maintenance Request 
Staff are required to submit a digital building maintenance request when repairs are needed in a classroom or 
furniture needs to be moved. Visit the Staff Portal to access the building maintenance request form. 
 
Lost Keys 
Staff members will be charged a $75.00 fee for losing their keys. 
 
Technology Fees 
Any accidental damage to school owned technology (included staff issued laptops) will result in a $25 fee for 
the first offense, any further damages will result in a fee to replace or repair the damages outside of warranty 
coverage. Any damage that has been deemed intentional or due to a careless nature will result in a charge 
for the full amount of repair or replacement.  Decals and stickers are not to be placed on staff issued laptops. 
 
Technology Request 
Staff are required to submit a digital technology request for any repairs/maintenance of technology 
equipment including staff computer, student devices, Apple TVs, etc. Needs regarding hardware or software 
also require a request submitted. Visit the Staff Portal to access the technology request form. 
 
 

STAFF COMMUNICATION OVER HOLIDAY BREAKS 
 
Windsor Charter Academy values a work-life balance and asks that staff do not email over school holidays 
such as Thanksgiving Break, Winter Break, and Spring Break.  This is to help our staff “unplug” and not have the 
pressure of working while they have time off. 
 
 

LEAVING CAMPUS 
 
Staff members may leave the campus for lunch but must sign out and in at the front office.  
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TEACHER TAGLINES & STYLE GUIDE PARAMETERS 
 
All teachers must follow the Windsor Charter Academy style guide found on the staff portal. When creating 
a teacher tagline, steps are outlined for format. The tagline should include the staff name, the school, the 
position, and also the vision statement. No additional information should be included. This is to ensure that 
our branding efforts are consistent in all forms of communication. All forms created should follow style guide 
parameters, using specified fonts, colors, logos, etc.  
 
 

DRUG, ALCOHOL & TOBACCO FREE SCHOOL 
Because the unlawful possession and use of illegal drugs and/or alcohol is wrong and harmful to students, using, 
possessing, distributing, selling, giving, exchanging and being under the influence of illegal drugs or alcohol is 
prohibited on WCA property, at a school sponsored or district-sponsored activity or event, or while being 
transported in vehicles dispatched by the school at any time during the calendar year, and off school property 
when such conduct has a reasonable connection to school curricular or non-curricular activity or event or at 
any time or place when such conduct interferes with the operations of the district or the safety or welfare of 
students or employees. 
 
Disciplinary action, as set forth in district policy JICH, will be taken in cases involving students who use or are 
under the influence of illegal drugs or alcohol, possess controlled substances, illegal drugs or alcohol, regardless 
of quantity and/or engage in acts of, selling, purchasing, exchanging or distributing illegal drugs or alcohol, 
regardless of quantity or drug paraphernalia.  
 
Tobacco Free School (Weld RE4 Policy ADC) 
Use of any Tobacco Products by staff, teachers, students, and visitors in or on any school property or at any 
school-sponsored activity is prohibited.  
Students shall not be in possession of any Tobacco Products while in school facilities, on school district property, 
during district- or school-sponsored activities or in school-owned transportation at any time.  
 
“Tobacco Product” means:  

• Any product that contains nicotine or tobacco or is derived from tobacco and is intended to be 
ingested or inhaled by or applied to the skin of an individual, including but not limited to cigarettes, 
cigars, pipe tobacco, snuff and chewing tobacco 

• Any electronic or manual device that can be used to deliver nicotine to the person inhaling from the 
device, including but not limited to an electronic cigarette, cigar, cigarillo, vapor pen, vaporizer, or 
pipe.  

• “Tobacco Product” does not include any product that has been approved by the appropriate federal 
agency as a tobacco use cessation product, and that is possessed or being used by a person legally 
permitted to purchase such tobacco use cessation product.  

 
Any member of the general public considered by the administration to be in violation of this policy will be 
instructed to leave school property or school-sponsored activity. Employees found to be in violation of this 
policy will be subject to appropriate disciplinary action in accordance with personnel policies. Any student who 
violates this policy is subject to the consequences described: Disciplinary action, as set forth in district policy 
ADC, will be taken in cases involving students who use or possess tobacco products. 
 
 

SEXUAL HARASSMENT 
 
The Executive Board recognizes that sexual harassment can interfere with a staff member’s performance or a 
student's academic performance and emotional and physical well-being and that preventing and remedying 
sexual harassment in schools is essential to ensure a nondiscriminatory, safe environment in which students can 
learn. In addition, sexual harassment is recognized as a form of sex discrimination and thus is a violation of the 
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laws that prohibit sex discrimination, as addressed in the Board's policy concerning unlawful discrimination and 
harassment.  

Windsor Charter Academy’s Commitment  
• The Windsor Charter Academy is committed to maintaining a learning environment that is free from 

sexual harassment. It shall be a violation of policy for any staff member to harass another staff 
member(s) or students or for students to harass other students or staff member(s) through conduct or 
communications of a sexual nature or to retaliate against anyone that reports sexual harassment or 
participates in a harassment investigation.  

• Windsor Charter Academy shall investigate all indications, informal reports and formal grievances of 
sexual harassment by students, staff or third parties and appropriate corrective action shall be taken. 
Corrective action includes taking all reasonable steps to end the harassment, to make the harassed 
student whole by restoring lost educational opportunities, to prevent harassment from recurring and to 
prevent retaliation against anyone who reports sexual harassment or participates in a harassment 
investigation.  
 

Sexual Harassment Prohibited  
Unwelcome sexual advances, requests for sexual favors, or other verbal, non-verbal or physical conduct of a 
sexual nature may constitute sexual harassment, even if the harasser and the staff/student being harassed are 
the same sex and whether or not the staff/student resists or submits to the harasser, when:  

• Submission to such conduct is made either explicitly or implicitly a term or condition of a staff/student's 
participation in an education program or activity.  

• Submission to or rejection of such conduct by a staff/student is used as the basis for employment or 
advancement decisions affecting staff or education decisions affecting the student. 

• Such conduct is sufficiently severe, persistent or pervasive such that it limits a staff/student's ability to 
participate in or benefit from an education program or activity or it creates a hostile or abusive 
work/educational environment. For a one-time incident to rise to the level of harassment, it must be 
severe.  

• Any conduct of a sexual nature directed by a student toward a staff member or by a staff member to a 
student is presumed to be unwelcome and shall constitute sexual harassment.  

• Acts of verbal or physical aggression, intimidation or hostility based on sex, but not involving conduct of 
a sexual nature may also constitute sexual harassment.  

 
Sexual harassment as defined above may include, but is not limited to:  

• Sex-oriented verbal "kidding," abuse or harassment 
• Pressure for sexual activity 
• Repeated remarks to a person with sexual implications 
• Unwelcome touching, such as patting, pinching or constant brushing against the body of another 
• Suggesting or demanding sexual involvement, accompanied by implied or explicit threats concerning 

one's grades or similar personal concerns 
• Sexual violence 

 
Reporting, Investigation and Sanctions  

• Staff and students are encouraged to report all incidences of sexual harassment to either Principal, 
Executive Director, or HR/Compliance Officer in their school building and file a complaint through the 
school’s complaint and compliance process. All reports and indications from students, school 
employees and third parties shall be forwarded to the compliance officer.  

• All matters involving sexual harassment reports shall remain confidential to the extent possible as long as 
doing so does not preclude the school from responding effectively to the harassment or preventing 
future harassment. Filing of a complaint or otherwise reporting sexual harassment shall not reflect upon 
the individual's status or affect student grades.  

• In determining whether alleged conduct constitutes sexual harassment, the totality of the 
circumstances, the nature of the conduct, and the context in which the alleged conduct occurred 
shall be investigated.  

• Any staff member and students found to have engaged in sexual harassment shall be subject 
to discipline, including, but not limited to, being placed under a remedial discipline plan, 
suspension (with or without pay), termination or expulsion; subject to applicable procedural 
requirements and in accordance with applicable law. Conduct of a sexual nature directed 
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toward students shall, in appropriate circumstances, be reported as child abuse for 
investigation by appropriate authorities in conformity with applicable law and board policy. 

• Windsor Charter Academy is committed to providing a safe learning and work environment where all 
members of the school community are treated with dignity and respect. To that end, no otherwise 
qualified student, employee, applicant for employment or member of the public shall be excluded from 
participation in, be denied the benefits of, or be subjected to discrimination under any school program 
or activity on the basis of race, color, national origin, ancestry, creed, religion, sex (which includes 
marital status), sexual orientation, disability, or other status protected by law. Discrimination against 
employees and applicants for employment based on age and genetic information is also prohibited in 
accordance with state and/or federal law.  

• Any person who has a question, concern, or complaint related to the school’s non-discrimination 
policies and/or its efforts to ensure equal educational opportunities should contact one of the school’s 
designated non-discrimination/equal opportunity compliance officers.  

 
 
For student-related inquiries, including complaints of discrimination or harassment in violation of the ADA, 
Section 504 and/or Title IX, please contact:  
 

Executive Director, Rebecca Teeples 
810 Automation Dr., Windsor, CO 80550 

970.833.5190 
rebecca.teeples@windsorcharteracademy.org 

 
For employment-related inquiries, including complaints of discrimination or harassment in violation of the ADA, 
Section 504 and/or Title IX, please contact:  
 

Finance Director, SarahGennie Colazio 
810 Automation Dr., Windsor, CO 80550 

970.833.5190 
sarahgennie.colazio@windsorcharteracademy.org 

 
 

TECHNOLOGY POLICIES & EXPECTATIONS 
 

Windsor Charter Academy  
Staff Technology Policies and Expectations 

All staff must complete the Windsor Charter Academy Staff Technology Policies Agreement form. 
 
Compliance with Windsor Charter Academy GBEE: Appropriate Use of School and Personal Technology by Non-Student Stakeholders 
policy is mandatory. 
Area of Concern Expectation 
Internet Access • School technology is provided to staff to conduct research, communicate with others, and 

fulfill other job responsibilities.  

• Use of, and access to, school technology is a privilege, not a right.  

• Users must comply with school standards when accessing and using school technology.  

Digital Storage • All digital storage on school technology is property of WCA. 

• WCA retains the right to retain, review, and disclose all information sent via, or stored on, 
school technology for any legally permissible reason. 

• Users should not expect files stored on, or sent via, school technology to be private. 
Furthermore, users should understand that if such files qualify as public records, they may be 
open for inspection by individuals and entities unaffiliated with the school.  

Security • Adhere to, and comply with, all school policies and local, state, and federal laws regarding 
data security.  

• Users shall not transfer or save personal, student, or employee information to a laptop or 
other external device nor transmit such information outside of the school unless school data 
security procedures are followed. 

• Ensure that workstations are locked when unattended.  
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• Immediately notify school technology staff of any suspected school technology security 
issues without demonstrating the problem to others.  

• Circumventing or intentionally compromising School security measures is prohibited. 

• Intentionally or neglectfully transmitting viruses or other destructive computer files or 
bypassing school filters is prohibited. 

User Logins and 
Passwords 

• Protect login and password information, and avoid public posting or sharing access with 
anyone, including co-workers, student teachers, students, parents, or volunteers. 

• Users shall not access the accounts of other Users. 

Use of Devices • Never connect personal technology to the school’s wired LAN (this does not include the 
school’s wireless network). 

• Using school technology for non-educational uses is prohibited, this includes, but is not limited 
to: gaming, inappropriate role-playing, gambling, issuing junk mail, chain mail, or raffles, 
commercial purposes, activities which promote personal financial gain, and fraudulent 
activity. 

Online Images, Video, 
and Data 

• Any use, transmission, storage, or publication of any material in violation of law, and/or 
school policy is prohibited.  

• Searching, viewing, communicating, publishing, downloading, storing, or retrieving materials 
that are threatening, profane, violent, obscene, or can be construed to be political activity is 
prohibited. 

• Using software, media, or digital content contrary to licensing or fair-use copyright restrictions 
is prohibited. 

• Representing Copyright ©, Registered ®, and/or Trademark TM materials as one’s own work is 
prohibited. 

Digital Communications • Use of technology, district or personal, to harass, intimidate, or bully others is prohibited. 

Social Media • Using school technology for social networking purposes (i.e. Facebook, Twitter, etc.) is 
prohibited. 

WCA is not responsible for any damage or loss incurred through use of school technology including, but not limited to, damage or loss 
caused by non-deliveries, mis-deliveries, service interruptions, unauthorized use, loss of data, and exposure to potentially harmful or 
inappropriate material or people.   

Use of school technology and reliance on any information obtained via school technology is at a user’s own risk and the school 
specifically denies any responsibility for the reliability of such use or accuracy and quality of information obtained through the use of 
school technology including school-provided Internet access.  

The school assumes no responsibility for any loss or damage to personal property including school technology. 

 
Technology Support 

All Technology support requests must be submitted through the Technology Support Request Form located at 
http://bit.ly/WCAtechsupport18-19 

• Requests are reviewed on a daily basis and will be addressed in order of urgency.  
• If same day assistance is needed please contact the appropriate technology team member listed below.  
• Technical support is not available on weekends, evenings or during school holidays.  
• Requests submitted after school hours will not be addressed until the following school day.  

 
Media and Technology Department Roles and Responsibilities  

Role Responsibilities 
Irene Nissen: Director of 
Innovation 

• Oversees the WCA Technology Department and Media Centers for the Elementary and 
MS/HS buildings. 

Michael Unruh: 
Technology Manager 

• Coordinates all Building Technology Usage requests (set up, take down and reservations)  

• Troubleshooting and maintenance for all student and staff devices and classroom/building 
equipment in the elementary and MS/HS buildings  

• Troubleshooting and maintenance of network equipment including phones, servers, switches, 
wireless access points & printers  

• Support and maintenance for building security systems  

Lindsey Walters: Media 
and Technology 
Assistant 

• Assists with the set up and take down of AV for events 

• Assists with daily troubleshooting, and maintenance of student and staff devices 

• Supports programming and daily operations of the Elementary and Secondary Media 
Centers 

• Maintains and provides support for all building copiers and printers 
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VISITORS & VOLUNTEER ADMITTANCE 
 
When visitors and/or volunteers come to our schools, there are certain processes that we should follow. Site 
administrators have the final decision on determination of admission case-by-case. 
 
Parent and Community Volunteers and Visitors Attending Activities During School Hours 
Individuals who have a criminal record will be considered on a case-by-case basis, and, although a person 
who has committed a misdemeanor could volunteer in a school, the nature of the crime could limit the 
volunteer role that person could have. For example, a person convicted of misdemeanor theft could be 
restricted from access to Parent-Teacher Organization funds. 
 
The following individuals cannot volunteer or visit at Windsor Charter Academy: 
 

• A person convicted of a crime involving children (i.e. possession of child pornography) 
• A person convicted of three or more misdemeanors within the last five years, not including traffic-

related violations  
• A person convicted of a felony during the last five years 
• A person currently serving probation for any crime 

 
Student Teachers and Practicum Teachers 
All student teachers and practicum teachers must complete a background check.  
 
Prospective Parents Participating in Staff-Led Tours 
A prospective parent that is interested in touring Windsor Charter Academy Schools is not required to complete 
a background check if he/she is part of a staff-led tour. All participants of tours must remain with a staff 
member at all times. 
 
Visitors on Business 
Any person visiting Windsor Charter Academy on business is not required to complete a background check if 
they are escorted by a staff member that has been approved by School Leadership—directors and managers. 
If a person on business will be working alone during school hours at Windsor Charter Academy Schools—i.e., 
facilities maintenance, technology updates, etc., the person must complete a background check and meet 
requirements outlined. 
 
Visit Policy KI: Visitors to the School 
 
 

EXECUTIVE BOARD POLICIES 
 

• Policy GBK: Grievance Policy and Procedures - Certified Staff 
 

• Policy GBKA: Grievance Policy and Procedure - Classified Staff 
 

• Policy JICA: Student Dress Code 
 

• Policy JICDD: Violent and Aggressive Behavior 
 

• Policy JICDE: Bully Prevention and Education 
 

• Policy JICH: Student Involvement with Drug and Alcohol 
 

• Policy JK: Student Discipline 
 

• Policy JK-A: Use of Physical Discipline and Restraint 
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• Policy JK-A-R: Use of Physical Discipline and Restraint (Regulation) 

 
• Policy JKD-JKE: Suspension and Expulsion 

 
• Policy JKD-JKE-R: Suspension and Expulsion Hearing Procedures 

 
• Policy JKG: Discipline of Habitually Disruptive Students 

 
• Policy JKG-R: Discipline of Habitually Disruptive Students (Regulation) 

 
• Policy KI: Visitors to the School 

 
Visit www.windsorcharteracademy.org to view all policies 
 
 

STAFF CONTRACT AGREEMENT 
 
The Windsor Charter Academy Elementary School Staff Handbook contains information regarding our 
curriculum, programs, school procedures and expectations. Staff should familiarize themselves with the 
expectations, rules and procedures that are outlined in the handbook. 
 
Please sign below indicating that you have read and reviewed the WCA Elementary School Staff Handbook. 
Your signature also indicates you will carry out the expectations and procedures as contained herein. Signed 
forms should be returned to the school by September 15th of every new school year.  
 
 
__________________________________________    _______________   
(Staff Signature)       (Date) 
 
 
__________________________________________       
 (Staff Name Printed)        
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MISSION & VISION OF WINDSOR CHARTER ACADEMY 
 
Vision Statement 
“Where students are educated, empowered, and equipped to reach their highest potential.” 
 
Mission Statement 
Windsor Charter Academy provides our students with a solid academic foundation through our K-8 Core 
Knowledge and our rigorous 9-12 early college high school curricula. Our culture empowers our students to 
achieve academic excellence through critical thinking, character development, and a love for lifelong 
learning. 
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DUTIES, RESPONSIBILITIES & GUIDELINES FOR COACHES 
 
Coaching Expectations 
Every coach must be knowledgeable of their sport and methods for developing the skills of their players.  They 
should plan and prepare for each practice time with the players.  While coaches are working with their players, 
they are to conduct themselves in a professional manner, mindful of their speech while being a constant role 
model for their players.  
 
Coaches will ensure that their players are supervised at all times.  Prior to leaving a game/practice the coach 
will ensure that each player has a ride home or someone on the way to pick them up. 
 
Team rules will be established by the head coach of each program. The rules will be in writing and provided to 
team members for review. A copy will be on file with the athletic director also. Parents/Guardians of high school 
participants should attend the “pre-season meeting” held by the coaching staff. If attendance is not possible, 
arrangements should be made by the parent to obtain the information.  Parents/Guardians of middle school 
participants will receive information about rules and expectations from the coach.  
 
We will work together to support the general eligibility guidelines of the school with those of each coach.  The 
coach has the discretion for an ineligible student not to practice but to take care of their assignments needing 
attention so they may become eligible the following week. 
 
Middle School coaches should be familiar with the NCIL handbook and policies.  These are updated yearly.  
The athletic director will supply each coach with a current copy. 
 
Communications 
When communicating with the players and their parents, coaches will always use their Windsor Charter 
Academy email address.  Emails to the students are to be sent to the Windsor Charter Academy email, not a 
personal email address. In addition, the athletic director will be copied on all emails to the team. 
 
We encourage our coaches to build a community and team spirit amongst the players and parents.  To that 
end, all meetings, gatherings, and/or parties are to be open for parents to attend.  Our parents are a great 
asset to the program and are very willing to support and help. The parents of a player hosting the gathering 
must be in attendance for any party or gathering held at a player’s home.   
 
Equipment, Uniforms, and Keys 
Equipment, uniforms, and keys will be issued to the coach at the beginning of the season using a checklist.  At 
the conclusion of the season, all equipment, uniforms, and keys will be checked back in using the same 
checklist form.  All items must be returned prior to payment being released from the finance department. 
 
Coaches will make themselves familiar with the lettering requirements (high school) and will be able to review 
with students the criteria for lettering in their specific sport at the beginning of the season.  Coaches must be 
able to support their recommendations for the letter/pin to be awarded. 
       
Purchasing Requests 
Any uniform or part of uniform that is worn by a player representing Windsor Charter Academy MUST follow the 
branding guidelines of the school.  All purchases must be submitted for approval through the athletic director.  
Purchases cannot be made without prior approval of a purchase order.  Please make sure you plan well in 
advance for the approval process.  Purchases made without approval may not be reimbursed. 
 
 
 
 
 
 



FUNDRAISING  
 
Here are some important procedures for fundraising for any of our athletic teams, clubs or classes. 
 
Fundraising Program Guidelines and Approval Process 

• See the document which outlines "dos" and "don'ts" as well as a process for approval. 
• Communicate that It is important that all publicity materials and official student apparel represent WCA 

in a way that reflects our brand so that these efforts strengthen our Windsor Charter Academy Brand. In 
short, when our students are doing great things in the community, we want those great things to be 
strongly associated with Windsor Charter Academy, our branding efforts enhance this association. 

• Staff/ advisors/ coaches should submit a fundraising program plan to Valerie (clubs) or Lynne (athletics) 
for approval first.  

• Athletic director reviews the plan with coordination with the Director of Community Relations to ensure 
that it is aligned with our strategic fundraising plan.  

• The athletic director will communicate with the staff member and students regarding approval, 
changes or disapproval.  

 
Fundraising Options 
Bake sales, car washes, local restaurant dine-ins, and community outreach camps/ clinics are all great ways to 
offset program costs. Additionally, working with vendors for student-driven, direct-sale fundraisers are also great 
avenues for raising funds. Fundraising campaigns targeting nominal investments by students during school hours 
(penny wars/ school store sales) viable options. 
 
Fundraising Restrictions 
Teams, clubs, service organizations, and student groups should not participate in any type of direct-giving, 
pledge, or sponsorship appeal focused on obtaining donations from our parent or business community. This 
includes social media-driven “crowd-funding” campaigns. This type of fundraising saturates our stakeholder 
base compromises our ability to close a critical funding gap through strategic fundraising efforts. Student 
service projects should focus on hands-on opportunities or supply drives and should not include monetary 
donations.   
 
Fundraising Program Approval Process 
 

1. Staff, coaches, and advisors should select a program within guidelines outlined above.  
2. A fundraising plan should be submitted to the athletic director for approval.  
3. Administrators will collaborate with the Office of Community Engagement] for approval or feedback. 
4. Final approval will be given by the athletic director. 

 
 

BRANDING 
 
It is very important that all publicity materials and official student apparel represent WCA in a way that reflects 
our brand so that these efforts strengthen our Windsor Charter Academy Brand. In short, when our students are 
doing great things in the community, we want those great things to be strongly associated with Windsor 
Charter Academy, our branding efforts enhance this association. Make sure to follow these procedures 
completely. 
 
Branding Program Guidelines and Approval Process 
Refer to the style guide on the staff portal to reflect our current guidelines or process. Below are simple 
guidelines to remember for all publicity and t-shirt designs representing the WCA brand in the public sphere. 

1. The "Why" behind these guidelines- "It is important that all publicity materials and official student 
apparel represent WCA in a way that reflects our brand so that these efforts strengthen our Windsor 
Charter Academy Brand. In short, when our students are doing great things in the community, we 



want those     great things to be strongly associated with Windsor Charter Academy, our branding 
efforts enhance this association." 

2. All promotional materials and t-shirts should contain the Windsor Charter Academy logo or Firebird 
logo.  The folder containing these images has been shared with all staff on the google drive. 

3. All promotional materials and t-shirts should be designed using the colors contained in our logos: blue/ 
green/ navy/ white.  T-shirts should be printed on colors in this palette.  

4. If printing materials in black and white, color paper selection should be within the blue/ green/ navy/ 
white color palette.  

5. Headlines on printed materials and t-shirts may be in an alternative font, but all body text should be 
written in "Century Gothic." 

6. Designs should be submitted to administrators for approval. If they meet the above guidelines there is 
no need for my approval.  If you have a question, I am happy to be a resource. 

7. Final approval will come from administrators to their direct-reporting staff/ advisors/ coaches.  
 
Coaches, students, and parents will be notified of an ineligibility status from the athletic director.  The ineligibility 
is for a period of one week.  Grades are pulled every Tuesday morning.  If a student is ineligible, they cannot 
regain eligibility by turning in make-up work until the following week when grades are checked again.  The 
athletic director has the discretion to lift the ineligibility status if deemed proper after investigating the grade 
status.   
 
 

HIGH SCHOOL STUDENT ELIGIBILITY 
 
High School Eligibility Rules 

 
1. Student must be enrolled in at least 5 classes during the semester of participation. Students taking 

classes at/with Aims should consult with the counseling office or the athletic director to ensure classes 
are appropriate for credit. Teacher Aide only counts if it is taken for a grade. 

2. Students must pass the equivalent of at least 5 classes the semester prior to the season they are 
participating in a sport/activity. 

3. Weekly eligibility checks. Following the board policy, grades are pulled every Tuesday morning and a 
student failing 1 or more classes.  Ineligibility will be for a period of one week. The student, parent, and 
coach will be notified. 

4. Students cannot regain eligibility with make-up work until the following Tuesday eligibility check. The 
ineligible student may be required to continue practicing and to attend team meetings during the 
period of ineligibility as deemed by the coach. Ineligible students will not be excused from classes to 
attend a contest with his/her team. 

5. High school students that have received an out of school suspension or have received an office referral 
are ineligible to play the following week in games.  

6. Students who represent Windsor Charter Academy are expected to conduct themselves in 
accordance with the Code of Conduct and Eight Keys of Excellence. 

7. Students are expected to follow the rules and guidelines established by each coach. A student who 
violates those guidelines may be dismissed from the team. 

 
Additional Participation Guidelines 

 
1. If a student is ejected from a contest for unsportsmanlike conduct, he/she will be ineligible for the next 

contest at that level. The student may not participate in any contests at any other level during that 
period. 

2. As a member of any high school team, a student may not compete on any other team, nor in any non-
school activity or event in that sport during that sport season without written permission from the 
principal and athletic director. 

3. A student may not be a graduate from any high school or attained the age of 19 and participate in 
high school athletics. 

4. A student may not practice or compete without a physical exam on file at the school. 



5. A student’s parent/guardian must sign a form acknowledging the risks involved with participation and 
granting permission for the student to participate. 

6. A total of 5 different days of practice is required before a student can participate in a game or 
scrimmage. A student cannot be required to practice or compete outside of the season as a condition 
of making the team. 

7. Each competitor must maintain amateur standing as part of the interscholastic program. 
8. A student must have attended ALL of his/her classes the day of an activity in order to participate. If the 

student misses a part of a class, a full class, or all of the school day due to illness or truancy, he/she may 
not practice or compete on the day of the absence. Parents must call the attendance office to 
prearrange absences for appointments PRIOR to the day of the absence. The athletic director may 
approve absences due to last minute circumstances or other emergencies.  

 
 

MIDDLE SCHOOL STUDENT ELIGIBILTY  
 
Middle School Eligibility Rules 

 
1. In agreement with the board policy, grades are pulled every Tuesday morning and a student with 2 or 

more Ds or 1or more F will be ineligible for a period of one week. Ineligibility will be from Tuesday to the 
following Monday. The student, parent, and coach will be notified. 

2. Students cannot regain eligibility with make-up work until the following Tuesday eligibility check. The 
ineligible student may be required to continue practicing and to attend team meetings during the 
period of ineligibility as deemed by the coach. Ineligible students will not be excused from classes to 
attend a contest with his/her team. 

3. Middle school students that have received an out of school suspension or have received an office 
referral are ineligible to play the following week in games.  

4. Students who represent Windsor Charter Academy are expected to conduct themselves in 
accordance with the Code of Conduct and Eight Keys of Excellence. 

5. Students are expected to follow the rules and guidelines established by each coach. A student who 
violates those guidelines may be dismissed from the team. 

 
 

ATTENDANCE & ATHLETIC ACTIVIITES 
 
A student must have attended ALL of his/her classes the day of an activity in order to participate. If the student 
misses a part of a class, a full class, or all of the school day due to illness or truancy, he/she may not practice or 
compete on the day of the absence. Parents must call the attendance office to prearrange absences for 
appointments PRIOR to the day of the absence. The athletic director may approve absences due to last 
minute circumstances or other emergencies. Students who are suspended from school (ISS or OSS) are not 
allowed to compete or participate for the duration of the suspension. 
 

ATHLETIC TEAM SIZE 
 
In some sports, resources and team sizes limit the number of students who can participate. Selecting members 
for a particular sport is the role of the coaching staff.  Should a student not make the team, they remain eligible 
for other sports offered in the same season and would be encouraged to go out for one of the other sports. 
 
For middle school sports each sport has a specific limit of participants.  It may be necessary for coaches to 
make cuts in order to meet those limits.  The limits are as follows:    
 
 



• Middle school girls’ volleyball limit of 8 girls on a team.  
• Middle school boys’ soccer limit of 25 students on a team.  
• Middle school boys’ basketball limit of 12 students on a team.  
• Middle school girls’ basketball limit of 12 students on a team.  
• Middle school cheer limit of 15 participants. 

 
For high school sports, teams are limited to: 

• High school girls’ volleyball limit of 14 girls on a team. 
• High school boys’ soccer limit of 25 students on a team/ limit of 15 games. 
• High school boys’ basketball limit of 12 on a team, with a limit of 10 for play-offs. 
• High school girls’ basketball limit of 12 on a team, with a limit of 10 for play-offs. 
• High school girls’ soccer limit of 25 students on a team/limit of 15 games. 
• High school cheer limit of 15 participants. 

 
There is not a limit on cross country or track and field competitors since these are individual competitions. There 
is a limit of 11 regularly scheduled cross country meets.  
 
 

INCLEMENT WEATHER 
 
If school must be cancelled or dismissed early because of inclement weather, practices and contests will also 
be cancelled. If the weather and roads clear during the early afternoon, the coaches, athletic directors, and 
officials will make the determination if the contest will be held. Every effort will be made to contact all students.   
 
 

AWARDS 
 
We will begin to hold seasonal banquets where a combination of teams will come together to celebrate.  
There will be a fall sport celebration, winter sports, and then spring sports.  Each coach will have some part in 
the celebration of their season and players during the banquet at the conclusion of the season. However, it 
should not be expected that all team members will receive an award. 
 
 

STUDENT FORMS 
 
WCA Sports Participation Form 
Student Athlete Code of Conduct 
Non-WCA Student Information Form 



 
 
9.0 Aims Memorandum of Understanding 
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ANNUAL COOPERATIVE AGREEMENT for CONCURRENT ENROLLMENT PROGRAMS 
at AIMS COMMUNITY COLLEGE 

CONCURRENT ENROLLMENT PROGRAMS ACT 
 
 
This Cooperative Agreement (Agreement) is made this   _1_    day of       July                20_18_, between the 
State of Colorado, Department of Higher Education, institute for higher education, for the use and benefit of 
Aims Community College (College) and ______ (Local Education Provider) pursuant to the Concurrent 
Enrollment Programs Act, Sections 22-35-101 to 112, C.R.S., (Act).  The Acts provide options for high school 
students to enroll in courses offered by Aims Community College.  Aims Community College and the Local 
Education Provider have decided to establish a Concurrent Enrollment Program pursuant to the Acts and 
therefore enter into this Agreement.   
 
 
1. Eligibility 

Students who wish to enroll in the Concurrent Enrollment Program must be enrolled in the ninth grade 
or higher in the Local Education Provider and be less than 21 years old and meet Aims Community 
College’s requirements for each course.   

 
2. Enrollment 

This Agreement covers postsecondary courses offered by Aims Community College, in which high 
school students will be permitted to enroll pursuant to the Concurrent Enrollment Program.  Aims 
Community College agrees to enroll Local Education Provider students in courses offered by Aims 
Community College as follows: 

 
a. The courses offered by Aims Community College may be applicable to earning a degree or 

certificate or completion of the basic skills course sequence. 
 

b. Postsecondary courses are defined as those at and above 100 level, Guaranteed Transfer (GT), 
and Career and Technical (CTE). 
 

c. Basic Skills or Developmental courses are defined as those below 100 level.   
 
 

d. Only students enrolled in the 12th grade are eligible to enroll in College basic 
skills/developmental or remedial education courses through the Concurrent Enrollment Program. 

 
e. Students enrolled in Aims Community College courses through the Concurrent Enrollment 

program are subject to all College rules, regulations, policies and procedures, including the 
academic and disciplinary rules of Aims Community College’s Student Code of Conduct.  Any 
violations of the Student Code of Conduct are subject to disciplinary proceedings and sanctions. 
 

f. Aims Community College has the right to deny student enrollment based on space, availability 
and college admission requirements. 

 
g. Students with prior and/or a delinquent balance may not be allowed to register or participate in 

future courses until balance has been paid.  
 

h. Aims Community College has the right to discontinue a student’s enrollment based on a 
determination that the student does not have sufficient skills or abilities to continue in the course 
selected.  In such case, Aims Community College will notify the Local Education Provider. 

 
i. Students who feel they may need an accommodation based on the impact of a disability should 

contact the Disability Access Services (DAS).  By meeting with the DAS office, students will 
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discuss privately their specific needs.  The DAS Office is available to assist students with 
documented disabilities reach their academic potential with services and accommodations such 
as extended test time, notetaking, assistive technology, and more. 

 
a. Special Education/IEP students will be eligible for services through the Local Education 

Provider if the course is offered on-site and the Disability Access Services (DAS) through 
Aims Community College if the student attends on campus. 

 
j. Qualified students may participate in interscholastic activities through the Local Education 

Provider including but not limited to athletics.   With regard to college activities, qualified students 
may participate in activities but are not eligible for NCAA athletic activities. 

 
k. The Local Education Provider will provide a copy of this Agreement to the Colorado Department 

of Education.  Aims Community College or system will provide a copy of this Agreement to the 
Colorado Department of Higher Education. 

 
l. The student may enroll in other types of learning formats (e.g. online, hybrid) offered by Aims 

Community College unless otherwise restricted by the Local Education Provider.    
 
m. Aims Community College reserves the right to advise students at any time regarding courses, 

degree/certificate programs, financial aid, disciplinary actions, course progress, and other 
collegiate related information and advising.   

 
n. The Local Education Provider reserves the right to restrict student requirements for eligibility and 

program participation based on the Local Education Providers policies and procedures.  Aims 
Community College does not restrict a student’s enrollment providing all course criteria and pre-
requisites have been met. 

 
3. Credit 

A student who is accepted in the Concurrent Enrollment Program shall receive postsecondary credit 
toward a degree or certificate or completion of a basic skills course and credit toward high school 
graduation as follows: 
 
a. Students shall not concurrently enroll in a basic skills course unless the student is enrolled in the 

12th grade. 
 

b. Students who have not satisfied the minimum requirements for graduation established by the 
school district by the end of their 12th grade year and are therefore retained by the high school 
may not concurrently enroll in more than 9 credit hours, including basic skills courses. 

 
1. If a student is retained beyond the 12th grade, he or she may not concurrently enroll in 

more than 6 credit hours per academic semester if he or she is registered as a full-time 
pupil of the Local Education Provider. 

 
2. If a student is retained beyond the 12th grade, he or she may not concurrently enroll in 

more than 3 credit hours per academic semester if he or she is registered as a part-time 
pupil of the Local Education Provider.   

 
c. Students are not limited in the number of credit hours in which they concurrently enroll, unless 

otherwise restricted by the Local Education Provider.  
 

d. Departments at the college reserve the right to deny credit if course criteria have not been met. 
 
4. Registration 

a. All students shall enroll and register as College students in accordance with College's 
admissions and registration requirements and processes. 
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i. Student shall submit a standard application for admission in addition to the 
Concurrent Enrollment Agreement form. 

ii. Student shall meet all prerequisites for courses as outlined in the college catalog 
and/or course schedule, which can include Accuplacer, ACT, SAT or accepted 
equivalent.  

iii. Student is responsible for registering for courses approved by the Local Education 
Provider that are offered in online or campus delivery formats. 

iv. Registration for courses offered within the Local Education Provider’s facility will be 
processed by the Aims Community College Concurrent Enrollment office.  

 
b. Districts should advise and enroll students in College courses that pertain to the degree or 

certificate program indicated on their ICAP or Academic Plan. 
 

c. Academic advising and career planning will be available to students who attend courses at 
both Aims Community College and the Local Education Provider. 

 
d. Students under the age of 16 who will enroll in a course on an Aims campuses or online must 

meet with a designated college advisor with a parent/guardian present prior to course 
registration.  Courses located at the Local Education Provider’s facility are not required to 
meet with an advisor. 

 
e. Students taking courses at the Local Education Provider’s facility are required to participate in 

a Concurrent Enrollment information session after enrolling in a course(s).  Dates and times 
of session will be arranged by Concurrent Enrollment office and the Local Education 
Provider’s designee.   
 

f. Students wishing to drop or withdraw from a course must notify the Local Education Provider 
and the Aims representative in writing by the course drop/withdrawal deadline utilizing the 
appropriate form(s).  Withdrawn students are assessed the regular tuition and fees for the 
course.  Additional documentation can be requested to support the drop or withdrawal 
request.  Verbal requests or those originating from a non-Aims e-mail address cannot be 
honored.  Forms are available online and through the Admissions and Concurrent Enrollment 
offices. 
 

g. Students who have withdrawn from the Local Education provider are also required to submit 
appropriate forms for drop/withdrawal of courses located at the Local Education Provider’s 
facility.  The Local Education Provider will provide documentation of students who have 
withdrawn completely from the Local Education Provider, but have not been withdrawn from 
the Aims Community College course(s) at their high school campus.  Documents will be 
reviewed for acceptability and for dates of withdrawal from the Local Education Provider.  
Students will be dropped or withdrawn from their courses in accordance with the date on 
documentation provided.  

i. Approved forms can be Aims withdrawal form or Local Education Provider forms and 
documentation.  Other documents will be reviewed on a case-by-case basis. 

 
h. Students are held to the same Add, Drop, Withdrawal standards and deadlines as all other 

students taking courses at Aims Community College. 
 
i. All students shall complete the Concurrent Enrollment Agreement Form and submit to Aims 

Community College prior to the Add deadline of their course(s) for each semester of 
enrollment.   
 

j. Through the Concurrent Enrollment Agreement form, students agree to the release of the 
following information back to the Local Education Provider: absences, disciplinary issues, 
release of grades, transcripts, class schedule, and billing information.  Information will only be 
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provided to the Local Education Provider’s designated contact. 
 

k. Transcripts (official and unofficial) are the responsibility of the student to order and submit to 
the Local Education Provider.  

 
5. Financial Provisions / Tuition   
 The tuition and fees charged by Aims Community College for students enrolled in the Concurrent 

Enrollment Program will be as follows, or as further detailed in an amendment(s), attached hereto, 
and updated annually or as tuition and fees change: 

 
a. The Local Education Provider agrees to provide Aims Community College with each student’s 

uniquely identifying student number (SASID), which will be used to report to the State of Colorado 
per the regulations of the Colorado Departments of Education and Higher Education.  

 
b. The Local Education Provider hereby agrees to pay Aims Community College on behalf of the 

student pursuant to the terms discussed below and in any amendment(s).  
 

c. Tuition 
i. Students will be charged the in-district tuition rate while they are considered a Concurrent 

Enrollment Student.  The in-district tuition rate applies to all tuition categories, i.e. 
differential tuition rates. 

ii. The 2018-2019 In-district tuition rate (per credit): $67.36 
iii. Tuition and Fee rates are subject to change per the Aims Board of Trustees. 
iv. The Local Education Provider may make arrangements with their students regarding 

covering additional course costs. 
 

d. Reimbursement of Tuition  
Aims Community College will reimburse tuition for those courses offered at the Local Education 
Provider facility.    

i. Use of High School Approved Instructor at the Local Education Provider Facility 
i. Aims Community College charges full, in-district tuition to the Local Education 

Provider at the beginning of each term for all enrolled students. 
ii. At the conclusion of the term, Aims Community College will reimburse the same 

tuition rate to the school for all enrolled students. 
ii. Use of Aims Instructor at the Local Education Provider Facility 

i. Aims Community College charges full, in-district tuition to the Local Education 
Provider at the beginning of each term for all enrolled students. 

ii. At the conclusion of the term, Aims Community College will reimburse the same 
tuition rate to the school, minus instructor pay, for all students.   

iii. Minimum enrollment to run the course is 12 students. 
iii. Students attending courses online and on an Aims campus are excluded from 

reimbursements.   
iv. Reimbursement disbursements are sent directly to the Local Education Provider district 

office.   
 

e. Fees 
i. Students are responsible for all fees charged to them for all course offerings and 

locations unless otherwise arranged with the Local Education Provider. 
i. Administrative Fee:  $25.00 [Subject to change] 
ii. Online Course Fee: $25.00 [Subject to change] 
iii. Lab Fee: Varies  [Subject to change] 

ii. Aims Community College will not charge a Student Fee to Concurrent Enrollment 
students when participating in the Concurrent Enrollment Program. 
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f. Invoicing Procedures 
i. Aims Community College will not provide an invoice to the Local Education Provider until 

a 3rd Party Tuition Authorization form is submitted. 
ii. The Local Education Provider will provide a 3rd Party Billing Form to the Aims Cashier’s 

office indicating which students to invoice the Local Education Provider for.  
iii. 3rd Party Tuition Authorization forms are due to Aims Community College within 30 days 

after the start of the term. 
iv. Invoicing can take 30-45 days to process and return to the Local Education Provider for 

payment.  Payment deadlines and criteria are provided on the invoice. 
 

g. Books/Course Materials 
i. Students are responsible for the purchase of books/materials unless other arrangements 

are made by the Local Education Provider.   
 
6. FTE Status 

The Local Education Provider shall include the student in its pupil enrollment pursuant to the 
provisions of Section 22-54-103(10), C.R.S.  Aims Community College shall also include the 
students in determining the number of student FTEs pursuant to Title 23, C.R.S. 
 

7. Independent Contractor 
 The district shall perform its duties hereunder as an independent contractor and not as an 

employee.  Neither the school district nor any agent or employee of the school district shall be 
deemed to be an agent or employee of the college.  The school district shall pay when due all 
required employment taxes and income tax and local head tax on any moneys paid pursuant to 
this agreement.  The school district acknowledges that the school district and its employees are 
not entitled to unemployment insurance benefits unless the school district or a third party provides 
such coverage and that the college does not pay for or otherwise provide such coverage.  The 
school district shall have no authorization, express or implied, to bind the college to any 
agreement, liability, or understanding except as expressly set forth herein.   

 
8. Use of the Local Education Provider’s Facilities and Faculty 

a. If College courses are taught at Local Education Provider’s facilities, the Local Education 
Provider shall provide adequate classroom and furnishings to facilitate teaching of courses.  The 
parties shall mutually agree upon days and times of the course offerings. 

 
b. The Local Education Provider shall provide all instructional supplies and equipment necessary to 

facilitate teaching of courses that take place at the Local Education Provider’s facilities. 
 
c. Aims Community College will approve development and classroom delivery of all course 

curriculums that occur at the Local Education Provider’s facilities. 
 
d. In certain instances, faculty necessary to facilitate teaching of courses at the Local Education 

Provider’s facilities shall be provided by and paid by the Local Education Provider. Aims 
Community College shall have the right to approve and deny faculty provided by the Local 
Education Provider. The Local Education Provider shall be responsible to ensure all faculty 
provided have adequate credentials to meet State standards and College academic standards.   

 
e. The Aims Community College director of Concurrent Enrollment or designee and the Local 

Education Provider must agree to participate and approve the courses(s) for each semester. 
 
f. Courses offered at the Local Education Provider’s facility remain the domain of Aims 

Community College.  Discipline of students and student attendance will be handled through 
the policies and procedures set and maintained by Aims Community College, including the 
Student Code of Conduct.  A joint effort between the college and the Local Education 
Provider will be pursued when the student’s safety and well-being are at risk. 
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9. Instructor Provisions 

a. Faculty and instructors will meet and maintain all course qualifications as set by the department 
chair, dean, or other authority prior to instruction time. 
 

b. Faculty and instructors teaching a CTE college course must maintain a current Colorado Post-
Secondary CTE credential.  Post-Secondary credentials must be issued prior to instruction time.  
Credentials must be renewed prior to the expiration date. 
 

c. Prior to instruction, faculty and instructors are required to meet with their designated department 
chair(s) or dean to receive course curriculum, requirements, assessments and standards.   
 

d. Faculty and instructors are under the authority of the department chair(s) for the courses they 
are approved to teach. 
 

e. Faculty and instructors will adhere to and abide by College requirements, policies and 
procedures. 
 

f. Faculty provided by the Local Education Provider shall be responsible for evaluating students 
and providing grades and other documentation to Aims Community College in accordance with 
regular processes and deadlines.  
 

g. Faculty and instructors will provide attendance information for Concurrent Enrollment students to 
the Local Education Provider. 
 

h. Faculty and instructors are expected to participate in professional development events through 
their assigned department(s), per College requirements, and/or the Concurrent Enrollment 
office. 
 

i. The Local Education Provider will approve/allow instructors to attend Aims Community College 
Professional Development.  Instructors will be provided incentive funds to participate in instructor 
orientation, developmental meetings, and Aims professional development.  Potential earnings 
include reimbursement of mileage for travel and for attending the above named meeting.  
Earnings potential can be up to $300.  
 

j. Failure to meet Aims Community College expectations, course requirements, or other 
areas/expectations as outlined in the Aims Concurrent Enrollment Instructor Handbook can/may 
result in the instructor being asked to not return to teaching Aims Community College courses 
for future terms. 
 

k. Faculty and instructors will develop a class syllabus based on the course learning 
objectives/outcomes and competencies, utilizing the college syllabus template. A copy of the 
syllabus will be electronically submitted to the college for approval prior to the first day of class to 
the assigned department chair and Concurrent Enrollment office; instructors will review the 
syllabus with the students the first day of class and will either provide a paper copy of the 
syllabus or inform the students where they can access the syllabus via Aims Online. 
 

l. Aims Community College department chair and/or designee will review the class syllabus and 
may request copies of teaching materials, including handouts, examinations, and written 
assignments from the high school instructor to assure the course(s) meet the grading standards, 
course management, instructional delivery, and content of regular on-campus sections. 
 

m. Aims Community College department chair and/or designee will observe the instructor in the 
classroom setting.  Observations may be spaced through single or multiple semesters/visits.  
Observations may include, but are not limited to, curriculum delivery, course requirements, and 
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feedback on observations.   
 

n. Instructor observations will be administered according to Aims policy and will include, but not 
be limited to, administrative, student, and self-evaluations. College personnel will notify the 
high school principal when the administrative observation will be conducted.  All evaluations 
remains the property of Aims Community College.  The college reserves the right to not 
renew the instructor if evaluation of the instructor is not satisfactory to college standards. 
 
 

10. Course Provisions 
a. Aims Community College is responsible for the course content, course prerequisites and quality 

of instruction. 
 

b. The course must be taught with the requirements and rigor expected in a college level 
course, with the learning objectives/outcomes identified on the course outline, curriculum 
standards and requirements, and utilizing the Aims department chair approved college 
textbook. 
 

c. Course evaluations will be conducted in a manner consistent with Aims Community College 
requirements. Course evaluations can include end of term student evaluations, high school 
feedback and surveys conducted, and course criteria evaluations.   

 
d. Minimum student enrollment for courses offered at the Local Education Provider’s facility is set 

at ten (12) students unless otherwise agreed upon when an Aims instructor is utilized for course 
delivery.  

 
e. Deadlines, including the Add, Drop, and Withdrawal, administrative or otherwise, policies will 

be adhered to for all students taking a college course. 
 

f. Courses may not be taught by long-term substitute teachers, student teachers, or anyone 
other than the approved instructor identified. 

 
 

11.   Reporting and Audit Provisions  
a. Aims Community College and the Local Education Provider will determine a Designee for 

contact.  This Designated Contact will be responsible for receiving information, reports, and 
updates from Aims Community College.  Reports and all other information pertaining to 
student participants will only be released to the Local Education Provider’s designated 
contact. 
 

b. Reports are provided throughout the semester, which provide information on a student’s 
courses, enrollment status, and final grades.  Transcripts (either official or unofficial) are the 
responsibility of the student to submit to the Local Education Provider. 
 

c. Reports and all other information pertaining to student participants will only be released to 
the Local Education Provider’s designated contact.  This provision is to protect the student’s 
rights and records under FERPA. 
 

d. The Local Education Provider may request documentation from Aims Community College in 
the event of an audit. 

a. Aims Community College must be allowed 10 working days to provide the 
documentation requested. 

b. Information unique to Aims Community College will be redacted from all 
documentation.   
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e. The Local Education Provider agrees to assist in the collection of data and qualitative 
information to conduct program evaluations and reporting standards. 
 

f. The Local Education Provider is responsible for collecting and reporting attendance as in 
accordance to State attendance policies and procedures. 
 

12.       Mutual Duties to Comply 
i. The Local Education Provider and Aims Community College are mutually bound to comply 

with all applicable State, Federal, and Local laws, rules, regulations, as well each the other’s 
institutional policies and procedures.  This includes but in no way is limited to the prohibition 
of discrimination or harassment on the basis of race, creed, color, national origin, age, 
gender, religion, ancestry, sexual orientation, and disability. 
 

ii. The Local Education Provider and Aims Community College are mutually bound to comply 
with the requirements in the Family Education Rights and Privacy Act, 20 U.S.C. 1232g, and 
the Colorado Open Records Act, C.R.S. § 24-72-201 et seq., concerning the confidentiality 
and release of student records. 

 
13. Additional Provisions 

a. This Agreement will be governed by the laws of the State of Colorado.  In the event of litigation, 
jurisdiction and venue will be in the County or District Court, County of _____Weld_____, 
Colorado. 

 
b. This Agreement may be modified only in writing and signed by both parties hereto. 
 
c. This Agreement will commence on the _1__ day of _July __, 20_18_, and terminate on the 

__30__ day of _June_, 20_19_, a one-year agreement unless otherwise extended. In addition, 
either party may terminate the agreement on 30 days’ written notice to the other party.  
However, if a notice to terminate is issued after the start of an academic term, then the 
Agreement will continue in effect until the conclusion of that academic term.     

 
d. This Agreement is intended as the complete integration of all understandings between the 

parties.  No prior or contemporaneous addition, deletion, or other amendment hereto shall have 
any force or affect whatsoever, unless embodied in a written contract executed and approved 
pursuant to the State Fiscal Rules. 

 
e. Problems or concerns will be handled by a designated representative of the Local Education 

Provider and a designated representative of Aims Community College.   
 
 

 
 
 



 
 
10.0 Capital Campaign 
 

 
 
 
 
  



 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

\

  

PROPOSAL  
FOR 

 

Matt Wasserman and John Pepperdine 
matt@mpwstrategies.com 

mpwstrategies.com 

(303) 912-0160 



www.mpwstrategies.com 

May 11, 2018 Proposal for Windsor Charter Academy   
2 

OVERVIEW 

MPW Strategies (MPWS) is pleased to submit this proposal for services to support Windsor 
Charter Academy (WCA) in achieving its campaign goals. To significantly enhance the quality 
and breadth of arts education to its students, WCA is preparing to launch a capital campaign for 
the land acquisition for a multiuse auditorium.  Currently, the gymnasium serves this use, which 
is not adequate or even practical venue for student aspiring or to be inspired by the arts and to 
receive a well-rounded high school education. 
 
After discussing the current fundraising operation and efforts to date with the Executive Director 
Rebecca Teeples and Finance Director SarahGennie Colazio, we believe there is a tremendous 
opportunity to not only raise the funds for a new and welcome building to campus, but there’s an 
opportunity to engage all stakeholders of WAC in fundraising like never before, creating a donor 
base that’s sustainable beyond this immediate capital campaign. 

The Objectives 
1. Understanding of fundraising capability and roadmap for accelerating raising funds for a 

campaign to raise approximately $500,000 to $750,000 in 12 months.    
2. Enhance donor prospect base: Identify and qualify parents, families, friends, foundations, 

corporations, stakeholders, and increase engagement and giving. 
3. Detail and case of opportunities for investment for a campaign.  
4. Infrastructure and expertise to launch and carry-out campaign.  

The Opportunity 
1. Develop campaign plan and timeline for execution, along with budget, training, and staff 

and volunteer roles and responsibilities. 
2. Build portfolios and pipeline across individual, corporate and foundation areas; integrate 

donor engagement cycle; develop fundraising systems, process, measurements, and 
training. 

3. Design menu of opportunities and case for investment in WCA. 
4. Have infrastructure in place to launch campaign and carry out successfully with donor 

pipeline, strategies, and the path to success.  

The Solution 
1. Conduct assessment of current fundraising and future potential, determine campaign goal, 

opportunities for investment, and campaign leadership; and develop a campaign plan. 
2. Develop a case for support for the campaign. 
3. Launch capital campaign. 
4. Execution of campaign plan within a 12-month window. 
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PROPOSAL 

Joining the Windsor and northeastern Frontrange community in 2001, WCA has a history as a 
respected member of the educational environment. As a top-ranked charter school, it is well 
situated to tell its story to funders, individuals as well as corporation and foundations. Parents of 
the current students and alumni and area stakeholders while not fully engaged in fundraising 
could offer much opportunity and promise.  

MPWS recommends a more comprehensive assessment of WCA’s capacity to raise funds. it’s 
evident that WCA has a strong foundation to build a comprehensive fundraising campaign 
beyond its current annual giving efforts as demonstrated by the following observations: 
 

● WCA’s impact is significant, serving not only Windsor but much of northeast 
Frontrange. 

● A strong partnership with Weld County School District, including the business and 
education community. 

● A history and strong brand in the local community. WCA is a local leader in several 
areas of achievement that would resonate beyond their core strength of STEM (ex. 
club and social experiences not available at other nearby charters) 

● Structures need to be put in place for scaling its fundraising strategy to a campaign. 
WCA offers two events a year, has solid foundation support, a resilient veteran and 
very capable Executive Director and Finance Director with a strong desire to take 
fundraising to the next level and engage in a multi-faceted campaign. 

Backed by more than fifty years’ experience in the field of development and online engagement 
MPW Strategies has developed solutions that will help WCA plan for a campaign and implement 
the necessary activities, increase donor engagement, and provide solutions to enhance current 
fundraising and volunteer efforts. Working together with WCA, MPW Strategies will provide the 
models, approach, and systems to integrate and execute the best and latest practices for 
successful campaigns.  

For WCA, we recommend:  

1) Campaign assessment, plan and implementation services 
 

2) Developing case for support/vision statement, with opportunities for investment 
and plan for marketing  

Project Approach 

MPW Strategies’ integrative models and services are highly customizable, and our approach is 
highly engaging, hands-on, adaptable, and steered by the notion that every organization is 
different and requires specialized services tailored to the unique organizational structure. 
Additionally, our models and systems are developed to cross through departments within an 
organization.   
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We use planning and activity templates to track progress and keep WCA up to date on activities 
and efforts. MPWS also utilizes Slack, Basecamp, or Google docs to share documents and 
exchange information. Deliverables will have specific deadlines and milestones attached. 

PROJECT DELIVERABLES 
Deliverables for Campaign 

Deliverable Description 
Campaign Assessment 
and Plan  
Assessment and plan for the 
campaign 

Include and not limited to the below: 
- Objective and goals 
- Development of high impact activity fundraising 

system (highest and best use of time) 
- Prospect analysis and list development with 

strategies (individual, corporations., foundations)  
- Gift range revenue projections 
- Strategies for channels and engagement of 

individuals, corporate, foundation, and annual giving  
- Campaign team organization (roles & 

responsibilities) 
- Volunteer engagement (board and committee): roles 

& responsibilities of the volunteer team 
- Pipeline development 
- Campaign prospecting engagement activities 

(parents, alumni, friends) 
- Digital giving: campaign page, email, social 

strategies, crowdfunding 
- Recognition, donor relations activities (stewardship 

plan for the campaign) 
- Timeline with strategies and activities over time-

frame of campaign   
- Campaign budget  

 

Campaign Implementation 
Services:10- 12 months 
following or until campaign 
end: 

 
1) 2 full day on-site 

campaign planning 
sessions 

2) On-site half day 
consulting once a week 
post-campaign planning  

3) Prospect visits on the 
Front Range 

4) Assist with board 
engagement  

Implementation includes and not limited to:  
- Coaching of staff directly involved in fundraising  
- Provide direction on the execution of campaign 

timeline and plan  
- Implementation of major gift engagement  
- Campaign discovery call training  
- Campaign leadership & major gift donor 

engagement and ask strategies  
- Portfolio and pipeline development for the campaign 
- Performance management & measurement  
- Volunteer/board campaign engagement and training  
- Philanthropy training techniques for faculty and staff 
- Data, record and software utilization  
- Designing of micro-campaign website  
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5) Weekly check-in with 
development Executive 
Director and Finance 
Director 

6) Monthly strategic review 
7) On-call support of ED 

and Finance Director 
development/staff: Slack, 
email, phone, web chat  

Marketing & 
Communications: Case for 
support and creation of 
vision/impact to donors 

Conception of vision--where you want to be, and how donor 
support can get you there 
Refinement of value proposition, to maximize 
distinctiveness and appeal in current donor and market 
environments 

Research, writing, design and production of case 
brochure (tailored to appropriate communications 
channels/formats) and pitch deck 

Strategies for the use of case, including on social media 
and other online engagement, with external partners and 
with media 
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Timeline for Execution 
Key project dates are outlined below. Dates are best-guess estimates and are subject to change 
until a contract is executed. 
   

Description Start Date End Date Duration 

Campaign Assessment 
& Plan  

TBD  30 days from the 
start of the 
contract 

30 days 

Implementation  Following plan completion 
and approval  

TBD 10-12 
months  

Marketing & 
Communications  

- Vision/Case for 
support creation 

- Brochure  
- Strategies for 

use 

 

Following campaign plan 
completion 

  

TBD  

2-4 months 
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Supplied Material 
The following materials and contacts are to be supplied by WCA for this project. For MPW 
Strategies to meet project milestones, this material must be supplied on schedule. The due 
dates are based on a 6/01/18 contract execution, and represent our best guess based on 
current proposed project dates: 
 

Materials and contacts to be supplied by Windsor Charter Academy  
Due 
Date* 

Answers to campaign assessment survey (30+ questions and requests for 
data and materials including, but not limited to the below:  

6/21/18 

Access to all board of directors, and staff and volunteer that might be 
involved in fundraising, for interviews (1 hr. max interview)  

6/14/18 

Revenue data for individuals, foundations, corporations over last five-seven 
years (names not needed) 

6/21/18 

Foundations, Corporations, individuals prospect lists with detail 6/14/18 

Access to the board, key donors, and staff for the interviews 6/14/18 

Vendor list   6/14/18 

Partner list (nature of partnership) 6/14/18 

Samples of solicitation and cultivation materials (letter, proposals, 
brochures, etc.) 

6/14/18 

Foundation grant application/proposal samples  6/14/18 

List of fundraisers over last five years with goals, revenue, cost 6/14/18 

Attendees to community events if applicable 6/21/18 

Development budget 6/21/18 

Program descriptions – promotional or marketing pieces for school and 
program 

6/21/18 

Any potential programs that are planned/being considered  6/21/18 

*We cannot be responsible for cost overruns caused by client’s failure to deliver materials by 
agreed-upon due dates.  
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PRICING 

The following table details the pricing for delivery of the services outlined in this proposal. This 
pricing is valid for 30 days from the date of this proposal: 
 

Campaign Plan Implementation and 
Fundraising Program Development 

$4,500 a month for 10 to 12 months 

Disclaimer: The prices listed in the preceding table are an estimate for the services discussed. 
This summary is not a warranty of final price. Estimates are subject to change if project 
specifications are changed or costs for outsourced services change before a contract is 
executed. 

QUALIFICATIONS 

MPW Strategies (MPWS) is a fundraising consulting firm backed by over 50 years of 
experience, providing a suite of services that transform, impact, and advance missions.  
 
Our mission is to maximize revenue, develop effective systems, and provide innovative 
professional fundraising solutions for our clients so that you can further your positive impact on 
our communities. 
  
MPWS goal is to enable clients to embrace innovations in fundraising, sustain and enhance 
their revenue potential and build their capacity, and therefore, fulfill their mission and ultimately 
their vision. 
  
Working hand in hand with your organization, we provide the latest in fundraising practices 
through a set of adaptable tools and strategies. We develop customized models, approaches, 
and systems to achieve fundraising goals and build capacity for future success. 
 
TESTIMONIALS 

“MPW Strategies helped our organization target the areas of greatest potential for 
fundraising growth. With Matt’s guidance, we have identified current donors that have 
the potential to give at a higher level. Together, we continue to work on a cultivation 
strategy for donors that we believe will have a lasting impact on the future of our 
organization.” 
Rebekah Wells, Development Director – Brent’s Place 
 
“MPW Strategies and Matt Wasserman’s incredible coaching and insight to fundraising 
have been invaluable to my development career. He was very helpful in providing 
direction to evaluate our major gift opportunities, and strategies for prioritizing donors to 
engage, and connecting with them in a meaningful way. The tools he has 
provided have enabled me to more confidently and effectively engage with donors.” 
Todd Weiss, Development Officer – American Water Works Association  
 
“Matt Wasserman’s guidance was instrumental in helping Ascanio’s Purse determine our 
overall campaign strategy and approach for engaging with donors. Through his hands-
on thoughtful approach, we were able to meet and exceed our initial goal. He always 
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made himself available, and was instrumental in finding solutions to overcome some of 
our biggest fundraising hurdles”.  
Robert Sobel, Director, Ascanio’s Purse 
 
Getting faculty and staff to understand the importance of fundraising is one of the 
competencies we focus on in our university leadership program. As a graduate of our 
Excellence in Leadership program, Matt agreed to run an interactive workshop each 
year that informs faculty and staff about their role in fundraising.  His authenticity and 
knowledge about this area helped motivate and encourage our group to get involved. 
Giving leadership the tools and confidence to assist in the fundraising process is key. 
Janet Lowe, Director of Employee Learning and Development, University of 
Colorado  

 
Feedback from “Creating a Culture of Philanthropy within Organizations” trainings 
including the Colorado Nonprofit Association and Big Brothers Big Sisters Colorado 

“I expected to hear how the organization as a whole could engage in fundraising, and 
this is exactly what was taught. Great seminar. I liked looking at examples of effective 
fundraising (ie the Colorado State video) and then talking about how the entire 
organization engages in creating the impact and being donor stewards. Great material!” 
 
“I expected an overview of philanthropy and promoting a culture of philanthropy and I 
thought they covered this incredibly well.” 
 
“This training was great! I learned much more than I thought I would about fundraising.” 
“The speakers were incredibly knowledgeable and experienced on the topic.” 
 
“Great workshop, engaging inspiring, and creative!” 
 
“Great ideas to help the development team and a great speaker!” 
 
“The vision breakout session was helpful. He had a great understanding of our 
organization and how we all can be involved in philanthropy.” 
 
“It was cool to hear about the different ideas in the room! Loved how many ideas and 
comments came out at the end.”  

 

 

 
 

Key Personnel 
Matt Wasserman, Principal and Founder 
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With over 20 years experience in the field of fundraising 
Matt Wasserman is the founder of MPW Strategies. 
Throughout his career, he has developed and integrated 
innovative fundraising practices, and in this role, he 
continues to realize a passion for guiding institutions to 
reach to new heights in funding. 
 
Wasserman previously served as the vice chancellor of 
development for the University of Colorado Denver, where 
he directed philanthropic activities for CU Denver since 
2010, achieving 300 percent revenue growth in three years. 

Additionally, he oversaw the successful execution of the CU Denver Creating Futures 
Campaign that raised over $84 million. Wasserman started at the University of Colorado 
Foundation in 2007, overseeing development for the CU Denver Business School. He 
played a prominent role in the campaign for the school’s new home, which opened in 
early 2012. 
 
Before joining the CU Foundation, he was co-founder and partner of the Denver 
Development Group (DDG), a nonprofit and political fundraising consulting firm that 
represented several area organizations and Colorado elected officials. Wasserman also 
served as the membership manager for the Denver Art Museum, where membership 
numbers reached an all-time high in 2004 under his management. He previously worked 
for several state and national political campaigns. 
 
Wasserman received a BA in political science from Colorado State University and an 
MBA from the University of Colorado Denver. Matt is a frequent presenter and trainer for 
the Colorado Nonprofit Association, Institute for Leaders in Development, and 
Association of Fundraising Professionals. His community involvement includes serving 
on the board of the Governor’s Residence Preservation Fund and the Downtown Denver 
Partnership Membership Committee. Matt lives in Aurora, Colorado, where he and his 
wife, Jackie, spend time with their two children and two dogs. 

 
 

John Pepperdine, Principal 
 

In a professional fundraising career spanning more than two 
decades, John Pepperdine has developed expertise in 
seven and six-figure donor solicitation and management. He 
has been instrumental in raising over $150 million through 
campaigns and drives for universities and other 
organizations. 
 
As special fundraising consultant for Metropolitan State 
University of Denver for the past two years, Pepperdine 
rebuilt the major, planned giving, communications and 
stewardship operation by introducing a relationship-focused 

donor management system. The updated system increased major gifts from $1.8 million 
to $6 million within a year. In 2017 he achieved a record-breaking fundraising year with 
$7.3 million, up from $3.2 million and more than double any year in the university’s 
history. 
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Pepperdine also has extensive fundraising experience with other universities in Kansas 
and Colorado. He served as associate vice president, advancement operations, at the 
Colorado School of Mines from 2013 to 2015. He was associate vice president and vice 
chancellor of development at the University of Colorado Foundation and University from 
2005 to 2013. From 2000 to 2003 he was development director at the William Allen 
White School of Journalism at the Kansas University Endowment Association. 
 
Earlier in his career, Pepperdine was a senior consultant with Hartsook Companies Inc. 
in Wichita; manager of government relations at the American Cancer Society in Topeka, 
and deputy finance director for Missouri Gov. Carnahan’s Campaign Committee. In 1995 
he served as a White House intern. 
 
Pepperdine holds a bachelor’s degree with a major in history and political science and a 
master’s in public administration, both from the University of Kansas. He became a 
Certified Fund Raising Executive (CFRE) in 2005, and is completing the Certificate in 
Fundraising Operations from Rice University’s Center for Philanthropy. He also has 
public speaking experience with advisory boards, campus professional development 
conferences, and other government, professional and charitable organizations. 

 
Together, Wasserman and Pepperdine have personally solicited, coached leadership, and 
inspired staff to raise over $250 million in their careers from donors of every background and 
interest. Beyond their track record of fundraising success, they are also acutely attuned to 
recent shifts in nonprofit and fundraising landscapes that warrant new tactics and a next-level 
understanding of donor motivation and engagement. 

 
 



 
 

 
11.0  Committee Minutes  
 

 
 
 
 
 
  



MINUTES OF THE WINDSOR CHARTER ACADEMY 
EDUCATION COMMITTEE MEETING 

 

Wednesday, May 9th, 2018 at 4:00 PM 
Windsor Charter Academy Elementary Building – Library 

680 Academy Court 
Windsor, CO  80550 

 
 
Attendance:  Carolyn Mader – Board Liaison 

Rebecca Teeples – Executive Director of Education 
   Kelly Seilbach – Elementary Education Director 

Jeremy Schriner – Secondary Education Director 
   Michelle Ammirati – Elementary Teacher 

Lee Grasmick – Chairperson and Secretary 
   Tina Toman - Parent    
   Kylie Knutson - Parent 
   Lori Long – Parent   
   Pam Lauer - Parent  
 
   Also Present: 
   Sarah Seiffert – Secondary Teacher 
   Traisha Myers – Secondary Teacher 
   Rachel Preece – Secondary Teacher 
   Bonnie Emerick – Secondary Teacher 
   Melinda Smith – Secondary Teacher 
   Irene Nissen – Technology Director 
   Jessica Wilson – Elementary Teacher 
   Chrissy Jones – Elementary Teacher 
 
   Not Present: 
       
   Keith Gallie – Secondary Teacher 
 
CALL TO ORDER 
 
Lee Grasmick called the meeting to order. 
 
AGENDA 
 
1.  Review and vote for approval of ELA novels that were read by members. 
2.  Discussion of Cultural Literacy language component at the Elementary School. 
 
ELA NOVELS 
 
The following books were reviewed by committee members. 



 
 Creative Writing Handbook by Jay Amberg and Mark Larson, 1992 
 Bedford Guidebook for Writing Tutors by Leigh Ryan and Lisa Zimmerelli, 2016 
 Tibet through the Red Box by Peter Sis, 1998 
 The Student Leadership Guide by Brendon Burchard, 2009 

 
Books were brought to the Education Committee after being vetted amongst other books 
for the appropriate class. 
 
Creative Writing Handbook – 
 
The Secondary School English Language Arts Teachers provided input and answers to 
questions about book.  Parent readers suggested that it would be more appropriate for 
middle school students, but could be a remedial source for high school students.  It was 
considered a good source.  Book is targeted for middle school creative writing elective 
class.  It would be beneficial for both teacher and student use.  Book was approved 
unanimously by the committee.   
 
Bedford Guidebook for Writing Tutors – 
 
Book would be used for the Writing Center and its class.  It would be used for a high school 
class, particularly for juniors and seniors, and is considered applicable to the Writing 
Center.  It helps place the tutor in a professional role.  Parent liked that there were several 
examples used.  Teacher would use excerpts from the book versus cover to cover reading.  
Book was approved unanimously by the committee.   
 
Tibet through the Red Box – 
 
Book would be for a high school graphic novel class.  It would be used for art angle of a 
graphic novel.  It is noted for the imagery.  Imagery would be questionable for younger 
students.  Caution is suggested due to the presentation of a yeti and a unicorn as realistic 
instead of being magical or fictional.  It is intended for one unit of teaching.  Another parent 
reader considered the artwork as captivating.  Book was approved unanimously by the 
committee. 
 
The Student Leadership Guide – 
 
Book is to be used in a high school Student Council elective class.  Parent reader indicated 
that it was appropriate for high school and that it had many daily applicable teachings in it.  
The historical references were liked.  This would help reinforce what the students are 
learning in other courses at the school.  The text is easily understood.  It is broken down 
into relatable areas of focus.  Would help students develop leadership skills.  Another 
parent reader thought that the questions at the end of the chapters could be used in role 
playing activities.  It was appreciated how the book differentiates between a manager and 
a leader.  Book may not be applicable as much for those who do not want to be in a 



leadership position.  The information contained in the book could be used throughout a 
person’s career.  Book was approved unanimously by the committee. 
 
Online Resources – 
 
The book Persepolis written by Marjane Satrapi and published in 2000 was presented by a 
secondary teacher.  It would be used in a high school graphic novel elective class.  It could 
teach what goes into a panel and other aspects of a graphic novel.  It is divided into chapters 
like a traditional book.  Is set in a historical concept of the Iranian Revolution.  It has both 
an art aspect, but a historical perspective.  Contains material of a political nature.  There is 
an identity presented in the book.  There is graphic imagery and harsh language.  Due to 
the more contested nature of the book parents would be given the opportunity to opt their 
student out of reading this book per school policies.   Staff was directed to communicate 
the material contained in the book with parents so that parents can make an informed 
decision as to whether or not to allow their children to read book.  Book was approved 
unanimously by the committee. 
 
The Common Lit website was discussed. Contains short stories and poetry.  Builds testing 
comprehension.  It would be used for middle and high school.  Website was approved 
unanimously by the committee. 
 
CULTURAL LITERACY 
 
During the last Education Committee meeting the change approved by the Executive Board 
to change from a six to a five rotation specials program was mentioned.  Library was 
changed to Cultural Literacy and Spanish was removed.  Within the Cultural Literacy class 
there would be three components.  This includes: 
 

 Hands on experiences where Core Knowledge is discussed. 
 Time to check out books. 
 Learning a language. 

 
The curriculum needs to support Core Knowledge and Early College High School 
activities.  Curriculum mapping begins at the end of May for two weeks. New teachers 
report June 4th.  The Cultural Literacy teacher will fill a new teacher position.  A 
recommendation and approval by Board for the language portion of the class is needed 
before teacher arrives and begins curriculum planning.  Due to additional funding being 
acquired it is recommended that the position move from a classified to a certified position.  
Accountability, individualization, ability to segment into specific time frames, visual and 
auditory engagement, and manageable and sustainability are requirements for the language 
component.  The teacher would focus on the Core Knowledge and language components 
and a paraprofessional would focus on the checking in and out of books.  The library would 
have material posted on the wall to assist with the learning process.  It was noted that the 
school is not a language immersion school.  Additional activities such as treasure hunts, 
reading books in other languages, etc. would be used in conjunction with DuoLingo.  
Kindergarten and 1st Grade would be using songs, educational videos, and books.  



Kindergarten would learn Spanish and 1st Grade would learn French.  2nd through 5th Grade 
would be using DuoLingo in addition to the type of activities used in Kindergarten and 1st 
Grade. The language software DuoLingo was presented to the Committee.  Members were 
given the opportunity to tour the software.  Vocabulary lists in the software could allow 
teacher to design lessons.  Reports can be created showing student status.  There are tools 
in the software that can be used to accommodate a language club.  The game based learning 
style would likely keep the interest of the students.  Teacher can assign different material 
to each student.  A concern about how the students can work on grammar and creating 
sentence structure by using only the software was raised.  The extensive list of vocabulary 
words and repetition of given sentences could assist in grammar knowledge.  Students will 
need to practice at home to become language proficient.  DuoLingo was determined to 
meet all of the requirements of the language component, but will need to have supplemental 
material to complete the student learning experience.  It is requested that the library have 
a foreign language section.  Having guest speakers that either do or have lived in a country 
where the languages being taught is spoken could compliment the class.  The guest could 
either be in person or online.  Making the position more accountable and move towards 
additional success is what has led to moving it to a certified position.  Having a certified 
position has been a long term goal.  It was noted that filling a foreign language teaching 
position is difficult.  DuoLingo and the other resources discussed were recommended to 
the Board to be part of the Cultural Literacy class. 
 
ADJOURNMENT 
 
The meeting was adjourned by Lee Grasmick 



 
Minutes 

(Pending Approval By Committee at 5/14/18 Meeting) 
WINDSOR CHARTER ACADEMY 

STUDENT & SCHOOL SAFETY COMMITTEE 

Weld County School District RE-4 

680 Academy Ct., Windsor, Colorado 80550 

Monday, April 9, 2018 

Regular Monthly Meeting at 3:30 p.m. in the Elementary Library 

  

VISION STATEMENT: 
 

Where students are educated, empowered, and equipped to reach their highest potential. 
 

MISSION STATEMENT: 
 
Windsor Charter Academy provides our students with a solid academic foundation through our K-8 Core 
Knowledge and our rigorous 9-12 early college high school curricula. Our culture empowers our students to 
achieve academic excellence through critical thinking, character development, and a love for lifelong learning.  
 

1.0 Called to order at 3:30 p.m. 
1.1 Sign-in 
Thirteen (13) Members in attendance. 
 

1.2 Approval of prior month’s Minutes (February 2018) 
Motion to approve February 12, 2018 Regular Monthly Meeting Minutes made by Sherry Bartmann and 
seconded by Stephen Marchio; motion passes unanimously with an addition to the minutes drafted by 
Mr. Schriner detailing his discussion of the lockdown/lockout drill. 
 

2.0 Old Business 
2.1 Barrier fence west of High School/along Hwy 257 
This matter has been brought to the attention of Administration for further consideration and/or 
implementation as they deem appropriate. 
 
2.2 Flashing School Zone lights 
This matter to be made a primary goal of the 2018-19 Safety Committee. 
 
2.3 Discussion Barricade vs Door Locking Device - There is a Difference 
This matter has been brought to the attention of Administration for further consideration and/or 
implementation as they deem appropriate. 
 
2.4 We Dine Together Club MS/HS (www.wedinetogether.com) 
This idea/concept has been introduced to NHS as a possible project and will be monitored by MS/HS 
Administration. 
 
 

http://www.wedinetogether.com/


2.5 Buddy Bench for Elementary 
To be installed prior to the 2018-19 1st day of school with ES Administration and Staff conducting an 
educational program on same.  Funding has been provided by a private donor. 
 
2.6 Elementary Pick-up (possible use of Garden cul-de-sac for Diamond Valley east pick-up) 
This matter has been brought to the attention of Administration for further consideration and/or 
implementation as they deem appropriate. 
 

3.0 New Business 
3.1 Discussion regarding WSA School Resource Officer (SRO) 
The Safety Committee discussed a possibility that Windsor Charter Academy may have to have a school 
resource officer (SRO) part- or full-time at our schools. The Town of Windsor may pay for 2/3 of the 
cost of an SRO for our school. If this occurs, then Windsor Charter Academy would need to allocate 1/3 
of the cost, or $23,000. The committee members discussed the benefits of having an SRO at our schools 
that could address safety concerns and the opportunities to build positive relationships that arise through 
daily interactions with students. The Town of Windsor will be reviewing their budget in the upcoming 
months to determine if this is a financial option. The Windsor Charter Academy Executive Board will 
be reviewing options as they prioritize safety. 
  
Note: The Executive Board met in a Special Session on May 10th. Legislators approved a state budget 

that allocated monies to schools, increasing PPR to more than 6%. WCA also received monies for rural 

school funding. From additional monies, the Executive Board approved two items specific to safety: 
  
·       2-Way Radios for Student Safety: Student safety would be enhanced. Working with SafeCom 
911, Windsor Charter Academy would purchase 15 digital portable radios that would work between 
both schools. The system would come with a UHF digital repeater system complete with duplexer, 
combiner, connectors antenna system and transmission line, along with a FCC 10-year license. This 
one-time cost would be $16,000. 
 
·       School Resource Officer (SRO): If the Town of Windsor approves additional funding for FTE for 
SROs, Windsor Charter Academy would have the opportunity to have either a part-time or full-time 
SRO. If approved, the Town would pay for the majority of the salary of an SRO. The cost for Windsor 
Charter Academy would be $23,000 for a full-time officer. While this is budgeted, this is not a 
guarantee, as it is contingent on the Town of Windsor’s funding determination. 
 
3.2 Administrative Advisory Crisis Response Group 
Administration met with the small group of experts--parents that hold various roles in law enforcement 
and with past military background. Our Board liaison, Sherry Bartmann, and committee chair, Brad 
Coldiron, were also invited to attend. With administration, the group toured the middle and early college 
high school and offered insight on steps that could be taken to strengthen processes and procedures that 
would increase student safety.  

 
4.0 Review of Upcoming Monthly Priorities 

 May 14th (Final Committee meeting of the 2017-2018 school year) 
 
5.0 Matters For The Good of WCA 

 5.1 Confirmation of Next Month’s Meeting Date & Time 
Next meeting May 14, 2018. 

 
 5.2 Member Comment/Questions 
 None 
 

6.0 Adjourn 
Meeting adjourned at 4:36 p.m. 



 
 

 
12.0 Second Read Policies 
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ELECTRONIC SIGNATURES AND RECORDS 
 
Under certain conditions electronic records and signatures are legally 
acceptable and enforceable. The Executive Board wishes to approve policies 
and procedures outlining the use of electronic signatures in connection with the 
transaction of Windsor Charter Academy business so as to promote the efficient 
use of electronic communications.  
 
Although all electronic signatures are represented digitally, they can take many 
forms and can be created using many different types of technology. The 
authenticity and reliability of electronic records and signatures relating to 
transactions are dependent on the accompanying processes, supplemental 
records and the overall context in which records are created, transferred, 
signed and stored.  
 
Definitions  
“Attribution” means an electronic record or electronic signature is attributable 
to a person if it was the act of the person. The act of the person may be shown 
in any manner, including a showing of the efficacy of any security procedure 
applied to determine the person to which the electronic record or electronic 
signature was attributable.  
 
“Electronic signature” means an electronic sound, symbol, or process attached 
to or logically associated with a record and executed or adopted by a person 
with the intent to sign the record.  
 
“Electronic record” means any record created, generated, sent, 
communicated, received or stored by electronic means.  
 
"Transaction" means an action or set of actions occurring between two or more 
persons relating to the conduct of business, commercial, charitable, or 
governmental affairs.  
 
Statement of Policy  
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Electronic Signatures  
An electronic signature is an automated function that replaces a handwritten 
signature with a system generated signature statement. According to the 
Colorado Uniform Electronic Transactions Act (UETA) system generated 
electronic signatures are considered legally binding and enforceable. Electronic 
signatures will be utilized for records as a means for authentication of 
transcribed documents and/or electronic entries. Windsor Charter Academy 
employees and persons conducting business with Windsor Charter Academy will 
be allowed to utilize an electronic signature in accordance with this policy and 
state and federal regulations regarding such.  
 
Unless a specific statute, regulation, or rule of law requires records to be signed 
in a non-electronic form, the issuance and/or acceptance of an electronic 
signature shall be permitted in accordance with the provisions of this policy and 
all applicable state and federal laws. Such electronic signatures shall have the 
full force and effect of a manual signature only if the following conditions are 
met:  
 

1. Each party to a transaction agrees to conduct the transaction 
electronically. Consent may be implied from the circumstances, 
except with respect to the electronic records used to deliver 
information for which consumers are otherwise entitled by law to 
have received in writing.   

2. The electronic signature identifies the individual signing the 
document by his/her name and title.   

3. The identity of the individual signing with an electronic signature is 
capable of being validated and attributed to the individual who 
purports to have signed it.   

4. The electronic signature and the document to which it is affixed 
cannot be altered once the electronic signature has been affixed.   

5. If a law requires an electronic signature to contain specific elements, 
the electronic signature must contain the elements specified by law  

6. The electronic signature conforms to all other provisions of this policy. 
  

Electronic Records  
Electronic records created or received by Windsor Charter Academy shall be 
appropriately attributed to the individual(s) responsible for their creation and/or 
authorization or approval. Windsor Charter Academy shall utilize available 
technology to implement reliable methods for generating and managing 
electronic records. Any electronic record filed with or issued by Windsor Charter 
Academy shall be given full force and effect of a paper communication if the 
following conditions are satisfied:  
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1. The communication is an electronic filing or recording and Windsor 
Charter Academy agrees to accept or send such communication 
electronically.   

2. If a signature is required on the record or communication by any statute, 
rule or other applicable law or Windsor Charter Academy policy, the 
electronic signature must conform to the requirements set forth in this 
policy governing the use of electronic signatures.   

 
Acceptance, Use and Issuance of Electronic Records and Signatures  
The following guidelines govern the acceptance, use and issuance of electronic 
records and signatures in connection with the transaction of Windsor Charter 
Academy business:  
 

1. If a law requires a record to be in writing, an electronic record satisfies 
the law.   

2. In any written communication in which a signature is required or used, 
any party to the communication may affix a signature by use of an 
electronic signature that complies with the requirements of this policy 
for electronic signatures.   

3. If a law prohibits a transaction from occurring electronically, the 
transaction must occur in the manner specified by law.   

4. Windsor Charter Academy shall develop and maintain an electronic 
recordkeeping system that can receive, store, and reproduce 
electronic records and signatures relating to transactions in their 
original form. Such system shall include security procedures whereby 
Windsor Charter Academy can (a) verify the attribution of a signature 
to a specific individual, (b) protect and prevent access, alteration, 
manipulation or use by an unauthorized person, and (c) provide 
strong and substantial evidence that will make it difficult for the signer 
to claim that the electronic representation is not valid.   

5. Windsor Charter Academy shall ensure that all electronic records and 
signatures are capable of being accurately reproduced for later 
reference and retained until such time as all legally mandated 
retention requirements are satisfied.   

6. Those individuals who are authorized to sign documents on behalf of 
Windsor Charter Academy shall be permitted to submit electronic 
signatures pursuant to this policy in connection with school business.   

7. If the parties have agreed to conduct a transaction by electronic 
means and a law requires a person to provide, send, or deliver 
information in writing to another person, the requirement is satisfied if 
the information is provided, sent, or delivered, as the case may be, in 
an electronic record.  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8. If a law requires that a record be retained in its original form, that 
requirement is satisfied by retaining an electronic record of the 
information in the record that accurately reflects the information set 
forth in the original record and remains accessible for later reference.  

 
 
 
Reviewed and Revised by Windsor Charter Academy Executive Board 
May 2018 
 
 
Weld Re-4 District Board 
Adopted: August 2014 
 
LEGAL REFS.:  
C.R.S. 22-32-110(1)(kk) (Authorizes use of electronic signatures and records)  
C.R.S. 24-71.3-101 et seq. (Uniform Electronic Transaction Act)  
18 U.S.C. 2510 (Electronic Communications Privacy Act)  
 
CROSS REFS.:  
GCO, Evaluation of Licensed Personnel  
GCO-R, Evaluation of Licensed Personnel  
GBEE, Appropriate Use of District and Personal Technology by Non-Student 
Stakeholders  
GBJ, Personnel Records and Files  
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ELECTRONIC COMMUNICATION 
 
Electronic communication is the transmittal of a communication between two 
or more computers or other electronic devices, whether or not the message is 
converted to hard copy format and whether or not the message is viewed upon 
receipt. Electronic communication includes all electronic messages that are 
transmitted through a local, regional or global computer network.  
 
All Windsor Charter Academy electronic communication systems are owned by 
Windsor Charter Academy and are intended for the purpose of conducting 
official Windsor Charter Academy business only. Windsor Charter Academy 
electronic communication systems are not intended for personal use by users. 
Users shall have no expectation of privacy when using Windsor Charter 
Academy technology including communication systems.  
 
Electronic communication sent or received by users may be considered a 
public record subject to retention under state or federal law. Such electronic 
communication may also be subject to public disclosure or inspection under the 
Colorado Open Records Act.  
 
Whenever Windsor Charter Academy is a party in litigation or reasonably 
anticipates being a party in litigation, users in possession of electronic 
documents, e-mail, voice mail, and/or other evidence relevant to the litigation 
or reasonably anticipated litigation shall retain all such documents, e-mails, 
voice mails and other evidence until otherwise directed by the superintendent 
or designee.  
 
All digital storage on Windsor Charter Academy technology is property of 
Windsor Charter Academy and Windsor Charter Academy retains the right to 
retain, review, and disclose all information sent via, or stored on, Windsor Charter 
Academy technology for any legally permissible reason, including: to determine 
whether such information is public record, to determine whether such 
information is discoverable in litigation, to access Windsor Charter Academy 
information in the employee’s absence, and to determine whether Windsor 
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Charter Academy technology is being used in a manner that complies with 
Windsor Charter Academy policy/regulation and law.  
 
Upon sending or receiving an electronic communication, all users shall 
segregate or store those communications that are public records. Public records 
are those that evidence Windsor Charter Academy’s functions, policies, 
decisions, procedures, operations or other activities of Windsor Charter 
Academy or that contain valuable Windsor Charter Academy data.  
 
Electronic communication on Windsor Charter Academy technology shall be 
retained only as long as necessary. Such electronic communication shall be 
deleted on a routine basis unless otherwise required to be retained by Windsor 
Charter Academy policy or state or federal law.  
 
The custodian of records for Windsor Charter Academy shall assist the public in 
locating any specific public electronic records requested and shall provide 
public access to public electronic records in accordance with state law. 
Windsor Charter Academy’s records custodian shall also be responsible for 
assisting Windsor Charter Academy’s school and other sites in complying with 
record retention requirements.  
 
Users may be subject to disciplinary action for violation of this policy.  
 
 
 
Reviewed and Revised by Windsor Charter Academy Executive Board 
May 2018 
 
Weld Re-4 District Board 
Adopted: May 2014 
 
LEGAL REFS.:  
C.R.S. 24-72-203 (1)(b)(I)  
C.R.S. 24-72-204.5  
C.R.S. 24-80-101  
 
CROSS REFS.:  
EHB Records Retention  
JRC Colorado Open Records Law  

GBEE Appropriate Use of Windsor Charter Academy and Personal Technology 
by Non-Student Stakeholders  
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APPROPRIATE USE OF WINDSOR CHARTER ACADEMY AND PERSONAL 
TECHNOLOGY BY NON-STUDENT STAKEHOLDERS 

 
Introduction  
Windsor Charter Academy  offers staff, Executive Board members, substitute 
teachers, student teachers, parent volunteers, and other non-student, adult 
stakeholders (hereafter referred to as “user” or “users”) access to Windsor 
Charter Academy’s network, servers, computers, communication systems (i.e. 
email, VOIP, and audience response systems), hardware, software, operating 
systems, and an array of other emerging technologies (hereafter referred to as 
“Windsor Charter Academy technology”) to promote educational excellence. 
Each user is responsible for her/his use of technology, whether personal (i.e. 
computers/laptops, cell phones, portable digital assistants (PDAs), wireless email 
devices, and other digital devices) (hereafter referred to as “personal 
technology”) or Windsor Charter Academy-provided. While using technology on 
or near school property, in school vehicles, and at school-sponsored activities, 
as well as using Windsor Charter Academy technology resources via off-campus 
remote access or with Windsor Charter Academy-owned equipment, each user 
is expected to act in an appropriate manner consistent with school, Windsor 
Charter Academy, and legal guidelines.  
 
Using Windsor Charter Academy Internet and Communications Systems  
 
Use as a Privilege 
Windsor Charter Academy technology is provided to users to conduct research, 
communicate with others, and fulfill other job responsibilities. Use of, and access 
to, Windsor Charter Academy technology is a privilege, not a right. Users must 
comply with Windsor Charter Academy standards when accessing and using 
Windsor Charter Academy technology. To protect the integrity of Windsor 
Charter Academy technology, system administrators (hereafter referred to as 
“Windsor Charter Academy technology staff”) will determine whether Windsor 
Charter Academy technology is used appropriately and may suspend, limit, or 
deny user-access and -use at any time. Windsor Charter Academy technology 
staff may also suspend user-access and –use to Windsor Charter Academy 
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technology at any time for maintenance and repair purposes. Determinations of 
inappropriate use of Windsor Charter Academy technology may be appealed 
to the Director of Innovation. Additionally, employee users who use Windsor 
Charter Academy technology in an inappropriate manner and who are found 
to be in violation of this policy may be subject to additional disciplinary action 
according to other Executive Board policies or state and federal statutes. 
Violation of this policy may also be cause for referral to outside agencies for 
additional investigation.  
 
Information as Windsor Charter Academy Property 
All digital storage on Windsor Charter Academy technology is property of 
Windsor Charter Academy and Windsor Charter Academy retains the right to 
retain, review, and disclose all information sent via, or stored on, Windsor Charter 
Academy technology for any legally permissible reason, including: to determine 
whether such information is a public record, to determine whether such 
information is discoverable in litigation, to access Windsor Charter Academy 
information in the employee’s absence, and to determine whether Windsor 
Charter Academy technology is being used in a manner that complies with 
Windsor Charter Academy policy/regulation and law. Users should not expect 
files stored on, or sent via, Windsor Charter Academy technology to be private. 
Furthermore, users should understand that if such files qualify as public records, 
they may be open for inspection by individuals and entities unaffiliated with 
Windsor Charter Academy (i.e. to the media, for court purposes, etc.).  
 
Proper and Acceptable Use of Technology  
Users must comply with the following security expectations:  
 

• Adhere to, and comply with, all Windsor Charter Academy policies and 
local, state, and federal laws regarding data security.   

• With the exception of Windsor Charter Academy technology staff, or their 
designees, who may access Windsor Charter Academy technology in 
accordance with this policy to troubleshoot and determine appropriate 
use, users shall not access the accounts of other users without the express 
consent of such other users, nor access any other account other than that 
to which they have been assigned.   

• To protect privacy, users shall not transfer and save personal, student, or 
employee information stored in electronic format on Windsor Charter 
Academy servers on to a laptop or other external device and take it off of 
school property, nor transmit such information outside of Windsor Charter 
Academy unless Windsor Charter Academy data security procedures are 
followed to allow for effective file encryption. 

• When outside Windsor Charter Academy network, users shall not allow 
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others to access their Windsor Charter Academy-issued laptops or other 
Windsor Charter Academy technology without a technology protection 
measure in place.  

• Only connect personal technology to approved Windsor Charter 
Academy wireless networks, and never connect personal technology to 
Windsor Charter Academy’s wired LAN. 

• Immediately notify Windsor Charter Academy technology staff of any 
suspected Windsor Charter Academy technology security issues without 
demonstrating the problem to others.   

• Protect login and password information and avoid public posting or 
sharing of access with anyone, including co-workers, student teachers, 
students, parents, or volunteers.   

• Avoid prolonged, repeated use of generic user login ID’s.   
• Ensure that workstations are locked when left unattended.   

 
Furthermore, any use, transmission, storage, or publication of any material in 
violation of law, and/or Windsor Charter Academy policy is prohibited. Such use 
includes, but is not limited to the following activities in which users must not 
engage:   
 

• Searching, viewing, communicating, publishing, downloading, storing, or 
retrieving materials that:  

o Are threatening, promote violence, or advocate the destruction of 
property. 

o Are pornographic, obscene, or sexually-oriented (pornographic 
means pictures or writings that are intended to stimulate erotic 
feelings by the description or portrayal of sexual activity or the nude 
human form). 

o Advocate or promote violence or hatred against particular 
individuals or groups of individuals or advocate or promote the 
superiority of one racial, ethnic, or religious group over another; 
and/or   

o Can be construed to be political activity (state law prohibits the use 
of any public funds for political activities).   

• Using profane, obscene, and/or inappropriate language, images, and/or 
other materials. 

• Representing Copyright ©, Registered ®, and/or Trademark TM materials 
as one’s own work. 

• Using software, media, or digital content contrary to licensing or fair-use 
copyright restrictions. 

• Circumventing or intentionally compromising Windsor Charter Academy 
security measures.  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• Using Windsor Charter Academy technology to install or utilize software or 
executable files that are beyond the scope of the educational objectives 
of Windsor Charter Academy, and/or installing such software or 
executable files onto Windsor Charter Academy technology. 

• Using USB, bootable CDs, or other devices to alter the function of Windsor 
Charter Academy technology, including, but not limited to, a Windsor 
Charter Academy computer or a network; and/or   

• Damaging Windsor Charter Academy technology to modify their 
intended functionality.   

• Intentionally or neglectfully transmitting viruses or other destructive 
computer files. 

• Obtaining unauthorized access to Windsor Charter Academy or external 
computers (i.e. cracking).   

• Intentionally bypassing Windsor Charter Academy filters without 
authorization.   

• Using Windsor Charter Academy technology for commercial purposes, 
personal financial gain, or fraud. 

• Using Windsor Charter Academy technology in such a way that Windsor 
Charter Academy will incur an expense unless spending authority has 
been granted by the appropriate administrator.  

• Using Windsor Charter Academy or personal technology to violate the 
privacy of others, including taking unauthorized photos of others.  

• Using Windsor Charter Academy or personal technology to improperly 
disclose of any student's or staff member’s name, image, likeness, home 
address, phone number, or other personal information. 

• Using Windsor Charter Academy technology for non-educational uses 
such as gaming, inappropriate role-playing multi-user environments, or 
gambling; issuing junk mail, chain mail, or raffles.   

• Engaging in any activity that violates Windsor Charter Academy policy, 
school rules, or law. 

• Disrupting the operation of any Windsor Charter Academy technology, 
including, but not limited to, any school network.  

• Using Windsor Charter Academy communication systems in an 
inappropriate manner. 

• Purposely failing to report flagrant abuse of this policy to a Windsor 
Charter Academy technology staff. 

 
Student and Employee Information  
Maintenance of privacy and adherence to confidentiality laws, including, but 
not limited to the Family Educational Rights and Privacy Act (FERPA) is required. 
Therefore, users shall not electronically transmit, publish, or distribute confidential 
information pertaining to students, parents/guardians, or Windsor Charter 
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Academy employees. Additionally, users may not use Windsor Charter 
Academy technology for confidential matters or privileged communications 
(i.e. transferring student records) unless appropriate encryption measures are 
taken to ensure confidentiality and maintain appropriate privilege. Access to 
information that is not legally protected but is sensitive in nature shall only be 
given on a “need to know” basis. Users shall handle all employee and student 
records in accordance with policies GBJ (Personnel Records and Files), JRA/JRA-
R/JRC (Student Records and Release of Information Concerning Student 
Records/Student Records and Release of Information Concerning Students – 
Regulation/Colorado Open Records Law), and applicable law.   
 
No Warranty 
Windsor Charter Academy does not expressly or implicitly warrant Windsor 
Charter Academy technology it provides to users. Therefore, Windsor Charter 
Academy is not responsible for any damage or loss incurred through use of 
Windsor Charter Academy technology including, but not limited to, damage or 
loss caused by non-deliveries, mis-deliveries, service interruptions, unauthorized 
use, loss of data, and exposure to potentially harmful or inappropriate material 
or people. Use of Windsor Charter Academy technology and reliance on any 
information obtained via Windsor Charter Academy technology is at a user’s 
own risk and Windsor Charter Academy specifically denies any responsibility for 
the reliability of such use or accuracy and quality of information obtained 
through the use of Windsor Charter Academy technology including Windsor 
Charter Academy-provided Internet access.   
 

Also, Windsor Charter Academy assumes no responsibility for any loss or 
damage to personal property including personal technology.  
 
 
Reviewed and Revised by Windsor Charter Academy Executive Board 
May 2018 
 
 
Weld Re-4 District Board 
Adopted: June 2008 
Revised: November 2012 
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USE OF SOCIAL MEDIA FOR SCHOOL-RELEATED PURPOSES 
 
The Executive Board acknowledges that social media has become important 
means of communication with potential pedagogical value if used 
appropriately. This policy sets forth guidelines for the use of social media for 
school-related purposes in Windsor Charter Academy schools and is in addition 
to the guidelines set forth in Executive Board policies GBEE and JS regarding the 
acceptable use of Windsor Charter Academy and personal technology.  
 
Definitions 
"Social medium" and "social media" shall mean internet-based tools for sharing 
and discussing information among users, and includes without limitation social 
networking, social bookmarking, and social news sites.  
 
“Pre-approved social media” shall mean social media that has been approved 
for use by the Executive Director or designee. 
 
“Windsor Charter Academy technology” shall mean Windsor Charter 
Academy’s network, servers, computers, communication systems (i.e. email, 
VOIP, and audience response systems), hardware, software, operating systems, 
and an array of other emerging technologies. 
 
Procedures  
 
Approval 
Windsor Charter Academy staff and student use of pre-approved social media 
is exempt from the approval process set forth below. The use of all other social 
media is subject to the following approval process:  
 

A. Staff who desire to use social media for school-related purposes shall 
submit to their direct supervisorthe Director of Innovation a written 
proposal that contains the following information:  
 

1. The name of the social medium that will be used. 
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2. Copies of the social medium’s terms of use and privacy 
policies. 

3. An explanation of the security measures (e.g. username logon, 
password  protection) that the social medium offers. 

4. A description of how the social medium will be used.  
5. When applicable: The instructional standard(s) addressed by 

use of the social medium. 
6. When applicable: The instructional purpose that use of the 

social medium will  serve and a description of how use of the 
social medium will complement existing curricula.   

B. The supervisor Director of Innovation may, in his or her discretion, 
approve, deny, or approve with modification the proposal; the 
supervisor’s Director of Innovation’s decision will be in writing. A denial 
of use of social media may be appealed to the Director of 
InnovationExecutive Director within 5 days of the date of denial. The 
decision of the Director of InnovationExecutive Director shall be final in 
all cases and the decision shall not be subject to Windsor Charter 
Academy’s grievance procedures. If the proposal is approved or 
approved with modification, the staff member shall be responsible for 
implementing the proposal in accordance with the Terms of Use set 
forth below. The approval may be withdrawn at any time for any 
reason. 

C. Approved proposals for the use of social media shall be resubmitted 
annually for review.  

 
Terms of Use  
 

A. Staff whose social media proposals receive approval, as well as those 
using pre-approved social media, are subject to the following terms of 
use:  
 

1. Content on the approved social media site shall at all times 
comply with Windsor Charter Academy policies, procedures, 
and regulations, as well as with applicable state and federal 
law.   

2. Students shall be required to obtain written permission from 
their parent/guardian to post on all approved social media 
sites other than pre-approved social media. Staff shall only 
allow students who have submitted such written permission to 
participate in school approved social media sites.   

3. Staff is responsible for monitoring student use of approved 
social media sites and shall remove content that violates 
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Windsor Charter Academy policies, procedures or regulations, 
or state or federal law. Any inappropriate use of approved 
social media sites shall be reported to the school 
administration.  

4. School administrators shall be granted access to approved 
social media sites and may monitor the sites for compliance 
with Windsor Charter Academy policy.   

 
Personal Use of Social Media  
Staff shall not use Windsor Charter Academy time or Windsor Charter Academy 
technology for personal use of social media. Staff shall not engage in conduct 
that adversely affects their capacity to serve as a role model for students or their 
ability to work effectively with Windsor Charter Academy staff, parents, and 
students.  
 
Inappropriate Use  
Violations of this policy may be considered inappropriate use of technology and 
user-access and user–use may be suspended, limited or denied at any time. 
Employee users who use Windsor Charter Academy technology in an 
inappropriate manner and who are found to be in violation of this policy may 
be subject to additional disciplinary action according to other Executive Board 
policies or state and federal statutes. Violation of this policy may also be cause 
for referral to outside agencies for additional investigation.  
 
 
 
Reviewed and Revised by Windsor Charter Academy Executive Board 
May 2018 
 
 
Weld Re-4 District Board 
Adopted: March 2011 
 
CROSS REFS.:  
GBEE Appropriate Use of Windsor Charter Academy and Personal Technology 
by Non-Student Stakeholders  
JS Appropriate Use of Windsor Charter Academy and Personal Technology by 
Students 
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PERMISSION TO USE SOCIAL MEDIA FOR INSTRUCTIONAL PURPOSES 
 
 
Student Name: _______________________________________Grade: _________ 
 
Windsor Charter Academy-Approved Social Media Site(s): 
______________________________________________________________________________ 
 
 
 
______________________________________________________________________________ 
 
I hereby give my permission for my student to use Windsor Charter Academy-
approved social media sites listed herein. I hereby release and hold harmless 
Windsor Charter Academy, its board members, officer, agents, employees, and 
teachers from any and all liability, claims, demands, actions, or causes of action 
whatsoever arising from my student's use of Windsor Charter Academy-
approved social media sites. My student and I hereby acknowledge that use of 
Windsor Charter Academy-approved social media site must comply with 
Windsor Charter Academy policies, procedures, and regulations, as well as with 
applicable federal and state law.  
 
 
Parent/Guardian Signature: __________________________________________________ 
 
 
Student Signature: ___________________________________________________________ 
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STUDENT RECORDS/RELEASE OF INFORMATION CONCERNING STUDENTS 

 
Student records are maintained in accordance with the Federal Family 
Educational Rights and Privacy Act (“FERPA”) of 1974 and the Colorado Open 
Records Law. The purpose of this policy is to assureFERPA provides certain rights 
to parents and eligible students (18 years and older) parents and students 
regarding educational records, including the right to review and inspect the 
student’s educational records and in certain circumstances, the right to restrict 
access to the student’s educational records.  (18 years and older), that they 
have access to their children’s educational records and that each individual’s 
rightWindsor Academy will limit access, inspection and transfer of student 
educational records  to privacy shall be protected by limiting access to and the 
transferability of educational records in accordance with applicable law.  
 
1. Content and Custody of Records 
In general, a student’s educational records are records maintained by Windsor 
Charter Academy that directly relate to individual students. These records may 
are those records come in multiple formats,  in all formats and media, including 
photographic and electronic, maintained by the Windsor Charter Academy, 
which are directly related to the student.. Student education records may 
contain, but are not necessarily be limited to, the following information: personal 
identifying data; graded academic work completed; level of achievement 
(grades, standardized achievement test scores); attendance data; scores on 
standardized intelligence, aptitude, and psychological tests; interest inventory 
results; health data; family background information; teacher or counselor ratings 
and observations, and reports of serious or recurrent behavior patternsschool 
disciplinary records and any Individualized Education Program (IEP). 
 
Student records do not include records of created by instructional, supervisory, 
and administrative personnel and that which are in the sole custody of the 
maker thereof, and which that are not accessible or revealed to any other 
person, except a substitute.  and records and documents which are privileged 
under law. Student education records also do not include records which are 
privileged under law do not include recordsor that are maintained by a law 
enforcement unit of the schools that are created by that unit for the purpose of 
law enforcement. 
 



The Director of Elementary or Secondary Education shall be the designated 
official custodian of the records of students in his/her building. 
 
2. Access to Records 
A parent or legal guardian shall be able tomay request to inspect and review 
athe student’s education files. However, if a student is 18 years or older (“eligible 
student”), the student may inspect his own education records and give written 
consent for disclosure of such records and personal identifiable information 
therein, and his written permission shall be necessary in order for his parent/legal 
guardian to access them, unless the eligible student is a dependent for income 
tax purposes or the disclosure is in connection with a health or safety 
emergency. 
 
The Director of Elementary or Secondary Education shall provide such personnel 
as are necessary to give explanations and interpretations of the student records 
when requested by the 
parent/legal guardian or the eligible student. 
 

1. A request to see the student’s educational recordsfile must be submitted 
on an official school form by the parent/legal guardian or eligible student 
to the Director of Elementary or Secondary Education attended by the 
student, or in some instances, to the supervisor of student records. 
 

2. The Director of Elementary or Secondary Education, upon receiving the 
request, will set a date and time for inspection and review of the records. 
In no case will the date set be more than three ten school days after the 
request has been made. 
 

3. The parent/legal guardian or eligible student shall examine the file in the 
presence of the Director of Elementary or Secondary Education or 
another person permitted by policy and designated by the Executive 
Director. Only the following certified personnel are designated by the 
Executive Director: Weld Re-4 Director of Exceptional Student Services or 
designee, Director of Elementary or Secondary Education, assistant 
principal, counselor, or in case of inactive records, the Student Data 
Services Manager of student records[JJ1].  
 

The record itself shall not be taken from the school building. However, upon 
request, one copy of the records shall be provided within a reasonable time to 
the parent/legal guardian or eligible student at a cost of $.25 per page. A 
waiver of the copying fee is available upon request that the cost is a hardship.  
 
A record of all requests for inspection and review of education records and 
requests for copies of such records, as well as disclosure of personally identifiable 
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information except as provided by law, shall be maintained as a part of each 
individual’s record. Such request for records or information shall be made 
available to the parent/legal guardian or eligible student upon request in 
accordance with the requirements of this regulation.  
 
School personnel shall use reasonable methods to authenticate the identity of 
parents, students, school officials, and any other party to whom they disclose 
student education records. Authentication of identity prior to disclosure of 
electronic records through passwords or other security measures shall be 
required. 
 
4. Requests to Amend Education Records 
Parents/legal guardians or eligible students who believe that information 
contained in the education records of a student is inaccurate or misleading or 
violates the privacy rights of the student may request that Windsor Charter 
Academy amend the records. A request to amend a student’s records must be 
made in writing to the Director of Elementary or Secondary Education within 10 
school days of the date the records were first examined. 
 
If the parent/legal guardian or eligible student challenges any part of the 
record, the Director of Elementary or Secondary Education (or in the case of 
psychological test data, the Weld Re-4 Director of Exceptional Student Services 
or designee) should review the part of the record being challenged and may by 
mutual agreement with the person making the challenge destroy, delete or add 
the information in question.  
 
If the Director of Elementary or Secondary Education denies the request to 
amend, the parent/legal guardian or eligible student may make a written 
appeal to the Executive Director. This appeal must be answered by the 
Executive Director in writing within 10 school days.  
 
If the first two steps have not resulted in a formal change, then the parent/legal 
guardian or eligible student may request a formal hearing. A request for a 
formal hearing must be made in writing and addressed to the Executive 
Director. The response to the request must be mailed within 10 school days. The 
hearing will be held in accordance with the following procedure: 
 

1. The hearing shall be held within 15 school days after receipt of the 
request. Notice of the date, place and time of the hearing will be 
forwarded to the parent/legal guardian or eligible student by certified 
mail. 
 

2. The hearing will be conducted by a Director of Elementary or 
Secondary Education as designated in writing by the Executive 



Director. The official conducting the hearing shall not have a direct 
interest in the outcome of the hearing. 

 
3. Parents/legal guardians or eligible students shall be afforded a full and 

fair opportunity to present evidence relevant to the issues raised and 
may be assisted or represented by individuals of their choice at their 
own expense, including an attorney. 

 
4. The official designated above shall make a decision in writing within 10 

school days following the conclusion of the hearing and shall notify the 
parent/legal guardian or eligible student of that decision by certified 
mail. 

 
5. The decision of the official shall be based upon the evidence 

presented at the hearing and shall include a summary of the evidence 
and the reason for the decision. 

 
6. The decision shall include a statement informing the parent/legal 

guardian or eligible student of their right to place in the student records 
a statement commenting upon the information in the records and/or 
setting forth any reason for disagreement. Any explanation placed in 
the records shall be maintained as a part of the records as long as the 
record itself is maintained by Windsor Charter Academy. If the student 
record is disclosed by the school to any other party, the explanation 
shall also be disclosed to that party. 

 
5. Disclosure Without Written Consent 
Windsor Charter Academy may disclose student education records or 
personally identifiable information contained therein without written consent of 
the parent/legal guardian or eligible student if the disclosure meets one of the 
following conditions: 
 

A. The disclosure is to a school official having a legitimate educational 
interest in the student education record or the personally identifiable 
information contained therein. In accordance with law, only those school 
officials who have a legitimate educational interest as described in this 
policy shall be permitted access to specific student education records. 
 

1. For purposes of this policy, a “school official” is a person employed 
by Windsor Charter Academy as an administrator, supervisor, 
teacher or support staff member (including health or medical staff 
and law enforcement unit personnel); a person serving on the 
Executive Board; a person or company with whom Windsor Charter 
Academy has outsourced services or functions it would otherwise 
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use its own employees to perform; a parent or student serving on an 
official committee, such as a disciplinary or grievance committee; 
or a parent, student or other volunteer assisting another school 
official in performing his or her tasks. 
 

2. A school official has a “legitimate educational interest” if disclosure 
to the school official is: (1) necessary for that official to perform 
appropriate tasks that are specified in his or her position description 
or by a contract agreement; (2) used within the context of official 
school business and not for purposes extraneous to the official’s 
areas of responsibility; (3) relevant to the accomplishment of some 
task or determination about the student; and (4) consistent with the 
purposes for which the data are maintained. 

 
B. The disclosure is to officials of another school, school system or 

postsecondary education institution in which the student seeks or intends 
to enroll or has enrolled for purposes related to student’s enrollment or 
transfer. Any records sent during the student’s application or transfer 
period may be supplemented, updated or corrected as necessary. 
 

C. The disclosure is to authorities identified in the Family Educational Rights 
and Privacy Act and accompanying federal regulations. These include: 
Comptroller General of the United States, Attorney General of the United 
States, Secretary of Education of the U.S. Department of Education, 
Director of the National Institute of Education, Assistant Secretary of 
Education, state and local educational authorities. 
 

D. The disclosure is in connection with a student’s application for, or receipt 
of, financial aid as needed to determine the student’s eligibility for aid, 
the amount of the aid, the conditions of the aid or to enforce the terms 
and conditions of the aid. 
 

E. The disclosure is to accrediting organizations for accrediting functions.  
 

F. The disclosure is to state and local officials and concerns the juvenile 
justice system’s ability to effectively serve, prior to adjudication, the 
student whose records are disclosed as provided under the Colorado 
Open Records Act and Colorado’s Children’s Code. Such records and 
personally identifiable information shall only be disclosed upon written 
certification by the officials that the records and information will not be 
disclosed to any other party, except as specifically authorized or required 
by law, without the prior written consent of the parent or eligible student. 
 



G. The disclosure is to organizations conducting studies for, or on behalf of, 
educational agencies or institutions to develop, validate or administer 
predictive tests; to administer student aid programs; or to improve 
instruction. 
 

H. The disclosure is required to comply with court order or subpoena. Windsor 
Charter Academy shall make a reasonable effort to inform the parent or 
eligible student prior to complying with the subpoena or court order 
unless: 
 

1. The court order or subpoena prohibits such notification; or 
 

2. The parent is a party to a court proceeding involving child abuse 
and/or neglect or dependency matters and the court order is 
issued in the context of that proceeding. 
 

I. The disclosure is to the parent of an eligible student and the student is a 
dependent for IRS tax purposes. 
 

J. The disclosure is to appropriate officials in connection with an emergency, 
if knowledge of the information is necessary to protect the health or safety 
of the student or others. 
 

K. The disclosure is of “directory information: as defined by this policy. 
 

L. The disclosure is of group scholastic achievement data from which the 
individual cannot be identified without written consent of the parent or 
eligible student. 
 

M. The disclosure is to the Secretary of Agriculture, or authorized 
representative from the USDA Food and Nutrition Service or contractors 
acting on behalf of the USDA Food and Nutrition Service, for the purposes 
of conducting program monitoring, evaluations, and performance 
measurements of state and local educational and either agencies and 
institutions receiving funding or providing benefits or programs authorized 
under the National School Lunch Act or the Child Nutrition Act. 
 

N. The disclosure is to an agency caseworker or other representative of a 
state or local child welfare agency or tribal organization who has the right 
to access the student’s case plan because such agency or organization is 
legally responsible, in accordance with applicable state or tribal law, for 
the care and protection of the student. 

 
6. Disclosure to Other Parties 
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The school shall not disclose student records to other individuals or parties 
without prior written consent of the parent or eligible student. 
 
7. Disclosure of Directory Information 
Windsor Charter Academy may disclose directory information without written 
consent of the parent/legal guardian or eligible student. The parent/legal 
guardian or eligible student has the right to refuse to permit the designation of 
any or all of the categories of information provided such refusal is received in 
writing in the office of the Director of Elementary or Secondary Education of the 
school where the student is in attendance no later than September 8 or the 
following Monday if September 8 is a Saturday or Sunday.  
 
Directory information is the information contained in an education record of a 
student that would not generally be considered harmful or an invasion of 
privacy if disclosed. Directory information includes, but is not limited to, the 
student’s name, address, telephone listing, electronic mail address, date and 
place of birth, photograph, grade level, major fields of study, participation, 
including but not limited to videos or photos, in officially recognized activities 
and sports, weight and height of members of athletic teams, dates of 
attendance, degrees and awards received, the most recent and previous 
education agency or institution attended by the student, and other similar 
information. Directory information also includes student identification number or 
other unique personal identifier displayed on a student ID badge or used by the 
student to access or communicate in electronic systems, but only if the identifies 
cannot be used to gain access to student education records except when used 
in conjunction with one or more factors that authenticate the user’s identity, 
such as a password known only by the authorized user. 
 
In accordance with FERPA, parents and guardians may opt out of having 
Windsor Charter Academy release their student's directory information by 
submitting the proper form by the first Friday in September.  Forms are available 
[here] or in person at the front office.  
 
MILITARY RECRUITMENT INFORMATION 
 
Windsor Charter AcademyPursuant to FERPA, Windsor Charter Academy willshall 
release the names, addresses, and home telephone numbers of secondary 
school students to military recruiting officers. Parents and eligible students may 
opt out of disclosing this information to military recruiters unless the parent or 
eligible studentby submitting submits a request, in writing, within the time period 
established by the Windsor Charter Academy that such information not be 
released. 
 



On or before December 31 of each school year, Windsor Charter Academy shall 
disclose to the Colorado Commission on Higher Education, the names and 
mailing addresses of those students enrolled in the eighth grade for use in 
mailing the notice of postsecondary educational opportunities and higher 
education admission guidelines as required by state law. 
 
8. Release of Information to Other Schools/Agencies 
 

A. Information from student education records may be released to officials 
of other school systems in which the student intends to enroll on the 
condition that parent/legal guardian or eligible student is notified, receive 
a copy of the record if desired, and have an opportunity for a hearing to 
challenge the content of the record as previously described. 
 

B. In cases where a student has applied for financial aid, records may be 
made available to an educational institution or a governmental agency 
or organization offering such aid in accordance with the procedure 
above. 
 

C. Except at the written request and authorization of the parent/legal 
guardian or eligible student, records will not be released to prospective 
employers, F.B.I. or any person or agency not specifically named in the 
Family Educational Rights and Privacy Act and the accompanying 
federal regulations. 
 

D. Requests for the release of information that are received from 
educational institutions and other agencies ordinarily are accompanied 
by the required parent/legal guardian or eligible student authorization for 
release of information. These requests should also include a description of 
the records desired, the reason for the request, the person requesting the 
record, the intended use, and assurance of confidentiality of the 
information to be released. In the absence of parent/legal guardian or 
eligible student authorization for release of information, the Director of 
Elementary or Secondary Education will place the request in the student’s 
permanent file, forward Windsor Charter Academy’s consent form to the 
requesting agency and record the request. 
 

E. Whenever Windsor Charter Academy is required by law or this regulation 
to seek written consent prior to disclosing personally identifiable 
information from a student’s education record, the notice or consent form 
provided to the parent/legal guardian or eligible student shall contain: 
the specific records to be disclosed; the specific reasons for such 
disclosure; the specific identity of any such person, agency or 
organization requesting such information and the intended uses of the 
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information; the method or manner by which the records will be 
disclosure; and the right to review or receive a copy of the relevant 
records to be disclosed. Consent given shall be valid only for the specific 
instance for which it was given. All signed consent forms shall be retained 
by Windsor Charter Academy. 

 
9. Requesting Records from Other Districts/Schools 
When a student transfers to Windsor Charter Academy from another district, the 
Director of Elementary or Secondary Education of the receiving school will ask 
the parent/legal guardian or eligible student to sign the authorization form. This 
form will be completed by the Director of Elementary or Secondary Education 
and forwarded to the school of previous attendance. 
 
10. Annual Notification of Rights 
Windsor Charter Academy at the beginning of each academic year will notify 
the parents/legal guardians and eligible students of their rights pursuant to this 
policy. Copies of this policy or forms may be obtained from the administration 
offices at any time during normal business hours. A copy of the Family 
Educational Rights and Privacy Act, the Executive Board policy on student 
records, and this regulation shall be on file in the office of each Director of 
Elementary and Secondary Education and of each individual who carries out 
procedures relative to the Act or policy. Complaints regarding violations of rights 
accorded parents and eligible students pursuant to the Family Rights and 
Privacy Act may be submitted to the local Office of Civil Rights of the 
Department of Education. 
 
11. Waivers 
A parent/legal guardian or eligible student may waive any or all of his rights 
protected by this policy. A waiver shall not be valid unless in writing and signed 
by the parent or eligible student. Windsor Charter Academy does not require a 
waiver but may request a waiver. Any waiver under this provision may be 
revoked at any time in writing. 
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PRIVACY AND PROTECTION OF CONFIDENTIAL STUDENT INFORMATION 
 

The Executive Board is committed to protecting the confidentiality of student 
information obtained, created and/or maintained by Windsor Charter 
Academy. Student privacy and Windsor Charter Academy's use of confidential 
student information are protected by federal and state law, including the Family 
Educational Rights and Privacy Act (FERPA) and the Student Data Transparency 
and Security Act (the Act). The Executive Board directs Windsor Charter 
Academy staff to manage its student data privacy, protection and security 
obligations in accordance with this policy and applicable law.  
 
Definitions  
"Student education records" are those records that relate directly to a student. 
Student education records may contain, but not necessarily be limited to, the 
following information: identifying data; academic work completed; level of 
achievement (grades, standardized achievement test scores); attendance 
data; scores on standardized intelligence, aptitude and psychological tests; 
interest inventory results; health and medical information; family background 
information; teacher or counselor ratings and observations; reports of serious or 
recurrent behavior patterns and any Individualized Education Program (IEP). 
 
"Student personally identifiable information" or "student PII" means information 
that, alone or in combination, personally identifies an individual student or the 
student's parent or family, and that is collected, maintained, generated, or 
inferred by Windsor Charter Academy, either directly or through a school 
service, or by a school service contract provider or school service on-demand 
provider. 
 
"Security breach" means the unauthorized disclosure of student education 
records or student PII by a third party. 
 
The following terms used in this policy shall be as defined by the Act: "school 
service," "school service contract provider" and "school service on-demand 
provider."  
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Access, Collection and Sharing within Windsor Charter Academy  
Windsor Charter Academy shall follow applicable law and Board policy in 
Windsor Charter Academy's access to, collection and sharing of student 
education records.  
 
Windsor Charter Academy employees shall ensure that confidential information 
in student education records is disclosed within Windsor Charter Academy only 
to officials who have a legitimate educational interest, in accordance with 
applicable law and Board policy. 
 
Outsourcing and Disclosure to Third Parties  
Windsor Charter Academy employees shall ensure that student education 
records are disclosed to persons and organizations outside Windsor Charter 
Academy only as authorized by applicable law and Board policy. The term 
"organizations outside Windsor Charter Academy" includes school service on-
demand providers and school service contract providers.  
 
Any contract between Windsor Charter Academy and a school service 
contract provider shall include the provisions required by the Act, including 
provisions that require the school service contract provider to safeguard the 
privacy and security of student PII and impose penalties on the school service 
contract provider for noncompliance with the contract.  
 
In accordance with the Act, Windsor Charter Academy shall post the following 
on its website:  
 

• A list of the school service contract providers that it contracts with and a 
copy of each contract. 
 

• To the extent practicable, a list of the school service on-demand providers 
that Windsor Charter Academy uses.  

 
Privacy and Security Standards  
The security of student education records maintained by Windsor Charter 
Academy is a high priority. Windsor Charter Academy shall maintain an 
authentication and authorization process to track and periodically audit the 
security and safeguarding of student education records.  
 
Security Breach or Other Unauthorized Disclosure  
Employees who disclose student education records in a manner inconsistent 
with applicable law and Board policy may be subject to disciplinary action, up 
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to and including termination from employment. Any discipline imposed shall be 
in accordance with applicable law and Board policy.  
 
Employee concerns about a possible security breach shall be reported 
immediately to their direct supervisor. If the direct supervisor is the person 
alleged to be responsible for the security breach, the staff member shall report 
the concern to the Executive Director or their designee.  
 
When Windsor Charter Academy determines that a school service contract 
provider has committed a material breach of its contract with Windsor Charter 
Academy, and that such material breach involves the misuse or unauthorized 
release of student PII, Windsor Charter Academy shall follow this policy's 
accompanying regulation in addressing the material breach.  
 
Nothing in this policy or its accompanying regulation shall prohibit or restrict 
Windsor Charter Academy from terminating its contract with the school service 
contract provider, as deemed appropriate by Windsor Charter Academy and in 
accordance with the contract and the Act.  
 
Data Retention and Destruction  
Windsor Charter Academy shall retain and destroy student education records in 
accordance with applicable law and Board policy.  
 
Staff Training  
Windsor Charter Academy shall provide periodic in-service trainings to 
appropriate Windsor Charter Academy employees to inform them of their 
obligations under applicable law and Board policy concerning the 
confidentiality of student education records.  
 
Parent/Guardian Complaints  
In accordance with this policy's accompanying regulation, a parent/guardian 
of a Windsor Charter Academy student may file a written complaint with 
Windsor Charter Academy if the parent/guardian believes Windsor Charter 
Academy has failed to comply with the Act.  
 
Parent/Guardian Requests to Amend Student Education Records  
Parent/guardian requests to amend his or her child's education records shall be 
in accordance with Windsor Charter Academy's procedures governing access 
to and amendment of student education records under FERPA, applicable state 
law and Board policy.  
 
Oversight, Audits and Review  
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The Director of Innovation shall be responsible for ensuring compliance with this 
policy and its required privacy and security standards.  
 
Windsor Charter Academy's practices with respect to student data privacy and 
the implementation of this policy shall be periodically audited by the Director of 
Innovation or designee.  
 
A privacy and security audit shall be performed by Windsor Charter Academy 
on an annual basis. Such audit shall include a review of existing user access to 
and the security of student education records and student PII.  
 
The Director of Innovation or designee shall annually review this policy and 
accompanying regulation to ensure it remains current and adequate to protect 
the confidentiality of student education records in light of advances in data 
technology and dissemination. The Director of Innovation shall recommend 
revisions to this policy and/or accompanying regulation as deemed appropriate 
or necessary.  
 
Compliance with Governing Law and Board Policy  
Windsor Charter Academy shall comply with FERPA and its regulations, the Act, 
and other state and federal laws governing the confidentiality of student 
education records. Windsor Charter Academy shall be entitled to take all 
actions and exercise all options authorized under the law.  
 
In the event this policy or accompanying regulation does not address a 
provision in applicable state or federal law or is inconsistent with or in conflict 
with applicable state or federal law, the provisions of applicable state or federal 
law shall control.  
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PRIVACY AND PROTECTION OF CONFIDENTIAL STUDENT INFORMATION  
Regulation 

(Hearing and Compliant Procedures) 
 
Contract Breach by School Service Contract Provider 
Within a reasonable amount of time after Windsor Charter Academy determines 
that a school service contract provider has committed a material breach of its 
contract with Windsor Charter Academy, and that such material breach 
involves the misuse or unauthorized release of student PII, the Executive Board 
shall make a decision regarding whether to terminate Windsor Charter 
Academy's contract with the school service contract provider in accordance 
with the following procedure.  
 

1. Windsor Charter Academy shall notify the school service contract provider 
of the basis for its determination that the school service contract provider 
has committed a material breach of the contract and shall inform the 
school service contract provider of the meeting date that the Executive 
Board plans to discuss the material breach.  

 
2. Prior to the Executive Board meeting, the school service contract provider 

may submit a written response to Windsor Charter Academy regarding 
the material breach.  

 
3. The Executive Board shall discuss the nature of the material breach at a 

regular or special meeting.  
 

4. At the Executive Board meeting, a Windsor Charter Academy 
representative shall first be entitled to present testimony or other evidence 
regarding Windsor Charter Academy's findings of a material breach. The 
school service contract provider shall then have an opportunity to 
respond by presenting testimony or other evidence. If the school service 
contract provider is unable to attend the meeting, the Executive Board 
shall consider any written response that the school service contract 
provider submitted to Windsor Charter Academy.  
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5. If members of the public wish to speak to the Executive Board regarding 

the material breach, they shall be allowed to do so, in accordance with 
the Executive Board's policy on public participation at Executive Board 
meetings.  

 
6. The Executive Board shall decide whether to terminate the contract with 

the school service contract provider within 30 days of the Executive Board 
meeting and shall notify the school service contract provider of its 
decision. The Executive Board's decision shall be final.  

 
Parent/Guardian Complaints  
In accordance with the accompanying policy, the parent/guardian of a 
Windsor Charter Academy student may file a written complaint with the Director 
of Innovation if the parent/guardian believes Windsor Charter Academy has 
failed to comply with the Student Data Transparency and Security Act (the Act).  
 

1. The parent/guardian's complaint shall state with specificity each of the 
Act's requirements that the parent/guardian believes Windsor Charter 
Academy has violated and its impact on his or her child.  

 
2. The Director of Innovation or designee shall respond to the 

parent/guardian's written complaint within 30 calendar days of receiving 
the complaint.  

 
3. Within 10 calendar days of receipt of Windsor Charter Academy's 

response, the parent/guardian may appeal to the Executive Board. Such 
appeal must be in writing and submitted to the Superintendent.  

 
4. The Executive Board shall review the parent's complaint and Windsor 

Charter Academy's response at a regular or special meeting. A Windsor 
Charter Academy representative and the parent/guardian may make 
brief statements to the Executive Board, but no new evidence or claims 
may be presented. The Executive Board may choose to conduct the 
appeal in executive session, to the extent permitted by law.  

 
5. The Executive Board shall make a determination regarding the 

parent/guardian's complaint that Windsor Charter Academy failed to 
comply with the Act within 60 days of the Executive Board meeting. The 
decision of the Executive Board shall be final.  

 
6. This procedure shall not apply to parent/guardian concerns with his or her 
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child's education records. If the parent/guardian files a complaint 
regarding his or her child's education records, Windsor Charter Academy 
shall follow its procedures governing access to and review of student 
education records, in accordance with FERPA, applicable state law and 
Executive Board policy.  

 
Governing Law and Executive Board Policy  
Nothing contained herein shall be interpreted to confer upon any person the 
right to a hearing independent of an Executive Board policy, administrative 
procedure, statute, rule, regulation or agreement expressly conferring such right. 
The complaint and hearing procedures described in this regulation shall apply, 
unless the context otherwise requires and/or unless the requirements of another 
policy, procedure, statute, rule, regulation or agreement expressly contradicts 
any of these procedures, in which event the terms of the contrary policy, 
procedure, law, rule, regulation or agreement shall govern.  
 
 
 
Reviewed and Revised by Windsor Charter Academy Executive Board 
May 2018 
 
 
Weld Re-4 District Board 
Adopted: November 2017 
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APPROPRIATE USE OF WINDSOR CHARTER ACADEMY AND PERSONAL 
TECHNOLOGY BY STUDENTS 

 
Introduction  
Windsor Charter Academy offers its students access to Windsor Charter 
Academy’s network, servers, computers, communication systems (i.e. e-mail, 
web sites, blogging, podcasting, VOIP and audience response systems and/or 
other emerging technologies), hardware, software, operating systems, and an 
array of other emerging technologies (hereafter referred to as “Windsor Charter 
Academy technology”) to promote educational excellence. Each student is 
responsible for her/his use of technology, whether personal (i.e. computers/ 
laptops, cell phones, portable digital assistants (PDAs), wireless email devices, 
tablets cameras, audio and/or video recorders and players, data storage 
devices and other digital devices) (hereafter referred to as “personal 
technology”) or Windsor Charter Academy-provided. While using technology on 
or near school property, in school vehicles, and at school-sponsored activities, 
as well as using Windsor Charter Academy Technology resources via off-campus 
remote access or with Windsor Charter Academy-provided equipment, each 
student is expected to act in an appropriate manner consistent with school, 
Windsor Charter Academy, and legal guidelines. It is the joint responsibility of 
Windsor Charter Academy and school personnel and the parents and/or 
guardians of each student to educate students about their responsibilities and 
to establish expectations when using and/or accessing technology.  
 
Using Windsor Charter Academy Internet and Communications Systems  
Windsor Charter Academy technology is provided to students to conduct 
research, complete assignments, and communicate with others to further their 
education. Use of, and access to, Windsor Charter Academy technology is a 
privilege, not a right; therefore, general rules of school behavior apply. Such use 
and/or access is provided to students who agree to act in a considerate and 
responsible manner. Just as students are responsible for good behavior in a 
classroom or a school hallway, they must also be responsible when using and/or 
accessing Windsor Charter Academy technology. Students must comply with 
Windsor Charter Academy standards and honor this agreement to be permitted 
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access and use of Windsor Charter Academy technology.  
 
All digital storage on Windsor Charter Academy technology is Windsor Charter 
Academy property, and network administrators may review files and 
communications to maintain system integrity and ensure that students are using 
Windsor Charter Academy technology responsibly. Students should not expect 
that files stored on, or sent via, Windsor Charter Academy computers or servers 
will be private.  
 
The educational value of technology integration in curriculum is substantial. 
Access to the Internet enables students to use extensive online libraries and 
databases. Families should be warned that some material accessible through 
the Internet might contain items that are illegal, defamatory, inaccurate, 
profane, sexually oriented, or potentially offensive to some people. While the 
intent is to make the Internet available to further educational goals and 
objectives, students may find ways to access these other materials as well. 
Windsor Charter Academy does not condone or permit the use of this material 
and uses content filtering technology to protect, to the extent possible, against 
Internet access by both adults and minors to visual depictions that are obscene, 
child pornography or harmful to minors. Parents and/or guardians must be 
aware that content filtering tools are not completely fail-safe and while at 
school, direct supervision by school personnel of each student using a Windsor 
Charter Academy computer or accessing the Internet through Windsor Charter 
Academy’s server is desired, but not always possible. Students are expected to 
use Windsor Charter Academy technology in a manner consistent with the rules 
below and will be held responsible for their intentional misuse and inappropriate 
access. Windsor Charter Academy believes that the benefits of student access 
to the Internet in the form of information resources and opportunities for 
collaboration exceed any disadvantages. Ultimately, parents and/or guardians 
are responsible for setting and conveying the standards that their children 
should follow when using and/or accessing technology. If a student accidentally 
accesses inappropriate material, they should back out of that information at 
once and notify the supervising adult.  
 
To ensure that student Internet access on Windsor Charter Academy technology 
is subject to Windsor Charter Academy’s technology protection measures, 
student use of Internet-ready Windsor Charter Academy technology shall 
primarily be restricted to Windsor Charter Academy property and Windsor 
Charter Academy’s network. While on Windsor Charter Academy premises, 
student may use only Windsor Charter Academy networks in conjunction with 
Windsor Charter Academy technology. Students shall not be permitted to 
remove Internet-ready Windsor Charter Academy technology from Windsor 
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Charter Academy property unless Windsor Charter Academy technology in 
question includes one or more technology protection measures. 
 
Proper and Acceptable Use of Technology by Students  
Windsor Charter Academy technology must only be used and/or accessed in a 
manner that supports education and academic research and that is consistent 
with the educational mission and objectives of Windsor Charter Academy. 
Additionally, personal technology must not be used in a manner that has a 
detrimental effect on the educational environment.  
 
Activities that are permitted and encouraged include:  
 

• School work. 
• Original creation and presentation of academic work. 
• Research on topics being studied in school. 
• Research for opportunities outside of school related to community service, 

employment, or further education. 
 
Activities that are not permitted include but are not limited to:   
 

• Plagiarism or representing the work of others as one’s own including non-
attributed use of Copyright ©, Registered ® and/or Trademark TM 
materials. 

• Use of profane, obscene, and/or inappropriate language, images, and/or 
other materials.   

• Use of technology, Windsor Charter Academy or personal, to harass, 
intimidate, or bully others. 

• Use of Windsor Charter Academy technology to search, view, 
communicate, publish, download, store, or retrieve  materials that are not 
related to school work, community service, employment, or further  
education (thus, searching inappropriate materials is not permitted).  

• Circumventing or intentionally compromising Windsor Charter Academy 
security measures. 

• Damaging or modifying Windsor Charter Academy computers or 
networks. 

• Use of Windsor Charter Academy technology to install or utilize software or 
executable files that are not approved  by the Windsor Charter Academy 
technology department, and/or the installation of such software or 
executable files onto Windsor Charter Academy Technology. 

• Intentional or neglectful transmission of viruses or other destructive 
computer files; hacking into  Windsor Charter Academy or external 
computers; intentionally bypassing Windsor Charter Academy filters.  
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• Use of USB, bootable CDs, or other devices to alter the function of a 
Windsor Charter Academy computer or a network. 

• Connection of personal technology to the Windsor Charter Academy 
data network for purposes other than to store or retrieve education-
related data. 

• Use of Windsor Charter Academy technology to subscribe to any online 
services or to order any goods or  services. 

• Use of personal email accounts, not Windsor Charter Academy-provided 
email accounts, on Windsor Charter Academy network. 

• Unauthorized online sharing of any student’s or staff member’s name, 
home address, phone  number, image, or other personal information. 

• Using Windsor Charter Academy technology for non-educational uses 
such as games, role-playing multi-user environments, gambling, junk mail, 
chain mail, jokes, or raffles. 

• Use of Windsor Charter Academy technology to participate in online chat 
rooms or instant messaging, unless  specifically assigned by a teacher.  

• Use of Windsor Charter Academy technology for commercial purposes, 
personal financial gain, or fraud.   

• Use of technology, Windsor Charter Academy or personal, to cheat on 
homework, quizzes, or tests or to assist  others in cheating.  

• Use of technology, Windsor Charter Academy or personal, to take an 
unauthorized photo or image and/or violate  the privacy of others. 

• Use of technology, Windsor Charter Academy or personal, with cameras 
and/or video recording capabilities is  prohibited in locker rooms, 
bathrooms, or any other location where such use could violate  another 
person’s reasonable expectation of privacy. 

• Use of technology, Windsor Charter Academy or personal, in any manner 
that is disruptive (this includes the  obtrusive ringing or buzzing of 
technology during instructional time or other school-sponsored activities or 
events). 

• Any activity that violates Executive Board policy, a school rule, or a local, 
state, or federal law.  

 
Students are expected to report harassment, threats, hate-speech, bullying 
behavior and inappropriate content to a teacher or administrator. If a student 
has any questions about whether a specific activity is permitted, he or she 
should ask a teacher or administrator.  
 
Education about Appropriate Online Behavior  
Windsor Charter Academy has procedures and curriculum in place for 
educating students about appropriate online behavior, including interacting 
with other individuals on social networking websites and in chat rooms, and 



Policy JS 
	
	

	

cyber bullying awareness and response.  
 
Privacy and Security  
Students must use and access Windsor Charter Academy technology 
responsibly and in a secure manner. They must not share their logins, passwords, 
or access with others. Students may only access Windsor Charter Academy 
technology using their assigned logins and passwords.  
 
Online Assessments  
Student assessments may be conducted through the use and/or access of 
Windsor Charter Academy technology. Normally, students will use Windsor 
Charter Academy technology as a part of their instructional day. Privacy and 
security, as defined above, along with confidentiality of assessment responses, 
are expected.  
 
Vandalism  
Any intentional act by a student that damages Windsor Charter Academy 
technology, or data stored on any Windsor Charter Academy technology, will 
be considered vandalism and will be subject to school rules and disciplinary 
procedures. Any intentional act that requires a person’s time to investigate, 
repair, replace, or perform corrective work on Windsor Charter Academy 
technology or data is also considered vandalism.  
 
Consequences of Misuse  
Misuse of, or inappropriate access to, personal or Windsor Charter Academy 
technology while on or near off school property, in school vehicles, and at 
school-sponsored activities, including the misuse or inappropriate access of 
Windsor Charter Academy technology via off-campus remote access, may 
result in disciplinary action up to and including expulsion. This document shall be 
used in conjunction with the Executive Board policies. In addition, a student’s 
use of Windsor Charter Academy technology may be suspended or restricted. If 
the building principal or designee believes a student’s possession or use of 
personal or Windsor Charter Academy technology may involve a violation of 
the law, the building principal or designee may also refer the matter to law 
enforcement, as appropriate.  
 
A school may temporarily hold (pending parental or same-day pick up) 
personal technologies that are used inappropriately. Personal technologies that 
are portable and carried with a student are considered to be personal effects in 
a student’s possession and thereby subject to Windsor Charter Academy 
policies and school rules and regulations governing searches of such items. 
Students are required to turn portable personal technology over to school 
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personnel when requested. Students who refuse to do so may be removed from 
class or other school activity, have committed insubordination and resisting 
authority in violation of policies for student discipline, and shall be subject to 
disciplinary action. Additionally, and in accordance with Windsor Charter 
Academy policy and state law, students may be disciplined for any use of 
personal technology that has a detrimental effect on the welfare or safety of 
other students or of school personnel regardless of whether such use occurs on 
or off school property or entails the use or access of Windsor Charter Academy 
technology.  
 
Individual schools may choose to have additional rules and regulations 
pertaining to the use of personal technology in their respective buildings.  
 
Intentional unauthorized access and/or damage to Windsor Charter Academy 
networks, servers, user accounts, passwords, or other Windsor Charter Academy 
resources may be punishable under local, state, or federal law.  
 
No Warranty 
Windsor Charter Academy does not expressly or implicitly warrant Windsor 
Charter Academy technology it provides to students. Therefore, Windsor Charter 
Academy is not responsible for any damage or loss incurred through use of 
Windsor Charter Academy technology including, but not limited to, damage or 
loss caused by non-deliveries, mis-deliveries, service interruptions, unauthorized 
use, loss of data, and exposure to potentially harmful or inappropriate material 
or people. Use of Windsor Charter Academy technology and reliance on any 
information obtained via Windsor Charter Academy technology is at a student’s 
own risk and Windsor Charter Academy specifically denies any responsibility for 
the reliability of such use or accuracy and quality of information obtained 
through the use of Windsor Charter Academy technology including Windsor 
Charter Academy-provided Internet access.  
 
The student and his/her parents and/or guardians will indemnify and hold 
Windsor Charter Academy harmless from any losses sustained as the result of 
misuse or inappropriate access of Windsor Charter Academy technology 
resources by the student.  
 
Also, Windsor Charter Academy assumes no responsibility for loss or damage to 
the personal property of students including personal technology. If, pursuant to 
this policy, the personal technology of students is confiscated by school 
personnel, reasonable care will be taken of the item until either it is retrieved or 
after a reasonable period of time is discarded.  
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Finance Committee        
Committee 
Dean Moyer, Chair-absent   Sara Bakula, Member 
Paige Adams, Board Secretary   Brian Mader, Member-absent  
SarahGennie Colazio, Finance Director Linda Debo, Member 
Rebecca Teeples, Exec. Director  Lauren Miller, Business Manager 
Matt Meuli- Board Member 
 
Agenda 5.17.18  
 
Meeting Called to order at 2:05 pm 
 

1. Review 2018-2019 Amended Budget based on additional funding approvals 

i. Motion to recommend Amended 2018-2019 Budget as presented to 

the Board, by Dean, second by Sara, motion passes unanimously 

2. Review April 2018 Financials  

a. Rev & Exp, Balance Sheet, Food Service, Student Fund, Building Corp 

i. Motion to approve April 2018 Financials by Sara, second by Matt, 

motion passes unanimously 

3. Review Facilities plan- tabled until next month 

4. Review Members for the 2018-2019 year 

a. Any resignations? Suggested new members?  

i. For 18-19 Meetings 3rd Thursday at 3:30pm 

ii. Dean Moyer will resign after June 2018 

iii. Paige, Matt, Sara, Linda, will remain on the committee 

1. New Treasurer  

b. Appoint Finance Committee Chair for 2018-2019 

i. Paige voted as Finance Committee Chair for the 18-19 year 

5. Next Meeting – Thursday June 21st,  3:30 pm   

a. NO meeting July 2018 

Meeting adjourned at 3:13 pm 



Finance Committee        
Committee 
Dean Moyer, Chair-absent   Sara Bakula, Member 
Paige Adams, Board Secretary   Brian Mader, Member-absent  
SarahGennie Colazio, Finance Director Linda Debo, Member 
Rebecca Teeples, Exec. Director  Lauren Miller, Business Manager 
Matt Meuli- Board Member 
 
Minutes 5.10.18  
 
Meeting Called to order at 2:04 pm 
 

1. Review additional funding recommendations for Rural School and increased PPR 

for 2018-2019 Budget 

i. Motion to approve additional funding recommendations for Rural 

School and increased PPR for 2018-2019 Budget, reducing the 

Marquis to no more than $30,000 total, by Matt , second by Linda , 

motion passes unanimously 

2. Next Meeting – Thursday May 17th,  2:00pm   

a. Meeting adjourned at 2:58 pm 
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Windsor Charter Academy

_Rev and Exp as of 4.30.18
Printed: 5/14/2018  3:03 PM

Expense on & PO Date thru 4/30/2018

Charter School  11

Account Type I Revenue

1300Source of Revenue/Object of ExpenditureTuition

Description Amended 

Budget

Y.T.D. Activity Budget 

Balance

  % of Budget

1300 Tuition  89.14 22,470.00  207,000.00  184,530.00 

1500 Earnings on Investments  0.00 200.00  200.00  0.00 

1600 Food Services  80.51 71,564.15  367,185.00  295,620.85 

1700 Pupil Activities  101.02(780.97) 76,407.03  77,188.00 

1900 Other Revenue from Local Sources  133.55(52,716.48) 157,125.00  209,841.48 

3000 Revenue from State Sources  79.62 56,037.42  274,983.00  218,945.58 

3900 Other Revenue From State Sources  76.79 3,690.00  15,900.00  12,210.00 

5600 Direct Allocations  83.25 1,440,107.08  8,599,010.00  7,158,902.92 

I Revenue  * Account Type 84.11 1,540,571.20  9,697,810.03  8,157,238.83 

0100 Salaries  76.50 1,011,866.73  4,305,227.00  3,293,360.27 

0200 Employee Benefits  69.89 520,292.75  1,728,129.00  1,207,836.25 

0300 Purchased Professional and Technical 

Services

 76.40 10,740.71  45,520.00  34,779.29 

0400 Purchased Property Services  67.19 479,775.15  1,462,105.00  982,329.85 

0500 Other Purchased Services  78.06 288,999.88  1,317,466.00  1,028,466.12 

0600 Supplies  73.08 121,959.85  452,984.08  331,024.23 

0700 Property  31.43 35,872.07  52,316.00  16,443.93 

0800 Other Objects  121.25(23,805.12) 112,000.00  135,805.12 

X Expense  * Account Type 74.19 2,445,702.02  9,475,747.08  7,030,045.06 

11 Charter School Fund 507.60 905,130.82 (222,062.95)(1,127,193.77)

D:\TS\WCA\SDSv8\Finance\Swf_brp3_P.RPT

http://www.schooloffice.com


Page 2 of 3

Windsor Charter Academy

_Rev and Exp as of 4.30.18
Printed: 5/14/2018  3:03 PM

Expense on & PO Date thru 4/30/2018

Pupil Activity Fund  23

Account Type I Revenue

1700Source of Revenue/Object of ExpenditurePupil Activities

Description Amended 

Budget

Y.T.D. Activity Budget 

Balance

  % of Budget

1700 Pupil Activities  0.00 50,000.00  50,000.00  0.00 

1900 Other Revenue from Local Sources  0.00(201,579.64) 0.00  201,579.64 

I Revenue  * Account Type 403.16(151,579.64) 50,000.00  201,579.64 

0600 Supplies  39.06 146,224.64  239,950.00  93,725.36 

0868 Overhead Costs  0.00 80,000.00  80,000.00  0.00 

X Expense  * Account Type 29.29 226,224.64  319,950.00  93,725.36 

23 Pupil Activity Fund Fund-39.95 377,804.28  269,950.00 (107,854.28)

D:\TS\WCA\SDSv8\Finance\Swf_brp3_P.RPT
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Windsor Charter Academy

_Rev and Exp as of 4.30.18
Printed: 5/14/2018  3:03 PM

Expense on & PO Date thru 4/30/2018

Building Corporation  61

Account Type I Revenue

1500Source of Revenue/Object of ExpenditureEarnings on Investments

Description Amended 

Budget

Y.T.D. Activity Budget 

Balance

  % of Budget

1500 Earnings on Investments  88.32 2,803.88  24,000.00  21,196.12 

1900 Other Revenue from Local Sources  56.34 506,100.97  1,159,271.00  653,170.03 

2000 Revenue from Intermediate Sources  67.68 4,201.42  13,000.00  8,798.58 

I Revenue  * Account Type 57.11 513,106.27  1,196,271.00  683,164.73 

0700 Property  0.00 325,000.00  325,000.00  0.00 

0800 Other Objects  129.37(353,492.28) 1,203,500.00  1,556,992.28 

X Expense  * Account Type 101.86(28,492.28) 1,528,500.00  1,556,992.28 

61 Building Corporation Fund 263.02(541,598.55) 332,229.00  873,827.55 

Report Total: -95.03 361,220.50 (380,116.05) (741,336.55)

D:\TS\WCA\SDSv8\Finance\Swf_brp3_P.RPT
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Windsor Charter Academy

Balance Sheet
Printed: 5/14/2018  3:04 PM

Report as of: 4/30/2018

Charter School  11

Account Class 8100 Current Assets

Description M.T.D. ActivityY.T.D. Bal.Frwd. Y.T.D. Activity State Account Number

Current Assets

 Bingo Checking Acct 11-950-00-0000-8101-000-0000 650.11  650.11  0.00 

  General Fund Checking 11-950-00-0000-8102-000-0000 3,318,732.37  3,168,014.80  150,717.57 

 MSHS Petty Cash 11-950-00-0000-8103-000-0000 300.00  300.00  0.00 

 Elem Petty Cash 11-950-00-0000-8103-000-0000 0.00  0.00  0.00 

 PTC/Booster Petty Cash 11-950-00-0000-8103-000-0000 18.56  18.56  0.00 

 CDE Grants Receivable 11-950-00-0000-8141-000-0000 0.61  0.61  0.00 

 Bond/Expansion Reimb Receivable 11-950-00-0000-8153-000-0000 0.00  0.00  0.00 

 Accounts Receivable GF 11-950-00-0000-8153-000-0000 1,550.00  1,550.00  0.00 

 Prepaid Expenses 11-950-00-0000-8181-000-0000 11,967.36  11,967.36  0.00 

 Prepaid Insurance 11-950-00-0000-8182-000-0000 510.00  510.00  0.00 

 Food Service Petty Cash 11-950-31-0000-8103-000-0000 133.00  133.00  0.00 

8100 Current Assets  * Account Class 3,333,862.01  150,717.57  3,183,144.44 

Liabilities

 17-18 Kinder Tuition Deposits 11-901-00-0000-7481-000-0000(20,700.00)(20,700.00)  0.00 

 18-19 Kinder Tuition Deposits 11-901-00-0000-7481-000-0000-9393(20,150.00)(17,670.00) (2,480.00)

 Accounts Payable 11-950-00-0000-7421-000-0000(132,565.49)(78,999.31) (53,566.18)

 Accrued Salaries 11-950-00-0000-7461-000-0000(99.90) 0.10 (100.00)

 GARNISHMENT 11-950-00-0000-7471-000-0000(1,330.16)(830.16) (500.00)

 Rental Deposits Liability 11-950-00-0000-7491-000-0000(800.00)(800.00)  0.00 

 Tax Liabilities 11-950-01-0000-7471-000-0000(0.01)(0.01)  0.00 

 Health/Dental/Vision Liab 11-950-05-0000-7471-000-0000(1,639.73)(312.59) (1,327.14)

 401K/457 Liab 11-950-06-0000-7471-000-0000 1,169.94  1,169.94  0.00 

7400 Liabilities  * Account Class(176,115.35)(57,973.32)(118,142.03)

Reserved  Co Dept of Ed use only.

 Tabor Reserve 11-950-00-0000-6721-000-0000(218,590.00)(218,590.00)  0.00 

 Unreserved Fund Balance 11-950-00-0000-6770-000-0000(1,799,704.73)(1,799,704.73)  0.00 

 Non Spendable FB- Prepaids 11-950-00-0000-6770-000-0000(12,258.16)(12,258.16)  0.00 

 Gen Fund Net Income/Loss 11-950-00-0000-6775-000-0000(1,127,193.77)(1,034,449.52) (92,744.25)

6100 Reserved  Co Dept of Ed use only.  * Account Class(3,157,746.66)(92,744.25)(3,065,002.41)

11 Charter School Fund 0.00  0.00  0.00 

D:\TS\WCA\SDSv8\Finance\Swf_brp3_P.RPT
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Windsor Charter Academy

Balance Sheet
Printed: 5/14/2018  3:04 PM

Report as of: 4/30/2018

Pupil Activity Fund  23

Account Class 8100 Current Assets

Description M.T.D. ActivityY.T.D. Bal.Frwd. Y.T.D. Activity State Account Number

Current Assets

 Activity Account Checking 23-950-00-0000-8100-000-0000 100,225.24  85,195.70  15,029.54 

8100 Current Assets  * Account Class 100,225.24  15,029.54  85,195.70 

Liabilities

 Bus Liab Due to GF 23-950-00-0000-7400-000-0000(2,457.00)(1,831.50) (625.50)

 MSHS Activity Accts Payable 23-950-00-0000-7421-000-0000(10,197.97)(2,392.08) (7,805.89)

7400 Liabilities  * Account Class(12,654.97)(8,431.39)(4,223.58)

Reserved  Co Dept of Ed use only.

 Elem Activity Acct Fund Balanc 23-901-00-0000-6760-000-0000 8,843.14  8,843.14  0.00 

 MSHS Activity Acct Fund Balanc 23-950-00-0000-6760-000-0000 11,430.87  11,430.87  0.00 

 Fund Balance 23-950-00-0000-6770-000-0000 10.00  10.00  0.00 

 Activity Net Income/Loss 23-950-00-0000-6775-000-0000(107,854.28)(101,256.13) (6,598.15)

6100 Reserved  Co Dept of Ed use only.  * Account Class(87,570.27)(6,598.15)(80,972.12)

23 Pupil Activity Fund Fund 0.00  0.00  0.00 

D:\TS\WCA\SDSv8\Finance\Swf_brp3_P.RPT
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Windsor Charter Academy

Balance Sheet
Printed: 5/14/2018  3:04 PM

Report as of: 4/30/2018

Building Corporation  61

Account Class 8100 Current Assets

Description M.T.D. ActivityY.T.D. Bal.Frwd. Y.T.D. Activity State Account Number

Current Assets

 Def Loss on Refunding-2016 61-950-65-0000-8100-000-0000 319,875.09  319,875.09  0.00 

 Bldg Corp Interest Fund-2016 61-950-65-0000-8105-000-0000 87,957.32  87,957.32  0.00 

 Bldg Corp Reserve Fund-2016 61-950-65-0000-8105-000-0000 1,235,682.23  1,235,682.23  0.00 

 Bldg Corp Principal Fund-2016 61-950-65-0000-8105-000-0000 10,669.62  10,669.62  0.00 

 Bldg Corp Interest Fund-2017 61-950-65-0000-8105-000-0000 186,753.76  186,753.76  0.00 

8100 Current Assets  * Account Class 1,840,938.02  0.00  1,840,938.02 

Fixed Assets

 Bldg Corp Land-Elem 61-950-00-0000-8211-000-0000 692,451.00  692,451.00  0.00 

 Bldg Corp Land-MSHS 61-950-00-0000-8211-000-0000 1,060,000.00  1,060,000.00  0.00 

 Bldg Corp Water Shares  2017 61-950-00-0000-8211-000-0000 92,000.00  92,000.00  0.00 

 Bldg Corp Building & Imp ELEM 61-950-00-0000-8231-000-0000 9,422,223.94  9,422,223.94  0.00 

 Bldg Corp Building & Imp MSHS 61-950-00-0000-8231-000-0000 14,621,016.93  14,621,016.93  0.00 

 Construction in Progress 61-950-00-0000-8231-000-0000 1,956,198.98  1,956,198.98  0.00 

 Bldg Corp Accum Depr ELEM 61-950-00-0000-8232-000-0000(1,493,265.71)(1,493,265.71)  0.00 

8200 Fixed Assets  * Account Class 26,350,625.14  0.00  26,350,625.14 

Liabilities

 Bldg Corp Accounts Payable 61-950-00-0000-7421-000-0000(1,950,978.88)(1,950,978.88)  0.00 

 Bldg Corp Premium on Bonds 61-950-00-0000-7443-000-0000(225,992.15)(225,992.15)  0.00 

 Bldg Corp Loans Payable 61-950-00-0000-7451-000-0000(24,011,293.17)(24,011,293.17)  0.00 

 Bldg Corp Loans Payable 2017 61-950-00-0000-7451-000-0000(4,133,706.83)(4,133,706.83)  0.00 

 Bldg Corp Accrued Interest 61-950-00-0000-7455-000-0000(329,242.00)(329,242.00)  0.00 

7400 Liabilities  * Account Class(30,651,213.03) 0.00 (30,651,213.03)

Reserved  Co Dept of Ed use only.

 Bldg Corp Unreserved Fund Bal 61-950-00-0000-6720-000-0000 1,585,822.32  1,585,822.32  0.00 

 Bldg Corp Net Income/Loss 61-950-00-0000-6775-000-0000 873,827.55  873,827.55  0.00 

6100 Reserved  Co Dept of Ed use only.  * Account Class 2,459,649.87  0.00  2,459,649.87 

61 Building Corporation Fund 0.00  0.00  0.00 

Report Total:  0.00  0.00  0.00 

D:\TS\WCA\SDSv8\Finance\Swf_brp3_P.RPT
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A/P Check Register

Windsor Charter Academy
Printed: 5/14/2018  3:06 PM

Page 1 of 2

Check Date: 4/1/2018 to 4/30/2018

Vendor # Vendor Name Check Date Check # TotalBatch # Direct DepositChecks

Brooms N More Inc21009  232.79 532004/06/2018 4  0.00  232.79 

Comcast Cable21015  977.71 532104/06/2018 4  0.00  977.71 

EON Office21140  484.10 532204/06/2018 4  0.00  484.10 

Gallegos Sanitation Inc21254  217.00 532304/06/2018 4  0.00  217.00 

Lincoln National Life Insurance21092  422.66 532404/06/2018 4  0.00  422.66 

Supply Works21136  969.06 532504/06/2018 4  0.00  969.06 

T-Mobile217892  84.93 532604/06/2018 4  0.00  84.93 

Tri Tech Security Inc21073  249.00 532704/06/2018 4  0.00  249.00 

UNCC217638  4.35 532804/06/2018 4  0.00  4.35 

Weld RE-4 School District21120  507.62 532904/06/2018 5  0.00  507.62 

Wells Fargo Financial Leasing21079  3,026.41 533004/06/2018 5  0.00  3,026.41 

Elan21319  9,324.72 533104/06/2018 4  0.00  9,324.72 

218004  3,841.73 533204/06/2018 6  0.00  3,841.73 

cash21259  300.00 533304/13/2018 10  0.00  300.00 

Air Experts Inc.217917  3,866.30 533404/13/2018 10  0.00  3,866.30 

Brooms N More Inc21009  190.08 533504/13/2018 11  0.00  190.08 

Carol Vaughan Designs Architecture 

LLC

21323  1,990.00 533604/13/2018 10  0.00  1,990.00 

Chase Sports Specialist LLC217956  600.00 533704/13/2018 11  0.00  600.00 

Comcast Cable21015  6,008.10 533804/13/2018 10  0.00  6,008.10 

Indulge Chocolate Shop21588  42.00 533904/13/2018 10  0.00  42.00 

Kenney, Matthew218008  12.00 534004/13/2018 11  0.00  12.00 

Lewan and Associates21038  844.98 534104/13/2018 10  0.00  844.98 

Mail N Copy21109  196.37 534204/13/2018 11  0.00  196.37 

Manweiler Hardware Inc.217792  118.95 534304/13/2018 10  0.00  118.95 

Meadow Gold - Greeley21273  1,175.14 534404/13/2018 10  0.00  1,175.14 

Merry Makers LLC217954  365.00 534504/13/2018 10  0.00  365.00 

Myers Auction Service217959  300.00 534604/13/2018 10  0.00  300.00 

Pinnacol21177  710.40 534704/13/2018 11  0.00  710.40 

Pribble, Kelly218007  88.10 534804/13/2018 11  0.00  88.10 

Sharp, Bradley217973  300.00 534904/13/2018 10  0.00  300.00 

Waste Management21078  361.66 535004/13/2018 10  0.00  361.66 

Absolute Shredding21245  110.00 535104/20/2018 12  0.00  110.00 

Brooms N More Inc21009  196.68 535204/20/2018 19  0.00  196.68 

Colorado Bureau of Investigation21312  79.00 535304/20/2018 19  0.00  79.00 

EON Office21140  57.21 535404/20/2018 19  0.00  57.21 

Independent Interpreters of Northern 

CO LLC

217851  375.00 535504/20/2018 19  0.00  375.00 

Salabarria, Mailyn218015  310.00 535604/20/2018 19  0.00  310.00 

Snappy Holdings LLC21681  13.80 535704/20/2018 19  0.00  13.80 

Supply Works21136  558.38 535804/20/2018 19  0.00  558.38 

The Ranch21341  880.00 535904/20/2018 19  0.00  880.00 

Town of Windsor21072  933.68 536004/20/2018 19  0.00  933.68 

Elan21319  1,647.48 945604/06/2018 4  0.00  1,647.48 

Dick Blick Art Materials21124  744.60 945704/06/2018 4  0.00  744.60 

Dick Blick Art Materials21124  369.96 945804/13/2018 10  0.00  369.96 

Ellingson, Daniel218005  40.00 945904/13/2018 10  0.00  40.00 

Ellingson, Kyle217882  40.00 946004/13/2018 10  0.00  40.00 

GNG Design Enterprises LLC217948  303.65 946104/13/2018 11  0.00  303.65 

Hansen, Harold L21710  100.00 946204/13/2018 11  0.00  100.00 

Morris, Stephanie218006  8.00 946304/13/2018 11  0.00  8.00 

Burts Logo Apparel21706  465.00 946404/20/2018 19  0.00  465.00 

Garretsons Sport Center21119  84.00 946504/20/2018 12  0.00  84.00 

Hansen, Harold L21710  50.00 946604/20/2018 19  0.00  50.00 

Robotics Education & Competition 

Foundation

21718  100.00 946704/20/2018 16  0.00  100.00 

Tono Productions217994  225.00 946804/20/2018 19  0.00  225.00 

Specialized Data Systems, Inc.

D:\TS\WCA\SDSv8\Finance\Swf_AP08.RPT
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A/P Check Register

Windsor Charter Academy
Printed: 5/14/2018  3:06 PM

Page 2 of 2

Check Date: 4/1/2018 to 4/30/2018

Vendor # Vendor Name Check Date Check # TotalBatch # Direct DepositChecks

Weld RE-4 School District21120  709.38 946904/20/2018 19  0.00  709.38 

Voya Financial21286  1,197.80 4301811104/30/2018 3  0.00  1,197.80 

American Fidelity21088  198.60 4301822204/30/2018 3  0.00  198.60 

American Fidelity21088  258.33 4301833304/30/2018 3  0.00  258.33 

CBIZ21459  413.07 4301844404/30/2018 3  0.00  413.07 

CBIZ21459  270,366.66 4301855504/30/2018 3  0.00  270,366.66 

CBIZ21459  35,430.61 4301866604/30/2018 3  0.00  35,430.61 

PERA21084  95,238.28 4301877704/30/2018 3  0.00  95,238.28 

TEXAS LIFE21233  152.00 4301888804/30/2018 3  0.00  152.00 

Voya Financial21286  1,500.00 4301899904/30/2018 3  0.00  1,500.00 

Community Banks of Colorado21154  9.00 041018003404/10/2018 2  0.00  9.00 

US Foods Inc.217847  2,739.51 041118190004/11/2018 2  0.00  2,739.51 

Community Banks of Colorado21154  9.00 041218003404/12/2018 2  0.00  9.00 

Community Banks of Colorado21154  25.00 041218034104/12/2018 2  0.00  25.00 

Cigna Dental & Vision21331  4,952.60 041218731804/12/2018 2  0.00  4,952.60 

Xcel Energy21156  9,763.11 041218999904/12/2018 4  0.00  9,763.11 

US Foods Inc.217847  3,230.45 041818190004/18/2018 2  0.00  3,230.45 

Cigna Health21085  65,294.92 042018659904/20/2018 2  0.00  65,294.92 

KSB Gov Finance-lease21108  5,973.00 042018828704/20/2018 2  0.00  5,973.00 

US Foods Inc.217847  3,454.18 042518190004/25/2018 2  0.00  3,454.18 

HSA Bank21636  1,618.87 43018121204/30/2018 3  0.00  1,618.87 

HSA Bank21636  4,648.98 43018131304/30/2018 3  0.00  4,648.98 

Report Total  $0.00 $552,685.95 $552,685.95 

Specialized Data Systems, Inc.

D:\TS\WCA\SDSv8\Finance\Swf_AP08.RPT



Amended Budget 2018‐2019 Changes For Additional Funds

Rural School  PPR 556,236.00$      Total Rev Increase

Rural school one time 186,360.00$      369,876.00$                      $305 per pupil addtl

Additional PPR additional 2% 

salary adj for people hired in 2015 27,000.00$       

.5 dean 54,000.00$                        

3 paras at .6 27,561.00$                        

FT SRO 63,000.00$                        

FT counselor 35,000.00$                        

Additional staff/benefits 20,000.00$                        

Benefits 100% 30,000.00$                        

classified additional 1% 4,762.00$                          

bonus for non classified staff 17‐18 returning staff 96,000.00$       

all certified staff receive additional .5% 39,000.00$                         addtl 1.5%

Admin costs‐ District 7,397.52$                          

PERA/Medicare increase 38,915.48$                        

Marquis for MSHS 30,000.00$       

2 way radios 16,000.00$       

HS Student Chromebooks 17,360.00$       

Elem libray position to certified  7,000.00$                          

Merit Pool amount 25,000.00$                        

Total additions 186,360.00$     351,636.00$                      537,996.00$     

Remaining to reserves ‐$                    18,240.00$                        



Windsor Charter Academy Budget

General Fund

2017-2018 
Approved     

Amended Budget 100.00%

2018-2019 
Approved 

Budget

2018-2019 
Amended 

Budget 97.00%

PPR Base 7,279.04$               3.37% 7,424.62$         7,730.26$         6.20%
FTE 1082.1 7.64% 1210.2 1210.2 11.84%

% of 
Total Rev

Per 
student

% of 
Total Rev

Per 
student

PPR 7,876,649$             81.22% 7,279.04$     8,985,068$        9,354,944$        82.99% 6.73$           

Mill Levy 2007 90,000$                  0.93% 83.17$           90,000$            90,000$            0.80% 0.08$           

Mill Levy 2016 462,614$                4.77% 427.52$        462,000$          462,000$          4.10% 0.40$           

Rural Schools Funding 169,747$                1.75% 156.87$        -$                  186,360$          1.65% 0.14$           

Kindergarten Tuition 207,000$                2.13% 191.29$        213,900$          213,900$          1.90% 0.18$           

Interest 200$                       0.00% 0.18$             200$                 200$                 0.00% 0.00$           

Student Fees 76,407$                  0.79% 70.61$           89,398$            89,398$            0.79% 0.07$           

Building Rental 32,000$                  0.33% 29.57$           32,640$            32,640$            0.29% 0.03$           

Donations/Fundraising (Bingo, Gala, Walkathon) 120,000$                1.24% 110.90$        130,000$          130,000$          1.15% 0.10$           

Other (lost books, fines, etc) 5,125$                    0.05% 4.74$             5,253$              5,253$              0.05% 0.00$           

Capital Construction 274,983$                2.84% 254.12$        284,390$          284,390$          2.52% 0.23$           

Food Service Revenue 367,185$                3.79% 339.33$        399,150$          399,150$          3.54% 0.31$           

Daniels Fund Grant -$                  -$                  0.00% -$             

O&G revenue from Building Corp 10,000$            10,000$            0.09% -$             

Title II Grant Revenue 4,900$                    0.05% 4.53$             4,800$              4,800$              0.04% 0.00$           

READ Act Grant Revenue 11,000$                  0.11% 10.17$           10,000$            10,000$            0.09% 0.01$           

CDE Expansion Grant Revenue -$                        0.00% -$              -$                  -$                  0.00% -$             

Total Revenues 9,697,810$            100.00% 8,962.03$     10,716,800$    11,273,036$    100.00% 8.28$           

728222 556,236$    
rop/Reimbursement/Txfr from Building Corp -$                        

Total Revenues and Reserves 9,697,810$            10,716,800$    11,273,036$    

Expenditures

Salaries & Benefits
% of 
Total Rev Per student % of rev Per student

Salaries 4,062,427$             41.89% 3,754.21$     4,524,833$        4,780,156$        42.40% 3.47$           

Bonus 96,000$            
Food Service Salaries 126,000$                1.30% 116.44$        127,000$          127,000$          1.13% 0.11$           

Substitutes Salaries 67,000$                  0.69% 61.92$           70,350$            70,350$            0.62% 0.06$           

Extra Duty/Stipends Salaries 49,800$                  0.51% 46.02$           50,796$            50,796$            0.45% 0.04$           

 Salaries Total 4,305,227$            44.39% 3,978.59$    4,772,979$      5,124,302$      45.46% 3.68$         

Food Svc Health Benefits, medicare, PERA 43,779$                  0.45% 40.46$           47,000$            47,000$            0.42% 0.04$           

Benefits 785,000$                8.09% 725.44$        790,000$          850,000$          7.54% 0.67$           

Medicare 60,599$                  0.62% 56.00$           69,208$            72,910$            0.65% 0.05$           

Sick Bank 14,250$                  0.15% 13.17$           14,250$            14,250$            0.13%

PERA 834,502$                8.61% 771.19$        936,164.77$      987,612$          8.76% 0.71$           

 Benefits Total 1,738,130$            17.92% 9,563.43$    1,856,623$      1,971,773$      17.49% 8.83$         

Purchased & Technical Services
 Prof Services-Background checks, 

fingerprints, interpreter 19,450$                  0.20% 17.97$           20,034$            20,034$            0.18% 0.02$           

Accounting Software/Payroll 11,070$                  0.11% 10.23$           11,347$            11,347$            0.10% 0.01$           

Audit/990 Prep 6,500$                    0.07% 6.01$             6,630$              6,630$              0.06% 0.01$           

Legal 8,500$                    0.09% 7.86$             8,585$              8,585$              0.08% 0.01$           

Total 45,520$                 0.47% 42.07$         46,595$           46,595$           0.41% 0.04$         

Facilities & Property Services 66,530.00$      

Natural Gas/Electricity 135,915$                1.40% 125.60$        139,313$          139,313$          1.24% 0.12$           

Water/Sewer 28,750$                  0.30% 26.57$           29,325$            29,325$            0.26% 0.02$           

Trash 8,568$                    0.09% 7.92$             8,739$              8,739$              0.08% 0.01$           

Repairs & Maintenance 113,000$                1.17% 104.43$        133,060$          133,060$          1.18% 0.10$           

Bldg Lease Payments 1,159,271$             11.95% 1,071.32$     1,543,403$        1,543,403$        13.69% 0.99$           

Storage unit lease 600$                       0.01% 0.55$             600$                 600$                 0.01% 0.00$           

Total 1,446,104$            14.91% 1,335.83$    1,854,440$      1,854,440$      16.45% 1.23$         



General Fund 2017-18 (add 12th)
% of 
Total Rev Per student 2018-2019 Propo2018-2019 Amended Budget Per student

Other Purchased Services
Printing/Binding 5,000$                    0.05% 4.62$             5,250$              5,250$              0.05% 0.00$           

Special Ed District Charge 506,764$                5.23% 468.31$        598,015$          598,015$          5.30% 0.43$           

AIMS Fees 131,892$                1.36% 121.89$        10,000$            10,000$            0.09% 0.11$           

Professional Development/ Avid 40,000$                  0.41% 36.97$           31,000$            31,000$            0.27% 0.03$           

Board PD 7,000$                    0.07% 6.47$             7,000$              7,000$              0.01$           

Title II Grant Expenses (Prof Dev) 4,900$                    0.05% 4.53$             4,800$              4,800$              0.04% 0.00$           

District Admin Charges 157,533$                1.62% 145.58$        179,701$          187,099$          1.66% 0.13$           

Infinite Campus 15,000$                  0.15% 13.86$           13,516$            13,516$            0.12% 0.01$           

Property/Liability  Insurance 74,773$                  0.77% 69.10$           80,007$            80,007$            0.71% 0.06$           

SUTA 12,916$                  0.13% 11.94$           13,727$            14,493$            0.13% 0.01$           

Worker's Comp Insurance 34,979$                  0.36% 32.32$           36,728$            36,728$            0.33% 0.03$           

( Tech) Copier Lease 54,665$                  0.56% 50.52$           65,598$            65,598$            0.58% 0.05$           

Tech Leases 102,826$                1.06% 95.02$           -$                  -$                  0.00% 0.09$           

Tech Support 1,200$                    0.01% 1.11$             1,200$              1,200$              0.01% 0.00$           

Tech Repair/Maintenance 31,100$                  0.32% 28.74$           32,655$            32,655$            0.29% 0.03$           

Tech Software/Licensing 30,786$                  0.32% 28.45$           32,325$            32,325$            0.29% 0.03$           

Tech Media Center 7,300$                    0.08% 6.75$             7,446$              7,446$              0.07% 0.01$           

Daniels Fund Grant- Equipment
Tech Prof Dev 5,078$                    0.05% 4.69$             0.00$           

TECH Fire/Intercom/Security Maint 16,000$                  0.16% 14.79$           16,320$            16,320$            0.14% 0.01$           

 Tech Internet/Phone/Comm 73,173$                  0.75% 67.62$           75,002$            75,002$            0.67% 0.06$           

Student Security System -$                        0.00% -$              -$                  -$                  0.00% -$             

Advertising 15,512$                  0.16% 14.34$           15,822$            15,822$            0.14% 0.01$           

Total 1,328,395$            13.70% 1,227.61$    1,226,112$      1,234,275$      10.95% 1.13$         

Educational Supplies & Materials
Curriculum/ Online License renewals 98,650$                  1.02% 91.17$           197,924$          197,924$          1.76% 0.08$           

General/Office Supplies 29,400$                  0.30% 27.17$           29,988$            29,988$            0.27% 0.03$           

Paper 5,000$                    0.05% 4.62$             6,000$              6,000$              0.05% 0.00$           

Sunshine Supplies 600$                       0.01% 0.55$             600$                 600$                 0.01% 0.00$           

Assessments/Testing- (AR, Renaissance, AIMS web) 22,356$                  0.23% 20.66$           26,708$            26,708$            0.24% 0.02$           

Dues & Fees(CO League,  survey monkey 15,000$                  0.15% 13.86$           15,750$            15,750$            0.14% 0.01$           

Athletic/CoCurricular Exp 5,000$                    0.05% 4.62$             5,500$              5,500$              0.05% 0.00$           

Organic Garden Supplies 3,500$                    0.04% 3.23$             3,500$              3,500$              0.03% 0.00$           

Health Supplies 4,500$                    0.05% 4.16$             4,635$              4,635$              0.04% 0.00$           

Teacher Classroom Budgets 16,000$                  0.16% 14.79$           15,000$            15,000$            0.13% 0.01$           

School Event Budgets 0.00% -$              8,000$              8,000$              0.07% -$             

Food Service Expenses 185,200$                1.91% 171.15$        225,150$          225,150$          2.00% 0.16$           

Facility Supplies 35,000$                  0.36% 32.34$           36,000$            36,000$            0.32% 0.03$           

Booster Groups 12,850$                  0.13% 11.88$           12,850$            12,850$            0.11% 0.01$           

Exec Dir/Staff Culture 15,000$                  0.15% 13.86$           13,000$            13,000$            0.12% 0.01$           

Total Supplies 448,056$               4.62% 414.06$       600,605$         600,605$         5.33% 0.38$         



General Fund 2017-18 (add 12th)
% of 
Total Rev Per student Per student

Expansion/Equipment
Tech Equipment 47,315$                  0.49% 43.73$           90,000$            107,360$          0.95% 0.04$           

Facilities Equipment 5,000$                    0.05% 4.62$             7,500$              7,500$              0.07% 0.00$           

Playground Equipment/ Furniture -$                        0.00% -$              -$                  46,000$            0.41% -$             

2014-2015 Expansion Carryforward -$                        0.00% -$              -$                  -$                  0.00% -$             

MSHS expansion costs- 2017 -$                        0.00% -$              -$                  -$                  0.00% -$             

Total Property/Equipment 52,315$                 0.54% 48.35$         97,500$           160,860$         1.43% 0.04$         

-$            
General Fund 2017-18 (add 12th) 2018-19 2018-19

Other 
Dues & Fees -$                        0.00% -$              -$                  -$                  0.00% -$             

Bank Fees 10,000$                  0.10% 9.24$             10,100$            10,100$            0.09% 0.01$           

Auto Expenses 7,000$                    0.07% 6.47$             7,210$              7,210$              0.07% 0.01$           

Fundraising expenses(bingo, gala, walkathon) 84,000$                  0.87% 77.63$           88,200$            88,200$            0.78% 0.07$           

Future Facility Planning Costs 11,000$                  0.11% 10.17$           -$                  -$                  
CDE Proj 1- -$                        0.00% -$              -$                  -$                  0.00% -$             

CDE Proj 2- -$                        0.00% -$              -$                  -$                  0.00% -$             

CDE Proj 3- -$                        0.00% -$              -$                  -$                  0.00% -$             

CDE Proj 4- 0.00% -$              -$                  -$                  0.00% -$             

Total 112,000$               1.15% 103.50$       105,510$         105,510$         0.94% 0.09$         

Total Expenditures 9,475,747$            97.71% 12,734.84$   10,560,365$    11,098,361$    98.45% 11.75$         

Net Surplus/Deficit 222,063$                156,436$          174,675$          
Required Surplus for DS Coverage 115,927$                154,340$          154,340$          

General Fund Balance- Beginning 2,030,553$             2,252,616$        2,252,616$        
Appropriation -$                        -$                  -$                  

Net Surplus/Deficit 222,063$                156,436$          174,675$          
Fund Balance- Ending 2,252,616$             2,409,052$       2,427,292$       

## Ending Fund Balance Detail
Unrestricted Fund Balance 2,003,122$             2,138,543$        2,140,643$        

TABOR Reserves 249,494$                270,509$          286,649$          
Total Projected Ending FB 2,252,616$             2,409,052$       2,427,292$       

Total Revenues 9,697,810$             10,716,800$      11,273,036$      
Total Expenditures less DS and one time 8,316,476$             9,016,962$        9,554,958$        
Net avail for Debt Service 1,381,334$             1,699,839$        1,718,078$        
Projected Debt Service 1,159,271$             1,543,403$        1,543,403$        
Net Surplus 222,063$                156,436$          174,675$          

Bond Covenant Requirement to 
maintain 1.10 X debt service 1,275,198$             1,697,743$        1,697,743$        
Actual Ratio 119.16% 110.14% 111.32%
Actual Surplus plus Debt Svc 1,381,334$             1,699,839$        1,718,078$        
Diff  Over/(under) $106,136 $2,095 $20,335
Required Surplus to maintain DS 
coverage 115,927$                154,340$          154,340$          
Daily operating expenses less capital 
outlay and debt service 22,784.86$             24,436.88$        25,737.25$        
Days cash on hand incl TABOR restr. 98.86 98.58 94.31
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