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[bookmark: _gjdgxs]Background
LIFE Prep began in 1998 and is entering its 19h year of operation. Although the school had been named differently in the past, in 2013-2014, the leaders and stakeholders renamed and rebranded the school to showcase its most prominent features, philosophies, and core values. The new name of the school, LIFE Prep, was chosen because the acronym LIFE stands for Learning In a Family Environment. That commitment to providing a nurturing, family-like learning environment is fundamental to LIFE Prep’s mission and vision. It is the guiding force behind the school and the reason why the school is unique and valued by the community.
The core values of LIFE Prep are love, learn, achieve, and succeed. This extends the philosophy that a nurturing, family-like environment will produce not only happy, well-adjusted young people, but also students who are high achievers and are on the road to success. Our tagline “Own your success” signifies that an education is intangible, but is something that can be owned and used to better oneself, one’s community, and society as a whole. 
The academic endpoint for all students attending LIFE Prep is college. We believe all of our students should be mentally and academically prepared for a future in college and that this starts in elementary school. This college-going mindset will be carried with students into middle school and high school and will help them by providing the foundation for belief when faced with challenges. The staff at LIFE Prep believes that positive framing and mental mapping are essential practices to lead students to the ultimate goal of attending college.
[bookmark: _30j0zll]District Name, Number, and Address
LIFE Prep, Minnesota School District #4035, is a charter school in the Payne-Phalen neighborhood of St. Paul. The school’s address is 930 Geranium Ave. E., St. Paul, MN 55106. 
LIFE Prep served students from Pre-K through sixth grade during the 2016-2017 school year. The school was established in 1998 and in June of 2016, completed its 19th year. Located in the complex owned by St. Casimir’s Church of the St. Paul Catholic Dioceses, LIFE Prep inhabits the space formerly used by St. Casimir’s School. The website for LIFE Prep is www.lifeprepschool.org.
LIFE Prep finished the year with an enrollment of 309 and an average daily membership of 316.34.
[bookmark: _1fob9te]Mission
LIFE Prep puts students first. Our progress in closing the achievement gap comes from a commitment to academic accomplishment through the delivery of a rigorous curriculum. The inclusive multicultural community is a safe place to learn and overcome adversity. Learning In a Family Environment empowers students to own their success.
[bookmark: _3znysh7]Vision
LIFE Prep ignites a desire to achieve and inspires students’ hope for a bright future.
Students develop self-confidence through their accomplishments and are empowered to pursue their dreams. We provide encouragement and a foundation for perseverance; preparing students to thrive as individuals on a successful life path.
[bookmark: _2et92p0]Program Model
During the 2016-2017 school year, 76.8% of our students were eligible for free or reduced price school meals.  We serve many students from families with limited resources to support learning in the home.  LIFE Prep welcomes all students regardless of background and seeks to provide a learning environment that meets the child where they currently are to help them progress and succeed throughout their tenure at LIFE Prep and beyond.  Some of the school’s important features are:
· High academic standards
· Data driven decision-making policies
· Academic achievement supported by assessments
· School-wide Response to Intervention (RtI) services
· Standards-based instruction
· Low student to staff ratio
· Free breakfast and lunch
· Building is open from 6:00 A.M through 6:00 P.M.
· After-school tutoring
· Family and community involvement
· Diverse student population
· Music, art and physical education each day
· Reading Corps for grades K-third grade
· Math Corps for grades 3-6
· Q-Comp teacher growth program
· Student teachers from University of Wisconsin River Falls
· Weekly college tutoring cadre from the University of Wisconsin River Falls

In 2016 -2017 school year, LIFE Prep was open from September 6, 2016 -June 8, 2017. The school offered an extended learning year (ESY) program during June 2017. 
LIFE PREP continues to welcome and celebrate diversity with a wonderfully diverse population.  This diversity allows for the understanding, honoring, and learning of cultures through direct interaction and learning together.  
[bookmark: _tyjcwt]School Governance
[bookmark: _3dy6vkm]An organizational chart showing the governance and management responsibilities of individuals and groups of LIFE Prep can be found in Appendix A of this document.
Board Composition
2015-2016 School-Year Charter Public School Board
2015-2016   Annual Meeting Date: May 11, 2016
	Name
	Position
	Group
	Email
	Attendance

	Julie Yang
	Chair
	Parent
	julie.yang@lifeprepschool.org
	Missed 0 meeting(s)

	Megan Radmer
	Member
	Teacher
	meganradmer@lifeprepschool.org
	Missed 2 meeting(s)

	Qiana Mazique
	Member
	Parent
	qiana.mazique@lifeprepschool.org
	Missed 1 meeting(s)

	Rachel Paulson
	Member
	Teacher
	rachel.paulson@lifeprepschool.org
	Missed 1 meeting(s)

	Camie Johnson
	Treasurer
	Teacher
	Camie.johnson@lifeprepschool.org
	Missed  2 meeting(s)

	Emma Mangano
	Member
	Teacher
	emmamangano@lifeprepschool.org
	Missed 2 meeting(s)

	Doug Hepper
	Member
	Community Member
	doug.hepper@lifeprepschool.org
	Missed 1 meeting(s)

	Pang Vang
	Member
	Community Member
	Pang.vang@lifeprepschool.org
	Missed 2 meeting(s)

	Nou Yang
	Member
	Parent
	Nou.yang@lifeprepschool.org
	Missed  2 meeting (s)

	Leah Jones
	Executive Director
	Ex Officio
	Leah.jones@lifeprepschool.org
	Missed 0 meeting(s)


[bookmark: _1t3h5sf][bookmark: _4d34og8]Committees of the Board
Executive Committee
The members of the executive committee were Julie Yang, Emma Mangano, Leah Jones, Qiana Mazique, and Pang Vang.
[bookmark: _2s8eyo1]Policy Committee
The members of the policy committee were  Rachel Paulson, Nou Yang, and Myla Johnson, and Emma Mangano.
[bookmark: _17dp8vu]Finance Committee
The members of the finance committee were Pang Vang,, Doug Hepper, Kelsey Nelson, Dawn Jenkins, and Leah Jones. 
[bookmark: _3rdcrjn]School Board Trainings
During the 2016 -2017 school year, the following members received board training:
	Member
	Date

	Julie Yang
	12/2/15, 11/13/15, 11/11/5

	Megan Radmer
	Did not receive training

	Qiana Mazique
	4/23/16

	Rachel Paulson
	3/1/16, 3/17/16, 2/25/16

	Camie Johnson
	8/13/15

	Emma Mangano
	2/17/15, 3/11/15, 3/15/15

	Doug Hepper
	Did not receive training

	Corrie Knudson
	

	Pang Vang
	Did not receive training

	Nou Yang
	Did not receive training

	Leah Jones
	



[bookmark: _26in1rg]Board Practices, Processes, and Performance
The board is organized as follows: there were 9 total members, three of whom were teachers, three  of whom were parents, and three of whom were community members. The board reviewed the bylaws at its annual meeting of the membership in May 2017. 
Open meetings laws are followed by posting meeting times on the school website and on the exterior door of the school. Minutes of past meetings are posted on the website.
Prior to each board meeting, agenda items are collected by the vice chair and organized by the chair. During the meetings simple, parliamentary procedure is followed with motions, discussion, and voting. The secretary records votes in the minutes.
The board has three active committees in perpetuity: executive, finance, and policy. Key decisions are made by the board in committee or in general or special sessions. Each committee delivers a report at the general meetings of the board. The board also receives reports from the parent-teacher organization and is briefed on the monthly financial report by Dawn Jenkins of the Anton Group.
A written executive director’s report is delivered during each meeting. Topics included are the following
1. Enrollment 
2. Attendance
3. Finances
4. Instruction & Culture
5. Student Behavior 
6. New Considerations

 The board approves an annual budget and revises it as necessary. 
[bookmark: _lnxbz9]Board Policies
Approved board policies are located in Appendix D.
[bookmark: _1ksv4uv]School Administrative 
Administrative Team
	Name
	MDE File Folder #
	Assignment
	Years Employed at LIFE Prep

	Leah Jones
	388976
	Executive Director & Principal
	12

	Myla Johnson
	438780
	Assistant Director
	11

	Lori Steider
	x
	Admin. Asst.
	9

	Carrie Vue
	x
	Finance Asst./Food Program Coordinator
	3

	Megan Radmer
	X
	Special Education Coordinator
	3

	Kelsey Nelson
	x
	Chief Operating Officer
	3

	Mike Johnson
	x
	Facilities Manager
	6




 During he 2016-2017 there was no transition for the administration at LIFE Prep. 
[bookmark: _44sinio]Evaluation of the Administrative Team
The executive team of the board of directors supervises the executive director. At the end of the school year, the board reviews the goals and the progress made toward the goals. Based on the performance of the executive director, the board may decide to renew the contract of the executive director or decline renewal of the contract for the following school year.
All other members of the administrative team are periodically coached and evaluated by the executive director. The exception is the finance assistant/food services coordinator and the food services assistant, who are evaluated by the chief operating officer. 
[bookmark: _2jxsxqh]Food Program
The food service program was coordinated by Carrie Vue. She organized the menus, the sales of meals, and the school staff. She teamed with the staff hired by our caterer, Caravan Kids Catering (CKC). CKC staff prepares and distributes the food and cleans trays and kitchen surfaces. They load and help with storage. 
[bookmark: _z337ya]Teaching Faculty & Licensed Staff
[bookmark: _3j2qqm3]Teachers & Licensed Staff
	
	Name
	Assignment
	File Folder  #

	1
	Betheny Larson
	Pre-Kindergarten
	371109 

	2
	Kristine Steigauf
	Pre-Kindergarten
	474683 

	3
	Alicia Gustafson
	Kindergarten
	473129

	4
	Samantha Harms
	Kindergarten
	180100

	5
	Kuturah (Kate) Roth
	1
	402221 

	6
	Lora Bovy
	1
	463200 

	7
	Alexis Gerrish
	2
	442349 

	8
	Cassandra Sprandel
	2
	493806

	9
	Helen Stoeckel
	3
	180100

	10
	Abigail Gebhart
	3
	493397

	11
	Tricia Groth
	3
	451393

	12
	Rachel Paulson
	4
	459780 

	13
	Paul Weber
	4
	492089

	14
	Brittany Pierce
	4
	470821

	15
	Jeanna Manning
	5
	496304

	16
	Beau Junker
	5
	492766

	17
	Quinn Adams
	6
	471077

	18
	Camie Johnson
	6
	447658 

	19
	Laura Hart
	Title I
	488076

	20
	Ellie Karr
	Title I
	474609

	21
	Elisabeth Kong
	ELL
	444779

	22
	Kevin Busko
	Special Education
	381499

	23
	Rochelle Molde
	Special Education
	387167

	24
	LeAnn Moore
	Special Education
	429683

	25
	Sarah Berry
	Music
	489037

	26
	Sarah Johnston
	Science
	428860

	27
	Leah Hady
	Art
	480837

	28
	Lawren Rohling
	Social Worker
	496271

	29
	Heidi Wilson
	Physical Education
	385693 



[bookmark: _1y810tw]Teacher Coaching, Supervision, and Evaluation
At LIFE Prep, teachers are observed at least three times per school year. One formal observation is conducted by the principal and two are conducted by teacher leaders on the Q-Comp team. Feedback and scores are reported to the principal and a professional development plan is made for each teacher with advisement by the Q-Comp coaches and the principal. 
[bookmark: _4i7ojhp]Instructional Support Staff
	Last Name
	First Name
	Assignment

	Alexander
	Alicia
	5th Grade SpEd Program Paraprofessional

	Ashbach
	Leslie
	2nd Grade SpEd Program Paraprofessional

	Boyle
	Caitlin
	2rd Grade SpEd Program Paraprofessional

	Daiz
	Colleen
	Individual SpEd Student Paraprofessional 

	Evans
	Emily
	3rd Grade SpEd Program Paraprofessional

	Gharrity
	Katie
	1st Grade SpEd Program Paraprofessional

	Gornik
	Josh
	6th Grade SpEd Program Paraprofessional

	Hilpisch
	Rebecca
	4th Grade SpEd Program Paraprofessional

	Jamma
	Christyna
	4th Grade SpEd Program Paraprofessional

	Knox
	Andrea
	6th Grade SpEd Program Paraprofessional

	Lorentz
	Cassie
	3rd Grade SpEd Program Paraprofessional

	McConnell
	Kiowana
	Individual SpEd Student Paraprofessional

	Omar
	Hanaa
	Kindergarten SpEd Program Paraprofessional

	Schlosser
	Katie
	4th Grade SpEd Program Paraprofessional

	Vue
	Lue
	SpEd Program Paraprofessional

	Walker
	Traci
	3rd Grade SpEd Program Paraprofessional

	Weems
	Marcus
	6th Grade SpEd Program Paraprofessional

	Xiong
	Cee
	Kindergarten SpEd Program Paraprofessional

	Xiong
	Peter
	 SpEd Program Paraprofessional


[bookmark: _2xcytpi][bookmark: _1ci93xb]

Student Enrollment and Demographic Data
	
	12-13
	13-14
	14-15
	15-16
	16-17

	Total Enrollment as of October 1st
	400
	417
	323
	306
	300

	Black
	40%
	42.9%
	42.1%
	44.6%
	40.6%

	White
	23%
	21.1%
	16.4%
	11.5%
	6.3%

	Latino
	10%
	6.5%
	9.3%
	10.3%
	8.8%

	Asian
	26%
	27.8%
	30.7%
	32.4%
	37.6%

	Native American
	1%
	1.7%
	1.5%
	1.3%
	.1%

	Eligible for Free/Reduced
	76%
	71.5%
	76.8%
	72.46%
	81.7%

	English Learner
	6%
	4.8%
	5.6%
	20.8%
	5.6%

	Receive Special Education Services
	11.5%
	11.0%
	9.0%
	6.4%
	10.3%


[bookmark: _3whwml4]
Attrition Rates
2016- 2017 ANNUAL REPORT – LIFE Prep, District #4035

[bookmark: _2bn6wsx]LIFE Prep began the 2016-2017 school year with 309 students (as of September 6, 2016). At the end of the school year, the enrollment was 300 students (as of June 8, 2016). This accounts for a fall-to-spring attrition rate of 3%. This does not constitute a growth rate.
71




[bookmark: _qsh70q][bookmark: _3as4poj][bookmark: _1pxezwc]Offerings
Students from grades kindergarten to sixth grade study English language arts, mathematics, and social studies in the classroom. In grades 2-8, students studied science as a special offering from a science specialist teacher. Grades K-2 received science instruction in the regular classroom setting. Physical education classes occurred each day for all students; while art, and music classes were offered multiple times each week for all students.
[bookmark: _49x2ik5]
[bookmark: _2p2csry]Instructional Leadership
Goals from 2016-2017
Reading
Growth Goal  
Seventy-four percent (74%) of LIFE Prep students who have been continuously enrolled from October 1, 2016 until June 7, 2017 will be at grade level in the spring of 2016 according to their scores on the NWEA MAP reading test or show at least one-year’s growth on the NWEA MAP reading test from the fall of 2016 to the spring of 2017.
Result: Sixty-three percent (63%) of students showed one year’s growth or more on NWEA MAP reading test in spring of 2017.  
Proficiency Goal 
Fifty percent (50%) of LIFE Prep students who have been continuously enrolled from October 1, 2016 until June 8, 2017 will be proficient (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for reading.
Result: Thirty eight percent (38%) of LIFE Prep students were proficient in reading on the Minnesota Comprehensive Assessment.  
Racial Achievement Gap Reduction Goal 
Of the total LIFE Prep students who have been continuously enrolled from October 1st, 2016 until June 8rd, 2017, there will be an proficiency achievement gap reduction (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for reading by race of 8% for Asian students, and 7% for Black students.
Results:  We did not meet our goal for Asian students.  The racial achievement gap increased by 14.6%. We did not meet our Racial achievement goal  for black students.  It increased by 8%. 
Protected Class Achievement Gap Reduction Goal 
Of the total LIFE Prep students who have been continuously enrolled from October 1st, 2016 until June 8rd, 2017, there will be a proficiency achievement gap reduction (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for reading by protected class of 2% for Special Education Students.
[bookmark: _GoBack]Results: We did not meet the Protected Class goal. 

Longitudinal Reading Proficiency by Race & Protected Class
[image: NO NAME:Screen Shot 2017-09-28 at 10.55.32 AM.png]
[bookmark: _3o7alnk]
Mathematics 
At LIFE Prep, math scores during the 2015-2016 declined from the previous year. MCA math scores declined by 8%.  We did not reach our growth goal or our proficiency goal. The results of our numeracy goals are reported below the stated goal.
Math
Growth Goal  
Sixty-four percent (64%) of LIFE Prep students who have been continuously enrolled from October 1, 2016 until June 8, 2017 will be at grade level in the spring of 2016 according to their scores on the NWEA MAP mathematics test or show at least one-year’s growth on the NWEA MAP mathematics test from the fall of 2016 to the spring of 2017
[bookmark: _147n2zr]
Result: Forty percent (40%) of LIFE Prep students were proficient in math on the Minnesota Comprehensive Assessment.  
LIFE Prep Math SMART Goals
Growth Goal  
Seventy-six percent (76%) of LIFE Prep students who have been continuously enrolled from October 1st, 2015 until June 3rd, 2016 will be at grade level in the spring of 2016 according to their scores on the NWEA MAP mathematics test or show at least one-year’s growth on the NWEA MAP mathematics test from the fall of 2015 to the spring of 2016.
Results: 72% of students met the growth goal.
Proficiency Goal 
Fifty percent (50%) of LIFE Prep students who have been continuously enrolled from October 1, 2016 until June 8, 2017 will be proficient (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for mathematics.
Results: 39.6% of students met the proficiency goal.
Protected Class Achievement Gap Reduction Goal 
Of the total LIFE Prep students who have been continuously enrolled from October 1st, 2016 until June 3rd, 2017, there will be a proficiency achievement gap reduction (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for math by protected class of 2% for Special Education Students.
Results: The gap increased by 5.7%. 

Longitudinal Math Proficiency by Race & Protected Class
[image: NO NAME:Screen Shot 2017-09-28 at 10.55.53 AM.png]
[bookmark: _23ckvvd]Challenge and Responses
The major challenges of the academic program revolved around low proficiency scores in reading and math. The responses to these challenges came in the form of developing a way to think about our collective efforts and the deployment of teams tasked to make improvements to different factors affecting student achievement.
[bookmark: _ihv636]Formation of the Continuous Improvement (CImp) Team
[image: ]LIFE Prep was given the designation of “continuous improvement” school by the Minnesota  Department of Education’s Multiple Measurement Rating (MMR) system following the 2014 

MCA testing cycle. A continuous improvement school ranks in the bottom 25% of all Title I schools in MN in terms of test results. Our response to this was to attend training at the Minnesota Department of Education Centers of Excellence to develop a continuous improvement plan for the school.
 Implementation of the CImp assisted LIFE Prep in changing from a “continuous improve” school to a “no designation” school for the 2015-2016 school year.  Because of this , the CImp continues to be an important  component part of LIFE Prep’s Leadership structure. 
The following initiatives will continue with the various leadership teams in the continuous improvement framework.
[bookmark: _32hioqz]Instructional Leadership Team 
The instructional leadership team (ILT) is the overarching leadership group overseeing the five constituent leadership groups within the continuous improvement (CImp) team. The ILT met weekly and made important decisions about instruction, assessment, and curriculum. These decisions were informed by the work of the five leadership teams of the CImp team: DuFour, Q-Comp, standards, response to intervention, and student assistance team.
[bookmark: _1hmsyys]DuFour Team
In order to examine grade level data and come to consensus on how to best teach the important skills and concepts of the grade level, LIFE Prep formed horizontal, or grade level, learning teams that worked from the four essential questions of a PLC as defined by Richard DuFour, et. al. in Learning By Doing (2010):
1. What is it that we want students to learn?
2. How will we know if they have learned it?
3. What will we do if they did not learn it?
4. What will we do if the did learn it?
Teachers looked at student work and decided how to make instructional decision as a team for the betterment of student achievement.
[bookmark: _41mghml]Standards Alignment 
Three members of the teaching staff attended training on the Minnesota English Language Arts standards at the Minnesota Department of Education during a yearlong series. The team brought back their knowledge and trained teachers to read and plan units and lessons using the standards.
The teaching corps also began a three-year process of mapping the standards using Atlas Curriculum Mapping software. The ILT decided to extend the goal for completing the curriculum mapping to completion by 2019. 
[bookmark: _2grqrue]Response to Intervention
LIFE Prep began a school-wide response to intervention (RtI) program in 2014-2015. This was spurred by the hiring of two Title I teachers, who recorded and analyzed student data and developed comprehensive strategies for students to improve in math and reading skills. During the school year, there were four six-week intervention cycles with students who were below grade level. The goal was for students to exit the intervention being caught-up to grade level. 
[image: Macintosh HD:Users:user:Google Drive:1 - LIFE Prep:RtI_Response to Intervention:RtI Pathway:RtI Pathway.jpg]
[bookmark: _vx1227]Student Assistance Team
For behavior interventions, the student assistance team (SAT) met with teachers regularly to discuss tier II and III interventions for students. The Response to Intervention pathway is shown below.
[bookmark: _3fwokq0]Q-Comp
Summary
The Q-Comp program review was conducted in March.  Teacher leaders interviewed licensed teachers and Bart on the five components of the Q-Comp program. Teacher leaders evaluated Q-Comp program components. According to the site review, the Q-Comp Program at LIFE Prep received a proficiency rating in categories rating teacher leaders and teacher observations. An exemplary rating was received in job-embedded professional development, sub categories: learning team composition & size & learning team meeting time.
Leaders met in May 2017 to discuss teacher observations and evaluations.  All twenty-six licensed teachers received a proficient or higher rating on classroom observations.  Each of the three learning teams met their student achievement goals.  All but one licensed teacher received $2000 for performance pay allocated from the Q-Comp annual budget.
Overview of Q-Comp Components:
Component 1: Teacher Leaders
Teacher leaders & Mr. Johnson performed three observations on each of the twenty-six licensed teachers. They provided teachers with feedback on their teaching, including areas of strength and areas to work on.  Teacher leaders helped impact student achievement through facilitating weekly sixty-minute learning team meetings and attending ongoing Q-Comp trainings in the summer and throughout the school year, which was provided by MDE. Teacher leaders were evaluated by licensed teachers through a survey. Teacher leaders were found to be proficient or exemplary in all areas.
Component 2: Job Embedded Professional Development
Learning team composition and learning team time received an exemplary rating.  Learning teams met 60 minutes weekly, which is above the required 50 minutes weekly. Learning teams were configured with grade-like groups which made it easy for teachers to collaborate and share ideas to improve reading instruction. Teacher leaders were prepared with weekly agendas, mapped out cycle topics, modeled and research agenda topics, and reviewed student data to support increasing student achievement.
Component 3: Observation/Evaluation
Teachers were observed three times this year by Ms. Leah and teacher leaders. Ms. Leah formally observed all licensed teachers in their first or second year of teaching and effectively performed pre-observation and post-observation conferences. Teacher leaders conducted the other two observations and conducted post-observation conferences, providing feedback to licensed teachers.  Teachers were able to set goals for themselves which helped improve overall instruction.  Improved instruction is closely related to improved student achievement.
Component 4: Performance Pay
The approved performance pay amounts are consistent with the Q-Comp approval letter. Each licensed teacher can earn up to $2500 in performance pay.  100% of licensed teachers earned performance pay for student achievement goals and observation proficiency.
Component 5: Reformed Salary Schedule
We do not use a tenured or probationary model at Life Prep.
[bookmark: _1v1yuxt]Academic Goals for 2017-2018  
Reading
Growth Goal  
Seventy-four percent (74%) of LIFE Prep students who have been continuously enrolled from October 1, 2017 until June 6, 2018 will be at grade level in the spring of 2017 according to their scores on the NWEA MAP reading test or show at least one-year’s growth on the NWEA MAP reading test from the fall of 2017 to the spring of 2018.
Proficiency Goal 
Forty-two (42%) of LIFE Prep students who have been continuously enrolled from October 1, 2017until June 8, 2018 will be proficient (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for reading.
Racial Achievement Gap Reduction Goal 
Of the total LIFE Prep students who have been continuously enrolled from October 1st, 2017 until June 6th, 2018, there will be an proficiency achievement gap reduction (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for reading by race of 8% for Asian students, and 5% for Black students.
Protected Class Achievement Gap Reduction Goal 
Of the total LIFE Prep students who have been continuously enrolled from October 1st, 2017 until June 6th, 2018, there will be a proficiency achievement gap reduction (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for reading by protected class of 2% for Special Education Students


Math
Growth Goal  
The percentage of students enrolled by October 1st, 2017 in grades K-6 at LIFE Prep who are at grade level in math or make 1 years growth in math on the NWEA Map for primary grades and NWEA MAP Math test, will increase from 50% to 55% in spring of 2018. 
[image: ]
LIFE Prep Math SMART Goals
Proficiency Goal 
Forty-two (42%) of LIFE Prep students who have been continuously enrolled from October 1, 2017 until June 6, 2018 will be proficient (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for mathematics.
Protected Class Achievement Gap Reduction Goal 
Of the total LIFE Prep students who have been continuously enrolled from October 1st, 2017 until June 6th, 2018, there will be a proficiency achievement gap reduction (meeting or exceeding the standard) on the Minnesota Comprehensive Assessment for math by protected class of 2% for Special Education Students.
[bookmark: _4f1mdlm]Special Education
The most recent audit of the Special Education services delivery systems at LIFE Prep was conducted in February 2015.  For the 2017- 2018 school year, LIFE Prep was in a  self -review year.  
[bookmark: _2u6wntf]Social and Emotional Learning
LIFE Prep excels in teaching its students social-emotional skills. The school is built around a nurturing philosophy, which is the backbone for everything we do. Students are safe at LIFE Prep. They are cared for by teachers and support staff. Many teachers use morning meetings and afternoon meetings to get students talking and working together to accomplish their daily goals. Students build strong relationships with each other and that encourages teamwork and bolsters the feeling of a strong community within the classroom. Some teachers use the Responsive Classroom model of community building, while other classrooms use a program called Houses.
Every month, LIFE Prep hosts a celebration for its students and families. These celebrations highlight the accomplishments of students in academics and social-emotional learning. There are also special celebrations in December for the Festival of Lights and in May for the school carnival.  These are many, but not all of the ways students learn about community and social-emotional well-being. 
Many parents choose LIFE Prep for their children because of the school’s emphasis on social –emotional learning and the community spirit engendered by the students and staff in the building. 
[bookmark: _19c6y18]Attendance
The attendance goal for 2017-2018 is set at 95%.   
[bookmark: _3tbugp1]Finances
[bookmark: _28h4qwu]Financial Management
During Fiscal Year 2016 Leah Jones was the chief financial officer of LIFE Prep. Kelsey Nelson worked with Ms. Jones to ensure internal controls were met in the accounts payable process. The school contracts with the Anton Group for its accounting services. Dawn Jenkins is the school’s account representative from the Anton Group. Ms. Jenkins works closely with the financial officers and the finance committee of the board to advise and aid in budgeting, compliance consulting, and general accounting tasks associated with LIFE Prep’s finances.
[bookmark: _nmf14n]Accounts Payable
Accounts were paid within thirty days of receipt. 
[bookmark: _37m2jsg][bookmark: _1mrcu09]Board Monitoring
The board of directors is briefed about the previous month’s financial statement, and the general state of the school’s financial affairs. The presenter is the financial accountant, Ms. Jenkins of the Anton Group, with support from the executive director. During this time the board monitors the budget and discusses any major concerns. The board examines and approves the financial audit each year and oversees corrective actions.
[bookmark: _46r0co2]Fiscal Year 2017 Summary
A preliminary financial summary as of June 30, 2017 is included as Appendix H. It shows that LIFE Prep was effective in continuing to protect the financial stability, continuity, and security of its operations and business infrastructure.   The final balance for Fiscal Year 2017 was $291,706.00.
[bookmark: _2lwamvv]Fund Balance
The school’s fund balance as of June 30, 2017 was $326, 423.00.  In comparison to FY16 expenditure’s  which are $4,209,457.00, the fund balance represents 8% of the 2016 expenditures. 
[bookmark: _111kx3o]Fiscal Year 2018 Projections
The Fiscal Year 2017(FY17) approved budget is included as Appendix I. It projects a  fund balance of approximately $446,442.00.
[bookmark: _3l18frh]Authorizer Relationship and Evaluation Results
[bookmark: _206ipza]Authorizer Liaison
The charter school authorizer of LIFE Prep is The Guild. The liaison to LIFE Prep is Brad Blue.
Mailing address: 67 8th  Ave. NE, Minneapolis, MN 55413
Phone: 612-991-0017
Email: bradbblue@gmail.com
[bookmark: _4k668n3]Charter School Contract 
[bookmark: _2zbgiuw]Contract Purposes and Progress 
The following seven purposes are outlined in Article 1 of the charter school contract between LIFE Prep and The Guild:
1. Improve pupil learning and student achievement
2. Increase learning opportunities for pupils
3. Encourage the use of different and innovative teaching methods
4. Measure learning outcomes and create different and innovative forms of measuring outcomes
5. Establish new forms of accountability for schools
6. Create new professional opportunities for teachers, including the opportunity to be responsible for the learning program at the school site
7. Describe how the school will provide special instruction and services for children with a disability under sections 125A.03 to 125A.24 and 125A.65

LIFE Prep is making progress in each area. The following descriptions highlight how the school is doing so in each area of purpose.
Improve pupil learning and student achievement
LIFE Prep staff members develop strong, nurturing relationships with students. The work collaboratively to develop individualized learning plans (ILPs) for each student. The teachers use data-driven instruction in the classroom and at the school level to improve learning and teaching. 
Students are screened in reading and math twice each year in the fall and spring using NWEA MAP tests and take the Minnesota Comprehensive Assessments in the spring. These are used during the school year to differentiate and individualize instruction for each pupil.
Increase learning opportunities for pupils
Students 
Encourage the use of different and innovative teaching methods
Students used iPad technology each week to improve their math skills and reading skills. LIFE Prep will make it a priority to update and increase the number of computers that students have access to.  
Measure learning outcomes and create different and innovative forms of measuring outcomes
LIFE Prep staff members develop strong, nurturing relationships with students. The work collaboratively to develop individualized learning plans (ILPs) for each student. The teachers use data-driven instruction in the classroom and at the school level to improve learning and teaching. 
Students are screened in reading and math twice each year in the fall and spring using NWEA MAP tests and take the Minnesota Comprehensive Assessments in the spring. These are used during the school year to differentiate and individualize instruction for each pupil.
Establish new forms of accountability for schools
Q-Comp is a teacher professional development and incentive program that establishes individual and school-wide learning and teaching goals. The Q-Comp program supports and improves teaching by observation and coaching from a team of teacher leaders in conjunction with the school’s principal. 
Teachers meet weekly to work collaboratively toward goals in cluster groups by grade level or subject area. During these meetings, teachers examine student work and learn about best practice.
Create new professional opportunities for teachers, including the opportunity to be responsible for the learning program at the school site
Q-Comp is a teacher professional development and incentive program that establishes individual and school-wide learning and teaching goals. The Q-Comp program supports and improves teaching by observation and coaching from a team of teacher leaders in conjunction with the school’s principal. 
Teachers meet weekly to work collaboratively toward goals in cluster groups by grade level or subject area. During these meetings, teachers examine student work and learn about best practice.
Describe how the school will provide special instruction and services for children with a disability under sections 125A.03 to 125A.24 and 125A.65
LIFE Prep provides a comprehensive educational experience for students with disabilities. We have a special education director, three special education teachers, and twenty special education paraprofessionals to assist individuals and program needs. The student assistance team (SAT) meets twice a month to discuss interventions for all students and the Child Study team meets monthly to discuss recommendations for special education referrals. All needs of students, based on all students’ Individualized Education Plans (IEPs) are met.
[bookmark: _1egqt2p][bookmark: _3ygebqi]Human Resources
Appendices E & F show the current employee handbook and a sampling of the onboarding materials for new hires to LIFE Prep. 
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Appendix A: LIFE Prep Organizational Chart for Management and Governance

LIFE Prep Organizational Chart
LIFE Prep Board of Directors
Executive Director/Principal
Chief Operating Officer
Director of Student and Family Services

Budget/Finance
Compliance
Organizational Leadership




Instructional Leadership
Professional Development
Assessment





Records & Reporting
Business Operations
Community Partnerships
Building & Maintenance
Human Resources










PBIS
Family Relations
Student Support






Appendix B: Leadership Biographies
[bookmark: _3cqmetx][image: Macintosh HD:Users:user:Desktop:Screen Shot 2017-10-18 at 1.27.22 PM.png]Leah Jones, Executive Director and Principal
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[bookmark: _1rvwp1q]Myla Johnson, Assistant Director
[image: ]
[image: ]

[bookmark: _4bvk7pj]Kelsey Nelson, Chief Operating Officer
[image: Macintosh HD:Users:user:Desktop:AR Data:kelseyresume-2.pdf]
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Carrie Vue, Operations Manager  & Food Service Coordinator 
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Appendix C: Food Program Audit and Inspection Reports
[image: ]The following document is the guidance from LIFE Prep’s most recent food program audit in April 2016.
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Appendix D: Approved Board Policies
1. 101.00 Racial Equity
2. 102.00 Equal Opportunity/Non-Discrimination
3. 103.00 Complaints
4. 201.00 Code of Conduct for School Board Members
5. 203.03 Facsimile Signatures
6. 204.00 School Board Procedures; Rules of Order
7. 205.00 School Board Meeting Minutes
8. Complaints Against a Member of the Board of Education
9. Hazing Prohibition
10. 304.00 Records: Data Management
11. 401.00 Equal Employment Opportunity
12. 408.00 Staff Hiring
13. 409.00 Drug-Free Workplace
14. 413.00 Chemical Use and Abuse
15. 414.00 Tobacco-Free Environment
16. 415.00 Harassment, Violence and Offensive Behavior 
17. 420.00 Students and Employees with Sexually Transmitted Infections and Diseases and Certain other Communicable Diseases and infectious Conditions
18. 425.00 Nepotism
19.  Attendance: Absences and Excuses Religious Holidays and Observances
20.  503.01 Attendance: Homeless Children and Youth Services
21. 503.02 Attendance: Student Entrance Age
22. Drug-Free Schools
23. 505.00 Bullying Prohibition
24.  Students: Promotion and Retention
25.  506.02 Student Discipline: Expulsion and Exclusion
26. 506.03 Student Discipline: Suspension
27. 516.00 Students: Medications/ Medical Procedures
28. 516.01 Students: Immunizations
29.  601.01 Achievement
30. 603.00 School Calendar, School Year, Employment Year
31. 607.00 Textbooks and Instructional Material
32. 610.00 Field Trips
33. Crisis Management 
34. Wellness Policy
35. Title XI, section 504 Policy
36. Weapons Policy
37. Expense Reimbursement Policy
38. Fund Balance Policy
39. Expenditure Policy
40. Jury Duty Policy
41. Pre-K Billing Policy
42. Lottery Policy
43. Open and Closed Meeting Policy
44. Out-of State travel Policy
45. Parent Involvement Policy
46. Conflict of Interest Policy
47. Policy of Facility Neutrality and Equal Access for Student Non-curricular Groups
48. Transportation Policy
49. Student Sex Nondiscrimination Policy
50. Student, Parental, Marital and Family Status Notification (MSBA)
51. Student with Disabilities Nondiscrimination Policy
52. Early Admittance Policy
53. Physical Restraint Policy
54. Search of Student Lockers Policy
55. Internet Acceptable and Safety Policy
56. Paid Time Off Policy
57. Staff Notification of Violent Behavior by Students
58. Public and Private Personnel Data Policy
59. Procurement Policy
60. Protection and Privacy Pupil Records
61. FMAL Policy






[bookmark: _1664s55][bookmark: _3q5sasy]Appendix E: Staff Handbook
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Criminal Background Check Notice

As you may know all school hiring authorities are now required by Minnesota law (Child Protection Background Check, Minnesota Statute Sections 299C.60 – 299C.64) to conduct criminal history background checks on persons offered employment.  LIFE Prep School staff may conduct the background check and/or information may be requested from the St. Paul Police Department and the McDowell Agency, Inc.  We request that you read this notice and fill out the accompanying Criminal Background Check Authorization form, which is adopted from that used by the Saint Paul Public Schools.

As a prospective employee of the LIFE Prep School, you have the following rights as spelled out in section 299C.62, Subdivision 3, of the above-mentioned law:
1. the right to be informed that a children’s service provider will request a background check on the children’s service worker:
i. for the purposes of the children’s service worker’s application to be employed by, volunteer with, or be an owner of a children’s service provider or for purposes of continuing as an employee, volunteer, or owner; and
ii. to determine whether the children’s service worker has been convicted of any crime specified in section 299C61, subdivision 2 or 4.
2. the right to be informed by the children’s service provider of the (Bureau of Criminal Apprehension) superintendent’s response to the background check and to obtain from the children’s service provider a copy of the background check report;
3. the right to obtain from the (McDowell Agency, Inc.) superintendent any record that forms the basis for the report;
4. the right to challenge the accuracy and completeness of any information contained in the report or record pursuant to section 12.04, subdivision 4;
5. the right to be informed by the children’s service provider if the children’s service worker’s application to be employed with, volunteer with, or be an owner of the children’s service provider, or to continue as an employee, volunteer, or owner, has been denied because of the (The McDowell Agency, Inc.) superintendent’s response; and
6. the right not to be required directly or indirectly to pay the cost of the background check.

In order for us to initiate a criminal background check, you are required to provide the information requested on the Criminal Background Check Authorization form.  The information we receive will be reviewed. If your criminal background is related to your employment with The McDowell Agency, Inc., the offer of employment will be withdrawn.  If you have already begun working, your employment will be terminated.

A copy of any information provided to or collected by LIFE Prep Agency, Inc. can be provided to you if there is any record of conviction.  You have the right to request a copy of this information.  If you wish to request a copy of the information, be sure to indicate your request in the space provided above the signature space on the Criminal Background Check Authorization Form.


LIFE Prep School
930 Geranium Avenue East
St. Paul, MN  55106
651-793-6624

Criminal Background Check Authorization
NON-PROFIT ORGANIZATION 

The following named individual has made application with this agency for employment.

Last Name of Applicant (please print):___________________________________________________________

First Name (please print):__________________________________________________________________________

Middle (full-please print):__________________________________________________________________________

Address:______________________________________________________________________________________________

___________________________  	_________________________    	__________________________________________
Date of Birth			  Sex (M or F)			Social Security Number

If you have lived at the above address for less than seven (7) years please list past addresses.


	Address			City,	State & Zip Code		Date from	Date to

1_______________________________________________________________________________________________________

2_______________________________________________________________________________________________________

3_______________________________________________________________________________________________________

I authorize the McDowell Agency, Inc. to disclose any/all criminal history record information to LIFE Prep School pursuant to Minnesota State Statue 123B.03 for the purpose of employment with LIFE Prep School.  I understand that if I accept a position with LIFE Prep School, I understand that a fee of up to $10.00 will be deducted from my first paycheck to pay for the background check.

The expiration of this authorization shall be for a period no longer than one year from the date of my signature.

You have the right to request a copy of this information.  If you wish to request a copy of the information please check this box: 


___________________________________________________________________		________________________________
Signature of Applicant						Date
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[bookmark: _kgcv8k]Appendix G: Special Education Audit and Completed Corrective Actions 

N/A



Appendix H: LIFE Prep Ending Financial Statement, June 30, 2017.
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Appendix I: 2015-2016 Projected Budget
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Instructional Leadership Framework
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LIFE Prep Response To Intervention (RtI) Process:
Academic & Behavioral Intervention Pathway

Tier I Tier II Tier III Child Study

sIncludes differentiation oTitle I (tier IT) «Title I (tier IIT) 'Z‘“E‘;;“ T
for short periods « Reading «Teacher [SSAS'T) s
sIncludes documented Corps & Math brings recommends
classroom interventions Corps student's case students for child
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and 6 weeks of data interventions intervention the case to child
during the intervention to the Student to the Student g:l_?)’ following

Assistance Asststance recommendation

Team (SAT) Team (SAT) «School

psychologist tests
for eligibility for
Special Education

NOTES:

The goal of each step in the process is to either find interventions that move the student back toward a lower tier, keep them at a tier in
which they are experiencing success, or move them up to the most appropriate level of support and intervention. Students may make
progress at tier I or tier I1I and stay there for several rounds of interventions.

Student Assistance Team (SAT) handles tier II and III behavioral interventions and some tier IIl academic interventions, if appropriate. If
two complete academic interventions have been completed, the SAT may choose to review the interventions and recommend for child
study or they may offer up another intervention for the student.

Child study is the team who ultimately approves testing for special education. If our process is working well, nearly every student who is
recommended for child study will be eligible for special education.




image6.gif




image7.png
LEAH K. JONES.

7805 DeMortrevile Tal North; Lake Elmo, Minnesota 55042
6517857549
leahemus@hotmallcom

< LICENSED K.6 TEAGHING ADMINISTRATIVE PROFESSIONAL B

Dedicated, community-driven, selfmotiated, with over 13 years combined expertise a8
Lcensed K.6 Teacher and irecto of Curriculum and Instrueion. Establish and maintain
‘xcellent verbaland writen communicaion reulary between lesdership teams,fellow
teachers, management, students and familes. Skl sets:

 Operatons and classroom management e Staf eadership and mentoring
o Stafl dovelopment @ Setting high expectations

 Specil events management/fundrasing » Posive,frindly, enthusistc demeanor
 New teacher orentatons and evaluations e Strtegic lesrning improvement

« Intervewing, scheduling and hirng. o Team-orinted focus

* Momber of administrative team afte departure of the Oirector n 2012. Asslsted with
school discpline, clas scheduling, tafl development, and dally operations maragement.

* Mentored 7 new teachingstaf, all of which have remained employed with IFE rep.

+ Board Member since 2012. Served on Executive,Polcy, and Technology Committes.

* Lad QComp program. Mastr Teacher Leader for PLC'. (Personal Learing Community).

* Testfie n front of Congres n5t. Paul and 35 oup in Washingion D.C on need for
reading readiness, and how t0 close the achievement gap.

* Coordinte various undraising ctites incucing annualcarivl Thanksgiing play snd
dinner, and 8-day Duluth, Minnesota feld trip and establshed relationships with donors
such a5 Home Depot, 3W, Kids In Need Foundation, and Yoobi.

‘CEUA (Consordla Creatve Learning Acadeimy)/ IFE PREP - . Paul, M; 2006 - presert.
PreK8 urban charter school wtha fomil focus. 86% of students and fomiles ae free and.
reduced School ocuses on indvidal learing lans developed for each student.

Ucensed k6 Teacher, 2006 2015 (3rd/ith grode students)
+""Support students nd families proactvly. Make home visks when necessary.
* Succeeded n achieving 100% confrence attendance.
Director of Currculum and Instruction; 2012 - 2014.
+" Conduct oienttions, mentoring, and evaluations or new teachers Provide teachers
with eedback and guidance to help maximize theie ul potendal
* Hold weekly meetings with middleschool teachers, eview methods o teaching stzte
standards, nd integrate tis nto the subject matte. Asst themInsecing goals.
Page 2. Leah K. Janes
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* Collsborate wth school Diector, ther eadership teams, nd teachers on learning
improvement strategies.

+ Organize professionsl development for stat.
Asist i interviewing, scheduling, and saf hiing.

* Comple st of needed educationalmateralsfo teachers, and asitin cbtaning these.
supplies which nclude computers and textbooks.

Tutor - Afer school; 2006 - 2010
" Tutor students Inalsubects 3 needed.

‘CRESCENT ACADEMY, INTERNATIONAL - Centon, M'; 2004 - 2005
‘CRESCENT VIEW ACADEMY - Aurora, CO; 2003 - 2004
Private lslamic Schools

a0 4° Grade Teacher
Organized afer-schoolwioring.
Establshed successful mentoring §roup once weekly covering topcs such a sp0rs ané
career planning for girs.
+ Bogan a garden cub
+ Secured ar program donations through actve fundraiing.

EoucATION

EASTERN MICHIGAN UNIVERSITY - Ypslaris, M, Graduated 2002
85 Elementary Education

+ Wajor Language Arts

* Winor Srueture of the iscpines.

* Additonsl focus Fine Arts.

Ucensed State of Minnesot KA Techer.
ADDITIONAL EXPERIENCE.
Kids In Need Foundation
* Guestspesker for several everss.

‘Guest speaker o PBS National Graduate Day 2015
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EDUCATION

Myla J. Johnson
9901 223" St N Forest Lake, MN 55025
Phone: 612.669.4202 E-mail: mylajohnson@yahoo.com
University of Minnesota Duluth, Duluth, MN
Master of Social Work (MSW), 2002

University of Wisconsin Superior, Superior, WI
Bachelor of Science Degree in Psychology with a minor in Sociology, 2000

Gogebic Community College, Ironwood, MI
Associate of Ats Degree in Psychology, 1998

LICENSURE

EXPERIENCE

State of Minnesota Board of Social Work
Licensed Graduate Social Worker, June 2003

MN Department of Education
File Folder Number 438780
PK-12 School Social Worker

LIFE Prep/ Concordia Creative Learning Academy
Director of Student and Family Services (August 2014-Present)

« Provides leadership in establishing and maintaining a positive school-wide climate
through regular positive interactions with stakeholders

¢ Assists in the development and implementation of operational guidelines in the areas of
staff and student handbooks, master school schedule, special education liaison with
teams and administration, student activities, field trips, student conduct, security of the
school facility, and student transportation

« Directs student behavior interventions, counsels students regarding positive behaviors,
and communicates with families and teachers regarding student behavior.

Interim Director (May 2014- August 2014)
« Assumed responsibility for the continuing operations of LIFE Prep following departure
of director
« Implemented School Board policy, state statutes, and federal regulations
*  Developed and administered the general school routine, and coordinate all activities
within the school building

Dean of Students (August 2012- August 2014)
« Provided disciplinary consequences for students as necessary
* Proactively communicated with teachers and families to promote positive behaviors and
mitigate problem behaviors
« Served as a member of various building teams and acted as liaison to provide support and
guidance for students

Co-Interim Director (March 2012- March 2013)
* Developed and administered the general school routine, and coordinate all activities
within the school building
* Provided leadership in the recruitment of staff and executed a system of personnel
selection and assignment
« Responsible for the administrative oversight and provided leadership and direction to
staff
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School Social Worker (December 2007- August 2012)
«  Assisted students to function effectively in a school environment
« Interacted with students to assess the areas in which the may need counseling or

assistance

« Provided referrals to outside agencies/resources (mental health screening, food/clothing,
etc.)

«  Serviced IEPs for students who receive social work services, wrote goals, and attended
IEP meetings

Family & Children’s Service, Brooklyn Park, MN
Family School Coordinator/Family Support Coordinator (November 2002- December
2007)
« Provided co-located, contracted case management and counseling services for
children and families
«  Outreach to families with children who need help with behavioral, social, emotional,
and/or academic issues, including children with a Severe Emotional Disturbance
diagnosis
* Served as a case manager and counselor, including developing treatment plans,
documentation for case notes, initiate the diagnostic process, coordinating necessary
case management services with appropriate agencies.
« Facilitated various suppoit groups for children and adolescents
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KELSEY NELSON
651-270-2517 ¢ kmnelson1116@gmail.com #4911 104" Lane NE Circle Pines, MN 55014

EDUCATION:
College of Saint Benedict - St. Joseph, MN 56374
Bachelor of Arts: December 2009 Major: Biology Minor: Education 9-12
President’s Scholarship

RELATED EXPERIENCE
CHIEF OPERATING OFFICER- LIFE Prep November 2015- PRESENT

OPERATIONS MANAGER- Augsburg Fairview Academy JULY 2012-NOVEMBER 2015
¢ Handled state reporting including MARSS Report, STAR Report and MCCC Reporting
e Managed school credit cards, staff spending, accounts payable and accounts receivable
e Completed all human resource tasks including personnel files management, coordination of benefits, leave
reporting, and incident reporting
e Supervised Food Service Department
¢ Managed building and facilities; supervised maintenance department

HIGH SCHOOL SCIENCE INSTRUCTOR JANUARY 2010-JUNE 2015
e Taught 9-12th grade sciences including Biology, Physical Science, Physics and Biology
e Subbed in several MN School districts as a long term school including Rush City, Cambridge, MNOHS and
Minneapolis Public Schools
e Worked as Science Instructor at Augsburg Fairview Academy from September 2014- June 2015

ADMINISTRATIVE ASSISTANT- Augsburg Fairview Academy JULY 2011-JULY 2012
e Staffed Front Office
¢ Handled student and staff requests, answered phones, and responded to visitors
e Managed student reporting system
* Assisted Lead Teacher in various other duties including data collection and analysis

ACT TUTOR- Studypoint JANUARY 2014-AUGUST 2016
e Work with High School students in preparing for the ACT exam

REFERENCES: Available upon request









KELSEY NELSON

 

651-270-2517   kmnelson1116@gmail.com  4911 104
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EDUCATION:  

         College of Saint Benedict - St. Joseph, MN 56374 

         Bachelor of Arts: December 2009    Major: Biology   Minor: Education 9-12 

         President’s Scholarship 

 

 

RELATED EXPERIENCE 

    CHIEF OPERATING OFFICER- LIFE Prep                November 2015- PRESENT 

 

    OPERATIONS MANAGER- Augsburg Fairview Academy                                     JULY 2012-NOVEMBER 2015    

 • Handled state reporting including MARSS Report, STAR Report and MCCC Reporting 

 • Managed school credit cards, staff spending, accounts payable and accounts receivable 

 • Completed all human resource tasks including personnel files management, coordination of benefits, leave  

    reporting, and incident reporting 

 • Supervised Food Service Department  

 • Managed building and facilities; supervised maintenance department 

 

        HIGH SCHOOL SCIENCE INSTRUCTOR                                    JANUARY 2010-JUNE 2015 

● 

Taught  9-12th grade sciences including Biology, Physical Science, Physics and Biology 

● 

Subbed in several MN School districts as a long term school including Rush City, Cambridge, MNOHS and 

Minneapolis Public Schools 

● 

Worked as Science Instructor at Augsburg Fairview Academy from September 2014- June 2015 

 

    ADMINISTRATIVE ASSISTANT- Augsburg Fairview Academy                                                   JULY 2011-JULY 2012    

 • Staffed Front Office  

 • Handled student and staff requests, answered phones, and responded to visitors 

 • Managed student reporting system 

 • Assisted Lead Teacher in various other duties including data collection and analysis 

 

     ACT TUTOR- Studypoint                   JANUARY 2014-AUGUST 2016 

                • Work with High School students in preparing for the ACT exam 

   

                                     

REFERENCES:  Available upon request 
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Carrie Vue

2701 Alissa Lane Maplewood, MN 55119 - 651-815-3254 - vuecarrie@gmail.com

Experience

LIFE Prep School 4/2009 to Present

e Paraprofessional

* Assist teacher in teaching and behavioral issues

Nightingale Home Health Kare 12/2007 to 2/2009
* Front desk receptionist

* Intake coordinator

* Scheduling of in-home nurse visits

* Insurance verification

Open Cities Health Care 6/2004 to 11/2007
* Front desk receptionist

* Billing

e Scheduling

* Insurance verification

Education

Herzing College 8/2001 to 12/2003
Dental Assisting

MPLS Community and Technical College 9/1999 to 5/2000

Cosmetology Program

Patrick Henry High School 9/1995 to 6/1999
* High School Diploma
* President of Asian Culture Club

e Captain of Badminton and Volleyball team
e TCF Intern

Skills

Excellent listener with outstanding communication skills
Energetic and motivated team player

Medical billing

Bilingual — Hmong

10+ years of customer service experience









Carrie Vue 

2701	Alissa	Lane	Maplewood,	MN	55119	-	651-815-3254	-	vuecarrie@gmail.com	

Experience 

LIFE Prep School  4/2009 to Present 

·

 Paraprofessional  

·

 Assist teacher in teaching and behavioral issues 

Nightingale Home Health Kare  12/2007 to 2/2009 

·

 Front desk receptionist 

·

 Intake coordinator  

·

 Scheduling of in-home nurse visits 

·

 Insurance verification 

 

Open Cities Health Care         6/2004 to 11/2007 

·

 Front desk receptionist 

·

 Billing  

·

 Scheduling 

·

 Insurance verification 

Education 

Herzing College  8/2001 to 12/2003 

Dental Assisting 

MPLS Community and Technical College  9/1999 to 5/2000 

Cosmetology Program 

Patrick Henry High School  9/1995 to 6/1999 

·

 High School Diploma  

·

 President of Asian Culture Club 

·

 Captain of Badminton and Volleyball team 

·

 TCF Intern   

Skills 

Excellent listener with outstanding communication skills 

Energetic and motivated team player 

Medical billing 

Bilingual – Hmong 

10+ years of customer service experience 
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Program Year:

Month of Review:

Lead Reviewer:

SFA Representative(s):

Minnesota Department Of Education

Child Nutrition Programs

State Review Summary Report
LIFE Prep (1000006354)

2016

April

Rachel Bowers
Carrie Vue

Reivew ID: 1662

SFA - Level Findings

Area Findings ID

Finding Description

Required Corrective Action

Corrective Action Response

100 - V-0100
Certification and
Benefit Issuance

A statistical sample of applications for school
meal benefits for school year 2015-16 were
reviewed. Three applications, affecting five
students, were approved incorrectly.

Two applications, affecting three students,
approved incorrectly were incomplete because
the family member completing the application did
not provide the last four digits of the applicant's
Social Security number, or alternatively, did not
indicate that the applicant does not have a Social
Security number.

One application, affecting two students, was
approved incorrectly because income attributed
to children was missed when totaling household
income.

Describe the action you have taken to correct these
applications that were approved incorrectly.

200 - Verification V-0200 One application selected for review was Describe the action you will take to correct this finding
incorrectly verified. Not all income reported on during future verification procedures.
the original application was verified.
200 - Verification V-0200 No verification notification letter was available for |Describe the action you will take to correct this finding
review. during future verification procedures. A sample letter is
attached below.
200 - Verification V-0200 No letter of adverse action was available for Describe the action you will take to correct this finding
review. during future verification procedures. A sample letter is
attached below.
1000 - Local V-1000 The SFA did not provide information on when Describe the action you will take to correct this finding.
School Wellness and how the Local School Wellness Policy is
Policy reviewed and updated.

Resources for developing and evaluating a Local
School Wellness Policy can be found on the MN
Department of Education's website at:
http://education.state.mn.us/MDE/SchSup/FNS/SNP/S
chWellPolicy/index.html
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Program Year:

Month of Review:

Lead Reviewer:

SFA Representative(s):

Minnesota Department Of Education

Child Nutrition Programs

State Review Summary Report
LIFE Prep (1000006354)

2016

April

Rachel Bowers
Carrie Vue

Reivew ID: 1662

SFA - Level Findings

Area Findings ID Finding Description Required Corrective Action Corrective Action Response
1600 - School V-1600 The SFA did not provide information on how the |Describe how you will inform families about the
Breakfast and SFA informs families of the availability of the availability of the School Breakfast Program.
SFSP Outreach School Breakfast Program prior to, or at the
beginning of, the school year and provide
reminders throughout the school year.
1600 - School V-1600 The SFA did not provide information about how |Describe how you plan to inform families about the
Breakfast and eligible families are informed about the availability of free meals via the Summer Food Service
SFSP Outreach availability and location of free meals for students | Program.

via the Summer Food Service Program.

Information on the SFSP, including instructions to
finding sites is available on the Summer Food Service
Program page of the MN Department of Education's
website at:
http://education.state.mn.us/MDE/SchSup/FNS/SFSP/
index.html

Site - Level Findings: LIFE Prep (1000006845)

Area Findings ID Finding Description Required Corrective Action Corrective Action Response
400 - Meal V-0400 The SFA was serving juice to students who Describe the action you will take to correct this finding.
Components and requested a milk substitution due to lactose A list of nutritionally equivalent non-dairy products is
Quantities - intolerance, which is unallowable. A milk attached below.
Breakfast substitute can be either lactose reduced or

lactose free milk, or a non-dairy product that is
nutritionally equivalent to milk.

No Technical Assistance
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Employee Handbook
2017-2018 School Year

[ ZLIFEXN

Create Your Own Path...

LIFE Prep

030 Geranium Avenue
Saint Paul, Minnesota 55106

(651) 793-6624
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MISSION STATEMENT:

LIFE Prep puts students first. Our success in closing the achievement gap comes from a commitment to academic
accomplishment through the delivery of a rigorous curriculum.

The inclusive multicultural community is a safe place to learn and overcome adversity.

Learning In a Family Environment empowers students to create their own path.

VISION STATEMENT:

LIFE Prep ignites a desire to achieve and inspires students’ hope for a bright future.
Students develop self-confidence through their accomplishments and are empowered to pursue their dreams.

We provide encouragement and a foundation for perseverance; preparing students to thrive as individuals on a
successful life path.

LIFE PREP VALUES:

LOVE, LEARN, ACHIEVE, SUCCEED!

COMMITMENTS TO OUR STUDENTS AND FAMILIES

To achieve our mission and vision, the school community will prepare each child to:
® Leave the sixth grade having met or exceeded the state standards in reading and mathematics.
® Achieve success in middle school, high school and post-secondary education.

All students will receive a high quality, standards-based, whole child education:

e Teachers will focus their instruction on high quality student work that meets standards.

e Each child will study a challenging curriculum that applies their learning to everyday situations,
thereby enhancing students’ social, emotional, ethical and cognitive development.

e Students will receive education in state standards including: reading, writing, mathematics, social
studies and science supplemented with character development, physical education and the arts.

e Each child will be monitored as a unique individual to assess growth, progress and any areas where
he/she may need additional help.

Families will receive support and assistance from our staff:
e Free breakfast and lunch program.
e Adult/student ratio of 15:1.
e Individualized conferences twice per school year and an Individualized Learning Plan (ILP) that focus
on their students’ needs.
e A supportive and administrative staff that knows each child.
® Teachers and administrators who can be reached after school hours.
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LIFE Prep Beliefs

Be There: All staff needs to be in their rooms when students are present. If you need to leave the building
during lunch or prep, let the office know in case you need to be reached.

Make their Day: The moment a child arrives at school, they are to be greeted by each adult in the building.
Take the time to welcome every individual and their parents.

Children are First: In every decision, action and manner—the STUDENTS come first. Be prepared every day:
extra time and extra hours are a part of LIFE Prep. Know each child and discover his/her special gifts.

Go Above and Beyond: Positive calls to families, home visits, attending recitals, games and birthday parties;
taking children to lunch etc. This is what we are all about and this is what is expected of LIFE Prep staff.
These children love us and need to be loved.

High Expectations: Believe in the potential of each person. Expect only the best. Hold the bar a step higher.

STAFF CODE OF CONDUCT

-Deal fairly and honestly with those whose interest we affect and treat them as we would wish to be treated
if the roles were reversed.

-Help individuals resolve any ethical dilemmas they may face and provide an environment where employees
may question a building practice without suffering any retaliation or retribution.

-Forego any action, which violates the law or school practices.
-Only undertake business activities that would withstand public ethical review.

-Disclose any conflicts of interest we may have regarding our responsibilities to the school and remove
conflicts where required.

-Refrain from any act if in doubt of its legality or ethical appropriateness.

-Represent LIFE Prep and charter schools in a positive manner to the public.

EMPLOYMENT AT LIFE Prep

fq)/e 2 {/m/g too short te werk where one s not %appy

Administrators and Administrative Staff

Executive Director : Leah Jones

Assistant Director: Myla Johnson

Chief Operating Officer: Kelsey Nelson
Building Operations Specialist: Mike Johnson
Operations Coordinator: Carrie Vue
Administrative Assistant : Lori Steider
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Classification of Employees

Licensed Staff. Degreed individuals who hold valid teaching, administrative or social work licenses.
Classified Staff: Individuals who are not degreed or licensed, or individuals who are degreed or licensed but
are employed on an hourly basis.

Full-Time School Year Employees: An employee who is employed at least 30 hours per week and at least 179
days in an academic year.

Part-Time School Year Employees: An employee who is employed fewer than 29 hours per week but works
at least 179 days in an academic year.

Full-Time 12-Month Employee: A person who is employed 30 or more hours per week and at least 220 days
in a 12-month period.

Part-Time 12 Month Employee: A person who is employed fewer than 29 hours per week and at least 220
days in a 12-month period.

Background Check

As in all Minnesota public schools, LIFE Prep conducts criminal background checks on all of its employees
(MN Statute 120.1045). Every employee must sign a criminal history consent form that gives LIFE Prep
permission to conduct a criminal history background check. The cost to the employee is up to $10 that will
be automatically deducted from your first paycheck.

Non-Discrimination Statement

LIFE Prep does not discriminate in hiring because of sex, creed, race, religion, national origin, marital status,
sexual orientation, and status with regard to public assistance or any other protected class defined by local,
state or federal law.

Early Out Days
October 18th, November 17th, December 19th, January 26th, March 11th, May 30th

All School Meetings
October 13th: 5th and 6th

January 19th: 3rd and 4th
February 23rd: Pre-K, K, 1
March 23rd: Sped and Admin
June 4th: 2nd and Specialists
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BENEFITS

FRINGE BENEFITS

Eligibility for fringe benefits depends upon the class of staff that your job description falls into:

Administration
Licensed Instructional: Teachers
Non-licensed Instructional: Paraprofessionals

Administration Licensed Instructional Non-licensed
Instructional
Health 100% ER 90%ER 90%ER
Dental 100%ER 50%EE 50%EE
Vision 100%ER 100%EE 100%EE
Life 100%ER 100%ER 100%ER
Long Term Disability 100%ER 100%ER 100%ER
Accidental Death and 100%ER 100%ER 100%ER
Dismemberment

EE=Employee Paid ER=Employer Paid

Teachers Retirement Association (TRA):

All licensed personnel will have 7.5% deducted from the gross amount of each pay periods check as required
by law.
LIFE Prep’s Board of Directors also pays 7.5% into your retirement account as required by law.

Public Employees Retirement Association (PERA):

All non-licensed personnel will have 7.5% deducted from the gross amount of each pay periods check as
required by law. LIFE Prep’s Board of Directors also pays 6.5% into your retirement account as required by
law.

403(b) (Personal Retirement):

All employees are eligible for enrollment in a 403(b) plan. The employee has the ability to contribute as much
or as little as they would like to their plan. LIFE Prep does not contribute to this plan but we will deduct your
contributions bi-weekly from your wages so your contributions are made on a pre-tax basis.

AFLAC (Gap Insurance):

All employees can enroll in various insurance offerings. These insurances are 100% employee paid for all
classes of employees and deducted from wages bi-weekly. These premiums are paid on a pre-tax basis.

Additional Term Life Insurance:

Above what LIFE Prep already provides is available for purchase by the employee. Similar to the other
insurance options, LIFE Prep will deduct the premiums bi-weekly from employee wages on a pre-tax basis.

FMLA (Family Medical Leave Act)

Employees eligible for FMLA have worked for their employer for at least one year and for 1,250 hours over
the previous 12 months. Employees may take an unpaid leave of absence for a time period of up to 12

9










image23.emf
weeks. FMLA permits employees to take leave on an intermittent basis or to work a reduced schedule under
certain circumstances. The leave must begin within 12 weeks of the birth or adoption of a child; however, in
a case where the child is hospitalized longer than the mother, the leave may begin within 12 weeks after the
child leaves the hospital. The leave must be requested in advance if possible and medical forms must be
completed and signed by the employee’s physician. Employees may use PTO if they wish to be paid for any
otherwise unpaid portion of FMLA. The school will continue to pay for the regular full-time employee’s share
of health insurance benefits for up to 12 weeks. After 12 weeks, the employee is responsible for 100% cost of
benefits. Employees returning from FMLA are reinstated to the same or comparable position at the same
rate of pay they received prior to the leave beginning.

Parenting Leave (Effective 1/1/2013)

Teacher and administrators with 5+ years work experience at LIFE Prep, who are full-time employees may
take up to 12 consecutive weeks of paid parenting leave. Leave commences on date of birth, adoption of
child or doctor approved bed rest. Teachers and administrators in this category may use accrued PTO in
order to receive wages during an unpaid portion of the parenting leave. LIFE Prep will in all instances be in
compliance with the Family Medical Leave Act. Upon return to work, the employee will be reinstated to his
or her previous position or an equivalent position.

Teacher and administrators with less than 5 years work experience at LIFE Prep, who are full-time
employees may take up to 12 consecutive weeks of parenting leave, 6 weeks of which will be paid leave.
Teachers and administrators in this category may use accrued PTO in order to receive wages during an
unpaid portion of the parenting leave. Leave commences on date of birth, adoption of child or doctor
approved bed rest. LIFE Prep will in all instances be in compliance with the Family Medical Leave Act. Upon
return to work, the employee will be reinstated to his or her previous position or an equivalent position.
Paraprofessional and support staff with 5+ years work experience at LIFE Prep who are full-time employees
may take up to 12 consecutive weeks of parenting leave, 3 weeks of which will be paid leave.
Paraprofessional and support staff in this category may use accrued PTO in order to receive wages for the
unpaid portion of the parenting leave. Leave commences on date of birth, adoption of child or doctor
approved bed rest. LIFE Prep will in all instances be in compliance with the Family Medical Leave Act. Upon
return to work, the employee will be reinstated to his or her previous position or an equivalent position.
Paraprofessional and support staff with less than 5 years work experience at LIFE Prep, who are full-time
employees may take up to 12 weeks of unpaid parenting leave. Paraprofessional and support staff in this
category may use accrued PTO to receive wages for the unpaid portion of the parenting leave. LIFE Prep will
in all instances be in compliance with the Family Medical Leave Act. Upon return to work the employee will
be reinstated to his or her previous position or an equivalent position.

Paid Time Off (PTO) [revised Feb. 8, 2016]

Full-time administrative staff will receive 20 PTO days (160 hours) and will work 220 days per year. This is
derived from the number of licensed staff duty days, plus all summer weekdays, excluding July 4.

Full-time licensed staff will receive 10 PTO days (80 hours) per year. Workdays will be determined annually
by Board-approved calendar.

Full-time non-licensed support staff will receive 5 PTO days (40 hours) per year. Workdays will be
determined annually by Board-approved calendar.

All full-time staff will be able to roll over a maximum of 2 unused PTO days (16 Hours) per year into a PTO
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bank. These days may be used once the current year’s PTO days have been exhausted. There will be two
categories in the human resources database to keep track of regular PTO days and banked PTO days.

For all classes of full-time employee, the maximum PTO days that can be held by the employee is 30. Excess
PTO days will be permanently lost as of June 30 for administrative staff and the last duty day of the school
year for all other staff.

Part-time employees who work less than 30 hours per week are not eligible for PTO.
Temporary employees (such as summer workers or long-term substitute teachers) are not eligible for PTO.

We discourage the use of PTO to extend a break during the school year. Please understand that when
multiple staff members are absent on a particular day, it has a negative impact on the learning environment.
When multiple staff members use PTO days prior to or following a break, it creates the need for multiple
substitutes to be hired, which may be difficult to accomplish. We ask that, if possible, please take PTO days
that do not occur immediately prior to or immediately after a break

Paid Time Off Payouts [revised Feb. 8, 2016]

Payouts may be for 50% of total banked hours.

The PTO payout amount is determined by using 100% of the current wage or daily salary rate.

Employees must give two weeks notice of employment termination and must work the two weeks without
using paid time off (PTO).

An employee is not eligible for the PTO payout after receiving notice that the LIFE Prep Board of Directors or
LIFE Prep Administration has terminated the employee’s employment or has declined to renew the
employee’s employment after expiration of the current contract term.

Worker’s Compensation Insurance

Job related injuries or occupational ilinesses are covered under Worker’s Compensation laws. An injury or
occupational illness must be reported to Human Resources immediately.Return the completed form to
Human Resources for signature so it can be submitted to the insurance company within 24 hours. You are
not eligible for Worker’s Compensation if the accident or illness is not immediately reported.

Military Leave

Military Leave applies to employees providing service in the Navy, Marines, Army, National Guard,
International Guard, Commissioned Corps of Public Health and the Coast Guard and any other category
designated by the President of the United States in times of service or emergency. The employee is required
to give advance notice of training leave unless it is impossible or unreasonable due to military necessity.
Military Leave will be granted for periods of active military service up to five years (unless longer statutory
exceptions apply). Full-time training or other full-time duty performed by a member of the National Guard is
considered active duty. The law does not require continuation of compensation while on active military duty.
An employee and his/her covered dependents can be on COBRA continuation benefits.

Re-Employment after Military Leave

An employee discharged from active military duty under honorable conditions is entitled to reemployment if
the duty lasts less than five years.
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LIFE Prep will reemploy an employee after Military Leave in the position that the person would have retained
but for the absence due to military service under USERRA, unless: the school’s circumstances have so
changed as to make reemployment impossible or unreasonable (such as a reduction in force or the
elimination of his/her position), the employee is disabled so as not to qualify for the prior or equivalent
position and reemployment would cause undue hardship to the school or, the position the employee left
was for a brief nonrecurrent period and there was no reasonable expectation that the position would
continue for a significant period. LIFE Prep will make reasonable efforts to refresh the returning employee’s
skills or to provide training to help the employee qualify for reemployment where the employee is no longer
gualified due to technological advances. LIFE Prep will make reasonable accommodations for disabilities
incurred or aggravated while in military service.

Discharge following reemployment: a person who is reemployed pursuant to the Federal Uniformed Services
Act cannot be discharged except for cause pursuant to the following schedule—within one year if the

person’s service was more than 180 days or within 180 days if the person’s period of service was more than
30 days but less than 181 days.

Non-Military and Non-FMLA/Emergency Leave

Considered on a case-by-case basis.

12
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PERFORMANCE MANAGEMENT

Absences

An employee’s presence at school is important to ensure the success of our students and to ensure
operational efficiencies, regardless if the employee’s position is licensed or non-licensed. When an employee
is hired, he/she will be advised of expected work hours. All hours and days are subject to change and may be
modified based on operational needs. All staff are required to submit their absence through the TimeClock
Plus software as soon as they are aware that they will be absent. If an employee is called away from LIFE
Prep for an emergency, they are expected to report their absence in TimeClock Plus as soon as it is
convenient.

Personal Leave Request

- Whenever possible, request personal leave in advance. Submit your request in Time Clock Plus
whether it is for personal time off or professional development. For every day over your allotted sick
days, you will be deducted your daily rate of pay, which is determined by your annual salary divided
by the number of working days determined by the board of directors. You will not be paid for time off
used past your accrued PTO for the fiscal year.

If you are a teacher:
- Make sure you have left detailed plans for the day that include everything required by your
supervisor.
- Either the executive director, assistant director or administrative assistant will find a sub for you.
- If you would like a specific internal substitute, make your request directly with the executive director.

NO SHOW/NO CALL

If a staff member does not show for a day of work and does not call to notify the director of their unplanned
absence, the administration will contact the employee at their home. The employee will be made aware that
there is concern for their welfare, ask for information surrounding the employee’s “no show, no call,” and
advise them that they should return to work the following day. If the staff member is unavailable, the
administration will leave a message.

If the staff member does not report to work for a second consecutive day and does not call to explain the
unplanned absence, the administrator will again contact the employee at their home, or a message will be
left, advising them if they do not return to work the next day it will be considered voluntary resignation, also
know as “Job Abandonment.”

If an employee does not show or call on the third consecutive day, at the end of business, the administrator
will write a letter confirming the employee has voluntarily resigned by abandoning their job, note the dates
of absence and contact made, and send a letter to the employee’s home by next day delivery. The date of
termination would be considered the fourth day the employee is out and will be noted in the letter.

If an employee does not report for work for 2 or more consecutive days and then later arrives to perform his
or her job duties without notification there will be an immediate meeting with his or her direct supervisor. A
reasonable explanation, which may include documentation from a physician, etc. may be required to avoid
termination.
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Employee Discipline

LIFE Prep is committed to providing a quality education to every child, and the key to this education is
quality, professional staff. To support this commitment, the administration has the responsibility to hire,
discipline, and release staff.
The following actions will result in suspension or removal from the employee’s position at LIFE Prep. The
suspension may be paid or unpaid from one to three days. The administration will determine the degree of
discipline and will inform the staff member in writing. This list is not exhaustive and may be added to at the
discretion of the administration.

e Job abandonment, leaving position and/or school building without permission from administration.

e |Insubordination, direct disregard for request by administration.

e Physical or mental abuse of children.

o Verbal or written defamation of any staff member, child or parent.

e Disregard for safety of children.
An employee’s substandard performance will result in the imposition of discipline ranging from an oral
reprimand to termination of employment. In most cased, discipline imposed for substandard performance
will follow a progressive format where an employee is placed on an action plan for improvement and will be
given guidance as to how to improved job performance.

Grievances

In the event of a disagreement or misunderstanding between staff members LIFE Prep will follow this
procedure:

1. The staff member should go directly to the individual involved and talk to them about the situation or
problem.

2. If the situation or problem is not resolved by step #1, inform the Executive Director and a meeting will
take place with the Executive Director and the staff members involved.

3. If the problem is not resolved by the above, or has role issues with the Executive Director, the Executive
Committee of the Board needs to be notified and this communication will be kept in the strictest confidence.

Harassment and Violence

LIFE Prep strives to maintain a workplace that is free from any form of harassment or violence towards other
staff members, students and parents. Forms of harassment include: racial, color, creed, sex, marital status,
sexual orientation, religious, age, personal, regard to public assistance, national origin. Any type of
harassment should be immediately reported to your supervisor. In the rare case of supervisory harassment,
please contact the Executive Committee.

Violation of School Policies/Misconduct

All staff members are to obey state and national laws, LIFE Prep school policies, and directions and/or job
requirements as determined by your supervisor.

Misconduct of an employee will result in the imposition of discipline ranging from an oral reprimand to
termination of employment. Misconduct includes but is not limited to the following:

-Unprofessional conduct

-Failure to comply with state and national laws or school policies

-Neglect of duties
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-Personal and/or immoral conduct

-Use of illegal drugs or alcohol while on duty or off duty use that which impacts the employee’s job
performance

-Deliberate and serious violations of the rights and freedoms of other employees, students, or
parents

-Theft of school or personal property

-Falsification of credentials or experience

-Failure to follow the canons of professional and personal ethics

-Unauthorized destruction of school property

-Criminal Activity/Conviction

SUBSTITITE TEACHERS AND VAN DRIVERS

Substitute Teachers

LIFE Prep Board of Directors may pay all application fees to Minnesota Department of Education for
qualifying paraprofessionals to earn a substitute teaching licensure through the Department of Education.

If employee resigns or is terminated from employment with LIFE Prep within 2 years of sub licensure,
employee agrees that LIFE Prep may deduct application fees from final paycheck. If LIFE Prep is to pay for an
employee’s substitute license, that employee must agree to work for the daily sub rate. If the employee does
not wish to work for the daily sub rate because his or her position’s daily rate receives higher wages, then
LIFE Prep will not pay for the substitute teaching licensure.

Employee may not be absent on LIFE Prep contracted day from LIFE Prep to substitute in other schools.
Internal substitutes (paraprofessionals employed by LIFE Prep) will earn a net substitute pay rate of $22.12
per hour. External substitutes (sub call list and contracts with external agencies) will be paid a gross of
$22.12 per hour.

Van Drivers

School owned vans are to be used for school business only. Acceptable uses include: student transportation
from home to school, and school to home; field trip transportation; doctors appointments during the school
day for LIFE Prep enrolled students; etc.

All drivers must meet the following criteria:
* Proof of insurance
» Valid MN drivers license
= 22 vyears of age or older
= No more than 2 moving vehicle violations
* No alcohol related driving citations for previous 7 years
* No reckless driving citations for previous 7 years — Director discretion
= An approval of your driving history through LIFE Prep’s auto insurance carrier

The driver of any school vehicle is responsible for any and all fines, tickets or citations received while driving
school vehicle. LIFE Prep is in no way responsible for violations in law committed by employee.

Drivers must follow all applicable laws including one occupant per seat belt.

All van drivers must complete LIFE Prep vehicle inspection and safety training provided by our facilities
manager, must maintain the mileage recording for vans in use and run their drivers’ license information
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through our insurance company’s database. Drivers are NOT allowed to speak on cell phones or text while
driving.

LIFE Prep Property

All supplies, furniture, equipment, technology or other items given to, or acquired by LIFE Prep by donation,
grant or fundraiser, are the property of LIFE Prep.

All supplies, furniture, equipment, technology or other items used by staff at LIFE Prep are presumed to be
LIFE Prep property. An employee disputing the ownership of any item may be asked to prove ownership by
producing a receipt for the item in question. All items purchased with school funds, including
reimbursements, are the property of the school.

Access Card and Keys
All LIFE Prep employees are given a key to their room and an access card to the building. All keys are
provided to staff by the facilities manager and acknowledged by the employee by their signature.

All access cards must be signed out from St. Casmir Catholic Church through their office manager.

Postage

LIFE Prep has a postage machine to be used for school mailings. When you are ready to send out student
mailings, give them to the administrative assistant to be posted and mailed. Please do not post them
yourself. School postage is not for personal use.

School Vans

School owned vans are to be used for school business only. Acceptable uses include: student transportation
from home to school, and school to home; field trip transportation; doctors appointments during the school
day for LIFE Prep enrolled students; etc.

Technology

All administrative and licensed staff will be issued a LIFE Prep laptop of tablet and power supply upon
employment according to their needs. Paraprofessionals may be issued a life prep tablet upon request to the
executive director. These devices are the property of LIFE Prep and must be returned in good working
condition, and with the power supply and work-related files intact upon separation of employment from LIFE
Prep. Failure to return these items may result in LIFE Prep invoicing an employee for the replacement value
of these items. If the items are not returned and the invoice remains unpaid, the situation may result in LIFE
Prep turning the matter over to law enforcement.

Only LIFE Prep technology staff or vendor will perform any maintenance that needs to be conducted.

The Employee is responsible for repair or replacement of technology in the following instances:

0 Neglect
0 Misuse

0 Theft

O Lostitem
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Televisions are available to use in every classroom for educational purposes. Excessive or inappropriate use
of television may result in disciplinary action. Only PG rated movies are permitted without prior consent
from the executive director. Do not move televisions between classrooms.

DAILY OPERATIONS

Cell Phones

Cell phones are not to be used for talking, internet use, or texting while children are present.

Classroom Budgets

All regular classrooms will have an instructional supply budget of $400.00 and a non-instructional budget
equal to the number of students enrolled on October 1 of each year, multiplied by $40.00.

Specialists will receive an instructional supply budget of $400.00 per classroom.

Special Education employees will have access to funds and approval must be received prior to purchase.
Items purchased with this money must be approved prior to purchase and are the property of LIFE Prep.
Iltems purchased without approval may not be reimbursed, at the discretion of the executive director.

Computer Use:

All email and computer transactions are public knowledge, accessible by the executive director and board of
directors at any time. Teachers or paras are not to be on their computers while students are present for
anything other than relevant classroom activities.

Elevator Use
The elevator should not be used in cases of fire, or severe weather. The elevator is to be used by people with
disabilities, injuries or large loads only. It is not to be used for everyday use by staff and students.

Hours of Employment
Licensed Positions: Licensed staff will report for duty 30 minutes prior to the arrival of school children and

remain on grounds until 30 minutes after dismissal or until the last bus departs.

Non-Licensed Positions:_All non-teaching staff members are to be at their assigned stations by 7:00
a.m., and will not leave until 3:00 p.m.

Keys and Access Cards
All employees are given a key to their room and an access card to the building. Please see key and access
card information above for specific details and expectations.
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Mailboxes and E-mail

All staff members are expected to check their mailboxes and e-mail upon arrival and departure daily to
assure you receive important communications from parents and staff. Remember that anything you
write/send by school e-mail is public information. All employees are required to use professional writing
when composing external messages.

Checking e-mail from a non-school computer:
1. Open our e-mail server site: mail.google.com/a/lifeprepschool.org

2. Enter your user name (usually your e-mail address).
3. Enter your password.
4. If you have any questions or trouble, talk to the Assistant Director.

Personal Property

Your personal property such as purses and keys should always be kept in a safe place in your work area. LIFE
Prep is not responsible for lost or stolen items.

Phone Extension
Record a personal greeting on your extension and have your name entered on your station. Check messages
daily and return parent calls within 24 hours.

Purchase Orders (PO)

Purchase orders are used to purchase items that are in the Board approved budget from companies that will
allow LIFE Prep to order an item and invoice LIFE Prep for payment later.
¢ All purchase orders MUST have the executive director’s pre-approval and be able to be paid for with
the funds available in the budget line item before ordering.
¢ All purchase orders may ONLY be placed by the chief operating officer (COO).
¢ Purchase orders should have the complete name, address, and phone and contact person at the
company completed as well as the LIFE Prep contact information.

If the purchase is necessary and there is not enough money left in the budget, you may request a budget
increase and go before the Board to make that request. No purchase orders will be paid without an invoice
attached. Purchase orders are created by the COO.

Process:

1. Request a PO form from the COO.

2. Fill out the company/contact information from whom you are ordering, your information as the
contact for questions and delivery, and the details of your order as requested on the form.

Attach an itemized in voice.

4. Sign request and give to the COO who will present it to the executive director with accounts
payable on either the 15 or 30" of the month, whichever is closer to your request. The executive
director will approve or deny the purchase order based upon need.

5. If the Director approves the request and there is money in the budget, the item will be ordered.

6. You are responsible for providing the receipt for your order to the COO as soon as possible.

w

Reimbursement
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Rarely during the school year you may need to make a purchase for a special event for the school. The
executive director must approve this purchase before it is made.

Process:
1. Get written approval from the executive director via a reimbursement form request. It is necessary to

know a rough estimate of the purchase you are planning to make.

Make your purchase.

Retain receipt. Without the receipt for your purchase you will not be reimbursed for the expense.
The executive director will give the form to the COO for reimbursement.

Reimbursements are made twice per month, on the 10" and 25" along with accounts payable.

oA WwN

You will receive a paper check for your reimbursement in your LIFE Prep mailbox or via U.S. mail
should we be on a break.

Staff Breakfast and Lunch

All staff will be responsible for providing their own breakfast and/or lunch, and also have the option of
purchasing the school breakfasts and/or hot lunch at the current minimum reimbursement rate, which is
$3.60.

Substitute Plans

By the first week of school, all teachers need to have an emergency sub folder prepared and filed within your
classroom. Emergency sub plans should include: your class list and seating chart, a schedule including
specials, who rides which bus/rides in a car/goes in aftercare, parent/guardian contact info, and two days
worth of activities or work for the class to complete.

Tax Exempt #

When making purchases for school, use the “Tax Exempt” card with our unique number on it. When using
this card, you may be asked for identification. It is a violation of the law to use this card for personal use.

LIFE Prep, Tax Exempt ID Number: ES 37086
930 Geranium Avenue East

Saint Paul, MN 55106

ISD #4035

Phone: 651-793-6624 Fax: 651-793-6633

Teacher Development/Conferences

Teaching staff must receive approval to attend work-related conferences from the executive director of the
school prior to registration. Failure to do so may result in employee paying for the conference.

Employees who report to the LIFE Prep Board of Directors must receive approval to attend work-related
conferences from the LIFE Prep Board of Directors prior to registration. Failure to do so may result in
employee paying for the conference.

If the conference is required for teacher re-licensure or at the request of the executive director or Board of
Directors, employee will receive federal mileage reimbursement rates for driving personal vehicle if the
travel is further than the employee’s commute from home to LIFE Prep round trip.

Titles
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HEALTH AND SAFETY

Contagious Diseases

Any disease, rash or virus that is suspected of being contagious must be referred to the executive
director/principal immediately. Lice, ringworm, chicken pox, measles, conjunctivitis and whooping cough are
just a few examples.

Open Door Polic

The interaction between a single student and single employee of Life Prep should be done with an “open
door”. This goes for all Administrators, Administrative staff, Licensed and Classified staff. If a door must be
closed due to sensitive information, both windows and door locks should not be covered, blocked, or locked.
Volunteers, visitors, parents, and college students should not be left unattended with a student in a
classroom, or private area on school grounds. Any 1:1 interaction with these individuals should be done in a
public setting.

Crisis Intervention

A crisis can occur at any time. Examples of crises are: the sudden death of a student or staff member,
severe weather, intruders, fires or explosions. A crisis typically starts with a great deal of confusion so the
best time to prepare for a crisis is before it occurs. A crisis surrounding schools involve children, and there is

usually media attention. Do not speak with the media, let our leadership team handle all public relations
in times of a crisis. Your response as a staff member should ALWAYS be “no comment.”

In the event of a crisis situation, the following plan will be in effect:
1. Notification of the staff-you will be apprised of the basic facts of the situation
-If school is out, the emergency calling tree will go into effect.
-Be prepared for an early morning meeting before school or a late afternoon
meeting after school.
2. If a crisis should occur during school hours, the crisis intervention team will be called immediately to
develop a plan of action to meet the specific needs of the situation.
3. Do not speak with the media unless you're specifically asked to do so by the executive
director/principal.
4. Wait for further directives from the executive director/principal.

Mandated Reporting
As educational workers, we are mandated to report any suspected maltreatment of

minors. Immediately report maltreatment to the Administration and complete the
“mandated reporter” paperwork.

Smoking Policy

LIFE Prep is a smoke-free environment. Smoking is not permitted on school grounds or in school vehicles.
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Everyone who works at LIFE Prep will use Mrs., Miss, Ms. or Mr. before his/her name or initial. You may
choose whether to use your first name, surname or your initial.
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Student Medication

All student medications are to be administered by office personnel so proper documentation can be
retained. Students are not allowed to carry their own medications. Parents must complete a medication
administration form. Written permission from parents is required to administer any kind of medication
including ibuprofen, acetaminophen, antacids, etc. You will be notified of any students requiring medication
during school hours. See Appendix A-5.

No Firearms on the Premises
LIFE Prep does not allow firearms on the premises for any reason, other than by emergency responders such
as the police department. No staff member or private citizen shall bring guns into the school.

EMERGENCY PROCEDURES

** ALL STAFF has the responsibility of calling 911 if you determine the
immediate safety of children is being jeopardized **

CODE | -- If “Code I” is announced there is a threat INSIDE the building...lock your door,
lower your blinds, immediately gather all children to an area away from windows and
maintain silence. If you are in an open area such a hallway or the cafeteria, immediately go
into a classroom or place where the students and staff cannot be seen. Wait for the “all
clear” announcement from the loud speaker and phone system.

CODE 0 - If “Code 0” is announced there is a threat OUTSIDE the building...maintain your
position, lower your blinds and do not allow students to leave your room. Wait for the “all
clear” announcement from the loud speaker and phone system.

Fire, Bomb Threat, Gas Leak—Follow the evacuation route posted in the room you occupy.
Each teacher is responsible for the safety of all of his/her students. When a fire alarm
sounds, students should evacuate quietly under constant supervision of a staff member.
There is to be no talking while in line for the duration of the evacuation/drill. Teachers
should take roll when exiting the building and give a “thumbs-up” signal when all students
are accounted for. At least three fire drills will be conducted during an academic year.

Severe Weather

The tornado drill map will be posted in the classroom. Teachers and students should be
familiar with the shelter location and procedures prior to an actual drill or emergency
situation. When the tornado drill signal is given, move your students quickly and quietly to
the designated area. Assume the tuck position and wait for the “all clear” signal. Teachers
should take roll and account for all students.

STUDENT DAILY OPERATIONS
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Arrival
Each student should be greeted individually every day. All staff should be in the hallway before school starts.

Assessments/ILP

Assessing our students’ success drives everything we do at LIFE Prep. We use NWEA testing 3 times per year
in grades K-6. MCA tests are administered statewide for grades 3-6 in April. Reporting documents are
required three times per year and should include NWEA scores. All students in grades K-6 will have an ILP
(Individualized Learning Plan). This is a goal setting page completed by the teacher, parent and student and
is reviewed at conferences.

Attendance

Attendance MUST be taken each morning by 7:50. Students who arrive after 7:45 a.m., should report to the
secretary for an admit slip to come to class. Once the school’s attendance is accounted for, the daily email
from the school secretary will indicate absences and reasons for the absences.

Bathroom Breaks/Passes

Encourage students to use the bathroom before school, at lunch, and en route to and from Specials.
No student should be outside and the classroom without a pass. All students should use the bathroom and
drinking fountain closest to their location.

Breakfast Counts

Each class must track if students in their room eat breakfast. Counts should be submitted in PowerSchool
daily.

Care of Your Room

Before you dismiss your students, make sure your floor is free of scraps, books and paper. Have the students
place their chairs on top of the tables so floors can be swept easily. Place your trash and recycling bins near
or just outside your door. You and your students are responsible for cleaning your boards and table/desk
tops. If you have a special maintenance request, email Administrative staff.

Child Study Team

The Child Study Team will meet to review student cases that have been referred for specific problems. The
regular team consists of special education teachers, social workers and the Assistant Director. If you have
concerns about a specific child, refer him/her to the Special Ed Team.

Class Supplies and Wish List

It is helpful to make a “wish list” of any items you would like donated to the classroom as a whole. Keep it
posted by your room and update it in your weekly newsletters. Carry your business card and staff ID card
and ask local businesses for donations...you never know what you’re going to get!

Parent Communication
All phone calls from parents should be returned within 24 hours. Document every conversation and
correspondence with parents with the date, time and method of correspondence.
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Weekly Class Newsletter

All teachers are required to send home weekly newsletters updating families. Place a one copy in the school
secretary’s box. Sample Newsletter Topics include: Flashback-what happened this week, Fast Forward-what
is upcoming next week, Student of the Week-highlight one child, Birthdays-list any birthdays, Special
Dates-field trips, vacations, early release days.

Departure - Student

Every teacher and/or Para must walk their students out to the buses, after care area, and/or Parent pick up
location (dress accordingly in the winter!). IF A STUDENT misses the bus THE TEACHER IS RESPONSIBLE .
Aftercare: All students that do not take the bus or get a ride must be escorted to aftercare by the teacher or
a para.

Discipline

The goal at LIFE Prep is to have a learning environment that is safe and free from unnecessary disruptions.

Behaviors such as the following seriously disrupt the learning environment, making it difficult for students to
learn and for teachers to teach:
e Throwing items in the classroom or hallway
Putdowns, profanity and disrespectful language
Inappropriate gestures, drawings
Threats or expression of intention to cause harm to another
Vandalism, destruction or defacing of school or another student’s property
Insubordination, defiance or the will-full failure to carry out the instructions of a staff member
Assault or an attempt to inflict bodily harm to another student or staff member
Use of personal gaming systems during class time
Refusing to participate in class
The use, possession, or distribution of alcohol, tobacco or other drugs
The use or possession of a weapon, matches, fireworks or lighters
Stealing
Public displays of affection
Cheating or plagiarizing
Leaving school grounds without permission
Harassment in any form
Use of cell phones, IPods, and other electronic devices during school hours
Anything that in the judgment of the administration constitutes a serious disruption of learning,
violates the rights of others or endangers the safety of anyone in the school

Students engaging in the previously listed behaviors will be subject to one or more of the following discipline
consequences:

Removal from class

Loss of privileges such as field trips, fun classroom activities, other activities
Session with a school social worker

Parent phone call and/or meeting

Lunchtime or after school detention

Meeting with the Dean of Students or director

In school suspension

Out of school suspension
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e Notification of law enforcement authorities
e Expulsion

All discipline matters are under the discretion of the administrative staff. It is always our goal to return the
students back to class so that learning can continue for everyone. Please attempt to handle as many
discipline issues in your room as possible. When this is not possible, students may be sent to the assistant
director.

Emergency Substitute Plans

By the first day of school, all teachers need to have an emergency sub folder prepared and filed with the
assistant director. Emergency sub plans should include: your class list and seating chart, a schedule
including specials, who rides which bus/rides in a car/goes to aftercare, two days worth of activities or work
for the class to do.

Field Trips/Permission Slips

Fieldtrips are welcome at LIFE Prep. Each teacher must have signed Permission Slips for each student and
must notify parents of the fieldtrip.

First Aid

We do not employ an on-site nurse. Minor scrapes and cuts can be handled in the classroom and each
teacher will receive a package of bandages. Always complete an “Injury Report” and notify the parents
immediately. These forms can be found in this manual and by the mailboxes.

Food
Birthday treats AND special lunches are welcome at LIFE Prep.

Hearing and Vision Screening

Hearing and vision tests will be administered each academic year. We will take every measure to help all of
our students get glasses or hearing aids if they need them.

Homework

Homework is practice. Do not ever assign something that has yet to be taught. When assigning homework,
remember most of our students do not have access to a computer and many do not have transportation to a
library. Homework must be assigned every day.

Learning Outside of the Classroom/Leaving School Grounds

Learning is welcomed outside of the classroom; just make sure to tell the administrative assistant. Take your
students outside or to the park or in the cafeteria for a lesson/activity. Be sure to see the administrative
assistant, who will have a sign out sheet for you to sign.

Lunch/Recess

Teachers have lunch and recess duty with their students every day. If you need to take a child/children out
for a special luncheon, let the office know and make sure the rest of your class is covered. All students and
are expected to go outside for recess unless it is below zero or there is a funeral at the church.

Lunch Schedule -
Teachers and paras have lunch and recess duty with their students every day.
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10:45 — Pre-Kindergarten
10:50 — Kindergarten
11:10 - 1** grade

11:20- 2" grade

11:50- 5" grade

12:10- 4™ grade

12:30 -3"& 6" Grades

Lunch Off School Grounds
If you need to take a child/children out for a special luncheon, let the office know and make sure the rest of
your class is covered.

Recess
All students are expected to go outside for recess unless it is below zero or there’s a funeral at the church.

Schedule = Class

Turn in a copy of your daily schedule to the office staff by the end of the first week of school. Include your
literacy time, math time, specials, lunch, etc., be sure to submit any changes throughout the year. This helps
immensely when we are trying to locate kids for dentist appointments, etc.

School Calendar

The school calendar is distributed to all staff and students and a copy is in this manual. It is your
responsibility to send reminders home for upcoming early release and no-school days. Please try to schedule
doctor and dental appointments on our days off when possible.

Snow Days/Inclement Weather

Should inclement weather occur and school must be canceled, the automated phone system will alert
students and families. Administration will also send an email notification to families, put the closure on the
website, and notify local news channels. Staff will be notified by email and telephone tree.

Special Paperwork Concerning Students

On some occasions you will be asked to complete special paperwork for parents, doctors, special education
staff and social workers. Remember to report the facts unless your opinion is asked. Please complete these
forms in a timely manner and make a copy to keep in the student’s file.

Specialists: Art, Music, Physical Education, and Science

Specialists will stay in their classrooms. Classroom teachers or Paras will escort the students to your rooms.
(Special Education staff may get their students from the regular education classroom.)

Supervision of Students

Your students are my students...all students at LIFE Prep are everyone’s responsibility. We are all
responsible for the supervision of our students, especially in common areas of the building. Get to know as
many children in other classes as possible.

Volunteers and Parents
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Staff Handbook Acknowledgement Form

| have received a copy of the 2016-2017 Staff Handbook for LIFE. Prep. | acknowledge my obligation to read
and understand its contents and further acknowledge that:

e The handbook is only intended to provide a general overview of school personnel policies and does
not necessarily represent all such policies or practices in force at any particular time.

e This handbook, dated August 2016, supersedes and replaces any previously stated written policies or
practices covering the same or similar subjects or matters, including, but not limited to those
contained in any manuals, handbooks, correspondence, memoranda or oral discussion.

e Neither this handbook, nor any other written or unwritten policy or practice creates nor is intended
to create an express or implied contract, covenant, promise or representation between the school
and the employee.

e | also understand that the school reserves discretion to add, change, or rescind any policy or practice
and that any such modification shall not alter the at-will relationship between the school and the
employee.

e No employee or representative of the school other than its director has any authority to enter into
any written or oral employment agreement for any specified period of time, or to make any other
binding agreement different than what is stated above.

Employee Signature Employee Name (printed)

Date

**A copy of this document must be in personnel file prior to start of school year/employment.**
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Volunteers, visitors, parents, college students are a required and essential part of LIFE Prep. All teachers
should have volunteers in the classrooms to read, do special activities or to help the classroom teacher. All
volunteers must sign in at the front desk and wear an identifying nametag. Please express your appreciation
for volunteers in writing whenever possible. Do not ever leave a volunteer alone with a student, our policy is
to have a staff member with volunteers at all times.
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«Ifyou plan o itomizo o claim adjustiments to incomo and AN 10 Edkic 0 WihOIdig, 500t Daductions

For accuracy,
complete all
worksheets
that apply.

‘and Adjusiments Worksheet on page 2
* It you are single and have more than one job ar are married and you and your spouse both work ana the combined
sartings from all jobs exceed §50.000 1$20.000 if matied). see the Two-Eamers/Multiple Jobs Worksheet on page 2 to
acid having too it ta withheld

= I neither of the above situations applis, stop here and entar tha nubar from ine H on | ne § o Forin W1 balow.

o W-4

P Whather you

Separate here and give Form W-4 to your employer. Keep the top part for your records. —

Employee’s Withholding Allowance Certificate

U ——— 72014
ubec e v oy T RS You srlaye iy et e ok sy 1 et 1 . £

OME Na. 1545-ur+

T Vo et came v AR AT

2 Vour soul seeuTy maer

wATe

3 sirae [ Mered [ Mamied, but witarc o at higae: Single rate.
Hoto. F ramed, a1 sgoly ssouted,or spos s 3 mrrasiceto

he-Sing” bor

4 1 your last name diftrs from thet shawn on your 2001
ohack hers. You must call 1-800-772-1213 for a replacement card. # [

ooty e,

5 Total number of allowances you are claiming from line H above or ffom tre applicable workshest on page 21 | 5
Additional arount, if any. you want withheld fror each paycheck
7 I claim exemption from wizhholding for 2014, andl | certfy that | meet both of the following canditions for exemptiar.
» Last year | had a right 10 refund of ll federal INcam tax withhald bacause | had no tax iabilty, and
« This year | exnect a refunc of al federal ncome tax withheld because | expect 1o have no 1ax liahity,

>

If you mest both conditions, write "Exempt” here .

6 S

7

Trvder peneltes o cerury, | deckre Tt v SxaiTod this Gorcats a0 1 best of 1y K owledge aid e, FTs s, Gomet, and ormpiete

Employee’s signature
This fomn is nol valid unless you sign 1) »

Dates

T roplayer e e e (Fm sy Com i e B 7 T omy ¥ svr i 2 1P TS

T i e

o Frmpinge AT TR

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Gt N 1700
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Direct Deposit Authorization

Employee Name:

Last 4 Digits of SSN:

Employer:

| choose to waive Direct Deposit Authorization (Otherwise complete Direct Deposit Autharization information below)
Employees are allowed to set up a maximum of three direct deposit accounts. A maximum of three checking
accounts and two saving accounts are allowed.

a

m

—_—
g

St

Acmunt Nu-rnber: WD CHIR AT
Your bank account number follows the transit number S T
on the lower, left corner of the check (see diagram).

ansit glumber. beri s

nine-digit num| ocated in e
the lower loft comer of the ==~ [Fremwdlm=ed , i
check {see diagram). mmmsms

Full Net Deposit ~ Partial Deposit Amount

(Check i partial deposit)

Transit/ABA Number Account Number

Account Type

a

Send remainder as a live check.

Authorization Statement:

By signing the Direct Deposit Authorization form below you are agreeing to the following:
- | authorize my employer and the bank listed above to deposit my net pay or a portion thereof as indicated into my
account each pay date.
- If funds to which | am not entitled are deposited to my account, | authorize my employer to direct the bank to return said
funds to my employer.
- I understand that my deposit may not be credited to my account untit midnight on the pay date indicated on the check
voucher
- | understand that it is my responsibility to ensure that my wages are being deposited comrectly into my account each pay date.
- Lunderstand that each new account will go through a pre-notification process that may take two payroll periods to complete.

Date:

Employee Signature:,

A2-104-1106

© 2006 ADF, Inc.

|
i
|
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STATEMENT OF CONFIDENTIALITY

Confidentiality is the preservation of privileged information and records concerning a student, which may be
disclosed in a working relationship.

The following information should be treated as confidential:
Student record information including academic work such as daily assignments, tests and grades.

Discipline information such as referrals, investigative materials and information one might pick up in
and around the school.

Any student information gained by working with students that could be considered student record or
discipline information.

All records and information regarding students must be treated as confidential. Any questions you may
receive both in and out of the school about students should not be discussed.

REPORTING CHILD ABUSE

Child abuse includes: Physical, Mental, Sexual, Neglect and Threatened Harm.
Minnesota law designates school employees and certain other professionals as mandatory reporters. When
there is a reason to believe a student is being abused or a person has abused a student, school employees are
required to make a report to the Department of Human Services.
Please notify school ADMINISTATION if:
You hear students discussing issues that may be deemed dangerous to themselves or other students.
You witness an act of bullying or harassment.
A student confides in you information indicating abuse.
My signature below certifies that | have read the above and understand my responsibility and duty to abide by

laws and policies regarding information with CONFIDENTIALITY preservation and CHILD ABUSE reporting
throughout my employment at CCLA

Employee Signature Date

PRINTED Employee Name
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STAFF EMERGENCY INFORMATION Name

You are asked to fill out the following information in case emergency services are required for you at work.
This information will be kept in your personnel file AND in a book at the front desk so it can be given to
emergency responders. Please understand that the information given may be seen by others and you are
not required to answer any of the questions.

If you choose not to give any information please print your name on the top of the form, draw a line
through the questions, sign and date at the bottom of the form.

Employees’ Full Name Birth Date

Address City State/Zip

Hospital Preference

Doctor & Address/phone

EMERGENCY CONTACT NAME Relationship Phone Numbers Home/cell
1.

2:

CIRCLE YES or NO on Health Concerns

Yes No Drug Allergies  If yes please list

Yes No Other Allergies Type/Medications

Yes No Diabetes If yes, do you use INSULIN or MEDICATION (list)

Yes No Heart Problems Medications used

Yes No Vision Problems Do you wear GLASSES Do you wear CONTACTS

Yes No Hearing Problems Explain

List ANY OTHER health concerns you would want emergency responders to know.

Employee Signature Today’s Date
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OMB No. 1615-0112; Expires 06/30/2013
Form I-9 CNMI, Employment
Eligibility Verification

Department of Homeland Security
U.S. Citizenship and Immigration Services

Read instructions carefully before completing this form. The instructions must be available during completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT
specify which document(s) they will accept from an employee. The refusal to hire an individual because the documents have a
future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification (To be completed and signed by employee at the time employment begins.)

Print Name: Last First Middle Initial | Maiden Name
Address (Street Name and Number) Apt. # Date of Birth (month/day/year)
City State Zip Code Social Security #

. 1 attest, under penalty of perjury, that h ing):
I am aware that federal law provides for L i am {cheek one of the following):

imprisonment and/or fines for false statements or
use of false documents in connection with the
completion of this form.

A citizen of the United States
A noncitizen national of the United States (see instructions)
A lawful permanent resident (Alien #)

An alien authorized to work (Alien # or Admission #)
until (expiration date, if applicable - month/day/year)

Employee's Signature Date (month/day/year)

Preparer and/or Translator Certification (7o be completed and signed if Section 1 is prepared by a person other than the employee.) I attest, under
penalty of perjury, that I have assisted in the completion of this form and that to the best of my knowledge the information is true and correct.

Preparer's/Translator's Signature Print Name

Date (month/day/year)

Address (Street Name and Number, City, State, Zip Code)

Section 2. Employer Review and Verification (To be completed and signed by employer. Examine one document from List 4 OR
examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number, and

expiration date, if any, of the document(s).)
List A OR List B AND List C

Document title:

Issuing authority:

Document #:

Expiration Date (if any):
Document #:

Expiration Date (if any):

CERTIFICATION: I attest, under penalty of perjury, that I have examined the document(s) presented by the above-named employee, that
the above-listed document(s) appear to be genuine and to relate to the employee named, that the employee began employment on

(month/day/year) and that to the best of my knowledge the employee is authorized to work in the United States. (State
employment agencies may omit the date the employee began employment.)
Signature of Employer or Authorized Representative Print Name

Title

Business or Organization Name and Address (Street Name and Number, City, State, Zip Code) Date (month/day/year)

Section 3. Updating and Reverification (To be completed and signed by employer.)
A. New Name (if applicable) B. Date of Rehire (month/day/year) (if applicable)

C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment authorization.

Document Title: Document #: Expiration Date (if any):
Tattest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if the employee presented
document(s), the document(s) | have examined appear to be genuine and to relate fo the individual.

Signature of Employer or Authorized Representative

Date (month/day/year)

Form 1-9 CNMI (Rev. 06/27/10)Y Page 4
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LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
GENERAL FUND - 01
REVENUE
State Revenue
01 R 005 000 000 201 000  Endowment Revenue - 10,755 9,319 115% 9,319 115%
01 R 005 000 000 211 000  General Education Aid - 2,606,829 2,896,043 90% 2,852,986 91%
01 R 005 000 000 212 000  Literacy Incentive Aid - 24,746 25,983 95% 25,983 95%
01 R 005 000 335 300 000  Q-Comp 73,577 73,577 80,747 91% 80,747 91%
01 R 005 000 348 300 000  Charter School Lease Aid 230,345 364,500 405,000 90% 405,000 90%
01 R 005 000 740 360 000  State SPED - 578,864 649,461 89% 741,771 78%
Total State Revenue 303,921 3,659,271 4,066,552 90% 4,115,806 89%
Federal Revenue -
01 R 005 000 419 400 000  Special Education Aid - Federal 650 42,768 51,400 83% 45,229 95%
01 R 005 000 401 400 000  Title I - 106,195 124,299 85% 119,687 89%
01 R 005 000 414 400 000  Title 1T - 16,695 17,200 97% 17,200 97%
01 R 005 000 425 400 000  Federal CEIS - - 9,000 0% 2,938 0%
Total Federal Revenue 650 165,657 201,899 82% 185,054 90%
Other Revenue
01 R 005 000 000 092 000  Interest Earnings - 26 409 6% 26 100%
01 R 005 000 000 096 000  Gifts & Bequests 361 3,577 5,000 72% 3,577 100%
01 R 005 000 000 099 000  Misc. Income - 4,264 2,000 213% 4,264 100%
01 R 005 000 000 099 001  E Rate Funding - - 38,250 0% 38,250 0%
01 R 005 000 000 619 000  Fundraising Material (782) (2,013) (5,000) 40% (2,013) 100%
01 R 005 000 000 621 000  Fundraising Revenue - 779 5,900 13% 778 100%
Total Other Revenue (421) 6,633 46,559 14% 44,882 15%
TOTAL REVENUE 304,150 3,831,561 4,315,010 89% 4,345,742 88%

For Management Purposes Only

Page 1 of 14
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 Monthly 

Activity 

 Year-To-

Date

Activity 

 FY16 2nd 

Approved 

Revised 

Budget 

% of 

Approved 

Budget

 FY16 

Working 

Budget 

% of 

Working 

Budget

320 ADM 320 ADM

GENERAL FUND - 01

REVENUE

State Revenue

01 R 005 000 000 201 000 Endowment Revenue -                10,755             9,319            115% 9,319            115%

01 R 005 000 000 211 000 General Education Aid -                2,606,829        2,896,043      90% 2,852,986      91%

01 R 005 000 000 212 000 Literacy Incentive Aid -                24,746             25,983          95% 25,983          95%

01 R 005 000 335 300 000 Q-Comp 73,577       73,577             80,747          91% 80,747          91%

01 R 005 000 348 300 000 Charter School Lease Aid 230,345     364,500           405,000        90% 405,000        90%

01 R 005 000 740 360 000 State SPED -                578,864           649,461        89% 741,771        78%

Total State Revenue 303,921     3,659,271        4,066,552      90% 4,115,806      89%

Federal Revenue -               

01 R 005 000 419 400 000 Special Education Aid - Federal 650           42,768             51,400          83% 45,229          95%

01 R 005 000 401 400 000 Title I -                106,195           124,299        85% 119,687        89%

01 R 005 000 414 400 000 Title II -                16,695             17,200          97% 17,200          97%

01 R 005 000 425 400 000 Federal CEIS -                -                      9,000            0% 2,938            0%

Total Federal Revenue 650           165,657           201,899        82% 185,054        90%

Other Revenue

01 R 005 000 000 092 000 Interest Earnings -                26                   409               6% 26                 100%

01 R 005 000 000 096 000 Gifts & Bequests 361           3,577               5,000            72% 3,577            100%

01 R 005 000 000 099 000 Misc. Income -                4,264               2,000            213% 4,264            100%

01 R 005 000 000 099 001 E Rate Funding -                -                      38,250          0% 38,250          0%

01 R 005 000 000 619 000 Fundraising Material (782)          (2,013)              (5,000)           40% (2,013)           100%

01 R 005 000 000 621 000 Fundraising Revenue -                779                  5,900            13% 778               100%

Total Other Revenue (421)          6,633               46,559          14% 44,882          15%

TOTAL REVENUE 304,150    3,831,561        4,315,010     89% 4,345,742     88%

LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

For Management Purposes Only Page 1 of 14
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LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

For Management Purposes Only

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
EXPENDITURES
Administration

Salaries
01 E 005 050 000 110 000  Executive Ditrector, 1.0 FTE 6,923 90,000 90,000 100% 90,000 100%
01 E 005 105 000 170 000  Assistant Director/Dean of Students - 1.0 FTE 5,991 77,880 77,880 100% 77,880 100%
01 E 005110 000 170 000 COO, Admin. Asst & Finance Asst 11,192 151,140 143,073 106% 151,140 100%
Total Salaries 24,106 319,020 310,953 103% 319,020 100%

Benefits
01 E 005 050 000 210 000  FICA - ED 715 7,384 6,385 107% 7,384 100%
01 E 005 105 000 210 000  FICA - Assistant Director 458 5,958 5,958 100% 5,958 100%
01 E 005 110 000 210 000  FICA - 7.65% of admin salaries 668 10,960 10,945 100% 10,945 100%
01 E 005110 000 214 000 PERA - COO, Admin. Asst & Finance Asst 839 11,336 10,730 106% 11,336 100%
01 E 005 050 000 218 000 TRA - ED 519 6,750 6,750 100% 6,750 100%
01 E 005 105 000 218 000  TRA - Asst.Dir 449 5,841 5,841 100% 5,841 100%
01 E 005 050 000 220 000  Health Insurance - ED 1,134 11,987 11,250 107% 16,946 71%
01 E 005 105 000 220 000  Health Insurance - Assistant Director 1,266 15,828 14,638 108% 18,992 83%
01 E 005 110 000 220 000  Health Insurance - COO, Admin. Asst & Finance Asst 1,198 22,522 41,162 55% 25,517 88%
01 E 005 050 000 230 000  Life Insurance - ED 18 132 110 120% 143 92%
01 E 005 105 000 230 000  Life Insurance - Assistant Director 11 138 150 92% 150 92%
01 E 005 110 000 230 000  Life Insurance - COO, Admin. Asst & Finance Asst 11 254 434 58% 266 95%
01 E 005 050 000 235 000  Dental Insurance - ED 113 1,412 815 173% 1,693 83%
01 E 005 105 000 235 000  Dental Insurance - Assistant Director 113 1,412 1,496 94% 1,693 83%
01 E 005 110 000 235 000  Dental Insurance - COO, Admin. Asst & Finance Asst 83 1,764 3,792 47% 1,970 90%
01 E 005 050 000 240 000 LTD - ED 23 202 191 106% 221 92%
01 E 005 105 000 240 000  LTD - Assistant Director 16 190 150 127% 205 92%
01 E 005 110 000 240 000  LTD - COO, Admin. Asst & Finance Asst 11 238 359 66% 248 96%
01 E 005 110 000 270 000  Workers Compensation Insurance - 16,818 18,000 93% 18,000 93%
01 E 005 105 000 280 000  Reemployment Insurance - 20,040 34,000 59% 34,000 59%
01 E 005 050 000 299 000  Other Benefits - ED 20 196 193 102% 215 91%
01 E 005 105 000 299 000  Other Benefits - Assistant Director 19 226 172 131% 245 92%
01 E 005 110 000 299 000  Other Benefits - COO, Admin. Asst & Finance Asst 13 250 381 66% 263 95%
Total Benefits 7,698 141,834 174,404 81% 168,980 84%
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LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

EXPENDITURES

Administration

Salaries

01 E 005 050 000 110 000 Executive Director, 1.0 FTE  6,923         90,000             90,000          100% 90,000          100%

01 E 005 105 000 170 000 Assistant Director/Dean of Students - 1.0 FTE 5,991         77,880             77,880          100% 77,880          100%

01 E 005 110 000 170 000 COO, Admin. Asst  & Finance Asst 11,192       151,140           143,073        106% 151,140        100%

Total Salaries 24,106       319,020           310,953        103% 319,020        100%

Benefits

01 E 005 050 000 210 000 FICA - ED 715           7,384               6,885            107% 7,384            100%

01 E 005 105 000 210 000 FICA - Assistant Director 458           5,958               5,958            100% 5,958            100%

01 E 005 110 000 210 000 FICA - 7.65% of admin salaries 668           10,960             10,945          100% 10,945          100%

01 E 005 110 000 214 000 PERA - COO, Admin. Asst  & Finance Asst 839           11,336             10,730          106% 11,336          100%

01 E 005 050 000 218 000 TRA - ED 519           6,750               6,750            100% 6,750            100%

01 E 005 105 000 218 000 TRA - Asst.Dir 449           5,841               5,841            100% 5,841            100%

01 E 005 050 000 220 000 Health Insurance - ED 1,134         11,987             11,250          107% 16,946          71%

01 E 005 105 000 220 000 Health Insurance - Assistant Director 1,266         15,828             14,638          108% 18,992          83%

01 E 005 110 000 220 000 Health Insurance - COO, Admin. Asst  & Finance Asst 1,198         22,522             41,162          55% 25,517          88%

01 E 005 050 000 230 000 Life Insurance - ED 18             132                  110               120% 143               92%

01 E 005 105 000 230 000 Life Insurance - Assistant Director 11             138                  150               92% 150               92%

01 E 005 110 000 230 000 Life Insurance - COO, Admin. Asst  & Finance Asst 11             254                  434               58% 266               95%

01 E 005 050 000 235 000 Dental Insurance - ED 113           1,412               815               173% 1,693            83%

01 E 005 105 000 235 000 Dental Insurance - Assistant Director 113           1,412               1,496            94% 1,693            83%

01 E 005 110 000 235 000 Dental Insurance - COO, Admin. Asst  & Finance Asst 83             1,764               3,792            47% 1,970            90%

01 E 005 050 000 240 000 LTD - ED 23             202                  191               106% 221               92%

01 E 005 105 000 240 000 LTD - Assistant Director 16             190                  150               127% 205               92%

01 E 005 110 000 240 000 LTD - COO, Admin. Asst  & Finance Asst 11             238                  359               66% 248               96%

01 E 005 110 000 270 000 Workers Compensation Insurance -                16,818             18,000          93% 18,000          93%

01 E 005 105 000 280 000 Reemployment Insurance -                20,040             34,000          59% 34,000          59%

01 E 005 050 000 299 000 Other Benefits - ED 20             196                  193               102% 215               91%

01 E 005 105 000 299 000 Other Benefits - Assistant Director 19             226                  172               131% 245               92%

01 E 005 110 000 299 000 Other Benefits - COO, Admin. Asst  & Finance Asst 13             250                  381               66% 263               95%

Total Benefits 7,698         141,834           174,404        81% 168,980        84%
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LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
Purchased Services
01 E 005 010 000 305 000  Auditor/Boatd Training - 10,963 11,000 100% 11,000 100%
01 E 005 010 000 306 000  Erate Consulting - 3,200 3,200 100% 3,200 100%
01 E 005 010 000 307 000  Authorizer Fee - 23,792 25,000 95% 23,792 100%
01 E 005 010 000 308 000  Legal - 3,967 9,000 44% 6,000 66%
01 E 005 105 000 305 000 CONSULTING FEES - 6,133 5,000 123% 6,500 94%
01 E 005 105 000 306 000  TIES - 8,576 10,000 86% 8,576 100%
01 E 005 105 000 307 000  Tech Support 5,091 31,809 34,000 94% 34,000 94%
01 E 005 107 000 305 000  Recruiting/Marketing Supplies 1,905 8,594 - N/A 8,594 100%
01 E 005 110 000 305 000  Bank Fees 96 774 1,500 52% 819 94%
01 E 005 110 000 306 000 TAG 6,000 72,000 72,000 100% 72,000 100%
01 E 005 110 000 307 000 cmERDC 758 7,886 9,000 88% 9,000 88%
01 E 005 105 000 320 000  Communications - Internet/Cable 3,018 3,505 4,000 88% 3,505 100%
01 E 005 105 000 321 000  Communications - Cell & Land Lines 207 11,259 15,000 75% 13,250 85%
01 E 005 105 000 329 000  Postage - 2,961 4,000 74% 3,500 85%
01 E 005 105 000 366 000  Training/PD/Travel/Conferences/Conventions - 568 500 114% 568 100%
01 E 005 105 000 370 000  Copier Lease & Usage Fees 6,548 33,078 45,000 74% 37,000 89%
Total Purchased Services 23,623 229,066 248,200 92% 241,304 95%
Supplies
01 E 005 110 000 401 000  Office Supplies 780 11,458 9,000 127% 11,458 100%
Total Supplies 780 11,458 9,000 127% 11,458 100%
Dues and Membership
01 E 005 110 000 820 000  Dues/Membetships 663 3,441 2,000 172% 3,441 100%
Total Dues and Membership 663 3,441 2,000 172% 3,441 100%
Loans and Interest
01 E 005 110 000 740 000  Interest Expense 816 3,688 5,000 74% 3,688 100%
Total Loans and Interest 816 3,688 5,000 74% 3,688 100%
Total Administration 57,686 708,508 749,557 95% 747,891 95%
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For the Period Ending June 30, 2016

Purchased Services

01 E 005 010 000 305 000 Auditor/Board Training -                10,963             11,000          100% 11,000          100%

01 E 005 010 000 306 000 Erate Consulting -                3,200               3,200            100% 3,200            100%

01 E 005 010 000 307 000 Authorizer Fee -                23,792             25,000          95% 23,792          100%

01 E 005 010 000 308 000 Legal -                3,967               9,000            44% 6,000            66%

01 E 005 105 000 305 000 CONSULTING FEES -                6,133               5,000            123% 6,500            94%

01 E 005 105 000 306 000 TIES -                8,576               10,000          86% 8,576            100%

01 E 005 105 000 307 000 Tech Support 5,091         31,809             34,000          94% 34,000          94%

01 E 005 107 000 305 000 Recruiting/Marketing Supplies 1,905         8,594               -                   N/A 8,594            100%

01 E 005 110 000 305 000 Bank Fees 96             774                  1,500            52% 819               94%

01 E 005 110 000 306 000 TAG 6,000         72,000             72,000          100% 72,000          100%

01 E 005 110 000 307 000 cmERDC 758           7,886               9,000            88% 9,000            88%

01 E 005 105 000 320 000 Communications - Internet/Cable 3,018         3,505               4,000            88% 3,505            100%

01 E 005 105 000 321 000 Communications - Cell & Land Lines  207           11,259             15,000          75% 13,250          85%

01 E 005 105 000 329 000 Postage -                2,961               4,000            74% 3,500            85%

01 E 005 105 000 366 000 Training/PD/Travel/Conferences/Conventions  -                568                  500               114% 568               100%

01 E 005 105 000 370 000 Copier Lease & Usage Fees 6,548         33,078             45,000          74% 37,000          89%

Total Purchased Services 23,623       229,066           248,200        92% 241,304        95%

Supplies

01 E 005 110 000 401 000 Office Supplies 780           11,458             9,000            127% 11,458          100%

Total Supplies 780           11,458             9,000            127% 11,458          100%

Dues and Membership

01 E 005 110 000 820 000 Dues/Memberships  663           3,441               2,000            172% 3,441            100%

Total Dues and Membership 663           3,441               2,000            172% 3,441            100%

Loans and Interest

01 E 005 110 000 740 000 Interest Expense 816           3,688               5,000            74% 3,688            100%

Total Loans and Interest 816           3,688               5,000            74% 3,688            100%

Total Administration 57,686      708,508          749,557        95% 747,891        95%
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Elementary Program

Salaries
01 E 010 203 000 140 000
01 E 010 203 335 140 000
01 E 010 203 000 145 000
01 E 010 203 000 170 000
01 E 010 203 000 185 000
01 E 010 203 335 185 000

Total Salaries

Benefits
01 E 010 203 000 210 000
01 E 010 203 335 210 000
01 E 010 203 000 214 000
01 E 010 203 335 214 000
01 E 010 203 000 218 000
01 E 010 203 335 218 000
01 E 010 203 000 220 000
01 E 010 203 000 230 000
01 E 010 203 000 235 000
01 E 010 203 000 240 000
01 E 010 203 000 299 000

Total Benefits

Purchased Services
01 E 010 203 000 305 000
01 E 010 203 000 369 000
01 E 010 203 000 394 000
Total Purchased Services

LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM

Teaching Staff 68,675 760,566 900,324 84% 900,324 84%
Teaching Staff Q-Comp 1,308 14,385 17,000 85% 17,000 85%
Substitute Teachers 748 4,848 2,000 242% 4,848 100%
DAC - - 1,500 0% 1,500 0%
Additional Pay - 3,369 - N/A 3,369 100%
Q-Comp - 52,000 80,000 65% 80,000 65%
70,731 835,168 1,000,824 83% 1,007,041 83%
FICA - Teachers and Paras 5,014 55,823 69,143 81% 69,143 81%
FICA - Q Comp 95 5,029 7,421 68% 7,421 68%
PERA - Teachers and Paras 56 448 3,000 15% 448 100%
PERA - Q Comp - 150 500 30% 150 100%
TRA - Teachers 5,151 57,136 57,012 100% 68,012 84%
TRA - Q Comp 98 4,829 7,275 66% 6,700 72%
Health Insurance - Teachers and Paras 5,218 48,410 67,600 72% 59,530 81%
Life Insurance - Teachers and Paras 149 1,460 4,144 35% 1,658 88%
Dental Insurance - Teachers and Paras 335 2,776 3,896 71% 3,166 88%
LTD - Teachers and Paras 141 1,376 3,784 36% 1,421 97%
Other Benefits - Teachers and Paras 20 200 576 35% 206 97%
16,279 177,638 224,350 79% 217,854 82%

Substitute Teachers 3,649 51,859 41,000 126% 51,859 100%
Field Ttrips 148 1,482 500 296% 1,500 99%
Atlas curriculum mapping software subscription - 3,000 3,000 100% 3,000 100%
3,797 56,341 44,500 127% 56,359 100%
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LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

Elementary Program

Salaries

01 E 010 203 000 140 000 Teaching Staff 68,675       760,566           900,324        84% 900,324        84%

01 E 010 203 335 140 000 Teaching Staff Q-Comp 1,308         14,385             17,000          85% 17,000          85%

01 E 010 203 000 145 000 Substitute Teachers 748           4,848               2,000            242% 4,848            100%

01 E 010 203 000 170 000 DAC -                -                      1,500            0% 1,500            0%

01 E 010 203 000 185 000 Additional Pay -                3,369               -                   N/A 3,369            100%

01 E 010 203 335 185 000 Q-Comp -                52,000             80,000          65% 80,000          65%

Total Salaries 70,731       835,168           1,000,824      83% 1,007,041      83%

Benefits

01 E 010 203 000 210 000 FICA - Teachers and Paras 5,014         55,823             69,143          81% 69,143          81%

01 E 010 203 335 210 000 FICA - Q Comp 95             5,029               7,421            68% 7,421            68%

01 E 010 203 000 214 000 PERA - Teachers and Paras 56             448                  3,000            15% 448               100%

01 E 010 203 335 214 000 PERA - Q Comp -                150                  500               30% 150               100%

01 E 010 203 000 218 000 TRA - Teachers  5,151         57,136             57,012          100% 68,012          84%

01 E 010 203 335 218 000 TRA - Q Comp 98             4,829               7,275            66% 6,700            72%

01 E 010 203 000 220 000 Health Insurance - Teachers and Paras 5,218         48,410             67,600          72% 59,530          81%

01 E 010 203 000 230 000 Life Insurance - Teachers and Paras 149           1,460               4,144            35% 1,658            88%

01 E 010 203 000 235 000 Dental Insurance - Teachers and Paras 335           2,776               3,896            71% 3,166            88%

01 E 010 203 000 240 000 LTD - Teachers and Paras 141           1,376               3,784            36% 1,421            97%

01 E 010 203 000 299 000 Other Benefits - Teachers and Paras 20             200                  576               35% 206               97%

Total Benefits 16,279       177,638           224,350        79% 217,854        82%

Purchased Services

01 E 010 203 000 305 000 Substitute Teachers 3,649         51,859             41,000          126% 51,859          100%

01 E 010 203 000 369 000 Field Trips 148           1,482               500               296% 1,500            99%

01 E 010 203 000 394 000 Atlas curriculum mapping software subscription -                3,000               3,000            100% 3,000            100%

Total Purchased Services 3,797         56,341             44,500          127% 56,359          100%
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LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

For Management Purposes Only

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
Supplies
01 E 010 203 000 401 000  Non-Instructional Supplies: School Celebrations 34 3,361 5,000 67% 4,000 84%
01 E 010 203 000 401 001 Non-Instructional Supplies: Kind. Graduation 70 70 600 12% 150 47%
01 E 010 203 000 401 002  Non-Instructional Supplies: 6th Grade Graduation 67 252 500 50% 500 50%
01 E 010 203 000 401 003 Non-Instructional Supplies: Classroom 1,044 13,010 12,000 108% 13,010 100%
01 E 010 203 000 401 004  Non-Instructional Supplies: Specialists - 838 2,000 42% 1,000 84%
01 E 010 203 000 401 005  Non-Instructional Supplies: School Play - 174 500 35% 250 69%
01 E 010 203 000 430 000  Instructional Supplies 575 11,687 9,400 124% 11,750 99%
01 E 010 203 000 460 000  Textbooks - 4,895 5,000 98% 4,895 100%
01 E 010 203 000 461 000  Testing Materials - 8,332 8,400 99% 8,332 100%
Total Supplies 1,789 42,618 43,400 98% 43,887 97%
Equipment
01 E 010 203 000 530 000  Equipment purchased — Furniture - - 1,000 0% - N/A
01 E 010 203 000 555 000  Equipment purchased — Computers & Technology - 8,853 9,000 98% 8,853 100%
Total Equipment - 8,853 10,000 89% 8,853 100%
Dues & Memberships
01 E 010 203 000 820 000  Dues & Membership - 20 1,000 2% 20 100%
Total Dues & Memberships - 20 1,000 2% 20 100%
Total Elementary Program 92,596 1,120,639 1,324,074 85% 1,334,014 84%
State Special Education
Salaries
01 E 010 407 740 140 000  SL.D Licensed Teacher - 186 186 100% 186 100%
01 E 010 408 740 140 000  EBD Licensed Teacher - 124 124 100% 124 100%
01 E 010 420 740 140 000  SPED Licensed Teachers 5,811 62,947 46,549 135% 75,000 84%
01 E 010 420 740 156 000  SPED Social Workers 2,846 31,308 37,000 85% 37,000 85%
01 E 010 420 740 161 000  SPED PARAs 26,689 383,754 346,377 111% 383,754 100%
Total Salaries 35,347 478,318 430,237 111% 496,064 96%
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LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

Supplies

01 E 010 203 000 401 000 Non-Instructional Supplies: School Celebrations 34             3,361               5,000            67% 4,000            84%

01 E 010 203 000 401 001 Non-Instructional Supplies: Kind. Graduation 70             70                   600               12% 150               47%

01 E 010 203 000 401 002 Non-Instructional Supplies: 6th Grade Graduation 67             252                  500               50% 500               50%

01 E 010 203 000 401 003 Non-Instructional Supplies: Classroom 1,044         13,010             12,000          108% 13,010          100%

01 E 010 203 000 401 004 Non-Instructional Supplies: Specialists -                838                  2,000            42% 1,000            84%

01 E 010 203 000 401 005 Non-Instructional Supplies: School Play -                174                  500               35% 250               69%

01 E 010 203 000 430 000 Instructional Supplies 575           11,687             9,400            124% 11,750          99%

01 E 010 203 000 460 000 Textbooks -                4,895               5,000            98% 4,895            100%

01 E 010 203 000 461 000 Testing Materials -                8,332               8,400            99% 8,332            100%

Total Supplies 1,789         42,618             43,400          98% 43,887          97%

Equipment

01 E 010 203 000 530 000 Equipment purchased – Furniture -                -                      1,000            0% -                   N/A

01 E 010 203 000 555 000 Equipment purchased – Computers & Technology -                8,853               9,000            98% 8,853            100%

Total Equipment -                8,853               10,000          89% 8,853            100%

Dues & Memberships

01 E 010 203 000 820 000 Dues & Membership -                20                   1,000            2% 20                 100%

Total Dues & Memberships -                20                   1,000            2% 20                 100%

Total Elementary Program 92,596      1,120,639        1,324,074     85% 1,334,014     84%

State Special Education

Salaries

01 E 010 407 740 140 000 SLD Licensed Teacher -                186                  186               100% 186               100%

01 E 010 408 740 140 000 EBD Licensed Teacher -                124                  124               100% 124               100%

01 E 010 420 740 140 000 SPED Licensed Teachers 5,811         62,947             46,549          135% 75,000          84%

01 E 010 420 740 156 000 SPED Social Workers 2,846         31,308             37,000          85% 37,000          85%

01 E 010 420 740 161 000 SPED PARAs 26,689       383,754           346,377        111% 383,754        100%

Total Salaries 35,347       478,318           430,237        111% 496,064        96%
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LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
Benefits
01 E 010 407 740 210 000  FICA - SLD Teacher - 14 14 100% 14 100%
01 E 010 408 740 210 000  FICA - EBD Teacher - 9 9 100% 9 100%
01 E 010 420 740 210 000  FICA - Special Education Teachers & Paras 2,627 35,859 32,889 109% 35,889 100%
01 E 010 420 740 214 000 PERA — SPED Paras & Social Worker 1,978 28,758 28,753 100% 28,753 100%
01 E 010 407 740 218 000 'TRA - SLD Teacher - 14 14 100% 14 100%
01 E 010 408 740 218 000 'TRA - EBD Teacher - 9 9 100% 9 100%
01 E 010 420 740 218 000  TRA - Special Education Teachers 673 7,092 2,775 256% 8,100 88%
01 E 010 420 740 220 000  Health Ins. - Special Education Teachers & Paras 3,210 30,115 42,291 71% 34,887 86%
01 E 010 420 740 230 000  Life Insurance - Special Education Teachers & Paras 142 1,464 2,803 52% 1,519 96%
01 E 010 420 740 235 000  Dental Ins. - Special Education Teachers & Paras 131 1,185 1,991 60% 1,180 100%
01 E 010 420 740 240 000  LTD - Special Education Teachers & Paras 94 950 1,888 50% 950 100%
01 E 010 420 740 299 000  Other Benefits - Special Education Teachers & Paras 17 181 378 48% 180 100%
Total Benefits 8,871 105,651 113,815 93% 111,506 95%
Purchased Services
01 E 010 401 740 394 000  Speech Services 3,596 24,736 56,175 44% 24736 100%
01 E 010 405 740 394 000 DHH Services - - 1,000 0% - N/A
01 E 010 420 740 394 000  Substitute Teachers/Paras 12,147 54,960 12,000 458% 54,960 100%
Total Purchased Services 15,744 79,695 69,175 115% 79,696 100%
Supplies
01 E 010 420 740 433 000  Instructional Supplies - 20,988 14,000 150% 20,988 100%
Total Supplies - 20,988 14,000 150% 20,988 100%
Total State Special Education 59,962 684,652 627,227 109% 708,254 97%
Federal Special Education
Purchased Services
01 E 010 420 419 303 000  Special Education Director Fees - 12,850 12,850 100% 12,850 100%
01 E 010 420 419 366 640  SpEd Workshops/Conferences - 8,826 9,000 98% 8,826 100%
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Benefits

01 E 010 407 740 210 000 FICA - SLD Teacher -                14                   14                 100% 14                 100%

01 E 010 408 740 210 000 FICA - EBD Teacher -                9                     9                   100% 9                   100%

01 E 010 420 740 210 000 FICA - Special Education Teachers & Paras 2,627         35,859             32,889          109% 35,889          100%

01 E 010 420 740 214 000 PERA – SPED Paras & Social Worker 1,978         28,758             28,753          100% 28,753          100%

01 E 010 407 740 218 000 TRA - SLD Teacher -                14                   14                 100% 14                 100%

01 E 010 408 740 218 000 TRA - EBD Teacher -                9                     9                   100% 9                   100%

01 E 010 420 740 218 000 TRA - Special Education Teachers 673           7,092               2,775            256% 8,100            88%

01 E 010 420 740 220 000 Health Ins. - Special Education Teachers & Paras 3,210         30,115             42,291          71% 34,887          86%

01 E 010 420 740 230 000 Life Insurance - Special Education Teachers & Paras 142           1,464               2,803            52% 1,519            96%

01 E 010 420 740 235 000 Dental Ins. - Special Education Teachers & Paras 131           1,185               1,991            60% 1,180            100%

01 E 010 420 740 240 000 LTD - Special Education Teachers & Paras 94             950                  1,888            50% 950               100%

01 E 010 420 740 299 000 Other Benefits - Special Education Teachers & Paras 17             181                  378               48% 180               100%

Total Benefits 8,871         105,651           113,815        93% 111,506        95%

Purchased Services

01 E 010 401 740 394 000 Speech Services 3,596         24,736             56,175          44% 24,736          100%

01 E 010 405 740 394 000 DHH Services -                -                      1,000            0% -                   N/A

01 E 010 420 740 394 000 Substitute Teachers/Paras 12,147       54,960             12,000          458% 54,960          100%

Total Purchased Services 15,744       79,695             69,175          115% 79,696          100%

Supplies

01 E 010 420 740 433 000 Instructional Supplies -                20,988             14,000          150% 20,988          100%

Total Supplies -                20,988             14,000          150% 20,988          100%

Total State Special Education 59,962      684,652          627,227        109% 708,254        97%

Federal Special Education

Purchased Services

01 E 010 420 419 303 000 Special Education Director Fees -                12,850             12,850          100% 12,850          100%

01 E 010 420 419 366 640 SpEd Workshops/Conferences -                8,826               9,000            98% 8,826            100%
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LIFE Prep

Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
01 E 010 401 419 373 000  Speech Services - - 19,500 0% - N/A
01 E 010 410 419 372000  OT Services 3,112 22,812 10,000 228% 22,812 100%
Total Purchased Services 3,112 44,488 51,350 87% 44,488 100%
Supplies
01 E 010 420 419 401 000  Non-Instructional Supplies - 741 50 1483% 741 100%
Total Supplies - 741 50 1483% 741 100%
Total Federal Special Education 3,112 45,229 51,400 88% 45,229 0%
Federal CEIS
Purchased Services
01 E 010 422 425 303 000  Purchased Services - 2,938 9,000 33% 2,938 100%
Total Purchased Services - 2,938 9,000 33% 2,938 100%
Total CEIS Federal Special Education - 2,938 9,000.00 33% 2,938.00 100%
Title I
Salaries
01 E 010216 401 110 000  CIMP Leadership Positions - - 8,550 0% 8,550 0%
01 E 010 216 401 140 000  Licensed Teachers - Title 5,538 60,923 72,000 85% 72,000 85%
Total Salaries 5,538 60,923 80,550 76% 80,550 76%
Benefits
01 E 010 216 401 210 000  FICA - Title T Teachers 403 4,482 6,162 73% 6,162 73%
01 E 010 216 401 218 000 'TRA — Title I Teachers 415 4,569 6,041 76% 6,041 76%
01 E 010 216 401 220 000  Health Insurance - Title I 687 5,453 9,600 57% 6,601 83%
01 E 010 216 401 230 000  Life Insurance - Title 1 - - 110 0% - N/A
01 E 010 216 401 235 000  Dental Insurance - Title I 54 429 2,400 18% 519 83%
01 E 010 216 401 240 000 LTD - Title I - - 81 0% - N/A
01 E 010 216 401 251 000  HSA - Title T 15 134 140 96% 147 91%
01 E 010 216 401 299 000  Other Benefits - Title 1 - - 15 0% - N/A
Total Benefits 1,574 15,068 24,549 61% 19,470 77%
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LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

01 E 010 401 419 373 000 Speech Services -                -                      19,500          0% -                   N/A

01 E 010 410 419 372 000 OT Services 3,112         22,812             10,000          228% 22,812          100%

Total Purchased Services 3,112         44,488             51,350          87% 44,488          100%

Supplies

01 E 010 420 419 401 000 Non-Instructional Supplies -                741                  50                 1483% 741               100%

Total Supplies -                741                  50                 1483% 741               100%

Total Federal Special Education 3,112        45,229            51,400          88% 45,229          0%

Federal CEIS

Purchased Services

01 E 010 422 425 303 000 Purchased Services -                2,938               9,000            33% 2,938            100%

Total Purchased Services -                2,938               9,000            33% 2,938            100%

Total CEIS Federal Special Education -               2,938              9,000.00       33% 2,938.00       100%

Title I

Salaries

01 E 010 216 401 110 000 CIMP Leadership Positions  -                -                      8,550            0% 8,550            0%

01 E 010 216 401 140 000 Licensed Teachers - Title I 5,538         60,923             72,000          85% 72,000          85%

Total Salaries 5,538         60,923             80,550          76% 80,550          76%

Benefits

01 E 010 216 401 210 000 FICA - Title I Teachers 403           4,482               6,162            73% 6,162            73%

01 E 010 216 401 218 000 TRA – Title I Teachers 415           4,569               6,041            76% 6,041            76%

01 E 010 216 401 220 000 Health Insurance - Title I 687           5,453               9,600            57% 6,601            83%

01 E 010 216 401 230 000 Life Insurance - Title I -                -                      110               0% -                   N/A

01 E 010 216 401 235 000 Dental Insurance - Title I 54             429                  2,400            18% 519               83%

01 E 010 216 401 240 000 LTD - Title I -                -                      81                 0% -                   N/A

01 E 010 216 401 251 000 HSA - Title I 15             134                  140               96% 147               91%

01 E 010 216 401 299 000 Other Benefits - Title I -                -                      15                 0% -                   N/A

Total Benefits 1,574         15,068             24,549          61% 19,470          77%
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LIFE Prep

Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
Purchased Services
01 E 010 216 401 303 000  Reading Corps & Math Corps - 1,800 9,000 20% 9,000 20%
01 E 010 216 401 366 000  Title II Travel /Conference/Presenter Fees - 3,729 5,000 75% 5,000 75%
Total Purchased Services - 5,529 14,000 39% 14,000 39%
Supplies
01 E 010 216 401 433 000  Title I Instructional Supplies - 5,667 5,200 109% 5,667 100%
Total Supplies - 5,667 5,200 109% 5,667 100%
Total Title I 7,112 87,187 124,299 70% 119,687 73%
Title IT
Purchased Services
01 E 010 204 414 366 000  Title II Travel /Conference/Presenter Fees - 15,067 15,600 97% 15,600 97%
Total Purchased Services - 15,067 15,600 97% 15,600 97%
Supplies
01 E 010 204 414 401 000  Title II Professional Development Supplies/Resoutces - 1,592 1,600 100% 1,600 100%
Total Supplies - 1,592 1,600 100% 1,600 100%
Total Title IT - 16,660 17,200 97% 17,200 97%
Instructional Support
Purchased Services
01 E 010 640 306 366 000  Staff Development - 60 2,000 3% 60 100%
Total Purchased Services - 60 2,000 3% 60 100%
Total Instructional Support - 60 2,000 3% 60 100%
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320 ADM 320 ADM

LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

Purchased Services

01 E 010 216 401 303 000 Reading Corps & Math Corps -                1,800               9,000            20% 9,000            20%

01 E 010 216 401 366 000 Title II Travel /Conference/Presenter Fees -                3,729               5,000            75% 5,000            75%

Total Purchased Services -                5,529               14,000          39% 14,000          39%

Supplies

01 E 010 216 401 433 000 Title I Instructional Supplies -                5,667               5,200            109% 5,667            100%

Total Supplies -                5,667               5,200            109% 5,667            100%

Total Title I 7,112        87,187             124,299        70% 119,687        73%

Title II

Purchased Services

01 E 010 204 414 366 000 Title II Travel /Conference/Presenter Fees -                15,067             15,600          97% 15,600          97%

Total Purchased Services -                15,067             15,600          97% 15,600          97%

Supplies

01 E 010 204 414 401 000 Title II Professional Development Supplies/Resources -                1,592               1,600            100% 1,600            100%

Total Supplies -                1,592               1,600            100% 1,600            100%

Total Title II -               16,660             17,200          97% 17,200          97%

Instructional Support

Purchased Services

01 E 010 640 306 366 000 Staff Development -                60                   2,000            3% 60                 100%

Total Purchased Services -                60                   2,000            3% 60                 100%

Total Instructional Support -               60                   2,000           3% 60                100%
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LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
Student Support Services
Salaries
01 E 005 760 723 170 000  SPED Van Drivers 5,803 70,090 54,600 128% 70,090 100%
Total Salaries 5,803 70,090 54,600 128% 70,090 100%
Benefits
01 E 005 760 723 210 000  FICA - Van Driver 439 5,321 4177 127% 5,321 100%
01 E 005 760 723 214 000  PERA - Van Driver 393 5,178 4,095 126% 5,178 100%
01 E 005 760 723 218 000  'TRA - Van Driver 42 79 60 132% 79 100%
01 E 005 760 723 220 000  Health Insurance - Van Driver 331 3,160 5,619 56% 3,160 100%
01 E 005 760 723 230 000  Life Insurance - Van Driver 17 163 314 52% 163 100%
01 E 005 760 723 235 000  Dental Insurance - Van Driver 13 119 250 48% 119 100%
01 E 005 760 723 240 000  L'TD - Van Driver 14 132 243 54% 132 100%
01 E 005 760 723 299 000  Other Benefits - Van Driver 2 17 38 45% 17 100%
Total Benefits 1,250 14,169 14,796 96% 14,169 100%
Purchased Services
01 E 005 760 720 360 000  Contracted Transportation - 293,155 300,004 98% 293,155 100%
01 E 005 760 723 360 000  SpEd Transportation - 4,715 16,000 29% 4,715 100%
01 E 005 760 733 360 000  Field Trip Transportation 377 1,725 1,500 115% 1,725 100%
Total Purchased Services 377 299,595 317,504 94% 299,595 100%
Supplies
01 E 010 720 000 401 000  Health Supplies - - 400 0% - N/A
01 E 005 760 723 440 000  Fuel 292 9,045 9,000 101% 9,045 100%
Total Supplies 292 9,045 9,400 96% 9,045 100%
Total Student Support Services 7,722 392,900 396,300 99% 392,899 100%
Building & Maintenance
Salaries
01 E 005 810 000 170 000  Facilities 3,565 47,565 46,350 103% 47,565 100%
Total Salaries 3,565 47,565 46,350 103% 47,565 100%
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320 ADM 320 ADM

LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

Student Support Services

Salaries

01 E 005 760 723 170 000 SPED Van Drivers 5,803         70,090             54,600          128% 70,090          100%

Total Salaries 5,803         70,090             54,600          128% 70,090          100%

Benefits

01 E 005 760 723 210 000 FICA - Van Driver 439           5,321               4,177            127% 5,321            100%

01 E 005 760 723 214 000 PERA - Van Driver 393           5,178               4,095            126% 5,178            100%

01 E 005 760 723 218 000 TRA - Van Driver 42             79                   60                 132% 79                 100%

01 E 005 760 723 220 000 Health Insurance - Van Driver 331           3,160               5,619            56% 3,160            100%

01 E 005 760 723 230 000 Life Insurance - Van Driver 17             163                  314               52% 163               100%

01 E 005 760 723 235 000 Dental Insurance - Van Driver 13             119                  250               48% 119               100%

01 E 005 760 723 240 000 LTD - Van Driver 14             132                  243               54% 132               100%

01 E 005 760 723 299 000 Other Benefits - Van Driver 2               17                   38                 45% 17                 100%

Total Benefits 1,250         14,169             14,796          96% 14,169          100%

Purchased Services

01 E 005 760 720 360 000 Contracted Transportation -                293,155           300,004        98% 293,155        100%

01 E 005 760 723 360 000 SpEd Transportation -                4,715               16,000          29% 4,715            100%

01 E 005 760 733 360 000 Field Trip Transportation 377           1,725               1,500            115% 1,725            100%

Total Purchased Services 377           299,595           317,504        94% 299,595        100%

Supplies

01 E 010 720 000 401 000 Health Supplies -                -                      400               0% -                   N/A

01 E 005 760 723 440 000 Fuel 292           9,045               9,000            101% 9,045            100%

Total Supplies 292           9,045               9,400            96% 9,045            100%

Total Student Support Services 7,722        392,900          396,300        99% 392,899        100%

Building & Maintenance

Salaries

01 E 005 810 000 170 000 Facilities 3,565         47,565             46,350          103% 47,565          100%

Total Salaries 3,565         47,565             46,350          103% 47,565          100%
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LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM

Benefits

01 E 005 810 000 210 000  FICA - Custodian 273 3,639 3,546 103% 3,639 100%

01 E 005 810 000 214 000  PERA - Custodian 267 3,567 3,476 103% 3,567 100%

01 E 005 810 000 230 000  Life Insurance - Custodian 11 138 150 92% 138 100%

01 E 005 810 000 240 000  L'TD - Custodian 10 147 243 61% 147 100%

01 E 005 810 000 299 000  Other Benefits - Custodian 2 19 38 49% 19 100%
Total Benefits 563 7,510 7,453 101% 7,510 100%
Purchased Services

01 E 005 810 000 305 000  Maintenance Contracted Services 3,350 31,140 30,150 103% 31,140 100%

01 E 005 810 000 330 000  Utilities 5,031 56,541 75,000 75% 61,572 92%

01 E 005 940 000 340 000  Property & Liability Insurance - 36,132 29,012 125% 36,132 100%

01 E 005 940 000 340 001  Pollution Insurance - 4,019 4,020 100% 4,020 100%

01 E 005 810 000 350 000  Repairs & Maintenance 506 4,607 7,000 66% 4,607 100%
Total Purchased Services 8,887 132,440 145,182 91% 137,471 0%
Building Lease

01 E 005 850 348 370 000  Facility Lease 37,500 450,000 450,000 100% 450,000 100%
Total Building Lease 37,500 450,000 450,000 100% 450,000 100%
Supplies

01 E 005 810 000 401 000  Supplies (Custodial) 123 12,030 7,000 172% 12,030 100%
Total Supplies 123 12,030 7,000 172% 12,030 100%
Equipment

01 E 005 850 000 520 000  Building Improvements - 33,197 45,250 73% 33,197 100%
Total Equipment - 33,197 45,250 73% 33,197 100%
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LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

Benefits

01 E 005 810 000 210 000 FICA - Custodian 273           3,639               3,546            103% 3,639            100%

01 E 005 810 000 214 000 PERA - Custodian 267           3,567               3,476            103% 3,567            100%

01 E 005 810 000 230 000 Life Insurance - Custodian 11             138                  150               92% 138               100%

01 E 005 810 000 240 000 LTD - Custodian 10             147                  243               61% 147               100%

01 E 005 810 000 299 000 Other Benefits - Custodian 2               19                   38                 49% 19                 100%

Total Benefits 563           7,510               7,453            101% 7,510            100%

Purchased Services

01 E 005 810 000 305 000 Maintenance Contracted Services 3,350         31,140             30,150          103% 31,140          100%

01 E 005 810 000 330 000 Utilities 5,031         56,541             75,000          75% 61,572          92%

01 E 005 940 000 340 000 Property & Liability Insurance -                36,132             29,012          125% 36,132          100%

01 E 005 940 000 340 001 Pollution Insurance -                4,019               4,020            100% 4,020            100%

01 E 005 810 000 350 000 Repairs & Maintenance 506           4,607               7,000            66% 4,607            100%

Total Purchased Services 8,887         132,440           145,182        91% 137,471        0%

Building Lease

01 E 005 850 348 370 000 Facility Lease 37,500       450,000           450,000        100% 450,000        100%

Total Building Lease 37,500       450,000           450,000        100% 450,000        100%

Supplies

01 E 005 810 000 401 000 Supplies (Custodial) 123           12,030             7,000            172% 12,030          100%

Total Supplies 123           12,030             7,000            172% 12,030          100%

Equipment

01 E 005 850 000 520 000 Building Improvements -                33,197             45,250          73% 33,197          100%

Total Equipment -                33,197             45,250          73% 33,197          100%
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LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
Transfer to Other Funds
01 E 005 950 000 910 000  Transfers-Perm Interfd Transf - - 301,475 0% 282,185 0%
Total Transfer to Other Funds - - 301,475 0% 282,185 0%
Total Building & Maintenance 50,638 682,741 1,002,710 68% 969,958 70%
FUND 1 - TOTAL EXPENDITURES 278,828 3,741,513 4,303,768 87% 4,338,130 86%
FUND 1 - NET INCOME 25,322 90,048 11,243 7,612
FUND 02 - REVENUE
State Revenue
02 R 005 770 701 300 000  State - Regular Lunch 792 7,058 8,500 83% 7,058 100%
02 R 005 770 705 300 000  State - Breakfast Program 1,061 8,535 9,000 95% 8,535 100%
Total State Revenue 1,853 15,593 17,500 89% 15,593 100%
Federal Revenue
02 R 005 770 701 471 000 Federal - Regular Lunch 1,800 16,117 18,900 85% 16,117 100%
02 R 005 770 701 472 000  Federal - Free & Reduced 9,452 86,127 108,000 80% 86,127 100%
02 R 005 770 701 473 000  Federal - Commodities 81 4372 - N/A 4,372 100%
02 R 005 770 702 471 000  Federal - After School Snack 429 3,264 2,700 121% 3,264 100%
02 R 005 770 705 476 000  Federal - Breakfast 7,093 62,967 50,400 125% 62,967 100%
02 R 005 770 709 479 000  Federal - Summer Food - 190 190 100% 190 100%
Total Federal Revenue 18,855 173,038 180,190 96% 173,037 100%
Local Revenue
02 R 005 770 701 601 000  Food Sales 10 73 50 145% 73 100%
02 R 005 950 701 649 000  Transfers-Perm Interfd Transf - - 104,262 0% 94,575 0%
Total Local Revenue 10 73 104,312 0% 94,647 0%
FUND 2 - REVENUE 20,718 188,703 302,002 62% 283,277 67%
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320 ADM 320 ADM

LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

Transfer to Other Funds

01 E 005 950 000 910 000 Transfers-Perm Interfd Transf -                -                      301,475        0% 282,185        0%

Total Transfer to Other Funds -                -                      301,475        0% 282,185        0%

Total Building & Maintenance 50,638      682,741           1,002,710     68% 969,958        70%

FUND 1 - TOTAL EXPENDITURES 278,828    3,741,513        4,303,768     87% 4,338,130     86%

FUND 1 - NET INCOME 25,322      90,048            11,243          7,612           

FUND 02 - REVENUE

State Revenue

02 R 005 770 701 300 000 State - Regular Lunch 792           7,058               8,500            83% 7,058            100%

02 R 005 770 705 300 000 State - Breakfast Program 1,061         8,535               9,000            95% 8,535            100%

Total State Revenue 1,853         15,593             17,500          89% 15,593          100%

Federal Revenue

02 R 005 770 701 471 000 Federal - Regular Lunch 1,800         16,117             18,900          85% 16,117          100%

02 R 005 770 701 472 000 Federal - Free & Reduced 9,452         86,127             108,000        80% 86,127          100%

02 R 005 770 701 473 000 Federal - Commodities 81             4,372               -                   N/A 4,372            100%

02 R 005 770 702 471 000 Federal - After School Snack 429           3,264               2,700            121% 3,264            100%

02 R 005 770 705 476 000 Federal - Breakfast 7,093         62,967             50,400          125% 62,967          100%

02 R 005 770 709 479 000 Federal - Summer Food -                190                  190               100% 190               100%

Total Federal Revenue 18,855       173,038           180,190        96% 173,037        100%

Local Revenue

02 R 005 770 701 601 000 Food Sales 10             73                   50                 145% 73                 100%

02 R 005 950 701 649 000 Transfers-Perm Interfd Transf -                -                      104,262        0% 94,575          0%

Total Local Revenue 10             73                   104,312        0% 94,647          0%

FUND 2 - REVENUE 20,718      188,703           302,002        62% 283,277        67%
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LIFE Prep
Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
FUND 2 - EXPENDITURES
Salaries
02 E 005 770 701 170 000  Food service support 210 11,221 13,050 86% 11,211 100%
Total Salaries 210 11,221 13,050 86% 11,211 100%
Benefits
02 E 005 770 701 210 000  FICA - Food Services 16 858 998 86% 858 100%
02 E 005 770 701 214 000  PERA - Food Setvices 16 842 979 86% 842 100%
Total Benefits 32 1,700 1,977 86% 1,700 100%
Purchased Services
02 E 005 770 701 305 000  Food Setvices - Contracted Services - 11,792 13,050 90% 11,792 100%
Total Purchased Services - 11,792 13,050 90% 11,792 100%
Supplies
02 E 005770 701 401 000  Food Services - Supplies 61 162 - N/A 162 100%
02 E 005 770 701 490 000  Food Setvices - Lunch 20,982 176,348 173,715 102% 176,348 100%
02 E 005 770 705 490 000  Food Setvices - Breakfast 6,425 69,841 83,458 84% 69,841 100%
02 E 005 770 703 495 000  Food Setvices - Milk - 11,368 15,851 72% 11,368 100%
02 E 005770 701 820 000  Food Services - Dues & Memberships - 855 901 95% 855 100%
Total Supplies 27,468 258,574 273,925 94% 258,574 100%
FUND 2 - EXPENDITURES 27,710 283,287 302,002 94% 283,277 100%
FUND 2 - NET INCOME (LOSS) (6,992) (94,584) - -
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320 ADM 320 ADM

LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

FUND 2 - EXPENDITURES

Salaries

02 E 005 770 701 170 000 Food service support  210           11,221             13,050          86% 11,211          100%

Total Salaries 210           11,221             13,050          86% 11,211          100%

Benefits

02 E 005 770 701 210 000 FICA - Food Services 16             858                  998               86% 858               100%

02 E 005 770 701 214 000 PERA - Food Services 16             842                  979               86% 842               100%

Total Benefits 32             1,700               1,977            86% 1,700            100%

Purchased Services

02 E 005 770 701 305 000 Food Services - Contracted Services -                11,792             13,050          90% 11,792          100%

Total Purchased Services -                11,792             13,050          90% 11,792          100%

Supplies

02 E 005 770 701 401 000 Food Services - Supplies 61             162                  -                   N/A 162               100%

02 E 005 770 701 490 000 Food Services - Lunch 20,982       176,348           173,715        102% 176,348        100%

02 E 005 770 705 490 000 Food Services - Breakfast 6,425         69,841             83,458          84% 69,841          100%

02 E 005 770 703 495 000 Food Services - Milk -                11,368             15,851          72% 11,368          100%

02 E 005 770 701 820 000 Food Services - Dues & Memberships -                855                  901               95% 855               100%

Total Supplies 27,468       258,574           273,925        94% 258,574        100%

FUND 2 - EXPENDITURES 27,710      283,287          302,002        94% 283,277        100%

FUND 2 - NET INCOME (LOSS) (6,992)      (94,584)           -                   -                  
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LIFE Prep

Detailed Income Expense Statement
For the Period Ending June 30, 2016

FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
FUND 04 - REVENUE
Local Revenue
04 R 005 505 000 040 000  Fees from Students - Before/After Care 295 5,922 5,000 118% 5,922 100%
04 R 005 581 000 040 000  Fees from Students - Pre Kindergarten 580 7,920 5,000 158% 7,920 100%
04 R 005 950 000 649 000  Transfers-Perm Interfd Transf - - 197,213 0% 187,610 0%
Total Local Revenue 875 13,842 207,213 7% 201,452 7%
FUND 04 - REVENUE 875 13,842 207,213 7% 201,452 0%
FUND 04 - EXPENDITURES
Before & After Care
Salaries
04 E 010 580 000 161 000  BCAC - Salaries 5,368 57,408 69,761 82% 69,791 82%
Total Salaries 5,368 57,408 69,761 82% 69,791 82%
Benefits
04 E 010 580 000 210 000 BCAC - FICA 405 4,274 5,337 80% 5,337 80%
04 E 010 580 000 214 000 BCAC - PERA 354 3,772 4,709 80% 4,709 80%
04 E 010 580 000 218 000 BCAC - TRA 32 486 872 56% 518 94%
04 E 010 580 000 220 000  BCAC - Health Insurance 404 4,065 3,497 116% 5,000 81%
04 E 010 580 000 230 000  BCAC - Life Insurance 14 166 143 116% 174 95%
04 E 010 580 000 235 000  BCAC - Dental Insurance 6 74 216 34% 87 85%
04 E 010 580 000 240 000 BCAC-LTD 8 95 124 77% 102 93%
04 E 010 580 000 251 000 BCAC - HSA - 4 5 79% 4 89%
04 E 010 580 000 299 000  BCAC - Other Benefits 2 22 20 114% 24 93%
Total Benefits 1,225 12,959 14,922 87% 15,955 81%
Supplies
04 E 005 570 000 401 000  BCAC - Supplies - 40 500 8% 40 100%
Total Supplies - 40 500 8% 40 100%
Total Before & After Care 6,593 70,407 85,183 83% 85,786 82%
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320 ADM 320 ADM

LIFE Prep

Detailed Income Expense Statement

For the Period Ending June 30, 2016

FUND 04 - REVENUE

Local Revenue

04 R 005 505 000 040 000 Fees from Students - Before/After Care 295           5,922               5,000            118% 5,922            100%

04 R 005 581 000 040 000 Fees from Students - Pre Kindergarten 580           7,920               5,000            158% 7,920            100%

04 R 005 950 000 649 000 Transfers-Perm Interfd Transf -                -                      197,213        0% 187,610        0%

Total Local Revenue 875           13,842             207,213        7% 201,452        7%

FUND 04 - REVENUE 875           13,842             207,213        7% 201,452        0%

FUND 04 - EXPENDITURES

Before & After Care

Salaries

04 E 010 580 000 161 000 BCAC - Salaries 5,368         57,408             69,761          82% 69,791          82%

Total Salaries 5,368         57,408             69,761          82% 69,791          82%

Benefits

04 E 010 580 000 210 000 BCAC - FICA 405           4,274               5,337            80% 5,337            80%

04 E 010 580 000 214 000 BCAC - PERA 354           3,772               4,709            80% 4,709            80%

04 E 010 580 000 218 000 BCAC - TRA 32             486                  872               56% 518               94%

04 E 010 580 000 220 000 BCAC - Health Insurance 404           4,065               3,497            116% 5,000            81%

04 E 010 580 000 230 000 BCAC - Life Insurance 14             166                  143               116% 174               95%

04 E 010 580 000 235 000 BCAC - Dental Insurance 6               74                   216               34% 87                 85%

04 E 010 580 000 240 000 BCAC - LTD 8               95                   124               77% 102               93%

04 E 010 580 000 251 000 BCAC - HSA -                4                     5                   79% 4                   89%

04 E 010 580 000 299 000 BCAC - Other Benefits 2               22                   20                 114% 24                 93%

Total Benefits 1,225         12,959             14,922          87% 15,955          81%

Supplies

04 E 005 570 000 401 000 BCAC - Supplies -                40                   500               8% 40                 100%

Total Supplies -                40                   500               8% 40                 100%

Total Before & After Care 6,593        70,407            85,183          83% 85,786          82%
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FY16 2nd
Year-To-  Approved % of FY16 % of
Monthly Date Revised Approved Working Working
Description Activity Activity Budget Budget Budget  Budget
320 ADM 320 ADM
Pre Kindergarten
Salaries
04 E 010 581 000 140 000  Pre K - Salaries 7,229 79,515 93,973 85% 93,973 85%
Total Salaries 7,229 79,515 93,973 85% 93,973 85%
Benefits
04 E 010 581 000 210 000  Pre K - FICA 452 5,289 7,189 74% 7,189 74%
04 E 010 581 000 218 000  Pre K- TRA 542 5,964 7,048 85% 7,048 85%
04 E 010 581 000 220 000  Pre K - Health Insurance 662 4,240 9,600 44% 6,190 68%
04 E 010 581 000 230 000  Pre K - Life Insurance 22 217 195 111% 217 100%
04 E 010 581 000 235 000  Pre K - Dental Insurance 43 423 1,028 41% 463 91%
04 E 010 581 000 240 000  Pre K- LTD 20 194 167 116% 194 100%
04 E 010 581 000 299 000  Pre K - Other Benefits 3 30 30 99% 30 99%
Total Benefits 1,743 16,356 25,258 65% 21,331 77%
Supplies
04 E 010 581 000 401 000  Pre K - Non Instructional Supplies 116 248 800 31% 248 100%
04 E 010 581 000 430 000  Pre K - Instructional Supplies - 115 2,000 6% 115 100%
Total Supplies 116 363 2,800 13% 363 100%
Total Pre Kindergarten 9,088 96,234 122,030 79% 115,667 0%
FUND 04 - EXPENDITURES 15,681 166,641 207,213 80% 201,452 83%
FUND 04 - NET INCOME (LOSS) (14,806) (152,799) 0) -
TOTAL REVENUES 325,743 4,034,106 4,824,225 84% 4,830,471 84%
TOTAL EXPENDITUTRES 322,218 4,191,440 4,812,983 87% 4,822,860 87%
ALL FUNDS - NET INCOME (LOSS) 3,524 (157,335) 11,243 7,612
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Pre Kindergarten

Salaries

04 E 010 581 000 140 000 Pre K - Salaries 7,229         79,515             93,973          85% 93,973          85%

Total Salaries 7,229         79,515             93,973          85% 93,973          85%

Benefits

04 E 010 581 000 210 000 Pre K - FICA 452           5,289               7,189            74% 7,189            74%

04 E 010 581 000 218 000 Pre K - TRA 542           5,964               7,048            85% 7,048            85%

04 E 010 581 000 220 000 Pre K - Health Insurance 662           4,240               9,600            44% 6,190            68%

04 E 010 581 000 230 000 Pre K - Life Insurance 22             217                  195               111% 217               100%

04 E 010 581 000 235 000 Pre K - Dental Insurance 43             423                  1,028            41% 463               91%

04 E 010 581 000 240 000 Pre K - LTD 20             194                  167               116% 194               100%

04 E 010 581 000 299 000 Pre K - Other Benefits 3               30                   30                 99% 30                 99%

Total Benefits 1,743         16,356             25,258          65% 21,331          77%

Supplies

04 E 010 581 000 401 000 Pre K - Non Instructional Supplies 116           248                  800               31% 248               100%

04 E 010 581 000 430 000 Pre K - Instructional Supplies -                115                  2,000            6% 115               100%

Total Supplies 116           363                  2,800            13% 363               100%

Total Pre Kindergarten 9,088        96,234            122,030        79% 115,667        0%

FUND 04 - EXPENDITURES 15,681       166,641           207,213        80% 201,452        83%

FUND 04 - NET INCOME (LOSS) (14,806)     (152,799)         (0)                 -                  

TOTAL REVENUES 325,743    4,034,106        4,824,225     84% 4,830,471     84%

TOTAL EXPENDITUTRES 322,218    4,191,440        4,812,983     87% 4,822,860     87%

ALL FUNDS - NET INCOME (LOSS) 3,524        (157,335)         11,243          7,612           
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