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State Charter School Commission
Executive Summary
(Exhibit A)

ctions (All relevant information must be provided as indicated)

Name of proposed Public Charter School =~ Baxter Academy for Technology and Science

Name of entity that will hold the charter Baxter Academies of Maine
Primary contact Kelli Pryor
Title/Relationship to entity Chair and President
Mailing Address PO Box 859

Portland, ME 04104
Telephone (Primary) (207) 370-5872
Email address board@baxter-academy.org

Education Service Provider (if applicable) N/A
Partner Organization (if applicable) N/A
Physical address of school 54 York Street
Portland, ME 04101
School administrative unit in which the school will be located Portland Public School District
Intended opening date September 3, 2013
Proposed grades and initial enroliment Initial enroliment: 130 students +/- 10%
2013-14: grades 9 & 10
2014-15: grades 9-11
Thereafter: grades 9-12

School Description (150 word maximum)

Attach a brief description of your school that includes the mission, grades served and other
information that you would like to include to describe the unique program and student body you
intend to serve.

| certify that | have the authority to submit this application and that all information contained
herein is complete and accurate. | recognize that any misrepresentation could result in
disqualification from the application process or revocation of a charter after its award. The
person named as the contact person for the application is so authorized by the Board to serve
as the primary contact for this application on behalf of the organization.

Signature ﬁiddu" DL"/] "\ Date 2013

T

Printed Name Kelli Pryor Title (Position) Chair and President



School Description

Baxter Academy for Technology and Science will be a rigorous, college-preparatory
high school promoting student ownership of learning through curriculum focused
specifically on science, technology, engineering and math (STEM). Students will study
complex, real world problems, using and building technological tools in a collaborative
environment with teachers, scientists, and other professionals. BA will provide all
students in grades 9-12 with an individualized, collaborative and interdisciplinary
community of teachers and students that support 21st century skills such as problem
solving, field-based research, collaboration, and formal presentations, across all
academic content areas. Upon graduation, students will have 21st Century skills and
will be able to continue their education, and be successful, at America’s best
universities.

BA will serve students with a strong interest in science, technology, engineering, and
mathematics. Our teachers will help guide students to be passionate, self-directed
learners by engaging their intellect and encouraging their imaginations.
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Summary of Academic Program Status

for Technology and Sc t:-‘u'py Updated by Michele LaForge, Head of School

Core elements of the Academic Program at Baxter Academy have, and will continue to be,
emphasized over time. These elements are pillars supporting our overarching mission. They
include:

An emphasis on a Science, Technology, Engineering, and Mathematics (STEM)
curriculum that is integrated with and values the Humanities.

Alignment to Common Core standards and Maine Learning Results.

A focus on a Project-Based approach to learning.

Optimal student/faculty ratios of approximately 16:1.

Flex-Fridays

Junior-year Internships

Individualized Student Learning Plans for all students (aka, IEPs) as an implementation of
the core philosophy that all students bring learning preferences and strengths, and all
teachers take active, collaborative part in meeting these needs, including the special
education teacher and staff

Senior-year Capstone projects

Standards-based reporting of student progress.

Complementary assessment program with a combination of quantitative and qualitative
data (e.g., NWEA’s MAP, PSAT, SAT, school-based assessments, student portfolios)

Each of these elements is described in detail within our Application’s Section A: Education Plan.

Significant modifications to the Academic Program include the following:

A movement from IBET to IPET. Baxter Academy continues to embrace the Integrated
Science, English, and Technology approach to learning that will provide structure to our
course offerings and project themes. We have shifted the scientific focus from Biology
(“B”) to Physics (“P”) in the Freshman year, as Physics is the scientific building block for
other scientific specialties.

Specific partners/project themes. Previous versions of the Baxter Academy application
suggested early partner and project themes strongly related to Biology. Although some
of these partners and themes will continue to be resources and viable ideas, we intend
to flesh out our portfolio of partners and their alignment to project themes related to
Physics. This will be done with input from our Advisory Board and newly hired
instructional staff. In the meantime, strong references of the Biological nature have
been eliminated from the application to avoid confusion.

On a separate but related note, we have eliminated specific programmatic language for



student and stakeholder involvement in decision-making (i.e.., “Vision Keepers”). We prefer
to adhere to general ideals in this area, and then engage students themselves in the
selection of the appropriate model. This is further described within the application within
Section C, “Governance.”

A. Education Plan

A.1 Mission, Vision, Identification of Targeted Student Population and the Community the
School Hopes to Serve

A.li: Mission Statement

Baxter Academy for Technology and Science will be a rigorous, college-preparatory
high school promoting student ownership of learning through curriculum focused
specifically on science, technology, engineering and math (STEM). Baxter Academy
students will study complex, real world problems, using and building technological
tools in a collaborative environment with teachers, scientists, engineers and other
professionals.

A.lii: Vision Statement

Baxter Academy hopes to be Maine's first public charter high school. Baxter Academy
(BA) for Technology and Science will use a technology-rich, project-based learning
approach to education at the secondary level. BA will provide all students with an
individualized, collaborative and interdisciplinary community of teachers and
students that support 21st century skills such as problem-solving, field-based
research, collaboration and formal presentations, across all academic content areas.
Upon graduation, students will have 21st Century skills and will be able to continue
their education, and be successful, at Americas best universities.

BA will serve students with a strong interest in science, technology, engineering,
and mathematics. We will offer a challenging college-preparatory curriculum
featuring outstanding and innovative teachers. Our teachers will help guide
students to be passionate, self-directed learners by engaging their intellect and
encouraging their imaginations by embracing technology-rich project-based
learning. BA will also offer a strong humanities and foreign language curriculum to
prepare students to be ethical leaders in the 21st century global economy.

A.liii: Long Range Plan
In 5-10 years, Baxter Academy will have formed partnerships with local scientific

Institutions in Southern Maine such as the Gulf of Maine Research Institute, the
Darling Marine Center, and the Marine Science Center at the University of New



England. We will also form partnerships with local universities such as Bowdoin
College, Bates College, University of Southern Maine, Southern Maine Community
College, and the University of New England.

In addition, BA will have partnered with local engineering and architectural firms,
providing students with practical experiences in which they can apply their
knowledge and push their understandings of STEM concepts further. We will be a
resource or incubator of new ideas to drive the implementation of STEM-focused
programs in schools throughout the state.

A.liv: Targeted Student Population
Baxter Academy will serve students with interests in science, technology, engineering,

and mathematics in the greater Portland area. BA will offer a challenging college-
preparatory curriculum featuring outstanding and innovative teachers who will help
guide students to be passionate, self-directed learners by engaging their intellect and
encouraging their imaginations through technology-rich project-based learning.
Students at BA will follow a standards-based curriculum for English language arts,
mathematics, science, social studies, and the arts. BA students will complete a
rigorous college-prep curriculum, following a standards-based approach that is guided
by the Maine's System of Learning Results and the Common Core national curriculum
for grades 9 through 12. BA Graduates will receive a Maine high school diploma with a
Science Technology Engineering and Math (STEM) endorsement. BA will also offer a
strong humanities and foreign language curriculum to prepare students to be ethical
leaders in the 21st century global economy.

BA expects 130 students to attend upon its opening in September 3, 2013. These
students will be freshman and sophomores generally between the ages of 14-18 (but
may range from 12-20). Each subsequent year of operation, an additional 80
students will be enrolled, such that by the second year 210 students will be served
(now including juniors) and in the third year, an enrollment of 290 freshmen
sophomores, juniors, and seniors are expected to attend. During the 2016-17
academic year, the school will be at full capacity with approximately 320 students
enrolled. The students will come from across the state of Maine, but will go to
school in Portland, a growing urban center with an increasingly diverse population.

A.1v: The Community

Baxter Academy will be a regional high school that will serve the students of the greater
Portland area. We will be located in the downtown section of Portland, Maine. As of 2006-
2010,



11% of all Portlanders are foreign born compared to only 3.3% in Maine and 12.7% in
the U.S.A. and 14.1% of residents speak a language other than English in their home
(compared to only 7.1% in Maine and 20.1% in the U.S.). The percent of persons who
are high school graduates is an impressive 91.3% in Portland compared to 89.8% in
Maine and 85% in the U.S. BA will provide a rigorous and alternative curriculum to
this diverse population within and surrounding the greater Portland area, as well as
from other regions across the state of Maine.

BA's purpose is to prepare students for higher education and jobs in our increasingly
technical global economy. We will focus on instruction to prepare students to
participate in the growing technological industry. In the next decade, one in seven
new Maine jobs will be in STEM-related areas. These jobs produce wages that are
58% higher than wages for other Maine jobs. Science, Technology, Engineering and
Math (STEM) jobs are the largest growing sector of Maine's economy and provide
the highest wage opportunities. Currently, one in seven Maine jobs are STEM-related
and studies show that opportunities will grow because 40 percent of the industries
projected to gain jobs in Maine are STEM-related. About 34% of current 9th grade
students are expected to graduate from a community college or university program,
which is well below the national average. Maine ranks 28th nationally and the lowest
in New England in terms of the percentage of college graduates with bachelor's
degrees in STEM fields. Additionally, over 50% of students entering Maine's
community colleges and universities must enroll in remedial math classes because
they have not mastered high school mathematics, revealing a lack of preparation for
higher education and professional fields (from Building a K-12 STEM Educational
Pipeline- October 27, 2011 -Maine School Management Association Conference).

A.1lvi: Educational Foundation

In light of the substantial need for young professionals capable of filling jobs in STEM-
related areas, Baxter Academy will provide students with a strong instructional
foundation in interdisciplinary studies to prepare students to enter professions in
STEM-related fields. We use Integrated Physics, English, and Technology (IPETS)
curriculum in 9th grade and are looking to develop comparable courses for the other
grade levels. We also offer a variety of electives that focus on developing students'
skills in the areas of science and technology, math, engineering, art and design, and
humanities. Students will also gain real-world experiences through a variety of
internships and opportunities to work closely with successful professionals in the
classroom. Our academic program is unique in that there are only 374 STEM high
schools in America and only a handful of these STEM-focused schools are charter
schools. There is only one other STEM school in Limestone, Maine, a residential
magnet boarding school, but it is located five hours north of Portland, Maine's largest
city.



BA will utilize a project-based approach to education, where learning requires students to

spend the bulk of the project actively working in groups or individually to research
guestions and come to conclusions; and to use specific skills such as collaboration,
teamwork, time-and task management, and presentation skills to conclude a project
successfully. These same skills prepare students to become productive, capable
citizens in a technology-dependent society through comprehensive student
assessments including traditional tests, digital portfolios and oral and written
presentations.

BA believes that American education extends beyond standardized math and reading
scores and will work hard to deliver personalized schooling that customizes learning
experiences to give every student an opportunity to explore his or her own areas of
interest. We will accomplish this through the extensive use of customized project-
based learning, which will allow students to pursue a variety of STEM topics. BA will
be a school that embraces globalization and the use of digital technology portfolios
hosted by Google Apps for Education. BA will incorporate the use of one to one
laptops, whereby every student will receive their own Google Chromebook laptop for
academic use both within and outside of BA. Additionally, every course at BA will
have a course website where assignments, assessments, lectures, media,

field research, projects and other course materials will be posted. This dynamic digital
platform

will enable students to work both on campus and in remote settings and will create
both a stable and evolving virtual environment for learning, capitalizing on both the
individualized and collaborative nature of education.

A.1vii: Measurable Results

A solid academic foundation is vital as students look to compete in the current job
market. In order to ensure students are gaining necessary content knowledge, Baxter
Academy has aligned its curriculum with the Common Core standards, which are
quickly replacing the Maine Learning Results as baseline educational standards for all
students. In addition, we feel it is more productive to align with the Common Core is
that the Common Core is equally, if not more rigorous than the Maine Learning
Results.

We will monitor student progress by administering the Measures of Academic
Progress assessment, produced by the Northwest Evaluation Association (NWEA) as
both a formative and summative assessment in 9th and 10th grades. In all grades,
students will have the option of taking the MAP assessment for science. In keeping
with our mission of preparing students to graduate from college with a STEM-
related degree, our assessments in grades 10-12 focus on ensuring students have



the necessary knowledge to compete at a college level. We will monitor student
progress in 10th grade using the PSAT as a formative assessment to evaluate subject
material to target before students take the PSAT to compete for a National Merit
Scholarship in 11th grade as a summative assessment. Students will take the SAT as
a formative assessment in 11th grade to show material necessary to target before
they take the exam again as a summative assessment in 12th grade.

A.1viii: School Culture

Baxter Academy will set high expectations for all students, develop social
responsibility, promote innovation and creativity, and produce graduates with a 21st
century global perspective. BA students will work closely together in an environment
of collaboration and innovation. They will value the ideas of their peers and
challenge each other to deepen their thinking about topics. As they develop the skills
they will need to function in a 21st century workplace, they will appreciate dissenting
ideas and constructive criticisms as methods for improving the overall quality of their
projects. Students will operate in a culture of respect as they acknowledge their own
contributions to projects while also appreciating the strengths of others in their
group. They will view instructors as facilitators and guides but will also have the
maturity and initiative to take on leadership roles in the classroom and pursue topics
of interest independently.

A.lix: Alignment of Mission, Curriculum, Teaching Methods, and Services

In keeping with our mission, Baxter Academy utilizes an interdisciplinary curriculum
that enables students to draw from their knowledge of humanities, science, and
math as they work on real problems in practical settings. We provide students with a
rich environment that takes advantage of local industries and community issues to
motivate and inspire students to learn and ensure they are surrounded with
knowledgeable instructors and local professionals to guide them as they learn. Our
extensive electives allow students to pursue a variety of interests that will expand
their future career options while giving them a chance to fill needs in the
community.

A.2 Academic Program

A.2i: Description of the Curriculum

Baxter Academy will serve students with interdisciplinary interests in science,

technology, engineering, and mathematics. BA will offer a challenging college-
preparatory curriculum featuring outstanding and innovative teachers. BA's
teachers will help guide students to be passionate, self-directed learners by
engaging their intellect and encouraging student creativity and innovation through



technology-rich project-based learning. BA will also offer a strong humanities and
foreign language curriculum to prepare students to be ethical leaders in a global
economy. BA will also focus our project-based curriculum on having students ask
guestions and investigate possible solutions to real problems that are present in
academic and professional fields.

BA's curriculum will be founded on the following Core Beliefs and Curricular Elements:
e Student Centered Learning Culture

* Project-Based Instruction

e Rigorous College Prep Curriculum

e Social and Emotional Growth with Emphasis on Building Character
e Senior Capstone Projects

e Junior Internships with a S.T.E.M focus

e Extensive use of Digital Books and Media

e Individualized Learning Plans

¢ 1to 1 computer/tablet/smart device access

e Advanced STEM classes for all students

e Humanities focus on Global Leadership and Citizenship

e Access to 21st Century Tools & Technology

® Google Apps for Education for all students and staff

* Exceptional Teaching Staff

A.2ii: Project-based Learning Curriculum

Students process information, push themselves to think more deeply about topics,
and demonstrate their learning through the completion of various projects. These
projects are practical, simulating projects they will face as professionals, and
interdisciplinary, requiring them to synthesize information across core content areas.
Teachers design the projects in collaboration with students. The designs tend to be
simple and elegant, indicating a clear direction but offering many pathways to a
solution. They address essential questions that are relevant not only in the academic
arena, but also in the world beyond school and in students' lives. The projects all
culminate in a product or performance, with intermediate products or "checkpoints"
along the way. They all involve a significant amount of reflection on the part of both
teachers and students.

We emphasize projects at Baxter Academy because we believe they represent an

effective pedagogy, offering multiple entry points for students with varying learning
styles and academic experience. They foster the development of important college
and workplace skills, including time and resource management. They allow a holistic



way to meet state standards while integrating the curriculum, so that students may
see their work as focused, not situated in separate silos across the hours of the day.
All of our students, including low achievers, demonstrate their learning publicly
through presentations and portfolios, introducing an element of authentic
accountability for quality work.

A.2iii: Aligning Projects to Standards

At Baxter Academy our goal is to let projects drive the curriculum, rather than the reverse.
Nevertheless, as BA teachers develop projects that engage student interests, they are mindful
of Common Core Standards for grades 9-12. In one of the projects described, for example,
each student chooses a particular drug and creates a documentary about its effects on the
human body. The unit addresses many state standards in chemistry, such as functional groups,
bonding, the periodic table, and molecular structures. At the same time, the project integrates
well with math and humanities and achieves real-world relevance as students use technology
to create educational videos that can be shared with other schools as part of a broader drug
and alcohol abuse prevention initiative.

We have structured the project descriptions to address the key questions that our

partners have been asking about project design and management, curriculum
integration, real world connections, meeting state curriculum standards, meeting the
needs of diverse learners, and project assessment. In addition, we have included
separate sections on assessment and on reading and writing in project-based learning.
Each project description begins with an "At a Glance" overview, followed by a brief
author biography. Then come the Project Overview, including products, essential
questions, topics addressed, standards addressed, and adaptations for diverse
learners, and assessments.

The next section is more narrative in nature, beginning with a project timeline,
followed by a description of activities, assessments, and adaptations for diverse
learners. The final section includes reflections by the teacher author(s), in the
understanding that projects are fluid, never static, and that each project in the end
raises questions about how it might be designed more effectively the next time
around.

A.2iv: STEM-focused Curriculum

Science, Technology, Engineering and Math (STEM) jobs are the largest growing
sector of Maine's economy and provide the highest wage opportunities. In the next
decade, one in seven new Maine jobs will be in STEM-related areas. These jobs
produce wages that are 58% higher than wages for other Maine jobs. Currently, one
in seven Maine jobs are STEM-related and studies show that opportunities will grow
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because 40 percent of the industries projected to gain jobs in Maine are STEM-
related.

About 34% of current 9th grade students are expected to graduate from a
community college or university program, which is well below the national average.
Maine ranks 28th nationally and the lowest in New England in terms of the
percentage of college graduates with bachelor's degrees in STEM fields. Due to
inadequate preparation, over 50% of students entering Maine's community colleges
and universities must enroll in remedial math classes because they have not
mastered high school mathematics. (Source: Building a K-12 STEM Educational
Pipeline- October 27, 2011 - Maine School Management Association Conference.)

In keeping with our mission to prepare students for professional occupations in
fields related to science, math, engineering, and technology, Baxter Academy will
integrate these subjects into every aspect of the curriculum. In 9th grade, the
integration is clear through our use of a curriculum known as Integrated Physics,
English and Technology (IPET) (see more information in the following section). In the
following grades, topics covered in science classes will loosely serve as thematic
units to guide instruction in other core subject areas. For example, if a student is
learning about evolution in science, they may be reading the novel Animal Farm by
George Orwell in ELA class and studying the Scopes/Monkey Trial in Social Studies.
They can simultaneously learn about scientific concepts and people's perceptions or
concerns about those topics so students can see the way scientific topics influence
all aspects of human life. Teachers will integrate technology into all classes by using
it in their instruction and facilitating its use as students demonstrate their learning
through the completion of projects.

A.2v: Interdisciplinary Learning - IPET

Baxter Academy will also focus on interdisciplinary learning and facilitating connections
for student learning and teacher collaboration across the disciplines. The Integrated
Physics, English and Technology (IPET) program is a year-long course that all students
will enroll in during their freshman year, and is a co-taught interdisciplinary model
that combines principles of these three disciplines toward common learning goals and
objectives. At the heart of this unique program is the requirement for students to
conduct and present authentic scientific research and practice writing using scientific
voice and style, culminating in a final project that combines scientific research and
analysis with the foundational literacy skills of reading, writing, speaking and listening.
Project-based research and learning in the IPET course will allow students to
investigate real-world problems in the community and learn about local issues by
becoming active partners with community agencies.

1"



The IPET program's integrated studies will focus on the IPET Project, an introduction to

student-directed research projects that students will undertake throughout their four
years at BA. The IPET Project includes an independent student experiment with, iin
many cases, cooperative student groups that will form to refine ideas, collect data,
create and revise scientific and imaginative writing, deliver professional-level
presentations, and captivate audiences with dramatic presentations. Our investigation
of texts and ideas will incorporate intensive and personal experiences in reading,
writing and revising, speaking and performing and listening- fundamental literacy
domains that are critically important across all academic content areas.

The IPET program allows instructors the flexibility to reconfigure the daily schedule
according to the special needs of a particular project or unit. The integrated learning
model emphasizes communication, collaboration, and problem solving as key
components of success in school and beyond. Students are divided into IPET teams
with one teacher from each of the three core disciplines. This configuration allows
students to make friends quickly and to establish close relationships with the
instructors. Instructors will manage the three ninety-minute periods according to the
special needs of a particular project or unit, spending approximately 20% of
instructional time on the integrated project and the remaining 80% on their subject's
curriculum.

BA freshman will benefit both academically and socially from the IPET program.

Students will practice learning the following academic skills generated from the IPET
project and curriculum: learning how to develop scientific investigations and how to
collect, manage, analyze, and interpret data; learning the language of science by
writing research reports, learning how to navigate databases, to identify and interpret
primary source articles, and to assess the validity and content of information.

The IPET curriculum will also focus on supporting students to develop the following

social skills: working in small groups that encourage effective collaboration,
delivering useful, accurate information to community agencies that can use their
findings, learning from teams of instructors who model collegiality and effective
teamwork. IPET faculty teams will meet weekly to discuss students' academic and
social progress.

IPET projects will vary from team to team depending on the teachers' backgrounds
and expertise. In every IPET project, students will: conduct primary research, follow
the scientific method, learn to collaborate in small groups on a real-world, long-term
project, use various technologies (GIS, GPS, electronic sensors, etc.) to solve
problems, continue to develop writing and presentation skills in various media,
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communicate their research findings to the appropriate audience in the community,
benefit from the effective integration of three academic disciplines.

Projects will involve research that will be conducted at various Southern Maine sites.
Each June, students present the results of their research in an IPET Symposium to
which students, parents, and members of the community are invited. Skills and
objectives within planned units of study will include the following learning objectives
and goals, or SWABTSs (Students Will Be Able To): read both scientific and literary texts
analytically; read and correctly cite primary source scientific literature and incorporate
in writing; conduct scientific research using primary and secondary sources (using
university and orally and in writing; cite sources using correct APA citation; practice
using scientific voice and style orally and in writing; read and analyze theories of
scientific and literary criticism; develop presentation skills acquisition and reflection
through multidisciplinary project; students will practice making cross-curricular
connections between scientific reasoning, creative and critical thinking, literary
analysis and students will develop and revise both their analytical and imaginative
writing students will practice analytical thinking and communication skills such as
close reading of a text, pattern location, and analysis; students will practice taking a
reflective attitude toward reading and writing, especially in the areas of voice and
style development. Students will also practice making observations about their
surroundings in the field for further analysis, clarify and revise their written work, as
well as practice peer editing, and practice writing using scientific writing style
conventions and voice.

Technology skills incorporated into the IPET course include database research and

source evaluation skills such as: Boolean and advanced searches; NoodleBib,
differentiate between and read/use effectively primary and secondary sources,
reading scientific articles (primary and secondary sources), source evaluation,
attention to audience and purpose. Writing will be emphasized through the
following course components: Logs-text and personal responses; to promote
fluency and develop ideas for formal writing; notice patterns; use and analyze text
supports (direct quotes); Process Writing/Writer's Workshop-peer critique process
impact, voice, attention to audience and purpose, organization, and style;
Research- read and cite journal articles, use databases, APA format, and other
conventions; P3

-"Potentially Publishable Product," one or more writings (like personal essay,
poem, short story, play, etc.) go through revision and may be submitted to
Threshold or published on the IPET Showcase webpage or in other venues;
Portfolio-an electronic collection of representative works in all classes that
continues all four years; tech teacher often helps assemble; reflection advised.

13



In order to achieve full integration and cohesion among the courses and among the IPET

team, there will be weekly team meetings to discuss integrated and distinct
curricula, especially IPET Project development, goals, and problems; individual and
collective student needs and adjustment toTJ; and to develop cohesion and trust
among the members of the IPET team.

A.2vi: Measurable Objectives

Baxter Academy's curriculum is framed around answering questions, studying
relevant, scientific questions and dilemmas and solving problems as they are found
in the professional world and in local communities. BA students and faculty will
study questions that cut across academic disciplines and integrate the curriculum
with actual work experiences. In the junior year, students will work and learn at
businesses, schools, nonprofit organizations and/or professional associations in
Southern Maine. These STEM internships are unpaid and students will develop and
implement a specific project to contribute to that company or organization.
Internships will take place for 8-10 hours per week for one semester during the
students' junior year.

During their senior year, students must complete and pass a Senior Capstone Project
in order to graduate. Students will choose an area of specialization within STEM,

for example: engineering, product design, multimedia production, environmental
studies, web design, software development, architecture etc. Students will

complete the senior capstone under the guidance of a mentor in that field.

A.2vii: Alignment to Standards

As Maine is in the process of implementing Common Core learning standards,
Baxter Academy has adhered to these standards in their English Language Arts and
Mathematics curricula. We have found these standards include those found in the
Maine Learning Results and are often more rigorous. In content areas not covered
by the Common Core, BA has used the Maine Learning Results as a baseline
standard when developing curriculum maps. BA has meticulously made sure each
topic mentioned in the Common Core and Maine Learning Results is covered in
their curriculum map and has included all mentioned skills relating to
communication, collaboration, inquiry, etc. However, as BA's objective is to prepare
students to compete for high-level professional occupations, BA's goal is to provide
curricula that exceeds the expectations set by state standards.

It should also be noted that though teachers will be covering all stipulated topics, they

will be designing projects based on the needs of the students in their classroom.
Therefore, the curricula is designed to provide teachers with the flexibility to cater to
students while keeping the learning standards in mind. All projects will adhere to the

14



Common Core and Maine Learning Results, but will not be determined in advance.
See Appendix A for sample projects and evidence of alignment to standards.

A.2viii: Subject Area Content and Skills
Students will be required to take 28 credits for graduation from the
following academic disciplines:

e Science and Technology: 5 credits required Integrated Physics, English and Technology
(IPET)= Physics +.5 technology, chemistry, physics, plus 1 elective

**|PET is a required course in grade 9**

e Math: 4 credits required (algebra, geometry+trig, calculus, plus 1 elective)
e English: 4 credits required (IPET=composition, plus 3 electives)
e Social Studies: 3 credits required (World Geography and Politics, Finance & Global

Economics, American History &
Civics)

* Foreign Language: 2 credits of same language required (Mandarin Chinese will be
offered on-site, we anticipate that Russian, Japanese, Latin, Spanish, and French
will be offered online)

e Art and Design: 1 credit required - Foundations of Art & Design required for

all incoming freshman and sophomores

e Physical Education, Recreation and Health: 1 credit required (lunch
seminar for health) plus off campus trips to hike, bike, climb, sail, kayak,
snowshoe and ski will count towards this requirement

e Junior Stem Internship: 1/2 credit required

e Senior STEM Capstone Project: 1 credit required

Integrated Freshman Program

Baxter will offer an integrated freshman program that will blend math, science, engineering and
language arts, as well art and social studies. This program will focus on building skills that will
be the foundation for the next three years and beyond. Since students will be entering Baxter
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from a variety of middle schools, and will have range of skills and prior knowledge, this program
will be designed to work with and challenge all students, regardless of ability.

How does the program work?

Classes of 16 students will take math, language arts, physics and engineering together. Art and
social studies may also be integrated into this program if curriculums align, and as teachers
work together to make learning relevant and authentic. Students will work on projects
requiring skills in each of these fields to solve.

Why an integrated program?

The primary purpose of the freshman year at Baxter is to build key foundational skills and to
make learning relevant. An integrated program allows Baxter to achieve these goals. Projects in
the freshman year will be designed around building these foundation skills, which include:

Identifying core problems, questions and variables

Conducting effective research

Working through the engineering design cycle and scientific method

Applying math to solve problems

Engaging in error analysis

Iterating designs or experiments

Learning effective and efficient communication through writing and presentation
Reinforcing commitment and follow through

By exploring subject areas through the lens of real-world, hands-on projects, students gain
appreciation for all fields of study. Being strong in one or two subjects areas will not yield
positive results; only work that draws upon multiple fields will ultimately be successful.
Moreover, by focusing on skills in addition to content, projects are scalable and keep all
students challenged and expanding their zones of proximal development.

Sophomore, Junior and Senior Years:

One way to look at the integrated curriculum is as a system of best practice that is part of the
STEM philosophy. While it is at its most obvious and explicit in the Freshman year, its ethos and
guiding principles continue through all four years of the Baxter Academy program. The
integrated curriculum, as detailed above, is designed to transition students successfully to the
high school environment, to higher education, and to the habits, discipline, and joys of life-long
learning. The first year establishes patterns of mind and practice that emphasize raising and
answering questions across the curriculum; analyzing risks, costs, and failure; and forming a
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personal practice of revision and redesign that stretches from the language arts to physics. The
integrated curriculum builds community and collaboration as well as independent inquiry.

During the sophomore year and beyond, these habits should be firmly enough in place that a
formal overarching structure is no longer necessary to practice, refine, and remain committed
to the integration philosophy. Instead, personal choice and the drives of individual learning
styles are prioritized so that students can schedule the classes that suit their skills and interests,
as well as pursue the sustained ongoing long-term projects that remain a part of the integrated
curriculum philosophy through all four years at Baxter.

Student Learning Plans. Before the start of the year, we will meet with each student and his/her

parents/guardians to create a Student Learning Plan. The goal of this session, in addition to
getting to know each student better, will be to personalize the curriculum in a way that will
meet the student’s academic needs and personal goals while also ensuring they master critical
knowledge and skills that will prepare them for a successful Baxter Academy learning
experience and any and all learning experiences beyond our doors. This Student Learning Plan
will be reviewed on an ongoing basis during student-led conferences to ensure students are
meeting rigorous academic requirements as well as personal needs and will be revised as
needed.

Below we provide examples of course offerings for each grade, though the individualization of
each student’s learning plan will likely result in intentional deviations from this.

Core courses: Grade 9 Potential areas of student individualization

1 Science - Physics 1 Elective
Marine Archeology & Salvage

1 Elective

Parametric CAD [, Parametric CAD I,
Composition, Classic World Literature, Creative
Writing

1 English

1 Math - Applied Math

1 Social Studies - World Geography &
Politics
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1 Foreign Language (Chinese 1)

.5 Art - Foundations of Art & Design

.5 Engineering - foundations of engineering

Core courses: Grade 10

Potential areas of student individualization

1 Math

Geometry/Trigonometry, Pre-Calculus

1 Science - Chemistry

1 Social Studies - Finance & Global
Economics

1 English Elective (Shakespeare)

Shakespeare, Short Stories, Classic World
Literature, Creative Writing

1 Foreign Language (Chinese Il)

.5 Art - Digital Media

1.5 Elective

Earth Science, Audio Production,
Java programming, Boat design, CAD:
Rendering and Animation, Fabrication,
Psychology of Learning, Economics

Core courses: Grade 11

Potential areas of student individualization

1 Math

Geometry/Trigonometry, Pre-Calculus,
Calculus, Statistics

1 Science — Biology

1 Social Studies - American History &
Civics

.5 STEM Internship (Friends of Casco Bay)

Friends of Casco Bay, National Semiconductor,
WEX

1 English Elective

Journalism & Blogging, American Literature,
Modern World Literature, Creative Writing,
Poetry & Drama

2.5 Electives

Energy: Production to Policy, Anatomy, Circuit
Design, Personal Finance, Video Production,
Digital Media, Entrepreneurship, CAD:
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Rendering and Animation, Fabrication,
Psychology of Learning, Economics

Core courses: Grade 12

Potential areas of student individualization

1 Math Elective

Calculus, Differential Equations, Statistics

1 Senior Science or Engineering

Marine Biology, Advanced Engineering,
advancted Physics

1 English elective

Moral Philosophy, Shakespeare, Modern World
Literature, Creative Writing, Poetry & Drama

1 Senior Capstone Project

Gulf of Maine Fisheries Management, Tar Sand
Petroleum Pipelines, Hurricane Computer
Modeling

3 Electives

Marine Biology, Yearbook, Personal Finance,
Energy: Production to Policy, Advance C++,
Statistics, Harmonics, Boat Design,
Entrepreneurship, CAD: Rendering and
Animation, Fabrication, Psychology of Learning,
Economics

A.2x: Instructional Design

Baxter Academy will follow the same design principles as those found at High Tech High in San

Diego. These include the following:
* Personalization
e Adult world connection
e Common intellectual mission

e Teacher as designer

These principles will permeate every aspect of life at BA: the small size of the school, the
openness of the facilities, the personalization through advisory meetings, the emphasis on
integrated, project-based learning and student exhibitions, the requirement that all students
complete internships in the community, and the provision of ample planning time for teacher

teams during the work day.

Personalization. Every BA student will start a Google Sites Digital Portfolio, and the
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student will be given the domain rights to the URL upon graduation. All staff will be
certified by Google in training students and new faculty members on the Google
platform, which will include utilizing Google Applications for Education. Each student
will have a staff advisor during their four years at Baxter, who will monitor the
student's personal and academic development and serve as the point of contact for
the family. Students will pursue personal interests through projects, and will compile
and present their best work in personal digital portfolios. Students with special needs
shall receive individual attention in a full inclusion model. Renovated facilities are
planned to be tailored to individual and small-group learning, including networked
wireless laptops, project rooms for hands-on activities, robotics and computer labs, a
Chinese classroom, a humanities classroom, an art room, and exhibition spaces for
individual work.

Adult World Connection. Since students experience some of their best learning
outside the school walls, juniors will complete a semester-long academic internship
in a local business or organization. Seniors can develop substantial projects that
enable them to learn while working on problems of interest and concern in the
community. In the 9th and 10th grade, students may "shadow" an adult through a
workday, perform community service in a group

project, or engage in "power lunches" with outside adults on issues of interest. BA will
also bring in experts from related professional fields for regular assemblies and
workshops with the students and faculty. Baxter's rented facilities, from the Rufus
Deering Lumber Company, have a distinctive high-tech "workplace" feel, with
windowed rooms with an ocean view, small-group learning and project areas,
laboratories that will be equipped with the latest technology, ubiquitous wireless
laptop access, and common areas where artwork and prototypes can be displayed.

Common Intellectual Mission. We make no distinction between "college prep" and
"technical" education; the program qualifies all students for college and success in
the world of work. Enrollment is non-selective and there is no tracking. The planned
curriculum is rigorous, providing the foundation for entry and success at the nation's
best colleges and universities. Assessment is performance-based, where all students
develop projects, solve problems, and present findings to community panels. All
students are required to complete an academic internship, a substantial senior
project, and a personal digital portfolio. Teacher teams have ample planning time to
devise integrated projects, common rubrics for assessment, and common rituals by
which all students demonstrate their learning and progress toward graduation.

Teacher as Designer. Teachers work in interdisciplinary student teams to develop the
program. The schedule accommodates team teaching, common planning time, project-
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based learning, work-based learning, and other regular interaction with the outside
world.

Advisory Program:

The advisory program will foster the following principles and standards in social,
emotional, and character education:

* Freshman Year Emphasis- character education (including anti-bullying)

e Sophomore Year Emphasis- career exploration & developing independence
e Junior Year Emphasis- college readiness and good decision-making

* Senior Emphasis- community service (senior capstone project)

Social, emotional and character education is an approach to learning, living, and

engaging core values into one's everyday life. In the development of knowledge,
skills, and abilities, character development enhances the learner's capacity to make
informed and responsible choices. It involves a shared educational commitment that
emphasizes the responsibilities and benefits of productive living in a global and
diverse society. Character education prepares students to come face to face with the
realities of life, equipped and capable of making ethically sound decisions and
responsible choices in a world of challenge,opportunity, and change.

The vast majority of Americans share a respect for fundamental traits of character--

honesty, compassion, justice, courage, generosity, perseverance, self-discipline,
responsibility, respect, and caring. Yet, in contemporary culture, many of our youth
face great uncertainties regarding issues of right versus wrong, and at an even
higher level of decision making, ethical choices that involve issues of right versus
right. Ambiguous actions on the part of youth and an inability to understand or care
about relationships or the human condition are in themselves ethical dilemmas.

Lessons in character building provide principles and practices that have the
potential to transform ethical ambiguity into ethical clarity. Students are
encouraged to think critically and act responsibly. Instructional materials,
methods, and strategies, when developed into interdisciplinary curricular themes,
support the classroom teacher's efforts to engage students in authentic learning
opportunities. Emerson once said, "Character is higher than intellect." Character
involves the choices we make. The choices students make with their acquired
knowledge from within our schools and beyond will shape their character and
their response to life.
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Flex Fridays:
Flex Fridays serve two important roles in Baxter Academy’s curriculum. First, they provide a

substantial period of time for students to work on large-scale, real-world problems. These
problems will allow students to apply the knowledge and skill gained in the classroom to
tangible and significant challenges. Second, and to a lesser degree, Flex Fridays also offer an
opportunity for students to learn skills or information that fall outside of the traditional
curriculum. Flex Fridays provide an opportunities for enrichment from guest speakers and field

trips without interrupting traditional class.

Why Student Projects?

Large-scale student projects provide an opportunity for students to develop skills and
experience that are not provided in conventional classroom settings; to apply and expand skills
learned in the classroom; and to explore topics in depth through real-world applications.
Students will learn to work systematically through a development process - scientific method
for science projects, engineering design cycle for engineering projects - that will teach project
and budget management, teamwork, iterative design, error analysis and learning from failure --

skills that will be a springboard toward success in both college and career.

What are Student Projects?

e Every student at Baxter Academy will have a STEM-related project throughout the
school year.

e Project lengths can vary from a minimum of a semester to multiple years.

e The projects can be chosen or created by the student(s) or an advisor, but must be
approved by the advisor.

e The number of students per project can vary from one - an individual project - to 20 or
more students, depending on the needs of the project.

e Every teacher at Baxter Academy will be a project advisor for 12-16 students.
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e A project can have multiple advisors and advisors can have multiple projects - however,
each advisor must be directly responsible for 12-16 students.

e Students are responsible and will be held accountable for every aspect of the project,
including defining objectives; developing and managing timelines, milestones and
budgets; task allocation; contacting suppliers; and producing a product.

e While some basic funding may be available, students should participate in raising the
funds needed to complete their projects.

e Students must give periodic reports, both written and Power Point, throughout the
project.

e Where applicable, projects must include detailed error analysis to show whether results
are valid.

e Unsuccessful projects are acceptable, so long as the student properly documents,
through failure analysis, the reasons for the failure and lessons learned. Unsuccessful

projects will often require more work than successful ones.

While the nature of student projects will vary, the underlying lessons will be the same. Some
students may choose to work in a large group to develop an experimental model for a fish
hatchery, others may want to work individually on a writing a database program with a local
company. In both cases students must work through prescribed procedures - the scientific
method for one and the engineering design cycle for the other. Both cases require students to
define the project objectives, be responsible for time, budget and project management, and
devise iterative creative solutions to a given problem. In most cases (it will be strongly
encouraged), projects will give back to the community. These are the skills needed to succeed
in the real world; they require time, responsibility and creativity; and they are found outside of

the standard high school curriculum.

What is Flex Friday? Why?

Traditional high school curriculum does not provide the time and space needed for these types

of projects. Material is often taught from a textbook than open-end real-world problem-solving,
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and, because of the wide range of material covered in a class, there is not enough time for
students to focus on and complete a multi-month problem or project. If there is an applied
problem, the focus is on solving the problem: the teacher defines a narrow objective and gives
all the necessary information, rather than requiring students to set the precise objectives based
on real-world goals, determine what information is required and, through web or other
sources, access and apply the necessary information. Science labs are confined to 1-2 hours,
focus on specific skills and concepts, and are designed to be easy to solve with little ambiguity;

they don’t have time to teach problem-solving or rigorous error analysis.

Real life is about solving long term problems, learning from failure, building on previous work,
working with colleagues, design review and iteration, time and resource management. None of

these are possible within the constraints of a conventional school schedule.

Flex Friday is designed to alleviate many of these issues. It will provide large blocks of time for
students to perform lengthy experiments, immerse themselves in project design or research,
and, through error analysis, learn from failure. Because all students will have the same time
available, groups of students will be able to coalesce around projects of common interest and
work collaboratively without scheduling difficulties. The significant amount of time will permit
students to work through a rigorous autonomous open-ended project development process,
reaching beyond textbooks or previous learning to access the necessary information. Teachers,
freed from other teaching obligations, will be able to focus on advising students as they work
through their projects, assisting with skill development and making sure they ask the right
questions, follow through on their work plans and collaborate effectively within work groups.
The blocks of time will facilitate development of web-based research skills and and work with

collaborating businesses and other institutions.

Field Trips, Workshops and Speakers
While most time on Flex Fridays will be reserved for student projects, some time will also be set
aside for various extra curricular activities. These include field trips, workshops and guest

speakers. In a traditional school schedule students taking field trips must miss other classes,
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and Flex Fridays will permit students to go on field trips without compromising classroom

learning.

There is much for students learn outside of the classroom. While some field trips and speakers
will focus on STEM related topics, an emphasis will be placed on the cultural enrichment. To
produce well rounded students, particularly as STEM focused high school, it is important for our
students to gain an appreciation for the arts. Portland and southern Maine wonderful resources

in the arts (music, theater, museums, etc.), and we should take advantage of them.

Friday mornings may also used for various workshops to teach knowledge and skills that do not
have a place in traditional curriculum but have value to STEM students. The workshops will be
held through the year, taught by both Baxter faculty and guest teachers. Workshops could
range from basic welding to a study of non-Euclidean geometry to calibrating advanced sensors

for testing equipment.

It is important to reiterate, a large majority of time on flex friday will be devoted to student
projects. These extra curricular may only account for 4-8 hours a month, but it is important that

time is available in the schedule to make room out-of-classroom enrichment.

A typical day for a student on Flex Friday
8-10am: Circuits class field trip to the National Semiconductor
10-11am: SCRUM (project management) meetings with groups and project advisors to
go over last week's progress and develop next work plan.
11-noon: Set up experiment
12-12:30: Lunch
12:30-2: Run experiments
2-2:30: Debrief experiments

Homework: analyze results from experiments, including error analysis

Narrative example
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One teacher on the Baxter Academy Advisory Board teaches high school engineering and
previously taught engineering in a middle school. He had worked for five years as an advanced
robotics engineer at a robotics research and development company. He saw that many
engineering students with excellent high school records dropped out of college engineering
programs because the students had not been properly prepared. In his own experience, his
projects outside of school (many of which were failures) were key to his engineering success. In
talking with engineering colleagues about what helped make them successful, they spoke about
large-scale projects they had worked on when they were a teenager. One of the best
engineering universities, Olin, has incorporated student projects widely into its curriculum, and

other college engineering and science departments are following suit.

In the middle school his students did large-scale projects, ranging from building a 12’ sailboat,
to hovercraft that could hold 6 students, to an CNC 3 axis router build out of Legos. In high
school he created a class, Advance Project Design (APD), that was dedicated to one large
project. In this class students were responsible for every aspect of the project, from the design
and construction to the time and budget management. They used industry standard
procedures, such as Gantt charts and SCRUM (an iterative and incremental project
management framework), and industry tools, such as Solidworks and Excel. In its first year, APD
students designed and built a powerful windtunnel and related sensors that produces the
highest wind speeds of any wind tunnel in the state of Maine (exceeding 230MPH). In its
second year, APD students designed and build a gas-fired kiln for the art department capable of
reaching 3200 deg F (granite melts around 2250 deg F). These projects successfully taught

students a wide range of substantive and real-world skills.

Student projects at Baxter Academy will expand on experience with the APD classes. Flex
Fridays will address one of the problems experienced in the APD program: time management
was problematic because it had to meet several times a week for short periods, and just as
students started to get into a project they had to clean up. It was clear that a larger blocks of

time would be far more productive. The APD classes were also constrained by students’
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scheduling conflicts; students interested in the class frequently could not attend because of

other scheduled commitments. Flex Friday will address both issues.

Technology:

The use of Google Chromebooks and Google tools for education is integral to
BA's instructional design. For a full description of technological tools that will be
used in our classrooms, see Appendix B.

A.2xi: Class Size and Structure

Classes will be made up of approximately 15-20 students, one teacher, and the
necessary number of Ed Techs. Students will spend class time learning through
lecture-directed instruction and working on projects in small groups of two to four
students. Students will sit at tables to accommodate the use of Google Chromebooks
and maximize seating flexibility for group work. Students will use Google
Chromebooks in all classes to take notes, conduct research, and develop projects.

A.2xii: Teaching Methods
Teachers will introduce material through lecture-based instruction, collaborate with

students to chose driving questions for projects, and serve as guides and facilitators as
students engage in Project-based Learning. Teachers will incorporate technology into
their instruction through the use of PowerPoint presentations, videos, and virtual
demonstrations. See "Teacher as Designer" in Section A.2x for more information.

A.2xiii: Research on Project-based Learning
Overall, the research on Project-based Learning (PBL) reports positive outcomes

related to student learning in the areas of content knowledge, collaborative skills,
engagement and motivation, critical thinking and problem-solving skills. This
summary utilizes Thomas's (2000) five criteria to define PBL: (a) "Projects are central,
not peripheral to the curriculum"; (b) "projects are focused on questions or problems
that 'drive' students to encounter (and struggle with) the central concepts and
principals of the discipline"; (c) "projects involve students in a constructive
investigation"; (d) "projects are student-driven to some significant degree"; and (e)
"projects are realistic, not school-like" (p. 3-4). Collaboration is also included as a
sixth criterion of PBL.

PBL has several positive effects on student learning and content knowledge.
Compared to traditional classes, students in PBL classes performed better on
assessments of content knowledge (Boaler, 1997; Penuel & Means, 2000; Stepien, et
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al., 1993). Research also reported that PBL had a positive effect on specific groups of
students. For example, students with average to low verbal ability and students with
little previous content knowledge learned more in PBL classes than in traditional
classes (Mergendoller, et al., 2006; Mioduser & Betzer,

2003). In addition, students were able to demonstrate specific content area skills
after taking part in PBL (Mioduser & Betzer, 2003; Peck, et al., 1998). For instance,
students working on a geometry project linked to architecture and design utilized
measurement skills as they developed their blueprints, of which 84% met
architectural building standards (Barron, et al., 1998). In sum, students taught in
PBL classes emerged with useful, real-world content knowledge that they could
apply to a variety of tasks (Bealer, 1997).

PBL also has resulted in high levels of student engagement (Belland, et al., 2006; Brush &
Saye, 2008). For instance, in one study within an economics classroom, a PBL unit engaged the
lowest and highest level students as well as those students who were least interested in
economics at the start of the unit (Ravitz & Mergendoller, 2005). Another study reported that
PBL had a positive effect on student motivation to learn (Bartscher, et al., 1995). According to
elementary teachers, who reported using 37% of their overall instruction time on PBL,
students' work ethic improved as well as their confidence and attitudes towards learning as a
result of PBL (Tretten & Zachariou, 1995). Conversely, one study found that high school
student engagement and/or participation were difficult to maintain (Edelson, et al., 1999).

Students who participated in PBL also benefitted from improved critical thinking and
problem- solving skills (Mergendoller, et al., 2006; Shepherd, 1998; Tretten &

Zachariou, 1995). In particular, one study of PBL showed a positive effect on low-

ability students, who increased their use of critical-thinking skills including

synthesizing, evaluating, predicting, and reflecting by

446% while high-ability students improved by 76% (Horan, et al., 1996). Furthermore, during
PBL, students showed initiative by utilizing resources and revising work, behaviors that were
uncharacteristic of them before they engaged in PBL (Barron, et al., 1998).

In addition, PBL has been shown to benefit a variety of students in developing
collaborative skills. For example, through PBL, elementary students learned to
understand multiple perspectives (Chanlin, 2008) and conflict resolution skills
(Chanlin, 2008); special education students developed social skills such as patience
and empathy (Belland, et al., 2006); and low-ability students demonstrated initiative,
management, teamwork, and conscientiousness as they worked in groups (Horan, et
al., 1996). Students also enjoyed PBL because it gave them opportunities to interact
with their friends and make new friends through cooperative projects (Belland, et al.,
2006; Lightner, et al., 2007). However, group- and self- efficacy were found to depend
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largely on the quality of the group process (Weng-yi Cheng, et al., 2008) while high
school students struggled to work positively in small groups (Achilles & Hoover,
1996).

Several studies found that PBL is challenging for teachers to enact despite its positive
benefits. For example, one study found the following barriers to successful
implementation of PBL: (a) projects were time-consuming, (b) classrooms felt
disorderly, (c) teachers could not control the flow of information, (d) it was difficult
to balance giving students independence and providing them supports, (e) it was
difficult to incorporate technology as a cognitive tool, and (f) authentic assessments
were hard to design (Marx, et al., 1997). In addition, the authors found that teachers
generally focused on addressing one or two of these challenges at a time and moved
back and forth between old habits and new ideas, incorporating the new
information gradually and with varied success (Marx, et al., 1994; Marx, et al., 1997).
Teachers also may struggle with entrenched beliefs when attempting to implement
PBL. For example, it may be challenging to negotiate between giving students
opportunities to explore their interests or covering the state standards, allowing
students to develop individual answers or providing students with one correct
answer, and empowering students to direct their learning or controlling the
distribution of expert knowledge (Ladewski, et al., 1991).

In summary, research indicates that PBL: (a) has a positive effect on student content
knowledge and the development of skills such as collaboration, critical thinking, and
problem solving; (b) benefits students by increasing their motivation and engagement;
and (c) is challenging for teachers to implement, leading to the conclusion that
teachers need support in order to plan and enact PBL effectively while students need
support including help setting up and directing initial inquiry, organizing their time to
complete tasks, and integrating technology into projects in meaningful ways (Brush &
Saye, 2008; Krajcik, et al., 1998).

A.2xv: Research on STEM-focused Instruction
See Section A.2iv for more information.

A.2xvi: Differentiation of Instruction

Baxter Academy will adhere to the guidelines outlined by Universal Design for
Learning (UDL) (CAST, 2011). These guidelines are based on the principle that all
students have strengths and weaknesses whether they carry a label or not. In
addition, they are based on the idea that an integrated environment that takes every
learner's needs into consideration benefits every learner. For example, a UDL teacher
may understand that some learners in their classroom are English Language Learners
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(ELLs) and will have difficulty with some of the vocabulary the class will be using in a
discussion. That teacher would then provide images to accompany key ideas to help
the ELLs follow the conversation. However, though other students can follow the
conversation without the use of pictures, the pictures may give them a different
perspective that deepens their understanding of the topic. Therefore, the
accommodation for a specific group of learners benefits the entire group. As BA will
welcome all learners and teach them in an integrated environment, students in the
class will benefit from a variety of perspectives, methods of communicating ideas, and
ways of interacting with information.

BA's Project-based Learning (PBL) method is ideal for providing instruction to a diverse
range of students. As students collaborate with teachers to form the driving questions
for their projects, students have the opportunity to study questions that are engaging
to them and have practical significance to their lives. Therefore, they will be motivated
to contribute to the group according

to their strengths and will be willing to take on challenges in pursuit of a

meaningful goal. In addition, PBL is a highly collaborative process, which allows
students to naturally support each other and take advantage of the potential of

the collective rather than asking each individual to perform on their own.

Therefore, when students engage in activities they find challenging, they can be
confident that others in the group will model the activities for them and provide
assistance when necessary for the benefit of the project. Thus students will have
natural scaffolding as they work on subject material and/or skills they find

challenging.

BA's emphasis on integrating technology into the classroom, specifically the Google
Chromebook and Google tools for education, also provides natural differentiation for
learners See Appendix B for more information on these technological tools. Students
will be interacting with information through traditional methods that involve reading
text and writing formal papers, but they will also be interacting with three-
dimensional representations of ideas through Google Sketch-Up, generating and
enriching their ideas with the assistance of search engines, and simulating
mathematical and engineering processes through Google Math tab. Students will
have access to the Google Chrome Web store, where they will have access to a
variety of applications to customize their learning experience.

BA will also take advantage of resources such as the Khan Academy, which provides
video lectures on a variety of topics. This technology helps individualize instruction
for learners by recognizing students learn at different rates and require different
amounts of repetition. If students are struggling to understand a concept in class,
they can review the topic at their own pace by watching these lectures, pausing
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when necessary, and returning to previous sections to hear information again. If
needed, BA will also collaborate with ALLTech, an adaptive technology consulting
firm, to ensure we meet the needs of students with more severe special needs.
Recent technological advances have made it possible to include students in the
general classroom who were previously barred from accessing information and
participating in classroom activities due to severe physical and mental disabilities.
Students can convert speech to text with Dragon Dictation, move a mouse with their
head with Camera Mouse, and practice their speech and build their vocabulary with
Vocab Ahead. As needs arise, BA will take advantage of other technological resources
such as those suggested on the UDL website (www.udlcenter.org) to ensure all
students have access to necessary information and can participate in classroom
activities.

Though the learning environment will naturally support students with special needs, BA will
also provide educators and support staff to ensure students' needs are being adequately met
in the classroom. The Coordinator, Special Services will write Individualized Education Plans
(IEPs), supervise the implementation of IEPs, and monitor students' progress on the IEPs and
make any necessary modifications. The Coordinator, Special Services will also provide
additional support for students by teaching students who need additional practice in academic
or social skills to be able to fully participate in group activities. These small groups will take
place on Flex Fridays to minimize disruptions to the classroom. BA will also employ Educational
Technicians (Ed Techs) as classroom support staff and educational aids. Ed Techs will provide
push-in services, sitting in the classroom with students who need additional support. Ed Techs
will help students take advantage of the various learning resources in the classroom and help
them practice strategies to ensure students are able to access all information in the classroom.

A.2xviii: Professional Development
Baxter Academy is committed to recruiting and developing a highly qualified teaching

staff and ensuring our staff is supported as they grow and develop as professionals.
We will offer our year one staff one week of Professional Development before the
start of the school year, from September 4-8, 2012. These all day professional
development sessions will focus on: training staff on Google platform and Google
Applications for Education, developing co-planning time both within and outside of the
academic schedule.

BA will also provide professional development throughout the year through free
online webinars and resources, including our You Tube site, which contains various
video tutorials. We have set aside two professional development days during the
year in which teachers can receive additional training, assess the program, and make
necessary modifications. BA does not
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believe in creating late-start or early-dismissal days for professional development, for
we believe teachers are entitled to full days rather than a few hours. Therefore BA
provides teachers with seven full days of professional development during the summer
and throughout the year.

In addition, BA will encourage all teachers to acquire individual memberships with
the Association of Computer Technology Educators of Maine (ACTEM), which
provides its members with $S400 of professional development each year. BA will

also join ACTEM as a school, which will provide all teachers in the school with free
access to the annual state-wide conference.

Teachers will be granted release time and some funding for additional professional
development as needed. In future years BA will reimburse teachers for institutes and
courses they attend at such institutions as the University of Southern Maine.

The Head of School will further ensure the development of our teachers by
conducting formal and informal observations throughout the year. Informal
observations consist of unannounced walk-throughs lasting 15-20 minutes, followed
by feedback for teachers. Formal observations consist of a pre-observation consult,
in which teachers and the Head of School

discuss the instructional techniques the Head of School will be evaluating during the
lesson and teacher's goals. Then the Head of School will observe the lesson and give
formal feedback through a post-observation meeting. For more information, see the
Employee Handbook in Appendix C.

A.2xix: Co-curricular and Extracurricular programs

Baxter students may participate in sporting activities at their hometown high school
since Baxter Academy will focus on the above learning goals rather than channeling
resources into physical education or sports teams. As advanced students will be
continuously challenged in the classroom using cluster grouping to focus their talents
on projects that match their abilities, BA will not have any need for pullout gifted and
talented classes or separate AP classes. Student to student and student to faculty
collaboration will be at the foundation of instruction and learning, and both students
and faculty will be given many opportunities to learn from and share one another's
unique interests and skills. Students will also be offered the opportunity to attend
classes at the USM Portland Campus. BA will also not have a valedictorian or class
ranking system for students.

A.3 Special Student Populations
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Baxter Academy (BA) will provide equal educational opportunities to students with
diverse learning needs. This includes students with disabilities, English Language
Learners (ELLs), and gifted students. BA is committed to providing a Free Appropriate
Public Education (FAPE) in the Least Restrictive Environment (LRE) for students with
disabilities. BA will comply with all Special Education mandates as specified in the
Individuals with Disabilities Education Improvement Act (IDEIA) of 2004 and Chapter
101, Maine's Special Education regulations. SA will also comply with Section 504 of the
Rehabilitation Act, providing educational accommodations to students with disabilities
who are not already served by IDEIA.

A.3i: Education Plan for Students with Special Needs

Baxter Academy is committed to providing an educational environment in which all
students can learn. The plans for differentiating instruction and providing necessary
accommodations have been outlined in Section A.2xvi of this application. BA has
described our methods of ensuring students have physical access to all field trips in
the section describing students with 504 Plans.

Given that we will initially be admitting 9th and 10th grade students, SA will adhere to

current transition plans provided for students with disabilities. Transition plans will be
developed in accordance with Special Education regulations in cases where students
do not have transition plans. As internships and preparation for professional
occupations is also integral to SA's mission, we plan to take advantage of the services
of a volunteer life coach. This life coach will provide consultation services and help
students' transition from an academic setting to a more professional setting. We also
have a strong advisory program (see Section A.2x) to

provide transitional services for students.

A.3ii: English Language Learners
As the greater Portland area has a high population of immigrant communities, Baxter

Academy is committed to providing an educational environment in which English Language

Learners (ELLs) have access to all educational concepts during school hours. BA
acknowledges that students may be exceptionally brilliant but may not be able to comprehend
concepts due to language barriers. SA's plan for accommodating the needs of these individuals
is two-fold: we will make concepts accessible to students who do not proficiently understand
English while also developing plans to help them develop their English Language skills. While
students are working to build their English proficiency, they can take advantage of such as
technologies as Google translator to help them understand written text. Teachers will also be
representing information in a variety of ways such as with images and models, which provide
students with non-language-based methods for learning materials. In addition, as SA's learning
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environment is highly collaborative, students can assist each other by representing their ideas
in a variety of ways including different wordings of concepts, hand gestures, drawings, etc. The
plans for differentiating instruction outlined in Section A.2xvi of this application also apply to
the education of ELLs. Portland also has a Multilingual and Multicultural Center, which
includes translation services, interpretation services, a multicultural library, and trainings,
workshops, and seminars for educational institutions. The University of Southern Maine,
Bowdoin College, and Bates College are additional resources available to us to provide us with
information and expertise as needed.

With the supports put in place to help ELLs learn in the classroom, it is possible ELLs will begin
to build their English proficiency skills without additional assistance. After evaluating the ELL
population we receive, BA will determine whether it is necessary to plan special small-group
classes to help develop the English proficiency skills to ELL students. If necessary, BA will either
hire a staff person certified to work with ELL students or will take advantage of local
translation services to ensure these students develop their English language skills.

A.3iii: Gifted Students

Baxter Academy will strive to meet the educational needs of all students including
those identified as gifted. Gifted students will be served in a variety of ways including
cluster grouping in heterogeneous classrooms, weekly meetings with an advanced
math and computer science specialist, and extended opportunities for independent,
online, and community project based learning.

Most gifted students will be identified prior to enrollment in BA but all students will

continue to take the MAP Science Test, in addition to the MAP test for Reading and
Math. While enrolled in BA, gifted students will be a part of heterogeneously
grouped classrooms Monday through Thursday although they will be grouped by
ability within the classroom, a organization model called cluster grouping. Cluster
grouping has been shown to enhance the educational opportunities for both gifted
and non-gifted students
(http://cell.uindy.edu/docs/PBL%20research%20summary.pdf.) As part of Flex
Fridays gifted students will meet individually with a Math Specialist in order to ensure
that they are being continually challenged and served at their ability levels.

All students, including those identified as gifted, will also have ample opportunity to
pursue independent study for those courses that may not be offered on the BA
campus. Students will work with their advisers to develop goals and standards for
these independent studies and if a course of study is approved then credit will be
granted for adequate completion of course work. Because BA is fully committed to
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online education students will have access to a variety of current virtual courses
offered by some of the most respected names in education.
Such opportunities include MIT's Open Course Ware (http://ocw.mit.edu/courses/,) Yale's

Open_Yale Courses (http://oyc.yale.edu/,) and The Monterey Institute for Technology and

Education's AP Courses (http://archive.org/details/ap courses,) among others.

A.3iv: Students with 504 Plans

As 504 plans address the rights of individuals to participate in all aspects of life but
do not specifically address educational needs, Baxter Academy has ensured all people
with disabilities have access to all areas of the building and all opportunities. In
compliance with the Americans with Disability Act, BA is renovating our facilitates to
provide students with physical disabilities with such accommodations as wide
doorways, lifts, ramps, etc. As BA's extracurricular and co- curricular activities
encourage students to take advantage of local industries and resources, BA will
guarantee all students have the ability to participate in field trips and other
expeditions by determining any accessibility issues present at any destination and
making the appropriate accommodations. Though much of Maine is incredibly rural
and pose accessibility issues, BA is located in the greater Portland area, which is far
more urbanized. The city of Portland has stringent accessibility regulations, and we
do not anticipate much difficulty surrounding the ability of students to participate in
extracurricular and co-curricular activities.

A.3v: ldentification

Though students are usually identified before they reach the high school level, Baxter
Academy acknowledges that students from immigrant communities may not have
been identified. As "Child Find" tends to target younger populations, we have
implemented the portions of "Child Find" that are appropriate for our purposes.

BA will ensure that students suspected of having Special Educational needs due to
disabilities will be evaluated in a timely manner as delineated in Maine Chapter 101.
Furthermore, the smaller educational environment provided by BA may allow staff to
more quickly identify students with special educational needs, potentially due to
disabilities. Thus, BA will provide General Education Interventions to all students in
the areas of reading, writing, mathematics, and behavior. This will include screening
students for academic and behavioral risk and monitoring student progress for
students found to be at risk for academic and behavioral difficulties.

According to standard procedure as outlined by the Individuals with Disabilities Education Act

(IDEA), BA's screening process begins with identification by the teachers. All students will be
tested with the Northwest Evaluation Assessment (NWEA) for their reading and math levels. If
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students scores are concerning (approximately two grades below average), teachers will begin
to consider whether these students are candidates for evaluation. They will also evaluate
student performance in class, on projects, and on homework assignments to determine
whether they need a more Individual Education Plan (IEP). If students show they need
additional supports to absorb information and participate in class activities at optimum levels,
teachers will recommend these students be evaluated for an IEP. In addition, parents can
notice their students are struggling with the work and bring their concerns to teachers for
further consideration.

As BA is a small school and does not have the personnel to evaluate students on site,
IDEA stipulates that students will be provided with evaluation services through outside
sources.

A.3vi: IEP Plans

Once a student has been identified as requiring services, IDEA stipulates that a
Special Education Team be formed to determine the learning goals for the
student. This team will be comprised of the classroom teacher, Coordinator,
Special Services, Education Technician (Ed Tech), a parent or legal guardian, the
student (if above the age of 14) and any other necessary service providers such as
a speech therapist or occupational therapist. As Baxter Academy does not have
the resources to to employ such service providers, IDEA guarantees that students
will will have been provided with outside service providers as necessary. The
student's learning goals will ensure students meet the learning standards required
by the Common Core and Maine Learning Results. However, as BA considers these
standards to be baseline expectations, the team will also ensure the learning goals
reflect the goals of the school.

The team will also consider the supports students to which students will be entitled such as
additional supports to be provided to the student including additional time for assignments,
adapted or modified assignments, push-in and pullout support personnel, and necessary
adaptive technology. The Special Education Team will meet to write the initial IEP, then meet
annually to update the learning goals and assess the IEP for efficacy.

A.3vii: Progress Monitoring
It is important to note that Baxter Academy does not believe students with IEPs
should be held to a lower standard of excellence than students without one.
According to IDEA, the purpose of an IEP is to provide students with the supports
necessary to enable them to perform at a high level and enable them to participate in
all learning activities. If a student is not meeting expectations in the classroom, BA

36



assumes that the student is not receiving necessary supports, not that the student is
incapable of achieving at a high level.

As outlined in A.2.xvi and in Appendix N, the Coordinator, Special Services will be

responsible for the implementation of the IEP and the evaluation of its efficacy.
Teachers will be an instrumental part of this process, raising concerns if the student is
not able to meet learning goals for any reason. Should the IEP prove inadequate, the
Coordinator, Special Services can call the Special Education Team together to
reevaluate the IEP-stipulated supports and learning goals. If teachers or Ed Techs are
not able to provide the supports required by the IEP, the Director of Special Services
will either personally mentor them or recommend professional development that will
help educators meet the needs of their students.

If a student comes to BA with an existing IEP, BA will provide all the necessary
supports and ensure that student's learning goals are met. The process for
monitoring these students progress parallels the process for monitoring the
progress of students identified through our screening process.

A.3viii: Budget

Baxter Academy will receive additional funding to provide an exceptional education
for students with special needs. BA will use these funds to provide any additional
support staff necessary, adaptive technologies, additional software needs, and any
necessary professional development for teachers.

A.3ix: Staff

As previously stated, Baxter Academy will employ a Coordinator, Special Services and
Education Technologists (Ed Techs). As the student population and needs increase, BA
will increase their staff to accommodate the students who attend the school. The
Coordinator, Special Services will be highly knowledgeable about current research and
best practices for providing education to students with special needs, experienced in
writing comprehensive IEPs , experienced in working in special education in Maine
public schools, and experienced in mentoring other teachers to ensure they are able
to provide students with the necessary supports. The Ed Techs will be highly
knowledgeable in strategies to help students learn cope with their disabilities in the
classroom setting, sensitive to the academic and socio-emotional needs of students,
and skilled at developing modifications and accommodations for students in the
classroom. The roles and responsibilities of these staff members are outlined in
Section A.2xvi and in Appendix N. A.4 Assessment

A.4i: Approach to Assessment
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Baxter Academy assesses students formally and informally on an ongoing basis,
using the results to target subject areas for further instruction and ensure students
are receiving an excellent education. BA acknowledges that quantitative data is
necessary to ensure students are meeting state-wide standards of excellence and
will be able to compete at the college and professional level. However, BA also
acknowledges that though quantitative data is useful for ranking students, it is one
reflection of a student’s specific strengths and weaknesses and should not be
regarded as a comprehensive measure of a student's academic abilities. Therefore,
BA also emphasizes qualitative data that gives specific information to provide a full
picture of who the student is as a learner and as a developing professional.

It is important to note that BA will not offer students traditional letter grades. We
feel letter grades are a subjective measure of ranking students and distract from
learning. When students focus on grades, they can tend to view coursework as a list
of required tasks it is necessary to complete in order to earn a good grade. At BA,
we would rather students view learning as part of the process of completing
meaningful activities that have relevance to their community and their future as a
professional in a STEM-related field. In addition, as BA's mission is to prepare
students to become successful professionals, we recognize that prospective
employers are going to be far more interested in our students' ability to creatively
solve problems, collaborate with a group, and communicate their ideas effectively
than their ability to achieve a good grade in an academic setting. Therefore we
have chosen to evaluate our students in a manner that is relevant to their future
work experience.

A.4ii: Data Driven Assessments

Baxter Academy will use nationally-recognized formal assessments to both
formatively and summatively assess our students. At the 9th grade level,
students will be formatively assessed at the beginning of their year with the
Measures of Academic Progress (MAP), produced by the Northwest Evaluation
Assessment (NWEA). The information from this assessment will be used to
identify areas of instruction to target. Students will then take the MAP again at
the end of the year to ensure they have made adequate progress and have
achieved a sufficient level of content mastery.

At the 10th grade level, students again take the MAP assessment as a formative and
summative assessment. They will also take the PSAT as a formative assessment to
help teachers determine areas to target for instruction before students compete for
a National Merit Scholarship in 11th grade. Students will also take all SAT lis
relevant to their coursework to ensure they have made adequate progress and have
achieved a sufficient level of content mastery. Students will also have the option of
taking the MAP assessment for science.
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At the 11th grade level, students will take the SAT as a formative assessment to help

teachers determine areas to target for instruction before students take the test in
12th grade to help them gain access into a competitive college. They will also take
the PSAT as a summative assessment. In addition, they will take all SAT lis relevant to
their coursework to ensure they have made adequate progress and have achieved a
sufficient level of content mastery. Students will also have the option of taking the
MAP assessment for science.

At the 12th grade level, students will take the SAT as a summative assessment. They
will also take all SAT lis relevant to their coursework to ensure they have made
adequate progress and have achieved a sufficient level of content mastery. Students
will also have the option of taking the MAP assessment for science.

A 4iii: Subjective Assessments

All students will meet state-mandated requirements for a high school diploma. A
carefully designed assessment system will support student learning and provide
evidence that students demonstrate proficiency in the state standards in all eight
content areas. When "First Years" (incoming students) enter the school, teachers
will have carefully analyzed assessment data from their prior schools, most will have
taken the Northwest Evaluation Assessment (NWEA) Measures of Academic
Progress(MAP) tests in grade 8 or 9. These are annual nationally normed tests are
typically given in math and reading in the fall and spring. This analysis will determine
what each student knows and is able to do, creating the basis for the student's initial
Learning Plan. The Learning Plan will contain instructional goals (including identifying
evidence that will show the goals have been met), course content and instructional
strategies. At the close of each semester, students and their parents/guardians will
confer with the students' advisor to assess their learning. At these conferences, the
student and her/his teachers will present evidence of meeting the targeted
standards, identify strengths and areas for improvement and design the next Plan.
Evidence will be collected from standardized tests and

tools crafted to assess achievement of targeted standards. In the Third Year,
students' progress and body of evidence will be audited to ensure that all
requirements are on track. Any gaps in learning and skills will be intensively
remediated. In addition to standard-specific assessments, all students will take all
state-mandated tests, including the SAT in the Third Year.

At the beginning and end of each year, students engage in individual and collective

reflection about their own learning, the course offerings, and the school
environment, with their teachers and the school community as a whole. It is
important to note that data that is qualitative need not be subjective. BA has
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developed strict rubrics to ensure students are all being held to a high standard of
excellence, and that these standards reflect the standards to which they will be held
in college and professional settings.

A.4iv: Formative Assessments
See the sections on "Data Driven Assessments," "Subjective Assessments," and "Portfolio
Based Assessments" for details about the formative assessments offered by Baxter Academy.

A.4v: Portfolio Based Assessments

Every Baxter Academy student will start a Google Sites Digital Portfolio, and the student will
be given the domain rights to the URL upon graduation. Students will compile and present
their best work in personal digital portfolios. Portfolio based assessments allow students to
take charge of their own learning and begin to monitor their own progress based on their
individual goals. As students evaluate their work, they see ways in which their understanding
has deepened and their skills have improved. They also have the opportunity to recognize
ways in which they need to improve in order to complete their next project at a higher level.
Therefore, students are motivated to work towards learning goals that are meaningful to them
and will help them accomplish tasks that directly pertain to their interests and desired career
paths.

In addition, students have the chance to practice the skill of presenting their work
to an audience. They will be able to justify the decisions they make and hear
constructive feedback. Students will gain confidence in their skills as they have the
opportunity to watch others appreciate their work. This confidence will help them
grow as developing professionals preparing to present their skills to an employer
and will also give them the courage to take on new challenges. Students do not have
to fear constructive criticism because they know they have something of value to
offer to the professional community and understand that they can always
collaborate with others to support their weak areas.

As teachers are given autonomy in the projects they assign, they will determine the
number of submissions students are required to make into their portfolios every
semester and will set times for students to choose work to submit. Unless students
are involved in elaborate projects that last for extensive periods of time, it is
expected that students will make at least three submissions per semester to their
portfolio in every class. Students will participate in culminating exhibitions at least
once a semester in which they present their work to professionals in the
community. At least once a year, all students will choose their best project to display
in a school-wide project fair. Students will have the opportunity to share their work
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with their peers and gain inspiration from the ideas of others in the school
community.
See sample portfolio evaluation rubrics in Appendix D.

A.4vi: Evaluation of Individual Students

As Baxter Academy has decided not to assign students letter grades, we will take
every opportunity to alleviate parents' concerns about their students ability to gain
access to a good college. Many highly-regarded institutions, such as Harvard
University, New York University, and smaller private colleges, have flexible
admissions requirements to take advantage of students who have a less traditional
learning experience. For example, students who received a home- based education
have gained access to these institutions even though they have never received a
letter grade from an academic institution. These schools are far more concerned
with students academic accomplishments and extracurricular activities than they
are in a subjective measure of achievement such as a letter grade.

As BA provides students with rich opportunities to produce work that demonstrates
their ability to creatively analyze information and find solutions to practical
problems, our students are demonstrating the academic skills required by these
institutions on a daily basis. In addition, SA's extensive electives and ability to
provide students with internships gives students access to extracurricular
experiences to make the well-rounded individuals with much to contribute to
higher-learning settings.

Grading at BA is standards based. Standards are the skills and knowledge all students
need in each content area (such as art or science) to earn a diploma. Our standards
are based on the Maine Learning Results and national Common Core standards.
Students must demonstrate competency in the course standards in order to earn
credit in a class.

Students will be evaluated according to the following measures:

» Exceeds the standard: The student's work includes complexity, sophistication, originality,
depth, synthesis or application that clearly exceeds what would be expected to meet the
standards in this assessment. The work may not be perfect.

e Meets the standard: The student's work fundamentally meets the standard being
assessed and the assessment requirements.

e Partially meets the standard: The student has demonstrated a substantive attempt to
meet the standards but needs more time or effort to achieve competency.

e Does not meet the standard: The student does not demonstrate understanding or did not
attempt the assessment.
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See Appendix E for our project-based learning rubric.

A.4vii: Evaluation of School Performance
At Baxter Academy, we hold our students to a high standard of excellence. We hold
ourselves to that same high standard. As our sole purpose is to prepare our students
to receive an excellent college education and have a great career in a STEM-related
field, we take a personal interest in the progress of our students. BA students will
perform at least one percent higher than state-wide averages on all summative
assessments. However, we consider this standard a baseline requirement for
measuring our academic success. We will not be satisfied unless our students are
successfully solving complex problems and developing future career skills through our
elective course offerings. In time, we will also measure success by the number of BA
graduates that gain admittance to colleges and universities.

As outlined in previous sections, BA will be constantly assessing student progress and

modifying curriculum to target areas of instruction that require further attention.
Teachers should always be aware of their students' strengths and weaknesses as they
work to provide them with a rigorous education. Therefore, BA does not anticipate
being surprised by any concerning results to summative assessments at the end of
each academic year. See Appendix F for more details concerning school evaluation
standards.

A.4viii: Internal and External Assessments

SA's internal assessments are outlined in the "Portfolio Based Assessments,"
"Evaluation of Individual Students," and "Subjective Assessments" sections. The
external assessments we utilize are outlined in the "Data Driven Instruction"
section.

A.4ix: Promotion Policies and Criteria

Baxter Academy's innovative school model does not approach grade levels in the
traditional manner. Students will be required to meet all standards set forth by the
Common Core and Maine Learning Results, but they may meet these standards in
different grade levels than national and state standards specify. Students will be
promoted if they meet expectations for their core classes and meet their personal
learning goals. If students fail a core class, they will be required to enroll in summer
school to ensure they acquire the necessary content mastery and academic skills to
guarantee their success in the following grade.

It is important to note that BA's proactive assessment policy and highly supportive
school environment is designed to ensure students do not fail. BA's philosophy is
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that when students are not being successful, they are not being provided with the
right supports or have inappropriate goals.

Therefore, our teachers' practice of proactively modifying the curriculum and our
collaborative learning environment should foster student success. However, BA
does acknowledge that some situations are beyond our control. For example,
extenuating circumstances such as hospitalization may prevent a student from
attending school for a long period of time. We do have summer school in place to
accommodate students' needs in such cases. If students do not meet expectations
in an elective class, they will either not receive credit for the class or will need to
take the class again.

A.4x: Assessment and Modification of Academic Program

As previously stated, Baxter Academy teachers are expected to be proactively
assessing and modifying the curriculum based on formative assessments. BA has also
set aside two professional development days during the school year. Part of these
days will be spent evaluating the academic program as a group and making necessary
changes. In addition, BA recognizes that unanticipated problems will arise at various
times during the year, particularly in the first few years of operation. Our Head of
School and Coordinator, Special Services have an open-door policy and will address
problems as needs arise.

A.5 School Climate and Discipline

A.5i: Safe and Supportive School Climate
Students are expected to do a large portion of their learning in collaborative groups.

Therefore, establishing a safe and supportive school climate in which all students feel
confident contributing to the group, allowing others to support their weaknesses,
and taking on new challenges, is essential to Baxter Academy's mission. Section
A.1viii of this application outlines the school culture BA will foster. BA will employ a
variety of strategies to ensure the core tenants of our culture are adopted by the
students. Firstly, our teachers will recognize that the communication skills needed to
form successful collaborations and take advantage of the ideas of others in a group
need to be taught to students. Students need to be taught how to participate in
productive discussions by learning the strategies of turn-taking, building on each
others ideas, using respectful language, identifying each other's strengths, and
disagreeing with ideas rather than people. At the beginning of the year, teachers will
spend time coaching students in the skills they will need to work effectively in
groups.
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Once students possess these skills, BA anticipates few problems sustaining a safe and
supportive school climate. As students learn to listen to each other and recognize
each other's strengths, they will develop a genuine respect for their peers. As they
become successful in completing exciting and meaningful projects, they will recognize
their dependance on others and value their support and collaboration. BA also
anticipates that students will come to view their teachers as supportive guides as their
teachers provide them with resources and push their thinking without solving their
problems for them. Students will respect the superior knowledge and experience of
their teachers while also recognizing that they are developing the skills they need to
succeed without deferring to the authority traditionally held by a classroom
instructor.

A.5ii: Student Behavior Philosophy

Baxter Academy acknowledges that students need to be taught how to behave in an
appropriate manner. Therefore, BA will start by making sure expectations are clear to
all students. Teachers will establish expectations for their classroom and the school-
wide code of conduct at the beginning of the year and remind students when
necessary. Teachers will also coach students in how to meet these behavioral
expectations by providing them with strategies as outlined in the above section.
However, BA also acknowledges that factors affect student behavior besides unclear
expectations and lack of ability to meet those expectations. Students can behave in
inappropriate manners due to a variety of reasons including emotional disorders such
as Oppositional Defiance Disorder or traumatic home experiences such a death in the
family. Teachers and other staff will view inappropriate behavior as an identification
that there is an underlying issue and will never regard a student as malicious.

If a student exhibits inappropriate behavior due to underlying issues, teachers and the

Coordinator, Special Services will work together to determine whether this need can
be addressed by BA staff or whether the student is in need of additional services such
as a child psychologist. If it is possible the student needs an IEP to stipulate the
emotional supports they need to function in a school setting, students will be
identified for evaluation. In these cases, BA will follow the processes outlined in
Sections A.3v - A.3vii of this application. If evaluation is not deemed necessary, the
Coordinator, Special Services will support the classroom teacher in the development
of a behavior plan that will help the student overcome their issues and become a
productive member of our school.

A.5iii: Discipline Policy

The purpose of disciplinary action at Baxter Academy is to ensure that individual
students, their parents/guardians and the BA community stay focused on growth
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and learning. Prompt resolution of the problem or issues is expected. See Appendix
G for BA's full discipline policy.

A.5iv: Code of Conduct

BA students, parents/guardians and staff are expected to respect others and
support teaching and learning. Anyone engaging in the following forms of
offensive behavior may be subject to discipline including the possibility of
suspension or expulsion proceedings:

e Respect for others: All members of this community are expected to treat one
another with respect. This includes how we talk and interact with one another and
how we respect each other's property and personal space. Any student who steals
from the school, another student, or a staff member will be subject to an
expulsion hearing. Willfully causing physical harm to another member of the SA
community will lead to an expulsion hearing.

e Vandalism: All Students and Staff are urged to treat the building with care and respect.
No one is to injure, destroy, deface or trespass on school property. Since we have
recently remodeled school and because a clean environment is important to all,
vandalism will be dealt with severely. Parents/guardians will be responsible for
paying for any damage done to the building by their child. People with any
information about damage done to the building or its contents should report it to
the Head of School.

¢ Drugs, alcohol, and tobacco: Drugs, alcohol, and smoking are prohibited in the school, on the

campus, and at off-campus school functions. Violations can lead to suspension or an
expulsion hearing.
e Personal electronics: Cell phones must be off during school hours and stored in backpacks,
except during lunch, before and after school hours, or under the direct supervision of a
teacher. iPods and all similar electronic devices must be off and stored in backpacks. If it has
an on or off switch, it should be turned off for the duration of the school day. Headphones
may be used under the authorization of an BA faculty member.
e Computer games: BA provides technology for the educational benefit of members of
the community. Playing unauthorized recreational computer games or video games
on campus is not allowed.

The following offenses represent grounds for a mandatory suspension and mandatory

expulsion proceedings:
e Possession of a weapon (e.g., firearms, knives or explosives).

e Unlawful sale, or offer of any narcotic or controlled substance.

A.5v: Bullying and Harassment
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Baxter Academy maintains that it is critical that all members of the BA community respect
each others' rights, individuality, and differences. Courtesy, tolerance and mutual respect
provide the platform for sharing, learning, innovation and personal development. Accordingly,
it is the policy of BA to prohibit harassment of any kind, including harassment based on
gender, race, color, creed, religion, national origin, age, disability, sexual orientation or of a
sexual nature.

BA will implement a strong anti-bullying curriculum as part of an inclusion strategy
for all students but especially for those on the autism spectrum. According to the
National Institute of Mental Health, up to 25% of adolescents may experience mental,
emotional, or behavioral disabilities which may result in social exclusion or isolation.
To this end, BA will adhere to Maine LD 1237, An Act to Prevent Bullying and
Cyberbullying in Schools. In collaboration with school staff and students, BA will
develop policies and procedures to prevent bullying and harassment in school and to
proactively intervene when cases of bullying or harassment are found to have
occurred. Specifically, BA will draw upon research-based practices and programs
including but not limited to those found at www.stopbullying.gov. In addition to
preventing bullying and harassment, BA is committed to the overarching goal of
creating a positive school climate which is often the most effective way to prevent
bullying behavior.

BA believes that the most effective anti-bullying curricula create safe environments in

which students feel safe discussing ways in which they have been bullied or harassed
in the past (Source: New York 1, February 2012). When students share their stories,
they can help other victims feel supported as they work to address the situation in a
constructive manner. BA will implement curriculum that encourages students to take
the lead in making sure students are not victims of bullying or harassment in their
school. BA has already outlined ways in which we would encourage a safe and
supportive environment (see section "Safe and Supportive Environment"). We will
provide open forums to focus on this issue and will encourage students to engage in
open discussions and work together to find positive solutions. Students will
encourage each other to bring any issues to the attention of a teacher of the Head of
School so they can address the issue. Any students victimizing other students will be
subject to disciplinary action, as our discipline policy stipulates in Appendix G.

A.5vi: Sustaining a Learning Community that is Emotionally, Physically, and Socially
Safe
As stated above, Baxter Academy will not tolerate bullying practices that hinder the
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physical or emotional safety of our students. Additional methods used to sustain a
safe school climate in which students feel comfortable sharing ideas and taking
risks is outlined in the section "Safe and Supportive School Climate."

A.5vii: Supporting Academic Growth

Baxter Academy teachers and staff recognize the unique potential of all students
and are dedicated to creating an environment in which all students can achieve at
high levels. When students are experiencing difficulties, BA teachers and staff
creatively evaluate the problem by looking at their instructional practices, the
curriculum, and additional student needs rather than blaming the student. This
attitude will help students recognize that they will not be blamed for wrong ideas or
poor performance but will be supported as they work to improve. Additional
methods used to support academic growth are outlined in the section "Safe and
Supportive School Climate."

A.5viii: Social and Emotional Services

As outlined in previous sections, Baxter Academy's commitment to collaborative
learning provides natural social and emotional supports to students. However, we
also acknowledge that our school structure could pose some social and emotional
challenges for specific learners. For example, students may struggle if they are
uncomfortable sharing their ideas with peers, anxious when operating in a highly
stimulating environment, and hesitant to participate in environments that lack a rigid
structure. Teachers and the Coordinator, Special Services will be aware of these issues
and will proactively identify students who may need additional social or emotional
support.

In addition, though BA hopes such situations will not occur, we have to recognize
that some students may suffer from low self-esteem if they feel they are not able

to contribute to their group in a constructive manner or are constantly failing in

their endeavors. Naturally, if a student is constantly not meeting expectations in

the classroom, BA teachers will consider reasons why including the fact that the
student may be focusing on a STEM-related field that is not his strength, or the
possibility that the student should be identified as having special needs and given

an IEP. However, while teachers are determining the reason for a students lack of
achievement, it is important to remember the social and emotional needs of the
student.

A.5ix: Identification of Needs and Resources Provided

As a certified special education provider, our Coordinator, Special Services will have
the skills necessary to ensure students with mild social and emotional needs are
receiving necessary accommodations. Such accommodations could include small
group work on Flex Fridays to help speak confidently in front of a group of peers.
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When a student requires additional supports such as a child psychologist, the
Coordinator, Special Services will follow the processes outlined in Sections A.3v -
A.3vii of this application to have the student evaluated for an emotional disorder and
given an IEP. If additional training is needed to help the teacher or Coordinator,
Special Services provide supports necessary to meet a student's social or emotional
needs, professional development will be provided.

Students will also receive social and emotional support from the community in the
greater Portland area. One of the benefits of having students work with local
professionals is that students have the opportunity to meet different people and
experience different environments. Students who may struggle because they find the
classroom too stimulating may find they are quite successful when working on a
fishing boat in the ocean. Therefore, while this student will be receiving
accommodations to make the classroom a more conducive learning environment for
him, he can know that there are environments in which he can be a highly successful
learner and can begin to develop a sense of his niche in the professional world.

A.5x: Family Involvement

Baxter Academy acknowledges the rich support our students' parents and families
will provide. As we recruit students, we will reach out to families to help them
understand the importance of a STEM-focused education and the potential of their
children to achieve at high levels both academically and professionally. We want our
students' families to be excited about our mission and vision and to support their
students in their academic endeavors. Families will be invited to student
presentations at various times throughout the year so they can see their students'
progress and honor their accomplishments.

BA is committed to taking advantage of the rich resources available in the
community. One such resources is the families of BA students. If family members of
BA students are successful professionals in STEM-related fields, BA will invite them to
visit the school and discuss their career with interested students. Such parents can
also view student presentations and provide the same type of feedback students can
expect to receive in the workplace. BA may also ask if these parents are willing to
allow BA students to visit their workplaces and possibly intern there for a semester.

A.5xi: Satisfaction with School Climate

All key stakeholders, including students, parents, teachers, and other staff will be invited to
take an anonymous online survey at the end of every school year. Participants will rate their
satisfaction with the school climate and be invited to make suggestions for climate
improvement. Naturally, the Head of School will welcome feedback on the school culture at
any time so he can immediately address any concerns.
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A.5xii: Emergency Response

Baxter Academy is committed to the safety and security of students, faculty, staff, and
visitors on its campus. In order to support that commitment, the School Board has
asked for a thorough review of BA emergency mitigation/prevention, preparedness,
response, and recovery procedures relevant to natural and human caused disasters.

The School Emergency and Crisis Response Plan detailed in Appendix H is the official

policy of BA. It is a result of a comprehensive review and update of school policies in
the context of its location in Portland, Maine and in the current world situation. We
support its recommendations and commit the school's resources to ongoing training,
exercises, and maintenance required to keep it current. This plan is a blueprint that
relies on the commitment and expertise of individuals within and outside of the school
community. Furthermore, clear communication with emergency management officials
and ongoing monitoring of emergency management practices and advisories is
essential.

A.5xiii: Compliance with Applicable Laws

Baxter Academy's anti-bullying policy is in compliance with Maine LD 1237. Our
crisis management plan is in compliance with Statute Title 20-A 1001.16. Our
policies for supporting students with social and emotional needs is in compliance
with IDEA and MSRA 05-071 Chapter 101.
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B. Organizational and Operational Plan

B.1 School Calendar and Daily Schedule

B.1i: School Calendar
See Appendix |for Baxter Academy's School Calendar.

B.lii: Sample Daily Class Schedule See Appendix J for Baxter Academy's Daily
Class Schedule.

B.1liii: School Closing Procedures Baxter Academy will follow the decisions made by
the Portland Public Schools about when it is appropriate to close due to unsafe
conditions. As with Portland Public Schools, school closing decisions generally are
made by 5:30a.m. They are announced on the school website and on local radio
and television stations. Should conditions become unsafe after students have arrived
at school, BA may dismiss students early and contact parents through personal
phone calls.

B.2 Student Recruitment and Enrollment

B.2i: Grades Served; Minimum and Maximum Enrollment

(Exhibit B)
Projected Enrollment Table
Grades Ages 2013-2014 2014-2015 2015-2016 2016-2017 2017-2018
9 14-15 87 80 80 80 80
10 15-16 43 87 80 80 80
11 16-17 43 87 80 80
12 17-18 43 87 80
TOTAL 130 210 290 327 320

B.2ii: Student Recruitment and Enroliment

Baxter Academy will recruit students by advertising on our website (www.baxter-
academy.org) and on our Facebook page. We will submit press releases to local newspapers
and appear on television and radio shows. In addition, we will place posters in public libraries
and community centers.

In order to ensure parents from non-English-speaking nations have the opportunity
to become aware of BA and enroll their child if they so desire, all posters will state
that we offer translation services into Spanish, Japanese, Serbian, Vietnamese,
Somali, Arabic, Acholi, and Khmer. Should a parent who speaks any of these
languages request any information about BA or want help filling out the application,
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BA will refer them to the Portland Public Schools Multilingual and Multicultural
Center for translation services.

Lottery Procedures

Enrollment in Baxter Academy is open to all students who are residents of the state of

Maine. However, due to regulatory caps, BA may only accept 10% of any School
Administrative Unit's (SAU) student population per grade level in a SAU with more 500
students, and 5% of any SAU student population per grade level in a SAU with fewer than 500
students. We will not limit enrollment based on student's race, color, religion, national origin,
language spoken, intellectual or athletic ability. To ensure that children in Maine receive fair
and equitable opportunities to enroll in and attend public charter schools, in the event that we
receive more applicants than available spots in our school, we will hold a lottery to determine
which students may enroll.

During year one, BA will have 130 available spots, and we expect to have - 87 students in 9th
grade and 43 students in 10th grade. The following years, BA will always have 80 spots
available for students in 9th grade and will advertise open spots as they become available
during the school year on website and local print media sources. BA will not accept new
students in 12th grade, and transfer students in 11th grade will not be accepted after the first
month in the school year. If there are spots available, transfer students will be accepted into
9th and 10th grades before January 1st of the academic year. As BA students will form a close
and highly collaborative community, transfer students will not be accepted in 2nd half of the
school year, for we feel they will not have the time to learn how to assimilate into BA's
learning environment in enough time to ensure they make sufficient academic progress by the
end of the year.

The enrollment process will begin January 1 and close March 1. If necessary, BA will
hold a lottery in early March. Families will be notified by email if available, or by
phone if they do not have an email address. Students who do not gain admittance
through the lottery process will be placed on BA's waitlist. The order of placement of
students on the waitlist will also be determined by the lottery process. If a spot
becomes available, the families of the first student on the waitlist will be notified by
email within 5 school days.

BA will grant enroliment preference for siblings of students enrolled in the school.
We will also give enrollment preference to children of school employees, board
members, and school founders and founding teachers, as long as these students
comprise no more than 10% of the student population.
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B.2iii: Explanation and Evidence to Support Enrollment Projections

Baxter Academy is located in the greater Portland area and anticipates that the majority

of our students will come from a 25 mile radius. Approximately 11% of people in the greater
Portland area were born in foreign countries and approximately 14.1% speak a language other
than English in their homes. Approximately 15% have special needs. The area also contains
approximately 2500 students participating in home-based education. Local high schools have
approximately 45% of their students receiving free or reduced lunch, 15% of their students
receiving special education services, and 20% of their students labeled as English Language
Learners. BA anticipates our student population will reflect the community demographic
information.

Public school enroliment in schools within a 25 mile radius of BA for students in 9th grade

has reached approximately 4000 students in over 50 schools. Out of that number,
BA feels it is reasonable to anticipate that at least 80 students per grade level will
be interested in a STEM- focused education. At the present time, BA has received
requests for applications from 45 parents and has received interest from
approximately 50 families during parent/student information sessions

B.3 Staffing and Human Resources

B.3i: Staffing Chart
See Appendix L for Baxter Academy's Staffing Chart.

B.3ii: Staffing Plan

For the 2013 - 2014 school year Baxter Academy for Technology and Science (BA)
will have a student population of between 117 and 143 students, and will employ
the following staff:

e Executive Director
* Head of School
e Interim Chief Operating Officer/Community Outreach Coordinator
Freshman teachers:
e Science
e Math
e English Language Arts
e History
Sophomore teachers:
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e English Language Arts/History
e Math/Science
Bridge teachers:
¢ 1 Engineering Teacher
e 1 Art Teacher
¢ 1 Foreign Language Teacher
e 1 Special Education Teacher
e 1 Education Technician
e 2 Administrative Assistants

e Receptionist

Other contractual services will need to be met with either a partnership with a

local existing school district, Portland, South Portland, Scarborough, Falmouth

or Westbrook, or contracts with outside providers.

Services met by non-BA staff will include speech therapy, occupational therapy, social worker,
health and fitness instruction, medical services, food services,

transportation, bookkeeping and payroll.

For the 2014-2015 school year BA will have a student population of 210, and
employ the following staff:
e Executive Director

* Head of School

e Community Outreach Coordinator
e 3 Science Teachers

® 3 Math Teachers

* 3 English Teachers

* 3 Humanities Teachers

e 1 Art Teacher

e 2 Foreign Language Teachers
e 2 Special Education Teachers
¢ 1 Engineering Teacher

e 2 Education Technicians

e 1 Administrative Assistant

For the 2015-2016 school year BA will have a student population of 290, Baxter

Academy will employ the following staff:
e Executive Director
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¢ Head of School

e Community Outreach Coordinator
e Director of Student Services
* 4 Science Teachers

e 4 Math Teachers

* 3 English Teachers

* 3 Humanities Teachers

e 2 Art Teachers

e 2 Foreign Language Teachers
¢ 3 Special Education Teachers
e 4 Education Technicians

e 2 Administrative Assistants

B.3iii: Plan for Recruitment and Development of School Leadership and Staff
A description of the current status of faculty hiring is attached as Appendix LL.

Baxter Academy is interested in attracting highly-qualified leaders and staff with a
strong background in their field and in education. We are also looking for staff who
can collaborate with others and will promote a positive learning environment in the
school. They also need to adhere strongly to BA's mission and vision.

In order to find such candidates, BA has advertised at the Harvard Graduate School of
Education, on the Association of Computer Technology Educators of Maine (ACTEM) listserv
and the Serving Schools website (www.servingschools.com), and through word of mouth and
networking. A description of the current status of faculty hiring is attached as Appendix LL.

BA is committed to supporting and developing its staff through ongoing professional
development. Such support will include release time and funds for professional
development, access to free professional development opportunities, and support
from others in the school who have strengths in specific areas. For more details about
our plans for professional development, see Section B.2xuviii.

B.3iv: How the Plan Supports Sound Operation and Successful Implementation of the
School's Educational Program

Baxter Academy has taken great care to ensure our directors are highly-qualified and
able to fulfill all job requirements. As financial mismanagement is always a concern
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with charter schools, we have developed a sound budget and will make sure the
Executive Director and Head of School possess financial skills and will work together
with the Board to ensure financial issues are taken care of and do not interfere with
classroom instruction. We have outlined a clear organizational structure to prevent
confusion regarding which positions are responsible for which tasks. We have also
created a clear hierarchy, ensuring all personnel are clear about the identity of their
superiors and the people they are expected to manage. In addition, BA acknowledges
that leaders need to be able to do more than the technical aspects of their job. They
need to possess strong interpersonal skills and be able to relate well with others on
their team. Therefore, we will also make sure our leadership staff possess the skills
necessary them to collaborate with others and create a positive school environment.

BA strongly believes that the most important factors that govern the successful
implementation of a school's educational program are the hiring of highly-qualified
teachers and granting them the freedom from administrative micromanagement that
could restrict their ability to do an excellent job. BA has also taken pains to ensure the
school culture is positive and collaborative. Teachers should feel supported as they
work and should feel comfortable asking for additional resources or assistance when
needed.

B.3v: Instructional Skills, Experience, and Professional Development Needed by

Teachers

The Executive Director will need to hold a Master's degree and have at least 10 years
experience in public or private education. They will be responsible for overall
operations, asset protection, and marketing/public relations for Baxter Academies of
Maine. They will need to be able to oversee accounting functions, handle all aspects
of human resource management, interact with governmental agencies, manage
grants and contracts, assist in the development of long-term organizational goals and
objectives, and analyze and evaluate vendor services. Therefore, they will have to
possess strong managerial skills including the ability to organize

and delegate effectively and will need strong interpersonal skills to ensure they can
effectively handle employee issues. They will need to understand business
organizations and possess strong business skills. In addition, the Executive Director
must possess current knowledge of available educational technologies and be able
to encourage his staff to implement these advances in their work. They should
strongly adhere to the school mission and vision.

The Director of Special Services will need to have a Bachelor's degree in special education and
at least three years experience working in special education in Maine Public Schools. BA would
prefer the Director of Special Services hold a Master's of Education. They will need to possess
an Administrator of Special Education Certificate 30 or a willingness to complete certification
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within three years. They will need to be familiar with the evaluation process, be able to write
and implement IEPs, and be able to implement 504 plans. They will be expected to work
collaboratively with the Head of School and classroom teachers, which means he must possess
strong interpersonal skills and be able to handle conflict effectively. They must be detail-
oriented, as they will need to keep track of student goals and accommodations and monitor
student progress. As they will be working with students who need additional support, they will
need to be sensitive to their emotional needs and able to motivate students to reach their full
potential. As the school requires students to communicate with each other on a regular basis,
the Director of Special Services will also need to be able to coach students to help them
develop their social skills. As BA is a STEM-focused high school, the Director of Special Services
must be familiar with educational technology and be comfortable implementing technological
resources in his educational programs. They should strongly adhere to the school mission and
vision.

Head of School will need a Bachelor's degree in education and a Master's degree in
an education-related field, preferably in educational administration. They will need
at least five years experience as a classroom teacher, at least three years experience
as a secondary principal or head of school. They will also need a Main School
Administrative Certification or be willing to obtain one within three years. They will
need to understand current research surrounding the development of effective
school programs and effective instructional strategies for students of varied
abilities. In addition, they will need to understand pertinent federal, state, and
board laws, policies, rules, and regulations regarding school administration. As he
will be overseeing all classroom teachers, he will need to be able to manage,
supervise, and train teachers and evaluate their performance. He will also be in
charge of student discipline and will need to be able to enforce BA's disciplinary
policies. As the Head of School is partially responsible for budgetary decisions, they
will need to be able to collaborate with other school directors when preparing and
administering the budget. He must be familiar with educational technology and be
comfortable encouraging his staff to implement appropriate technologies in their
work. They should strongly adhere to the school mission and vision.

Classroom teachers will need a minimum of a Bachelor's degree in a related field
and a strong online record of innovative and challenging in the public or private
school setting for at least 2 years. BA would prefer classroom teachers hold a
Master's degree. If teachers are not already certified, they need to be willing to
obtain a Maine teaching certification within three years.

These teachers will need to possess strong content knowledge in their subject matter
and be able to communicate ideas to a diverse group of students. They need to be
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able to develop projects that push students to achieve high levels of excellence while
meeting the required educational standards. Therefore, they will need to be familiar
with problem-based learning models and be able to align their curriculum with the
Common Core and Maine Learning Results. In addition, they will need to understand
the skills necessary to function in collaborative groups and be able to coach students
in these skills. Classroom teachers will need to monitor student progress and make
any necessary changes to the curriculum. If a student is not meeting expectations,
they are expected to refer that student to the Director of Special Services for possible
evaluation. They must be familiar with educational technology and be comfortable
implementing technological resources in their educational programs. They should
strongly adhere to the school mission and vision.

Education Technicians (Ed Techs) will need to have completed at least two years of
their Bachelor's degree in an education-related field and have previous experience
working in special education in Maine public schools at the middle or high school
level. BA would prefer Ed Techs to have completed their Bachelor's degree. As Ed
Techs will be performing push-in services, these individuals will need to know
strategies for helping students function in the regular classroom and be able to assist
students in the implementation of these strategies. They should feel comfortable
working with students in small groups and collaborating with the classroom teacher
to ensure students are able to participate in all classroom activities. They must be
sensitive to students' social and emotional needs and be able to motivate students to
reach their full potential. Ed Techs must be familiar with educational technology and
be comfortable assisting students with assignments that involve technological
resources. They should strongly adhere to the school mission and vision.

Administrative Assistant will need to have completed at least two years of a
Bachelor's degree, though it is preferred that they hold a Bachelor's degree. They
will need to possess strong interpersonal skills as she will be expected to interactin a
respectful manner with students, staff, parents, and community members. They will
need to possess strong organizational skills, as she will maintain schedules
maintenance logs, transcripts, etc. They should be familiar with innovative
technology designed to help her keep track of responsibilities and should strongly
adhere to the school mission and vision.

BA's goal is to hire qualified candidates and give them the autonomy necessary
to do an excellent job. However, we recognize our employees will need
professional development to keep up-to-date on current research and practice
and to develop any of their weak areas. BA will provide a week of school-wide
professional development during the summer and two full days during the year
to address the continued development of their employees. As we emphasize the
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use of innovative technology, we anticipate using many of these days to address
this topic, including training in the use of Google applications and attendance of
annual the Association of Computer Technology Educators of Maine (ACTEM)
conference. Should teachers need additional training in other areas, such as
special education topics, we have set aside release time and some funds for
additional professional development.

B.3vi: Performance Evaluation Plans

The performance evaluations for the administrative staff will be done by the
Executive Director. The administrative team will set professional goals in the
beginning of the year in collaboration with the Executive Director. There will be
guarterly reviews in which the Executive Director checks their progress on these
goals to determine any unanticipated challenges and address unforeseen issues.
Administrative personnel will have the opportunity to revise their goals or request
additional training or professional development. There will be a formal performance
review at the end of the year in which the Executive Director evaluates their
performance and makes formal recommendations.

The performance evaluations for the administrative assistant will be done by the
Head of School. The administrative assistant will set professional goals in the
beginning of the year in collaboration with the Head of School. There will be
quarterly reviews in which the Head of School checks his progress on these goals to
determine any unanticipated challenges and address unforeseen issues. The
administrative assistant will have the opportunity to revise his goals or request
additional training or professional development. There will be a formal performance
review at the end of the year in which the Head of School evaluates his performance
and makes formal recommendations.

The performance evaluations for teachers outlined in Section A.2xviii.

B.3vii: Plan for Teacher Recruitment and Retention

Baxter Academy is interested in attracting highly-qualified applicants with a history of
promoting academic excellence in the classroom. We are also looking for teachers
who can collaborate with their peers and administration and will promote a positive
learning environment in the school. Teachers need to be familiar with project-based
learning and the use of technology in the classroom particularly Google educational
tools. They also need to adhere strongly to SA's mission and vision.

In order to find such candidates, BA has been advertising at the Harvard Graduate School
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of Education, on the Association of Computer Technology Educators of Maine (ACTEM)
listserv, and through word of mouth and networking. SA's founder has an extensive
teacher network and has been receiving referrals from colleagues and friends. In
addition, BA has been advertising on the Serving Schools website
(www.servingschools.com).

As BA will work very hard to recruit and retain the highest quality teachers we plan to
maintain a high teacher retention rate. We will pay our teachers a competitive wage,
including financial incentives for recognition of exemplary work, and will provide a
supportive environment that allows them the ability to develop as a professional. BA
will respect their work and honor their contributions to the school. There will be
weekly staff meetings in which teachers have the opportunity to share their opinions
and share their concerns. In addition, the administration has an open-door policy and
will ensure teachers feel comfortable coming to them with concerns. We offer them
an exciting learning environment in which they have the opportunity to work with
cutting-edge technology and work with their students to develop exciting projects.
Their work will be meaningful and they will fill satisfied that they are filling a need in
the lives of their students and in the community. The school will also be adequately
maintained and supplied so teachers will not feel obligated to spend their personal
funds for these needs. In future, BA will implement a teacher mentor program to give
experienced teachers the chance to expand their roles by taking on a mentor position
and give inexperienced teachers additional support.

B.3viii: Employee Handbook
See Appendix C for Baxter Academy's Employee Handbook.

B.3ix: Expectations for Parent Involvement

Baxter Academy strongly believes parental involvement is crucial to student success and

will work to create an environment in which parents feel comfortable collaborating
with teachers and administrators about their student's progress. We will hold an
open house at the beginning of the year to introduce the parents to the school and
make clear parental expectations. Parents will be given an advisor who will be their
primary contact when monitoring their student's work. Parents will be encouraged
to monitor their student's progress by checking grades online, checking information
about assignments provided on teachers' websites, and by staying in regular
communication with teachers through email correspondence. Parents will also have
access to their student's online portfolios.
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The school website will have a parent page with important information such as
important dates and school events. Teachers will also regularly update their Google
calendars and make this information accessible to parents.

Baxter Academy will organize a Parent/Teacher Association (PTA}. The PTA will elect a parent
representative to the governing board for a one-year term. The Head of School will attend PTA
meetings and coordinate parental involvement including but not limited to:

e Help with the advisory program

e Field trips

e Special projects related to science fairs, book fairs

e After school and evening activities in the school

B.4 Pre-Opening Plan

B.4i: Key Tasks

e Monitor enrollments and notify SAUs of those enrollments
* Notify Bangor Savings Bank about employee payroll

* Notify insurance company about employee health benefits
* Pre-opening professional development

e Conduct interviews

e Issue contracts and complete paperwork for employment
e Order furniture and furnish the classrooms

e Order educational supplies

* Order technological equipment

e Install computer network

e Develop and refine instructional design and staff development

B.4ii: Schedule for Initiation, Development, and Completion of Tasks
Now Exhibit C of Charter Contract

B.4iii: Primary Responsibilities of Individuals or Positions
e The Executive Director will monitor enrollment and the notification of SAUs regarding
enrollment numbers. He will work with the building owner to monitor progress of renovations,
conduct interviews, and issue contracts. In addition, he will notify Bangor Savings Bank about
payroll and notify insurance companies about employee health benefits. He will be responsible
for overseeing technology purchases and ordering. He will supervise the computer network
installation and equipping of classrooms with necessary technology.
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¢ The Head of School will be responsible for pre-opening professional
development and overseeing curriculum development. She will
conduct interviews, order and furnish the classrooms, and order
educational supplies.

e Teachers are responsible to develop curriculum and provide the Head of
School with lists of requested materials.

B.4iv: Anticipated Resource Needs
e Tables

e Chairs

® Desks

e Laptops (Google Chromebooks)

e LCD projectors

¢ Promethian and/or Eno boards

e Desktop computers

e Monitors

e Keyboards

® Speakers

e Art supplies

e Saws and drill presses for the engineering lab
* Robotics kits

e Office supplies

e Printers

e Copiers

* Books

e School Supplies

B.5 Management and Operation

B.5i: Organizational Structure of the School
See Staffing Chart in Appendix L. B.Sii: Day-to-Day Operation

Baxter Academy will look fairly traditional on a day-to-day basis. On a daily basis,

teachers will be facilitating lessons and monitoring student progress. Many lessons
will take place in the classroom setting; others will take place in different locations
in the community as students take field trips to different locations.

The Executive director will typically spend his time working on building partnerships with local
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STEM businesses, universities, and scientific institutions. He will also be signing

mentorship agreements for placing interns, developing marketing materials, and
handling all public relations issues. In addition, he will be managing the
administrative team and evaluating their performance. As he will be serving as
transportation director, he will handle transportation issues. As he oversees all
operations in the school, he will be handling any contracts with outside service
providers such as occupational therapists, speech therapists, consultants, food
service providers, and transportation providers.

The Head of School will be managing teachers by monitoring their performance and
keeping track of their progress on their goals, handling all concerns, and calling
substitutes when needed. She will also manage all student discipline problems,
coordinate all outside trips, and manage the school calendar for Flex Fridays, guest
speakers, and field trips. She will also enter pertinent data into the SIS.

The Director of Special Services will typically check in with students and teachers to

ensure they are making adequate progress. He will address teachers' concerns
surrounding the appropriate education of students with special education in their
classroom and will coach them when necessary. He will assess students to determine
whether they require an evaluation or whether they could benefit from small group
instruction with him on Flex Fridays.

The Education Technicians will typically sit in the classrooms with students who
require additional assistance to fully benefit from the classroom experience. They will
determine which strategies which would be effective and work with students to
implement them. They will monitor student progress and bring any concerns to the
Director of Special Services.

The Administrative Assistant will typically interact with parents, students,
and staff, ensuring everyone knows how to find the information they need.
She will also manage schedules. She will also enter pertinent data into the
SIS.

B.5iii: Management Roles Responsibilities of Key Administrators

e Instructional leadership - Head of School, Director of Special Services, Director of

Instructional Technology

e Curriculum development and implementation - classroom teachers with the assistance of
Head of School, Director of Special Services, Director of Instructional Technology

¢ Personnel decisions - Executive Director, Head of School

e Budgeting and financial management - Executive Director, Head of School
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e Facilities management- Executive Director, Director of Instructional
Technology (as issues pertain to technology in the facilities),
Administrative Assistant

e Legal compliance - Executive Director, Director of

Special Services, Head of School

e Special staffing needs- Executive Director

See job descriptions in Appendix N. See the necessary skills these positions must possess in
Section B.3v.

B.Siv: Background Information of School Leadership and Management Team

Carl Stasio, Jr. — Executive Director

Mr. Stasio was headmaster at Thornton Academy for 26 years. Under his
leadership, Thornton Academy grew from 840 to 1,400 students while adding a
middle-school program and an international boarding program. Since 1975, Mr.
Stasio has served on international and domestic school-evaluation teams for
more than thirty schools worldwide through his association with the New
England Association of Schools and Colleges.

Michele LaForge — Head of School

For the past six years, Ms. LaForge has been chair of the math department at
Freeport High School, where she has taught math since 2003 and has served on the
school’s leadership teams since 2005. She chaired the NEASC Instruction committee
for the school’s accreditation and is the Student Tech Team advisor as well as being a
member of the National Honor Society Selection Committee, among other
committees. Before becoming a teacher, she worked in academic publishing at
Princeton University Press and Oxford University Press, where she acquired physics
and chemistry manuscripts for worldwide publication. Ms. LaForge has a dual B.A.
degree in Russian and Mathematics from the University of New Hampshire and an
M.A. in Slavic Languages and Literature from Northwestern University.

Adam Burk — Interim Chief Operating Officer

Adam is the founder of Treehouse Institute and Director of TEDxDirigo. He has an
M.A. in Education from Goddard College.

B.Sv: Partnerships and Contractual Relations

As previously stated, building partnerships with local STEM businesses and
educational institutions such as universities and centers is central to our mission
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and vision. For a full list of partnerships we have already cultivated or intend to
cultivate, see Section A.1iii. As BA is committed to ensuring all the needs of students
are met, we will form contractual relationships with any outside services our
students require as needed. These contractual relationships will include but not be
limited to speech therapists, child psychologists, and occupational therapists. In
addition, in the future we will be looking to foster contractual relationships with
local professionals in STEM-related fields who will be able to introduce our students
to different aspects of STEM business. For year one, we have already secured a
volunteer life coach who will guide students as they begin to think about their
future careers.

B.6i: Nature of Potential Community Partnerships
As part of Baxter Academy's mission is to prepare students to enter STEM-related

professions. Therefore, we are committed to providing students with internships in
various local institutions and businesses when students are in 11th grade. Our
partnerships with local community organizations are crucial, for we expect these
organizations to provide our students with internship positions and mentor them as
they develop their professional skills.

In addition, as BA focuses on project-based learning, many projects students
complete in all grade levels could require them to work at various local STEM sites to
conduct research, develop ideas, or collect data. Therefore, BA will depend on
partnerships with local institutions and businesses to allow students to make site
visits and interact with various professionals. When applicable, students will then
present their completed projects to these professionals and receive feedback similar
to the feedback they would receive once they join the professional scene. The
relationships students build with local professionals will help them understand the
value of their work to the greater community and motivate them by showing them
the practical application of the material they learn. These partnerships will not only
benefit the school, but will also benefit the community. Naturally, as organizations
provide our students with unpaid internships, they have the ability to train a potential
employee while also taking advantage of the high-quality work we expect our
students to produce. As the greater Portland area in general

has a great need for workers in STEM-related fields, professionals can become a part of

developing the future workforce of their community for the benefit of the entire city.

B.6ii: Specific Organizations

Baxter Academy plans to cultivate partnerships with at least 20 of the following organizations.
e Gulf of Maine Research Institute

e Darling Marine Center
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* Marine Science Center at the University of New England
e Bowdoin College

e Bates College

e University of Southern Maine

e Southern Maine Community College
e University of New England

e Colby Company Engineering

e Anthem Insurance Company

e Becker Structural Engineers, Inc.

e CWS Architects

e The Delorme Company

* E2Tech

e East Brown Cow Management, Inc.
e Fairchild Semiconductor

e Fairpoint Communications

e Fluid Imaging Technologies

* Hamilton Marine

e Hannaford Brothers Company

e Harriman Associates

e |dexx Labs

* Image Works

e InfoSpectrum

¢ J.B.Brown & Sons

e Jackson Laboratory

e Kepware

e|.L. Beanlinc.

e Learning Works

* Magellan Petroleum Corporation

* Maine Health

* Maine Medical Center

* Martin's Point Health Care

* National Semiconductor

® Ocean Renewable Power Company
* PDT Architects

e Port City Architecture

e Portland Montreal Pipe Line
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e Redhouse Architects

e Reliable Networks

e Richard Renner Architects
e Scott Simons Architects

e SMRT

e Stephen Blatt Architects

* Synergent

e Time Warner Cable

e TTI-Architects

e United Health Group

e Van Dam Architecture and Design
e WBRC Architects-Engineers
e Whitten Architects

e Wright Express

e Wright-Ryan Construction

B.6iii: Steps Already Taken

Baxter Academy has begun a dialogue with these organizations and has secured an informal
spoken agreement with Colby Company. We will formalize all agreements and issue
Memorandums of Agreement to all participating organizations for year one. It is important to
note that as BA does not provide students with internships until 11th grade, we will not be
providing any internships in year one. Therefore we will have the luxury of spending our first
year building relationships with many of these organizations on a more informal basis before
formalizing our agreements. This year will give these organizations a chance to become
familiar with the mission and vision of the school and become excited about the benefits of

partnership.

B.6iv: Evidence of Community Support

BA has benefited already from support from superintendents in neighboring districts
to its enrolled students and their families. A group of students raised over $8,000 in
ten days, and more than fifty parents have joined its very vibrant Volunteer
Organization. Executive Director Carl Stasio, building on his long and revered work in
Maine education, will continue to build bridges to the greater educational
community and the broader population of Maine families, business leaders, and

governmental leaders.
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C. Governance

C.1 Governing Body

C.1i: Entity that Will Hold the Charter and Be Responsible for Governing the School

The nonprofit organization established to manage Baxter Academy is Baxter
Academies of Maine, a 501(c)(3) organization. For documentation of the entity's legal
status including Articles of Incorporation, By-laws and documentation of legal not-
for-profit status, see Appendix 0.

C.1ii: Brief Description of the Organization

Baxter Academy for Technology & Science (BA) believes in the power and potential
of collaboration. We believe that governance decisions emerge from the
commitment of students, teachers, staff, parents, and administrators to work
together. We believe our school has a responsive and nurturing environment where
students and adults engage in democratic processes that impact education. We
believe in empowering students with decision-making responsibilities and entrusting
adults with modeling respectful exchanges of wide-ranging viewpoints. We believe
that best decisions are made when the people who will be responsible for
implementing them have a voice in those decisions.

C.1.iii: Stakeholder participation in Organizational decisions (to replace Vision Keepers)
All stakeholders: Students, parents, community members, partners, have an opportunity to
contribute to Baxter Academy as the school enacts its mission and vision and engages in
related decision-making. As needed, each of these stakeholders may propose policies or
changes to policies at BA by contacting the appropriate governance representatives and
submitting their proposal in writing. Similarly, governance bodies will reach out to solicit
feedback from stakeholders as appropriate to ensure policy decisions are informed from a
variety of perspectives and will have a high probability of adding value to the operation and
health of the school organization.

Formal participation in school decision-making will be facilitated by participation in various
spokes to our governance team hub, which is comprised of our Board of Directors, Executive
Directors, Head of School, and Operations Office. These spokes include:

e Advisory board. Parents and Community members complement the capacity of the

formal Governance team by bringing specific skill sets and outlooks to contribute to
decision-making and the ongoing formulation and enactment of strategies that
contribute to strengthening the organization. The Advisory board communication
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process is both ongoing, informal, and fluid and structured by a minimum of two annual
gatherings with the Governance team.

e Volunteers. Parents, Community members, Teachers, Staff, and Students are all
encouraged to volunteer for the school in both an ongoing (e.g., parent outreach,
student recruitment, fundraising) and needs-based (e.g., event organizing, chaperoning
field trips, contributing to Flex Fridays) basis.

e Student governance. Students will be encouraged to construct, with facilitation by
faculty and school leaders, a governance body that will formally participate in school
policy-making and general enhancement of the educational experience. There are a
variety of successful models for guiding student participation in this manner, with each
having some degree of facilitation by a school faculty/staff member, allowing for fair

representation of students at within each school cohort, and having clear protocols for
decision-making and communication. As the 2013 - 2014 academic year commences,
our leadership team will present several models to the student body, solicit feedback,
and begin to organize students and processes accordingly. As with our general
philosophy, we feel student engagement throughout the decision-making process to
organize and construct this body of leaders will not only provide outstanding learning
opportunities, but will also increase the probability that this group will have a high
degree of interest and impact.

C.2 Governing Board Composition

Baxter Academies of Maine - Officers
Kelli Pryor, Chair and President
Allison Crean Davis, Vice Chair
Peter Morrison, Secretary

Peter Montano, Treasurer

The officers are also members of the Board of Directors. Their biographical summaries
follow in Section C.2 and their resumes are in Appendix Q of the Application.

C.2i: Members of Governing Board
Leonard Cole — Serving on the Board of Directors, Mr. Cole is an attorney specializing in
nonprofits and tax law. He provides legal counsel to nonprofits in a wide variety of matters with
emphasis on corporate, fiduciary, and tax law applicable to nonprofit organizations. Prior to
forming Cole Nonprofits Law LLC in 2012, Len was the principal nonprofits-law attorney at Preti
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Flaherty LLP in Portland. Len grew up in Georgia, attended Berklee College of Music in Boston,
then played drums for a living for several years. He then joined the Berklee staff as an
admissions counselor, where he managed the college’s alumni recruitment program. Upon
graduating from Duke Law School in 1999, Len began practicing law as a tax associate with a
national firm in New York, and then advised nonprofit organizations extensively at firms in New
York and Boston. Before moving to Portland in 2008, Len practiced tax law at Goodwin Procter
LLP in Boston, where he focused on private equity funds and corporate mergers and
acquisitions. Len lives in Portland with his wife and two sons (ages 6 and 8). He serves as a
director and Secretary of the Maine Association of Nonprofits (MANP) and Chairman of the
Board of The Iris Network. Len is a frequent speaker and consults with MANP on various legal
issues and policy initiatives.

Dr. Allison Crean Davis — Vice Chair — Dr. Crean Davis earned her B.A. in both Psychology and
Spanish from Lafayette College, where she was awarded the Frank Kline Baker Prize in Spanish,
and her Ph.D. in Psychology from the Institute of Psychology, lllinois Institute of Technology,
where she specialized in child/developmental psychology. Dr. Crean Davis has a diverse
background as a consultant, researcher, evaluator, and practitioner in education. She brings
vast experience working with educators, policymakers, and funders at the national, state,
district, and local school levels and across the continuum of pre-K to postsecondary institutions
and has served on the boards for the Center for Research and Service at the Illinois Institute of
Technology and Woodside School in Concord, New Hampshire.

Dr. Crean Davis is co-founder of New Legacy Partnerships, an education consulting firm whose
clients include The Wallace Foundation, The Center on Innovations in Learning at Temple
University, Reading Partners, The Tampa Bay Education Partnership, University of South Florida,
and TCC Group. She is also an evaluator and advisor to the Virginia STEAM Academy, a public,
residential high school focusing on developing leaders in science, technology, engineering, and
applied mathematics. She previously founded and led Informed Educators Consulting Group,
during which time she worked with the Bureau of Indian Education, Florida and the Islands
Regional Comprehensive Center, the New England Regional Comprehensive Center, and the
Center on Innovation and Improvement at the Academic Development Institute. The common
denominator to her work is her passion for infusing systems with a process for informed
decision-making for sustainable improvement.

Prior to her work as a consultant, Dr. Crean Davis was the Program Director for Research for the
North Central Regional Educational Laboratory’s (now known as “Learning Point Associates”)
Center for Data Systems and Development. Dr. Crean Davis has also worked as an administrator
and counselor for the City Colleges of Chicago, has taught in special education programs for
emotionally disturbed youths, and has extensive experience providing psychological diagnostic
assessment and treatment services to children and families. Dr. Crean Davis resides in
Kennebunk, Maine with her husband and four children.

Peter Montano - Treasurer

Mr. Montano holds a B.S. in Accounting from St. John's University and is a Certified
Public Accountant in Maine, New York, Florida, Louisiana and Colorado. He is a
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Director at Macpage LLC, and has had a life-long interest in supporting nonprofit
organizations; as such, Mr. Montano has been providing audit, consulting, and tax
services to nonprofit organizations and venture funds for over 30 years. He is active
in various associations, and has spoken at conferences across Maine on topics
affecting nonprofit organizations and providing technical seminars on financial
management. Mr. Montano works closely with Board members and management of
various nonprofit organizations to assist them in implementing best practices. He is
also a member of the Audit Committee for the Maine Community Foundation and is
currently a member of the Advisory Committee for the Maine Association of
Nonprofits after serving as their Treasurer for six years.

Peter Morrison - Secretary

Mr. Morrison received his B.S. in Business Administration (Marketing) from
Northeastern University in Boston. After successfully owning and operating a local
wholesale distribution company in Portland for 17 years, he recently sold his
business. Mr. Morrison has an extensive background in small business operations as
well as a strong perspective for long-term strategic planning. Mr. Morrison is excited
about contributing to the success and growth of Baxter Academy, and cares deeply
about providing our youth with the best possible educational opportunities. Mr.
Morrison lives in Cumberland with his wife and three daughters.

Kelli Pryor — Chair — Ms. Pryor is a writer with a summa cum laude degree from the University
of Missouri’s School of Journalism. Her journalism career ranged from Life Magazine to the
start-up team for Entertainment Weekly. She is the author of both nonfiction and fiction books
and is also a Sundance Screenwriting fellow, having written for Dreamworks and Warner
Brothers, as well as for television. Since 2002, she has been the director of the CAFAM Chinese
School in Portland, where she has helped engineer a program that seeks to inspire learning
through meaningful explorations of Chinese innovation, art, language, and culture. For the past
decade, she has also homeschooled her twin daughters, who are avid project-based STEM
learners.

C.2ii: Criteria for Selecting Board Members

Baxter Academy believes good boards are made up of people who possess at least

two of the following three characteristics:

e Wit: the intelligence and experience necessary to give them a vast amount of
knowledge about board membership and the managing of an organization

e Work: the time and energy to work tirelessly to further the interests of the organization

e Wealth: the appropriate funds at their disposal to ensure the enterprise has a
solid financial backing.
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When selecting members for our board, BA looks for a diverse group

representative of the education community, higher education community,

STEM community, and business community.

Our board members should have a variety of life and work experiences and should possess
solid work and academic credentials. These people should be genuinely interested in

and concerned with BA's mission and vision, and should be willing and able to

dedicate the appropriate amount of time to good governance and oversight. As BA is
invested in community involvement, we also made sure the majority of the board

are from the greater Portland area.

C.2iii: How Board Will Support the School

The qualifications and experience listed in Section C.2i will enable Baxter Academy
board members to review our mission statement to ensure it continues to articulate
our goals. The Board of Directors will support and evaluate the Executive Director
and actively participate in the school’s strategic planning process. Also the Board of
Directors will assist in monitoring charter contract compliance, and work with the
Executive Director to strengthen our programs and services. The board will have the
capacity to ensure adequate financial resources, provide protection for school
assets, and provide the proper financial oversight for the organization. They will
ensure BA maintains our legal and ethical integrity and its good standing in the
community.
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D. Business and Financial Services

D.1 Budget

D.1i: School's Estimated Revenues and Expenditures

See Appendix R for Baxter Academy's estimated revenues and expenditures.
D.1ii: Monthly Cash Flow Analysis for First Fiscal Year

See Appendix S for Baxter Academy's cash flow analysis for our first fiscal year.
D.1iii: Monthly Cash Flow Analysis for Pre-opening Startup Period

This section does not apply to Baxter Academy as we do not have a pre-opening year.
Our first fiscal year will begin July 1.

D.1liv: Explanation and Discussion of Budget

Baxter Academy anticipates the current per-pupil funding for 130 students in year
one, 210 in year two, and 290 in year 3 as our projected growth outlines. We also
anticipate federal entitlement funds, and federal and state grants. We are anticipating
funds from the Libra Foundation and the Davis Family Foundation, and will be applying
for a L.L. Bean Grant, and a Stephen and Tabitha King Foundation Grant.

Baxter Academy has set aside the appropriate funds for instructional services for each
fiscal year. For the first year of operation, we will employ 10 teachers, who will be paid
competitive wages. We have also set aside funds for the contracting of substitute
teachers. We have budgeted for textbooks, classroom supplies, classroom furniture,
classroom equipment, and academic computers and software. These materials reflect
our proposed list of resource needs for our instructional services and the current
market value of such resources. As BA's curriculum is largely based on technology, the
technological materials receive a much larger percentage of the budget than do
traditional school supplies. We do not anticipate much need for traditional textbooks,
paper, pencils, etc as students will be interacting with their Google Chromebooks on a
daily basis. We have set aside a substantial amount of money for computers in year
one, as we will be purchasing all machines and software for the first two grades. In
subsequent years, funds are only set aside to provide Google Chromebooks for new
students and maintain our technological supplies. We have also set aside some funds
for travel and conferences, distance learning courses, and our workers compensation
insurance.

We have also set aside funds for special education services. We will employ a Director
of Special Services and two education technicians, who will be paid competitive wages.
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As much of our curriculum is online and is easily adaptable for students with special
needs, we have not set aside funds for curriculum and instructional materials at this
time. However, when we receive students with special needs and are provided with
additional funds for those students, we will use those funds to budget for any
materials they might need. In addition, we have set aside funds for any contracted
services we will need. Under Supplemental Programs and Services, we have budgeted
an appropriate amount of money for art and enrichment programs. This money will
allow us to bring in local enrichment programs and needed materials. As a STEM-
focused school, we have made it clear that we offer a variety of diverse and engaging
electives but do not offer such programs as athletic programs. As programs such as
community service programs are a part of the general curriculum, they do not receive
a separate budget under this section.

Though most materials will be electronic, we have set aside a small amount of money
for traditional library books. Within the public domain, many books can be
downloaded online for free. Teachers will have their own classroom libraries, funded
by their supply budget. However, we have set aside a substantial amount of money for
computers and software, and an appropriate amount of money for audiovisual
equipment.

Under our Student Support Program and Services section, BA plans to hire a part-time
nurse and pay her a competitive wage. We have set aside funds to provide this nurse
with health supplies and equipment according to the number of enrolled students.
Starting in year two we will hire a guidance counselor and pay her a competitive wage.
We have also set aside funds for the testing and appraisal of students with disabilities
and student support services. In addition, we have allowed for contract service
guidance and assessment.

Our lease numbers reflect our rental agreement with the Rufus Deering Lumber
company, and our maintenance and repair expenses reflect current market rates. Our
telephone services, internet services, custodial services, and waste disposal services
also reflect current market rates while allowing for the increase of students each year.
As we have not yet received a grant to allow us to pay for any busing costs, we have
not budgeted for any expenditures relating to busing. We have budgeted money for
food services according to our agreement with Mr. Bagel.

Baxter Academy will employ an Executive Director, a Head of School, and an interim
Chief Operating Officer to set up operating systems prior to the start of school. We will
also employ an Administrative Assistant and pay her a competitive wage. Though
much of our work will be done using computer software, we have budgeted for office
supplies, office equipment, photocopiers, and postage and shipping expenses. We
have also budgeted money for computers and computer software. In addition, we
have funds set aside for bookkeeping and audit fees. We have budgeted for payroll
services, interest expenses, legal services, liability and property insurance, directors
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and officers insurance, marketing, grant writing, board expenses, and staff recruitment
expenses. All funds reflect current market values for various goods and services.

D.1v: School's Plans to Secure Adequate Operating Capital for Cash Flow Challenges

Bangor Savings Bank has approved a line of credit for BA in the amount of $350,000
based on a FAME guarantee, which is in process. BA is also securing a $200,000 loan
from a donor to serve as a backup plan. Title work is being done on the land that will
secure the loan.

D.1vi: Other Sources of Funds if Public Funding is not Adequate

See Section D.1vi for a complete list of grants for which we are applying or have
already applied. However, it is important to note that though we anticipate needing
additional funds to cover costs during our first two years of operation, by year three
we hope to be entirely funded by the per-pupil allotment from the Main Department
of Education. Part of the purpose for the allowing of charter schools is to demonstrate
that proper fiscal management can alleviate some of the financial waste present in
traditional public schools. Funds at BA will be channeled directly into student
education and will not need to be spent on excessive bureaucratic regulations. We
believe we should be able to provide students with an excellent education for the
same amount of money (or less) as they would receive in a traditional public school.

D.2 Financial Management
D.2i: Systems and Procedures for Managing School Finances

The Board of Directors provides financial oversight, reviewing and passing annual
budgets based on anticipated revenue sources. The Executive Director will manage the
budget at the school level, drawing on the expertise of an financial-services outsourcing
firm, throughout the school year, making monthly reports to the board of directors.
These monthly reports will include a balance sheet, a cash flow forecast, and statement
of cash flows, and can be generated by QuickBooks software. Day to day school financial
management is handled a bookkeeper using QuickBooks to keep track of all funds, use
the budget template provided by the authorizers, and follow standard accounting
procedures.

The financial-services firm will be well versed in all financial laws pertaining to charter
schools and will be expected to follow them. Following standard bookkeeping
procedures, there will be a yearly audit by an independent outside firm and the results
will be presented to the board at the annual meeting. Baxter Academies of Maine's
governing board holds its annual meeting in June. The fiscal year runs from July 1-June
30. Baxter Academy has contracted with Clark Insurance of Portland to provide all
necessary services for personnel and property. Insurance quotes will be included in
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Appendix T.

See Appendix U for Baxter Academy financial policies.

D.2ii: Staff Positions Responsible for Financial Oversight and Management
See Section D.2i.

D.2iii: Person Responsible for Protection of Student and Financial Records

The Executive Director and Administrative Assistant will be responsible for student
financial records. Student records include the amount of money they pay to insure their
Google Chromebooks and any other money they pay for school services. It also includes
financial information they need to submit to qualify for a free or reduced lunch.

D.3 Facilities
D.3i: School's Facility Needs

Our plan is to lease 11,000 square feet in year one, 14,000 square feet in year two,
and 20,000 square feet in year 3. The facility has space for classrooms, two science
labs, an art room, and one computer lab. The science labs are adequate spaces for
students to conduct scientific experiments, construct models, and explore scientific
materials. The facility will have wifi throughout to accommodate students' use of
Google Chromebooks and Google educational tools. It will also have a student center
for guest speakers, seminars, musical performances,

and demonstrations. This center will also serve as a classroom and small computer
lab.

D.3ii: School Location
Baxter Academy will be located at the following address:

Baxter Academy for Technology and Science
54 York Street
Portland, Maine 04101

D.3iii: Floor Plans
For full floor plans, see Appendix V.

D.3iv: How Facility Will Meet Needs of Students

Baxter Academy is located across the street from the Gulf of Maine Research Institute
and in close proximity to numerous engineering and architectural firms at the edge of
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the Old Port. Junior year, BA students will be interning at local businesses. Our
downtown location will be within walking distance of many of these internships. A
convenient downtown location also makes it easier for academic scientists and
working professionals to volunteer time to work with and mentor students. The school
is one block from the waterfront and one block from the Portland Fish Exchange. The
ferry terminal to the islands of Casco Bay is also within walking distance of the school.
Teachers and students can conduct fieldwork in these locations.

BA is located between Portland High School and The Waynflete School, within walking
distance locations, making it easier to collaborate with these schools. We are also
within walking distance of Portland Public Library's main branch at Monument Square.
It is also located on major public transportation routes. The metro bus stop is less than
one block away. It is in close proximity to the University of Southern Maine and Maine
Medical Center, both of which could provide us with a number of people and
resources to support our STEM programs.

The building itself was part of the complex of the Portland Packing Company, where
James Phinney Baxter, six term mayor of Portland, made his millions in the canning
business in the 1860's. J.P. Baxter was Portland's finest mayor and did a great deal to
make Portland the fine city it is today. The benefits of the space inside the building
itself are outlined in Sections D.3i and D.3iii.

D.3v: How Facility Supports School Mission
As previously stated in Sections D.3i and D.3iv, this facility supports the development
of STEM- focused professionals.

D.3vi: Accessibility of Facility

The building owner, the Rufus Deering Lumber Company and Baxter Academies of
Maine, have contracted with the architectural firm of Richard Renner Inc. to ensure
that thefacility is in compliance with the Americans with Disability Act. The
engineering firm of Sebago Technics has been contracted to work on the site plan
including the work on providing accessibility to the exterior for students with
disabilities. BA's lease insures that the building will comply with all federal, local, and
state accessibility laws.

The building will be renovated by contractors hired and supervised by the by Rufus
Deering Lumber, the building owners. The renovations will be primarily to install
handicapped bathrooms, wider doorways, ramps, and wheelchair lifts to ensure all
students can access all parts of the school building.

D.3vii: Plans to Maintain and Clean Facilities

Baxter Academy has contracted with Burns Cleaning to provide commercial cleaning
and janitorial services for the facility. The facility will be cleaned daily from September-
June in a manner consistent with public school standards. A daily maintenance log will
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be kept by the Administrative Assistant.

D.3viii: Methodology to Determine Costs
The methodology to determine all costs has been explained in Section D.1iv of this
application.

D.3ix: Lease
See Appendix W for building lease.

D.3x: Renovation Plans
See Appendix X for renovation plans, including proposed costs and schedules.

D.4 Transportation
D.4i: Transportation Plan within School Catchment Area School Year 2012-2013:

Students in Portland and South Portland that live within 2 miles of the school will be
encouraged to walk or bike to school weather permitting. This is the best option to
minimize BA's carbon footprint, part of our "Green School Plan". Students who live in
Portland, Westbrook, Falmouth, and South Portland will have access to ride public
transportation via the

METRO BUS. For students beyond the reach of public bus service Baxter Academy will
contract with van or bus service to contribute to the cost of student transportation.

We intend to lease buses to provide transportation to students within a 25 mile radius
of Portland. Three bus routes are planned starting from from the towns of Topsham,
Kennebunk, and Windham. Each bus will make 3 stops at designated shopping center
parking lots on the heaviest traveled commuter routes. We will make adjustments if
needed to the catchment area as dictated by student enrollment.

D.4ii: Transportation Plan for Students Outside School Catchment Area
If students are not within the catchment area and would like to take advantage of our
transportation, they will be responsible to get to designated transportation areas
(labeled on the catchment map in Appendix Z) to be picked up by a bus.

D.4iii: Revenue and Expenditure Assumptions for Transportation Plan

Revenue and expenditure assumptions for the transportation plan outlined in Section

D.4i "School Year 2013-2014" are outlined in Section D.1vi of this application. Revenue
and Expenditure assumptions for following years will be reflected in our school budget.
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D.4iv: Transporting Students with Disabilities

Part of Baxter Academy's special education funds will go towards contracted van
services to provide transportation for students with disabilities.

D.5 Insurance

Clark Insurance will provide all of Baxter Academy's insurance. Quotes have been
obtained and can be viewed in Appendix T.

D.6 Food Service
D.6i: Food Service Plan

At BA we believe that school lunch should be about healthy eating, supporting
sustainable local agriculture in Maine and educating students on healthy eating and
healthy lifestyles. Baxter Academy is located close to a large number of restaurants;
therefore BA will also have an open campus policy for lunch. Students will be free to
choose from any of the restaurants and eateries close to our school at 54 York Street.
All students will have a 45-minute lunch break.

Open campus lunch options within walking distance to the school. Students at BA will
have access to dozens of types of international cuisine that will be incorporated into
our global focused curriculum. From Congress Street to Commercial Street Portland is a
"foodie city". Lunch options for students include the following:

* One City Center Food Court - American, Mexican & Salad Bar
* Becky Diner - American

* Yosaku- Japanese

e El Rayo - Mexican

e Bam Bam Bakery - Gluten Free Baked Goods

e Hi Bombay -Indian

e Portland Pie, Italian - pizza, calzones, wraps, salads & soups
e Local Sprouts - Organic Local Maine foods

D.6ii: Budget and Revenue and Expenditure Assumptions

Baxter Academy anticipates between 25-50 students will be interested in purchasing
school lunch rather than taking advantage of open campus opportunities. This estimate
is based on school lunch number programs at nearby schools. See Section D.1iv of this
application for an explanation of revenue and expenditure assumptions for our food
service plan.

D.6iii: Status of Third Party Contractual Plans and Evidence of Third Party's Readiness
Mr. Bagel will be providing daily hot lunches to BA for $4.00 per student.
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D.7 Closure Protocol

D.7i: Orderly Plans and Timelines for Transitioning Students and Student Records
Should Baxter Academy choose not to renew their charter or have their charter
revoked, we will notify parents or guardians of students by email or phone within one
week. We will notify the authorizing entity, Maine Department of Education, and all
SAUs who may be receiving our students within 10 calendar days. We will also be
notifying any financial institutions, insurance companies, school partners, and other
institutions invested in the operation of the school within 10 calendar days.

Our notification document will include the following pieces of information:

e The effective date of the closure

e The name(s) of and contact information for the person(s) handling
inquiries regarding the closure

e The students' school districts of residence
e How parents or guardians may obtain copies of student records,
including specific information on completed courses and credits that
meet graduation requirements
Notification to the Maine Department of Education will also include:
e A description of the circumstances of the closure
¢ The location of student and personnel records
Notification to parents or guardians will also include
e Information on how to transfer the student to an appropriate school
o A certified packet of student information that may include grade
reports, discipline records, immunization records, and any other

appropriate information

e Information on student completion of college entrance requirements
for all high school students affected by the closure

Naturally Baxter Academy would plan any school closure to occur at the end of the
academic year, as long as it is feasible to maintain a legally compliant program until
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then. Should we choose to convert to non-charter status, we will notify all parties
listed in this section.

D.7ii: Appropriate Disposal of School Funds, Property, and Assets

After receiving notification of closure, Maine Department of Education will notify
Baxter Academy and the authorizers of any liabilities we owe the state. The Maine
Department of Education may ask the SAU to conduct an audit of BA if it has reason to
believe we received state funding for which we were not eligible. We will complete an
independent financial audit within six months of closure, which includes:

e An accounting of all financial assets. These may include cash and
accounts receivable and an inventory of property, equipment, and
other items of material value.

* An accounting of all liabilities. These may include accounts payable or
reduction in apportionments due to loans, unpaid staff compensation,
audit findings, or other investigations.

e An assessment of the disposition of any restricted funds received by or
due to the charter school.

We will also complete any annual reports we have not yet submitted for that calendar
year including preliminary budgets, interim financial reports, second interim financial
reports, and final unaudited reports. These reports will be completed as soon as
possible, no later than their regular deadline for that academic year. All reports and
financial information will be submitted to Maine Department of education and our
authorizers.

Our closeout audit will determine the disposition of all of BA's liabilities. We will
reconcile all liabilities and dispose of any net assets remaining. Should we not have the
funds to pay any liabilities, we will declare Chapter 7 bankruptcy and comply with all
applicable laws. For the disposal of net assets, we will return any donated materials
and property according to any conditions set when the materials or property were
accepted, return any grant and restricted categorical funds to their source according
to the terms of the grant or state or federal law, and the submission of final
expenditure reports for any entitlement grants and the filing if Final Expenditure
Reports and Final Performance Reports as appropriate.

As the Rufus Deering Lumber Company leases BA's facilities, the lease will be
terminated according to stipulated terms.

As BA is run by the nonprofit corporation, Baxter Academies of Maine (BAM), should

BAM not have opened any other charter schools, BAM will be dissolved according to
its bylaws.
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D.7Ziii: Student Records Policy to Support Orderly Transitions

As all student records, including attendance and academic records, are keptin a
computerized system, it is the Head of School's and Administrative Assistant's
responsibility to ensure all records are current on a daily basis. As students will keep
much of their work on Google Chromebooks and in online portfolios, students will be
allowed to download all their work onto external hard drives and will be given their

URL, which contains their work.

In the event of a student transfer for personal reasons or due to school closing, Baxter
Academy will release student records to the parent or legal guardian upon request
that same business day or at any time thereafter as long as the parent provides signed
documentation of that request. Should a parent request the records be transferred to
another public or private school, parents or legal guardians must submit a signed form
requesting the transfer of those records. If BA closes and a parent does not personally
request a records transfer, the parent will be notified at least one month before the
start of the next academic year that the records are being transferred to the SAU in
which the student lives. All records will be kept confidential and will not be transferred
to an inappropriate location without signed consent from a parent or legal guardian.
All records will be kept current in the Student Information System (SIS) by the Head of
School and Administrative Assistant to ensure complete information is available
should a student transfer at any time.

Within 30 business days, we will provide the authorizers and the Maine Department of
Education with a list of students in each grade level, the classes they have completed,
and the SAUs into which they are expected to transfer. Notifications to SAUs will
include a provision of a list of students under their jurisdiction including students in
each grade level and classes they have completed.

Within 30 business days we will also submit employee records to the authorizers and
the Maine Department of Education. These records will include but will not be limited
to performance and grievance. These records will be released to employees personally
upon request as long as the employee provides signed documentation of that request.
Should any employees also wish their records to be transferred to another school or
institution, they must submit a signed records transfer request.

E. Education Service Providers
We do not intend to contract with an education service provider at this time.
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Appendix A: Sample Projects and Evidence of Alignment to the Standards

Examples of Projects Mapped to Standards
[these are presented for illustrative purposes only]

Sustainable Dream
[House)

PROJECT TITLE| SUBJECT/GRADE STANDARDS ADDRESSED
I::ock Trialsin the |11a grade History . [Maine Learning Results Standards for
umanities and English Social Studies: A1, A2, B1, B2, E1, E2
Classroom Common Core ELLA Standards:
[Reading (informational text): 1
Writing: 1, 2,4,5,6,7,8,9
) [Language: 1, 2, 3, 6,
UV Radiation A0 de Chemistry [Maine Learning Results Standards for
Project Y ‘ Science and Technology: A3, A4, B2,
‘\ C1, C2,C3,D1,D2, E2
[This New House Zﬁﬁ grade Math, Common Core Geometry Standards:
(Environmentally (Chemistry G-CO, G-SRT, G-C, G-GMD, G-MG,

Maine Learning Results Standards for
Science and Technology: Al, A2, A3,
A4, B1, B2, C1, C2, C3, D1, D2, E2

[Humanities, Science
(Chemistry and
Biology), Statistics,
Multimedia

ﬁock Climbing 11m grade Math, Common Core ELA Standards:
roject (learn the |English, Multimedia [Writing: 2,4,5,6,7,8,9, 10
physics and write a ‘Speaking and Listening Standards: 1,
ocuidebook) 2, 5
Maine Learning Results for Science
and Technology: Al, B1, B2, C1,C2,
C3, D3, D4
Common Core Algebra Standards: A-
CED, A-REI,
[Drug Project 10w grade Common Core ELA Standards:

[Reading (informational text): 1, 2, 3,
4,5,6,7,8,9,10
Writing: 1,2,4,5,6,7,8,9, 10
Common Core Probability and
Statistics Standards: S-ID, S-IC, S-CP,
S-MD

aine Learning Results for Science
nd Technology: B1, B2, C1, C2,C3,
1, E2, E3

Virtual Museum

10w grade

Maine Learning Results for Social
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umanities,
ultimedia

Studies: E1, E2
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Appendix B: Google Tools For Education

Google Chrome Education Tools
Every student and teacher will receive a Google Chromebook laptop and have

access to Google Apps for Education. Baxter Academy has already established a
baxteracademy.org domail that will serve as the Internet portal to the school. The
Chromebook laptop will be an integral part of the Baxter experience. Most of the
anticipated student population has participated in the Maine Learning Technology
Initiative (MLTI) and will be accustomed to using a laptop for daily classroom activities.
Maine has become a national model in 1 to 1 laptop use and Baxter Academy intends
to build on that success. Most students will have prior experience with the Google tool
set as well, as it has been adopted but the majority of the school districts in the greater
Portland area. Students who have been homeschooled will not necessarily have had
the same educational experience, thus we will provide additional supports to acclimate
them to working in this fashion. Students who show interest in helping others will be
formed into a support group called the iTeam. These iTeam members are school-wide
student helpers who provide additional support to both teachers and students. Some of
the advantages for all learners will be:

Innovation in real-time - The best way to prepare students for the newest technology
in the workplace is by giving it to them as a part of their education.

“The response from the university community has been extremely positive because we
are now partnering with cutting-edge technologists who understand that we're trying to
provide the latest, most innovative technologies available today”.

— Roy B. Roberti, Director of Information Technology Planning, Hofstra University

Collaborate globally - Google Docs, the Google word processing application, doesn't
just give you access to the same document, it actually allow students to work on the
same document at the same time from anywhere in the world.

“Collaborative projects really make for an excellent education experience not only
because students bounce ideas off each other and improve each other's writing skills,
but also because the process itself teaches them how to work well with others - a
valuable skill for everyone”.

— Richard Ellwood, Technology Coordinator and Digital Arts Teacher, Columbia
Secondary School

All students and staff will receive a Baxter Academy (BA) Google account. That
account will allow access to Google mail, calendar, drive, groups and more. Within

73

A-3



Drive users can create documents, presentations, spreadsheets, forms and drawings.
One of the newest features is the ability to store your own files in the Google cloud,
giving online access to all of your files, including large video files. Students will also use
sites to create an online digital portfolio, upon graduation students will be given the URL

(such as jane.doe@janedoe.com)

Baxter
Academy
Drive
Ealm @ 0™
» | Bl Document " B Google Chrome Education Tools #y Drive
» [ Presentation Bl Advisory Program Shared My Drive
H Spreadsheet
Schedule Shared
E Form = N
A Drawing W IBETCurriculumintegration2007.doc Shared IBET
I Folder E Teacher Pre Observation Form Shared
More »
From template... Get more apps

Owner, type, more »
E] Assessment Overview Shared My Drive
Download Google Drive
Staffing Shared My Drive
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SECTION 1. WELCOME TO BAXTER ACADEMY

Welcome to Baxter Academy! As a Baxter Academy (BA) employee, you are an
integral part of our mission. Your pride in your work and in BA is a primary ingredient in
our success. We hope you will find your employment with BA to be both rewarding and
challenging.

This handbook is designed to help you get acquainted with BA, explain some of our
philosophies and beliefs, and describe in general terms some of the organization’s
employment guidelines. We hope this will be a useful reference for you during your
employment with BA, but it is important to note that the handbook is not intended to
be a contract (express or implied), nor is it intended to otherwise create any legally
enforceable obligations on the part of BA or its employees.

No employee handbook can anticipate every circumstance or question about policy.
Because BA is a growing and changing organization, it reserves the right to amend or
delete provisions of this handbook and to alter its policies and procedures at any time
without advance notice. For this reason, you should contact your immediate supervisor
or the Head of School to obtain current information about the status of any particular
policy, procedure, guideline or practice. No one other than the Executive Director of
BA has the authority to enter into any employment or other agreement that modifies the
organization’s policies.

1.1 Philosophy and Mission

Baxter Academy was first conceived in 2011 to address the industry’s problems finding
qualified people to fill the growing number of science, technology, engineering and math
(STEM) related job opportunities in Maine. Government and University research has
found that many Maine high school graduates do not have the basic skills and problem-
solving abilities that modern technology rich companies need, and that many students
graduate ill-prepared for rewarding careers or for higher education. The group identified
two key factors contributing to low academic achievement:

e A lack of connection between students and their educational experiences,
caused by large and impersonal schools in which most students are an
anonymous face in a crowd, are uninterested in their courses of study, and make

little connection to their teachers and to other students as part of a community of

learners.

e Student tracking into vocational/technical education (designed for non-college-
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bound students) or into college preparatory classes, usually based on the income
and educational level of the student's parents, not the students’ capacity to
succeed in academic endeavors.

Baxter Academy was envisioned by its founders as a charter school that will
demonstrate how the public high school experience can be restructured and redesigned
to enhance students’ connections to their educational experiences and to other students
in a community of learners. Their ultimate goal is to show that this restructuring can
improve students’ academic achievement and long-term success.

Baxter Academy’s mission is to provide students with rigorous and relevant academic
and workplace skills, preparing its graduates for rewarding lives in the technological
society of the 21st century. The goals of Baxter Academy are:

e To successfully integrate technical and academic education in a school that
prepares students for post-secondary education and for leadership in STEM
industries. :

e To increase the number of under-represented students in math and engineering
who succeed in high school and post-secondary education and who become
productive members and leaders in Maine STEM industries. Under-represented
students include girls and students of both genders from minority groups,
including Hispanic, African-American, Native American and recent African and
Asian immigrants.

e To provide all Baxter Academy students with an extraordinary education, and to
graduate students who will be thoughtful, engaged citizens prepared to take on
the difficult leadership challenges of the 21st century.

e Baxter Academy emphasizes literacy, numeracy and scientific and technical
proficiencies. Baxter Academy aims to have its students ultimately become self-
motivated, competent, lifelong learners, prepared to thrive throughout their lives.

1.2 Community Relations

Employees of BA represent the high school both on and off the job site. Every employee
is expected to be willing and able to represent the school in the most positive manner
with prospective, former and current students, colleagues, clients, suppliers, visitors and
the community served.

Courtesy and cooperation are essential to the successful operation of our school. Since
an employee’s conduct influences the general public’s opinion of the school, BA asks
that all employees serve as a proud and positive ambassador for BA and the services
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we provide to the community. Community relations are everyone’s responsibility and we
thank employees for doing their part!

SECTION 2. POLICIES AND PROCEDURES

BA has an Open Door Policy that encourages employee participation in decisions
affecting them and their daily professional responsibilities. Employees who have

job-related concerns or complaints are encouraged to discuss them with the Head of
School or any other member of the management team with whom they feel comfortable.
BA believes that employee concerns are best addressed through this type of informal
and open communication. '

Employees are encouraged to raise their work-related concerns with the Head of School
or any other member of the management team as soon as possible after the events that
cause the concern, and are further encouraged to pursue this discussion until the matter
is fully resolved (although there is no guarantee that in each instance the employee will
be satisfied with the result). BA will attempt to keep all such expressions of concern,
the results of its investigation, and the terms of the resolution confidential. In the course
of investigating and resolving the matter, however, some dissemination of information to
others may be necessary and appropriate.

2.1 Equal Employment Opportunity

In order to provide equal employment and advancement opportunities to all individuals,
employment decisions at Baxter Academy will be based on merit, qualifications, and
abilities. BA does not unlawfully discriminate on the basis of race, color, religion, sex
(including pregnancy, childbirth, or related medical conditions), national origin, ancestry,
age, physical disability, mental disability, medical condition, family care status, veteran
status, marital status, sexual orientation, or any other basis protected by state or federal
laws. BA also makes reasonable, necessary accommodations for employees with
disabilities.

Finally, BA prohibits the harassment of any individual on any basis listed above. For
information about the types of conduct that constitute impermissible harassment and
BA's internal procedures for addressing complaints of harassment, please refer to

A-8

78



BA's Policy Against Harassment located in sections 2.2 and 2.3 of this Handbook.
Employees can raise concerns and make reports without fear of reprisal. Anyone found
to be engaging in any type of unlawful discrimination will be subject to disciplinary
action, up to and including termination of employment. This policy applies to all areas of
employment including recruitment, hiring, training, promotion, compensation, benefits,
transfer, and social and recreational programs. It is the responsibility of every individual
who works for BA to conscientiously follow this policy.

Any employee having any questions regarding this policy should discuss them with the
Head of School or other administrator.

2.2 Policy Against Harassment

BA is committed to providing a workplace free of sexual harassment (which includes
harassment based on gender, pregnancy, childbirth, or related medical condi-

tions), as well as harassment based on factors such as race, color, religion, national
origin, ancestry, age, physical disability, mental disability, medical condition, marital
status, sexual orientation, family care or medical leave status, or veteran status. BA
strongly disapproves of and will not tolerate harassment of employees by managers,
supervisors, or co-workers. Similarly, BA will not tolerate harassment by its employees
of non-employees with whom BA employees have a business, service, or professional
relationship.

Harassment includes verbal, physical, and visual conduct that creates an intimidating,
offensive, or hostile working environment or that interferes with work performance. Such
conduct constitutes harassment when (1) submission to the conduct is made either an
explicit or implicit condition of employment; (2) submission to or rejection of the conduct
is used as the basis for an employment decision; or (3) the harassment interferes with
an employee's work performance or creates an intimidating, hostile, or offensive work
environment.

Harassing conduct can take many forms and includes, but is not limited to, the
following: slurs, jokes, statements, gestures, assault, impeding or blocking another's
movement or otherwise physically interfering with normal work, pictures, drawings,

or cartoons based upon an employee's sex, race, color, national origin, religion, age,
physical disability, mental disability, medical condition, ancestry, marital status, sexual
orientation, family care or medical leave status, or veteran status.

Sexually harassing conduct in particular includes all of these prohibited actions as
well as other unwelcome conduct such as requests for sexual favors, conversation
containing sexual comments, and unwelcome sexual advances.

If you experience or witness sexual or other unlawful harassment in the workplace,

A-9

79



report it immediately to any member of management. If the supervisor is unavailable
or you believe it would be inappropriate to contact that person, you should immediately
contact the Head of School or any other member of management. You can raise
concerns and make reports without fear of reprisal or retaliation.

All allegations of sexual harassment will be quickly and discreetly investigated. To the
extent possible, your confidentiality and that of any witnesses and the alleged harasser
will be protected against unnecessary disclosure. When the investigation is completed,
you will be informed of the outcome of the investigation.

Any incident of harassment, including work-related harassment by any School
personnel or any other person, should be reported promptly to any member of the
management team. Managers who receive complaints or who observe harassing
conduct should inform the Head of School immediately. BA emphasizes that an
employee is not required to complain first to his or her supervisor if that supervisor is the
individual who is harassing the employee.

Any supervisor or manager who becomes aware of possible sexual or other
unlawful harassment must immediately advise the Head of School or any member of
management so it can be investigated in a timely and confidential manner.

Every reported complaint of harassment will be investigated thoroughly, promptly,
and in a confidential manner. In addition, BA will not tolerate retaliation against any
employee for cooperating in an investigation or for making a complaint to the Head of
School or any other manager.

In the case of School employees, if harassment is established, BA will discipline
the offender. Disciplinary action for a violation of this policy can range from verbal
or written warnings up to and including immediate termination, depending upon the
circumstances.

2.3 Discrimination and Sexual Harassment Complaint Process

Any BA employees, students or persons who have submitted applications for
employment or admission who feel they have been denied equal opportunity on

the basis of sex, race, age, creed, color, national origin, religion, sexual orientation,
marital status or disability may seek remedy through an internal complaint process.
This process also pertains to those who feel they have been the subject of sexual
harassment (see definition in Section 2.2). BA assures that full cooperation will be
provided to any individual filing a complaint with no threat of penalty or reprisal to the
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complainant. The Head of School will advise the complainant of the necessary steps in
the complaint process.

Informal Inquiry

Individuals are encouraged to make an informal inquiry to their immediate supervisor
or other member of the management team as soon as possible following the date of
occurrence of the event giving rise to the complaint communication. The staff member
contacted will report the incident to the Head of School for purposes of documentation
and advice regarding the necessary steps of the complaint process. Every effort should
be made to resolve the conflict at this time.

Formal Complaint Process

The Head of School should be contacted immediately following the event giving rise

to an alleged discrimination or harassment complaint or at the time the complainant
becomes aware of such an event or situation. If a resolution has not been reached or is
not possible through the informal process, the following steps may be taken.

Step One:

BA requires that aggrieved persons who believe they have been the subject of sexual
harassment or discrimination because of sex, race, age, creed, color, national origin,
religion, sexual orientation, marital status or disability submit a written complaint to

the Head of School within thirty (30) calendar days of the occurrence of the event or
situation. The written complaint should contain the date of the occurrence, location,
party or parties involved, names of witnesses, the facts and/or rationale of the complaint
and the category (age, sex, disability, etc.).

Step Two:

The Head of School will conduct an investigation based upon the complaint. The
investigation will be conducted per the following process:

a. Meet with the person against whom the complaint is made and provide
them with complete information of the complaint. The alleged perpetrator will have the
opportunity to respond to the complaint at that time or may respond within the next five
(5) days.
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b. After the response has been made, the Head of School or his designee will
conduct the investigation through interviews with others who may have witnessed the
incident or been in the vicinity where the alleged behavior occurred.

G The Head of School will provide a written summary/report to the complainant
and alleged perpetrator within thirty (30) calendar days of receipt of the complaint. The
summary will include a thorough and documented review of the circumstances under
which the alleged discrimination or harassment occurred.

Step Three

The Head of School will make recommendations for resolution of the complaint. If a
satisfactory resolution can be arrived at, the terms of the resolution will be documented
in writing and made part of the complaint file. In the event the complaint is found to

be valid and involves an individual’s behavior, that person will receive appropriate
counseling or disciplinary action. Ultimate dismissal is included in any disciplinary
actions that may occur.

Step Four

All aggrieved persons are encouraged to process complaints of alleged discrimination
or harassment through the internal procedures established for this purpose. However,
the complainant may seek remedy at any time from the Maine Human Rights
Commission, the Federal Equal Employment Opportunity Commission or other
appropriate agencies. The complaint must be filed within 180 days of the alleged
discrimination.

The complainant may withdraw the complaint at any time and resolution may be
reached at any step of the process. '

2.4 Employee Complaint Process (Other than discrimination)

Any employee may pursue a job-related complaint. Complaints should be brought to the
attention of the employee’s immediate supervisor within ten (10) working days from the
date of the occurrence of the event giving rise to the complaint, or ten (10) working days
from the date that the employee should have reasonably become aware of the event.
Within five (5) working days after the presentation of the complaint, the immediate
supervisor or designee shall respond in writing to the employee.



In the event the complaint has not been satisfactorily resolved at this level, the
employee may pursue the process in written form to the next level of authority within
five (5) working days. The response from this administrative level will be given in writing
no later than ten (10) working days after receipt of this written complaint. This time
frame shall be followed at all subsequent administrative levels through the Executive
Director or designee.

Complaints that come to the attention of the members of the Board of Directors shall be
referred to the Executive Director for resolution.

2.5 Alcohol and Drug Policy

It is Baxter Academy's desire to provide a drug-free, healthful, and safe workplace. To
promote this goal, employees are required to report to work in appropriate mental and
physical condition to perform their jobs in a satisfactory manner.

While on Baxter Academy premises and while conducting official school-related
activities off Baxter Academy premises, no employee may use, possess, distribute, sell,
or be under the influence of alcohol or illegal drugs. The legal use of prescribed drugs
is permitted on the job only if it does not impair an employee's ability to perform the
essential functions of the job effectively and in a safe manner that does not endanger
other individuals in the workplace.

Violations of this policy may lead to disciplinary action, up to and including immediate
termination of employment, and/or required participation in a substance abuse
rehabilitation or treatment program. Such violations may also have legal consequences.

Under the Drug-Free Workplace Act, an employee who performs work for a government
contract or grant must notify Baxter Academy of a criminal conviction for drug-related
activity occurring in the workplace. The report must be made within five days of the
conviction.

2.6 Smoking Policy
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In keeping with Baxter Academy's intent to prdvide a safe and healthful work
environment, smoking is prohibited throughout the workplace.

This policy applies equally to all employees, customers, and visitors.

2.7 Handling of Confidential Information

Many employees will be exposed and have access to information which is of a
confidential nature. Such information should not be shared with unauthorized personnel.

2.8 Personnel Files

An official file for each employee will be kept at all times within the Fiscal Affairs office.
All employment documentation such as contracts, evaluations, educational attainment
records and application materials will be kept in this file. Employees may have access
to their file (except for confidential letters of reference) at any time by calling the
Coordinator of Fiscal Affairs to make an appointment.

Medical information, such as sick leave verification forms and physician return to work
forms, will be kept in a “Medical File” separate from the employee’s general employment
file. Only the Human resources staff will have access to an employee’s confidential
medical file.

Release of personnel file information would be executed only through court order,
employee signed release or on a “need to know” basis as determined by the Head of
School.

Upon completion of college course work, employees should forward a copy of the
transcript to the Human Resources office to be maintained in the employees personnel

file.

The high school will maintain personnel records for the period of time as required by
law.
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Changes in Personal Data. The information in the employee's personnel file is
permanent and confidential, and must be kept up-to-date. The employee should inform
the Office Manager immediately whenever there are changes in personal data such

as address, telephone number, marital status, number of dependents, and person(s)
to notify in case of emergency. Personnel files are the property of BA and may not be
removed from BA's premises without written authorization from the Head of School.

2.9 Responsible Use of Information Technology

Technology Use: BA provides various Technology Resources to authorized employees
to assist them in performing their job duties for the school. Each employee has

a responsibility to use BA's Technology Resources in a manner that increases
productivity, enhances BA's public image, and is respectful of other employees. Failure
to follow BA's policies regarding its Technology Resources may lead to disciplinary
measures, up to and including termination of employment.

Technology Resources consist of all electronic devices, software, and means of
electronic communication including, but not limited to, the following: personal computers
and workstations; lap-top computers; computer servers; computer hardware such

as disk drives and tape drives; peripheral equipment such as printers, modems, fax
machines, and copiers; computer software applications and associated files and

data, including software that grants access to external services, such as the Internet;
electronic mail; telephones; cellular phones; pagers; personal digital assistants, and
voicemail systems.

Access to BA's Technology Resources is within the sole discretion of BA. Generally,
employees are given access to BA's various technologies based on their job functions.
Only employees whose job performance will benefit from the use of BA's Technology
Resources will be given access to the necessary technology.

BA's Technology Resources are to be used by employees only for the purpose

of conducting School business. Employees may, however, use BA's Technology
Resources for the following incidental personal uses so long as such use does not
interfere with the employee's duties, is not done for financial-gain, does not conflict

with BA's business, and does not violate any School policy: (1) To send and receive
necessary and occasional personal communications; (2) To prepare and store
incidental personal data (such as personal calendars, personal address lists, and similar
incidental personal data) in a reasonable manner; (3) To use the telephone system for



brief and necessary personal calls; and (4) To access the Internet for brief personal
searches and inquiries during meal times or other breaks, or outside of work hours,
provided that employees adhere to all other usage policies.

BA assumes no liability for loss, damage, destruction, alteration, disclosure, or misuse
of any personal data or communications transmitted over or stored on BA's Technology

Resources. BA accepts no responsibility or liability for the loss or non-delivery of any
personal electronic mail or voicemail communications or any personal data stored on
any School property. BA strongly discourages employees from storing any personal
data on any of BA's Technology Resources.

BA is aware that employees use electronic mail for correspondence that is less

formal than written memoranda. Employees must take care, however, not to let
informality degenerate into improper use. As set forth more fully in BA's "Policy Against
Harassment," BA does not tolerate discrimination or harass-ment based on gender,
pregnancy, childbirth (or related medical conditions), race, color, religion, national origin,
ancestry, age, physical disability, mental disability, medical condition, marital status,
sexual orientation, family care or medical leave status, veteran status, or any other
status protected by state and federal laws. Under no circumstances may employees
use BA's Technology Resources to transmit, receive, or store any information that is

discriminatory, harassing, or defamatory in any way (e.g., sexually-explicit or racial
messages, jokes, cartoons).

Employees also must not use BA's Technology Resources to copy, retrieve, forward

or send copyrighted materials unless the employee has the author's permission or is
accessing a single copy only for the employee's reference. In addition, Employees
may not use any of BA's Technology Resources for any illegal purpose, violation of any
School policy, in a manner contrary to the best interests of BA, in any way that discloses
confidential or proprietary information of BA or third parties, or for personal or financial
gain.

Privacy: All messages sent and received, including personal messages, and all data
and information stored on BA's electronic-mail system, voicemail system, or computer
systems are School property, regardless of the content. As such, BA reserves the
right to access all of its Technology Resources including its computers, voicemail, and

electronic-mail systems, at any time, in its sole discretion.

Although BA does not wish to examine personal information of its employees, on
occasion, BA may need to access its Technology Resources including computer files,
electronic-mail messages, and voicemail messages. Employees should understand,
therefore, that they have no right of privacy with respect to any messages or information
created or maintained on BA's Technology Resources, including personal information
or messages. BA may, at its discretion, inspect all files or messages on its Technology



Resources at any time for any reason. BA may also monitor its Technology Resources
at any time in order to determine compliance with its policies, for purposes of legal
proceedings, to investigate misconduct, to locate information, or for any other business
purpose.

Certain of BA's Technology Resources can be accessed only by entering a password.
Passwords are intended to prevent unauthorized access to information. Passwords

do not confer any right of privacy upon any employee of BA. Thus, even though
employees may maintain passwords for accessing Technology Resources, employees
must not expect that any information maintained on Technology Resources, including
electronic-mail and voicemail messages, are private. Employees are expected to
maintain their passwords as confidential. Employees must not share passwords and
must not access coworkers' systems without express authorization.

The best way to guarantee the privacy of personal information is not to store or transmit
it on BA's Technology Resources. To ensure that employees understand the extent to
which information is collected and stored, below are examples of information currently
maintained by BA. BA may, however, in its sole discretion, and at any time, alter the
amount and type of information that it retains.

Telephone Use and Voicemail: Records are kept of all calls made from and to a
given telephone extension. Although voicemail is password protected, an authorized
administrator can reset the password and listen to voicemail messages.

Electronic Mail: Electronic mail is backed-up and archived. Although electronic
mail is password protected, an authorized administrator can reset the password and
read electronic mail.

Desktop Facsimile Use: Copies of all facsimile transmissions sent and received
are maintained in the facsimile server.

Document Use: Each document stored on School computers has a history, which
shows which users have accessed the document for any purpose.

Internet Use: Internet sites visited, the number of times visited, and the total time
connected to each site is recorded and periodically monitored.

Deleting or erasing information, documents, or messages maintained on BA's
Technology Resources is, in most cases, ineffective. All employees should understand
that any information kept on BA's Technology Resources may be electronically recalled
or recreated regardless of whether it may have been "deleted" or "erased" by an
employee. Because BA periodically backs-up all files and messages, and because of

the way in which computers re-use file storage space, files and messages may exist
that are thought to have been deleted or erased. Therefore, employees who delete or
erase information or messages should not assume that such information or messages
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are confidential.

Internet Usage: Internet access to global electronic information resources on the World
Wide Web is provided by Baxter Academy to assist employees in obtaining work-
related data and technology. The following guidelines have been established to help
ensure responsible and productive Internet usage. While Internet usage is intended for
job-related activities, incidental and occasional brief personal use is permitted within.
reasonable limits.

All Internet data that is composed, transmitted, or received via our computer
communications systems is considered to be part of the official records of Baxter
Academy and, as such, is subject to disclosure to law enforcement or other third
parties. Consequently, employees should always ensure that the business information
contained in Internet e-mail messages and other transmissions is accurate, appropriate,
ethical, and lawful.

The equipment, services, and technology provided to access the Internet remain at all
times the property of Baxter Academy. As such, Baxter Academy reserves the right to
monitor Internet traffic, and retrieve and read any data composed, sent, or received
through our online connections and stored in our computer systems.

Data that is composed, transmitted, accessed, or received via the Internet must

not contain content that could be considered discriminatory, offensive, obscene,
threatening, harassing, intimidating, or disruptive to any employee or other person.
Examples of unacceptable content may include, but are not limited to, sexual comments
or images, racial slurs, gender-specific comments, or any other comments or images
that could reasonably offend someone on the basis of race, age, sex, religious or
political beliefs, national origin, disability, sexual orientation, or any other characteristic
protected by law.

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked,
or patented material on the Internet is expressly prohibited. As a general rule, if an
employee did not create material, does not own the rights to it, or has not received
authorization for its use, it should not be put on the Internet. Employees are also
responsible for ensuring that the person sending any material over the Internet has the
appropriate distribution rights.

Abuse of the Internet access provided by Baxter Academy in violation of law or Baxter
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Academy policies will result in disciplinary action, up to and including termination of
employment. Employees may also be held personally liable for any violations of this
policy. The following behaviors are examples of previously stated or additional actions
and activities that are prohibited and can result in disciplinary action:

* Sending or posting discriminatory, harassing, or threatening messages or
images
* Using the organization's time and resources for personal gain

* Stealing, using, or disclosing someone else's code or password without
authorization

* Copying, pirating, or downloading software and electronic files without
permission

* Violating copyright law
* Attempting to break into the computer system of another organization or person

* Sending or posting chain letters, solicitations, or advertisements not related to
business purposes or activities

* Using the Internet for political causes or activities, religious activities, or any sort of
gambling

School Property and Information: All software in use on BA's Technology Resources

is officially licensed software. No software is to be installed or used that has not

been duly paid for and licensed appropriately for the use to which it is being put. No
employee may load any software on BA's computers, by any means of transmission,
unless authorized in writing in advance by the Office Manager. Authorization for loading
software onto BA's computers should not be given until the software to be loaded has
been thoroughly scanned for viruses.

BA is very sensitive to the issue of protection of trade secrets and other confidential
and proprietary information of both BA and third parties ("Confidential Information").
Therefore, employees are expected to use good judgment and to adhere to the
highest ethical standards when using or transmitting Confidential Information on BA's
Technology Resources.

Confidential Information should not be accessed through BA's Technology Resources
in the presence of unauthorized individuals. Similarly, Confidential Informa-tion should
not be left visible or unattended. Moreover, any Confidential Information transmitted
via Technology Resources should be marked with the following confidentiality legend:
"This message contains confidential information. Unless you are the addressee (or
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authorized to receive for the addressee), you may not copy, use, or distribute this
information. If you have received this message in error, please advise [employee's
name] immediately at [employee's telephone number] or return it promptly by mail."

BA endeavors to license its software so that it may be used on portable computers and
home computers in addition to office computers. Before transferring or copying any
software from a School Technology Resource to another computer, employees must
request permission and receive written authorization from the Office Manager.

BA has installed a variety of programs and devices to ensure the safety and security of
BA's Technology Resources. Any employee found tampering or disabling any of BA's
security devices will be subject to discipline up to and including termination.

BA may perform auditing activity or monitoring to determine compliance with these
policies. Audits of software and data stored on BA's Technology Resources may be
conducted without warning at any time.

2.10 Family Educational Rights and Privacy Act (FERPA)

Student education records are official and confidential documents protected by one of
the nation’s strongest privacy protection laws, the Family Education Rights and Privacy
Act of 1974 (FERPA). FERPA applies to schools that receive federal education funds
and non-compliance can result in the loss of those funds.

Confidential education records include student registration forms, graded papers,
student information displayed on a computer screen and social security numbers linked
to names. Employees who work around education records need to keep this information
secure and protect the rights of students.

The essence of this act is that:

§ Parents have the right to inspect and review their child’s education
records (any records from which the student can be individually
identified), to the exclusion of third parties. Students also have this right
when they reach age 18.

§ Parents and eligible students have the right to request that a school
correct records believed to be inaccurate or misleading.

§ Institutions may not disclose information about students, nor permit
inspection of their records, without the student’s written permission unless
such action is covered by certain exceptions as stipulated in the Act.

One exception the law allows is “directory information”, which includes such things as
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name, address and telephone number. FERPA says each school can formulate its own
policy about what directory information it will release. Baxter Academy does not have a
~general student directory, therefore, it is our policy not to release names, addresses and
phone numbers. Exceptions may be made when graduates are listed in the newspaper
or team rosters are published.

211  Conflict of Interest

Employees are expected to devote their best efforts and attention to the full-time
performance of their jobs. Moreover, employees are expected to use good judgment,
to adhere to high ethical standards, and to avoid situations that create an actual or
potential conflict between their personal interests and the interests of BA. A conflict

of interest exists when the employee's loyalties or actions are divided between BA's
interests and those of another, such as a competitor, supplier, or customer. Both

the fact and the appearance of a conflict of interest should be avoided. Employees
unsure as to whether a certain transaction, activity, or relationship constitutes a conflict
of interest should discuss it with their immediate supervisor for clarification. Any
exceptions to this guideline must be approved in writing by the Head of School.

Failure to adhere to this guideline, including failure to disclose any conflicts or to seek
an exception, will result in discipline, up to and including termination of employment.

212 Termination and Discipline

BA strives to provide a positive workplace environment for all of its employees. To
achieve and maintain this, we must have the cooperation of everyone at BA. It also
requires holding people accountable when the rules are not followed. This policy
provides the guidelines that BA has developed to achieve its goal.

Termination

BA will consider an employee to have voluntarily terminated his or her employment if

an employee does any of the following: (1) Elects to resign from BA; (2) Fails to return
from an approved leave of absence on the date specified by BA; or (3) Fails to report for
work without notice to BA for two consecutive days.

An employee may be terminated involuntarily for reasons that may include poor
performance, misconduct, or other violations of BA's rules of conduct as set forth below.

Rules of Conduct

Employees are expected to observe certain standards of job performance and
good conduct. When performance or conduct does not meet School standards, BA
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will endeavor, when it deems appropriate, to provide the employee a reasonable
opportunity to correct the deficiency. If, however, the employee fails to make the
_correction, he or she will be subject to discipline up to and including termination.

The rules set forth below are intended to provide employees with fair notice of what
is expected of them. Necessarily, however, such rules cannot identify every type of
unacceptable conduct and performance. Therefore, employees should be aware
that conduct not specifically listed below but which adversely affects or is otherwise
detrimental to the interests of BA, other employees, or customers, may also result in
disciplinary action.

Employees may be disciplined for poor job performance, including but not limited to the
following: (1) Unsatisfactory work quality or quantity; (2) Poor attitude (for example,
rudeness or lack of cooperation); (3) Excessive absenteeism, tardiness, or abuse of
break and lunch privileges; (4) Failure to follow instructions or School procedures; or (5)
Failure to follow established safety regulations.

Employees may be disciplined for misconduct, including but not limited to the following:
(1) Insubordination; (2) Dishonesty; (3) Theft; (4) Discourtesy; (5) Misusing or
destroying School property or the property of another on School premises; (6) Violating
conflict of interest rules; (7) Disclosing or using confidential or proprietary information
without authorization; (8) Falsifying or altering School records, including the application
for employment; (9) Interfering with the work performance of others; (10) Altercations;
(11) Harassing, including sexually harassing, employees or students; (12) Being under
the influence of, manufacturing, dispensing, distributing, using, or possessing aicohol
or illegal or controlled substances on School property or while conducting School
business; (13) Gambling on School premises or while conducting School business; (14)
Sleeping on the job or leaving the job without authorization; (15) Possessing a firearm
or other dangerous weapon on School property or while conducting School business;
and (16) Being convicted of a crime that indicates unfitness for the job or raises a threat

to the safety or well-being of BA, its employees, customers, or property.

In addition to the general rules stated above, employees may be disciplined for failing

to observe the following specific requirements relating to attendance: (1) Reporting to
work on time, observing the time limits for rest and meal periods, and obtaining approval
to leave work early; and (2) Notifying the supervisor in advance of anticipated tardiness
or absence.

Though discharge or demotion for poor performance or attendance ordinarily will be
preceded by an oral warning and a written warning, BA reserves the right to proceed
directly to a written warning, or demotion, or termination for misconduct or performance
deficiency, without resort to prior disciplin-ary steps, when BA deems such action
appropriate.
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213 Violence in the Workplace

Baxter Academy is committed to preventing workplace violence and to maintaining

a safe work environment. Given the increasing violence in society in general, Baxter
Academy has adopted the following guidelines to deal with intimidation, harassment,
or other threats of (or-actual) violence that may occur during business hours or on its
premises.

All employees, including supervisors and temporary employees, should be treated

with courtesy and respect at all times. Employees are expected to refrain from

fighting, "horseplay," or other conduct that may be dangerous to others. Firearms,
weapons, and other dangerous or hazardous devices or substances are prohibited from
the premises of Baxter Academy without proper authorization.

Conduct that threatens, intimidates, or coerces another employee, a customer, or a
member of the public at any time, including off-duty periods, will not be tolerated. This
prohibition includes all acts of harassment, including harassment that is based on an
individual's sex, race, age, or any characteristic protected by federal, state, or local law.

All threats of (or actual) violence, both direct and indirect, should be reported as soon
as possible to your immediate supervisor or any other member of management. This
includes threats by employees, as well as threats by customers, vendors, solicitors,
or other members of the public. When reporting a threat of violence, you should be as
specific and detailed as possible.

All suspicious individuals or activities should also be reported as soon as possible to a
supervisor. Do not place yourself in peril.

Baxter Academy will promptly and thoroughly investigate all reports of threats of (or
actual) violence and of suspicious individuals or activities. The identity of the individual
making a report will be protected as much as is practical.

Anyone determined to be responsible for threats of (or actual) violence or other conduct
that is in violation of these guidelines will be subject to prompt disciplinary action up to
and including termination of employment.
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Baxter Academy encourages employees to bring their disputes or differences with
other employees to the attention of their supervisors or the Head of School before the
situation escalates into potential violence. Baxter Academy is eager to assist in the
resolution of employee disputes, and will not discipline employees for raising such
concerns.

2.14 Professional Dress and Appearance

BA considers the presentation of BA’s image to its students and the public at large
to be extremely important. BA seeks not only good performance and conduct from
its employees, but also expects them to observe high standards in their personal
presentation. Accordingly, it is expected that all employees dress in a manner
consistent with good taste. Employees are expected to wear apparel BA considers
appropriate for dealing with the public.

Section 3. Human Resources and Payroll Procedures

3.1 Employment Status Categories

It is the intent of Baxter Academy to clarify the definitions of employment classifications
so that employees understand their employment status and benefit eligibility. These
classifications do not guarantee employment for any specified period of time.

Each employee is designated as either NONEXEMPT or EXEMPT from federal and
state wage and hour laws. NONEXEMPT employees are entitled to overtime pay under
the specific provisions of federal and state laws. EXEMPT employees are excluded from
specific provisions of federal and state wage and hour laws. An employee's EXEMPT or
NONEXEMPT classification may be changed only upon written notification by the Head
of School.

In addition to the above categories, each employee will belong to one other employment
category:
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REGULAR FULL-TIME employees are those who are not in a temporary or introductory
status and who are regularly scheduled to work Baxter Academy's full-time schedule.
Generally, they are eligible for Baxter Academy's benefit package, subject to the terms,
conditions, and limitations of each benefit program.

" REGULAR PART-TIME employees are those who are not assigned to a temporary or
introductory status and who are regularly scheduled to work less than the full-time work
schedule, but at least 30 or more hours per week. Regular part-time employees are
eligible for some benefits sponsored by Baxter Academy on a pro-rated basis, subject to
the terms, conditions, and limitations of each benefit program.

3.2 Contracts and Salaries

Because recruiting and retaining talented employees is critical to our success, Baxter
Academy is committed to paying its employees equitable wages that reflect the
requirements and responsibilities of their positions and are comparable to the pay
received by similarly situated employees in other organizations in the area.

Compensation for every position is determined by several factors, including job analysis
and evaluation, the essential duties and responsibilities of the job, and salary survey
data on pay practices of other employers. Baxter Academy periodically reviews its
salary administration program and restructures it as necessary. Merit-based pay
adjustments may be awarded in conjunction with superior employee performance
documented by the performance evaluation process. Employees should bring their pay-
related questions or concerns to the attention of the Head of School.

3.3 Job Descriptions

Job descriptions shall be developed and maintained on every full-time and part-time
position in the school. Descriptions shall include job responsibilities, performance
expectations, general physical activities and minimum qualifications.

Job descriptions for non-instructional, occasional, specialized and support staff shall
establish the minimum standards of employment for positions not requiring a California
teacher's license.
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Job descriptions should be reviewed and updated regularly by each designated
administrator and the employees he/she supervises.

3.4 Work Hours

The normal work schedule for all employees is 8 hours a day, 5 days a week.
Supervisors will advise employees of the times their schedules will normally begin and
end. Staffing needs and operational demands may necessitate variations in starting and
ending times, as well as variations in the total hours that may be scheduled each day
and week.

3.5 Absences

Prior to taking a leave of absence for purposes of vacation, personal leave, military
or jury duty, or other planned absence, an Employee Leave Report, available in each
department, should be submitted at least one week prior to the scheduled leave date,
unless the request is due to an unexpected emergency. The nature of the emergency
should then be shared with the supervisor.

Employee Leave Reports to request paid leave for an absence due to personal iliness,
family illness or bereavement leave should be completed upon return from the absence.

All employees are expected to work on a regular and consistent basis, completing
their regularly scheduled hours per week. Excessive absenteeism may result in
disciplinary action, up to and including termination. Disciplinary action taken because
of absenteeism will be considered on an individual basis, following review of the
employee's absentee and overall work record. ’

Any employee who does not call or report to work for two consecutive work days will be
considered to have voluntarily resigned employment at BA. Managers experiencing this
situation should contact the Head of School immediately.

3.6 Payroll Period and Pay Dates
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BA pays employees twice per month: on the 15th day of the month and the last day

of the month. The Fiscal Affairs department will-establish deadlines for submission of
time sheets for each payday. The payroll information is sent to the bank two times per
month only. Time sheets must be turned in by the established deadline to ensure that
the employee’s paycheck.is included. Paychecks will be delayed until the next pay date
if the time sheet is submitted after the deadline.

Accurately recording time worked is the responsibility of every nonexempt employee.
Federal and state laws require Baxter Academy to keep an accurate record of time
worked in order to calculate employee pay and benefits. Time worked is all the time
actually spent on the job performing assigned duties.

Nonexempt employees should accurately record the time they begin and end their work,

as well as the beginning and ending time of each meal period. They should also record
the beginning and ending time of any split shift or departure from work for personal
reasons. Overtime work must always be approved before it is performed.

Altering, falsifying, tampering with time records, or recording time on another
employee's time record may result in disciplinary action, up to and including termination
of employment.

It is the employees' responsibility to sign their time records to certify the accuracy of
all time recorded. The supervisor will review and then initial the time record before
submitting it for payroll processing.

3.7 Payroll Deductions

Deductions from an employee's gross pay period earnings are of two types: mandatory
and voluntary. Mandatory deductions are those required by law, court order or other
legally compelling influence on payroll. BA is required by law to make the following
deductions from an employee's check:

§ Federal Income Tax
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§ Social Security Tax (FICA), if not eligible for STRS
§ State Income Tax '

§ Medicare

§ Court-Ordered garnishments (when required by law)
§ STRS

The amount of tax deductions depends on the employee's income level, marital status
and number of allowances the employee claims on the W-4 form.

Voluntary deductions are those requested by the employees to be made on their behalf
and may include family medical, dental or vision insurance, tax-sheltered annuities,
etc. Voluntary deductions will not be made without the employee's written request

or authorization, and advanced approval from the Human Resources office and/or
Business Services office.

3.8 Employee Separation Procedure

Termination of employment is an inevitable part of personnel activity within any
organization, and many of the reasons for termination are routine. Below are examples
of some of the most common circumstances under which employment is terminated:

* Resignation - voluntary employment termination initiated by an employee.

* Discharge - involuntary employment termination initiated by the organization.

Resignation is a voluntary act initiated by the employee to terminate employment with
Baxter Academy. Although advance notice is not required, Baxter Academy requests
that teachers who will not work the following school year submit written notice of
resignation by the 15th of May of the current school year.

Baxter Academy requests that administrative employees submit at least 2 weeks’
written notice of resignation.

3.9 Reference Checks
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Baxter Academy relies upon the accuracy of information contained in the employment
application, as well as the accuracy of other data presented throughout the hiring
process and employment. Any misrepresentations, falsifications, or material omissions
in any of this information or data may result in the exclusion of the individual from
further consideration for employment or, if the person has been hired, termination of
employment.

To ensure that individuals who join Baxter Academy are well qualified and have a strong
potential to be productive and successful, it is the policy of Baxter Academy to check
the employment references and criminal backgrounds of all applicants.

Baxter Academy will respond to all reference check inquiries from other employers.
Responses to such inquiries will be limited to factual information that can be
substantiated by Baxter Academy's records.

3.10 Outside Employment

Employees may hold outside jobs as long as they meet the performance standards of
their job with Baxter Academy. All employees will be judged by the same performance
standards and will be subject to Baxter Academy's scheduling demands, regardless of
any existing outside work requirements.

If Baxter Academy determines that an employee's outside work interferes with
performance or the ability to meet the requirements of Baxter Academy as they are
modified from time to time, the employee may be asked to terminate the outside
employment if he or she wishes to remain with Baxter Academy.

Outside employment that constitutes a conflict of interest is prohibited. Employees may
not receive any income or material gain from individuals outside Baxter Academy for
materials produced or services rendered while performing their jobs.

SECTION 4. EMPLOYEE BENEFITS: FULL-TIME EMPLOYEES
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4.1 Employee Benefits Eligibility

BA provides benefits for its regular full-time employees and for part-time employees

who are regularly scheduled to work at least 30 hours per week. All regular full-time
employees and their dependents are eligible to participate in BA's health, dental,
vision, retirement, disability plans and other benefits. BA reserves the right to eliminate
or modify any of its benefits at any time. Please contact the Executive Director for
additional information about benefits offered by BA.

4.2 Continuation of Insurance (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives
employees and their qualified beneficiaries the opportunity to continue health

insurance coverage under Baxter Academy's health plan when a "qualifying event"
would normally result in the loss of eligibility. Some common qualifying events are
resignation, termination of employment, or death of an employee; a reduction in an
employee's hours or a leave of absence; an employee's divorce or legal separation; and
a dependent child no longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at Baxter
Academy's group rates plus an administration fee. Baxter Academy provides each
eligible employee with a written notice describing rights granted under COBRA when
the employee becomes eligible for coverage under Baxter Academy's health insurance
plan. The notice contains important information about the employee's rights and
obligations.

4.3 Holidays

BA observes the following holidays each year:
Labor Day (Sept. 3)
Columbus Day (Oct.8)
Veterans Day (November 12)
Thanksgiving (Wed 11/21 — Friday 11/23)
Christmas Day
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New Year’s Day

Martin Luther King Day (Jan. 21)
President’s Day (Feb 18)
Memorial Day (May 27)

Fourth of July

4.4 Sick Leave

Sick leave may be taken for a personal iliness, a disability, or for a family care or
medical leave. Sick leave must be taken by eligible employees in increments of at least
one full day. Full-time employees will be granted 6 sick days per year.

4.6 Family and Medical Leave (FMLA)

In addition to sick leave, Baxter Academy provides family leaves of absence without
pay to eligible employees who wish to take time off from work duties to fulfill family
obligations relating directly to childbirth, adoption, or placement of a foster child; or
to care for a child, spouse, or parent with a serious health condition. A serious health
condition means an illness, injury, impairment, or physical or mental condition that
involves inpatient care in a hospital, hospice, or residential medical care facility; or
continuing treatment by a health care provider.

Regular full-time employees and regular part-time employees are eligible to request
family leave as described in this policy: Eligible employees may request family leave
only after having completed 365 calendar days of service. Eligible employees should
make requests for family leave to their supervisors at least 30 days in advance of
foreseeable events and as soon as possible for unforeseeable events. |

Employees requesting family leave related to the serious health condition of a child,
spouse, or parent may be required to submit a health care provider's statement verifying
the need for a family leave to provide care, its beginning and expected ending dates,
and the estimated time required. -

Eligible employees may request up to a maximum of 12 weeks of family leave within
any 12-month period. Any combination of family leave and medical leave may not
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exceed this maximum limit. Employees will be required to first use any accrued

paid leave time before taking unpaid family leave. Married employee couples may

be restricted to a combined total of 12 weeks leave within any 12-month period for
childbirth, adoption, or placement of a foster child; or to care for a parent with a serious
health condition.

Subject to the terms, conditions, and limitations of the applicable plans, Baxter
Academy will continue to provide health insurance benefits for the full period of the
approved family leave.

So that an employee's return to work can be properly scheduled, an employee on family
leave is required to provide Baxter Academy with at least two weeks advance notice

of the date the employee intends to return to work. When a family leave ends, the
employee will be reinstated to the same position, if it is available, or to an equivalent
position for which the employee is qualified.

If an employee fails to return to work on the agreed upon return date, Baxter Academy
will assume that the employee has resigned.

4.7 Maternity Leave

Employees may take up to three weeks paid leave after the birth or adoption of a child.
This paid leave will be in addition to the employee’s accrued sick and vacation leave,
which need not be taken first. Subject to the terms, conditions, and limitations of the
applicable plans, Baxter Academy will continue to provide health insurance benefits for
the full period of the approved maternity leave.

4.8 Pregnancy-Disability Leave

BA recognizes that employees may be unable to work for temporary but extended
periods of time due to pregnancy, childbirth, or related medical conditions (“Pregnancy-
Disability”). Accordingly, BA provides Pregnancy-Disability leave for the period of actual
disability, up to a maximum of four months. )

Procedure for Requesting Pregnancy-Disability Leave: Whenever possible, an

employee should submit a written request for Pregnancy-Disability leave or Pregnancy-
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Disability transfer to the Head of School as soon as she is aware of the need for such
leave. If the leave is foreseeable, the employee must provide 30 calendar days’
advance notice to BA of the need for Pregnancy-Disability leave.

Each employee who has taken a Pregnancy-Disability leave or transfer must be
released by her doctor to return to work. The release should be in writing and submitted
to the Head of School on or before the employee’s return from a Pregnancy-Disability
leave or transfer.

4.10 Bereavement Leave

Employees who wish to take time off due to the death of an immediate family member
should notify their supervisor immediately. Up to 3 days of paid bereavement leave per
incident will be provided to all employees. Bereavement leave will normally be granted
unless there are unusual business needs or staffing requirements. Employees may,
with their supervisors' approval, use any available paid leave for additional time off as
necessary. Baxter Academy defines "immediate family" as the employee's spouse or
domestic partner, parent, child, or sibling.

413 Retirement Programs

Teachers and other eligible staff members may enrolle in the Maine State Retirement
System (MSR). The employee’s share of the contribution to MSR will be deducted from
their paycheck. Social Security (FICA) payments are not made for these staff members.

BA will pay Social Security benefits for non-teaching staff who are not eligible for STRS.
414  Tax Deferment Plans

BA participates in a 403(b) tax deferred savings program. See the Executive Director for
more information about this program.

415 Employee Assistance Program

BA recognizes that personal problems may have a negative impact on an employee's
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attendance, job performance, or behavior at work. BA also recognizes that everyone
may occasionally benefit from professional assistance with personal problems.
Accordingly, BA offers an employee assistance program (EAP) for all of its full-time
employees. The EAP provides confidential and professional counseling and, when

appropriate, referral to other services to deal with personal problems, such as chemical

dependency, marital or family conflict, and emotional problems. The EAP is offered
to enhance personal well-being as a means of improving individual attendance,
performance, and productivity.

All counseling through this program is on a voluntary basis. Employees who suspect
they may have an alcohol, drug, emotional, marital, family, or other personal problem,
even in the early stages, should request EAP assistance from the Head of School,
seek a diagnosis, and follow through with the program as prescribed by qualified
professionals. Although employees are encouraged to use the EAP, participation in
the program does not relieve employees of their obligation to perform their work in a
satisfactory manner and to comply with other School rules and guidelines, including

BA's Drug-Free Workplace guide-line.

Questions regarding EAP services should be directed to the Head of School.

SECTION 5. STAFF DEVELOPMENT AND PERFORMANCE

51 Staff Development Program

Baxter Academy’s staff development program is designed to provide programs that
contribute to the personal and professional growth and development of employees.
The program will offer a range of workshops, seminars and training opportunities on
both skill-oriented and general interest topics. Each employee is expected to create
an annual professional development plan, review it with his or her administrator, and
submit it to the Head of School for approval. The Head of School or his designee will
provide guidelines for professional development plans, which will outline required and
optional program components. .

5.2 Performance Appraisals
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BA will conduct periodic performance reviews for employees. Employees generally
receive written performance evaluations at the end of their probationary period and
then once every year thereafter. Performance evaluations may be scheduled more
frequently, at the discretion of the Head of School. The purpose of the review is to
evaluate the employee's current level of performance, to examine the progress made
since the last review, and to establish goals for the employee's next review. During their
performance reviews, employees are encouraged to discuss any issues raised, as well
as any opportunities for advancement or career development within BA. After receiving
their performance evaluation, employees will be required to sign the evaluation
acknowledging that they have received the evaluation and are aware of its contents. A
copy of the performance evaluation will then be placed in the employee's personnel file.

5.3 Performance Development Process

Should an employee's performance be rated unacceptable or marginal by the
immediate supervisor, he/she may recommend that the employee be placed on a
performance development program or may be terminated.

54 Employee Discipline

To provide the best possible work environment, Baxter Academy expects employees
to treat students and other BA community members with respect and dignity, and to
follow rules of conduct that will protect the interests and safety of all employees and the
organization. The Head of School, or designee, will administer appropriate disciplinary
action resulting from misconduct by employees during hours in which they are on

the job. Such action will be fair and consistent and in accordance with established
personnel procedures.

Behavior considered unacceptable in the workplace may result in disciplinary action,
up to and including termination of employment. Although it is not possible to list all
forms of behavior that would warrant disciplinary action, examples include: theft or
inappropriate removal or possession of property; fighting or threatening violence in

the workplace, sexual or other unlawful or unwelcome harassment; possession of
dangerous or unauthorized materials, such as explosives or firearms, in the workplace.

Each violation of employment policies, procedures or standards will be dealt with on an
individual basis considering all the circumstances involved in the incident. Additionally,
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the impact on students, co-workers and the community, as well as the general image of
BA, will be considered in disciplinary actions. Therefore, there may be incidents which
are deemed serious enough that immediate suspension or termination will take place. In
other circumstances, the procedure listed below will be followed.

Oral Reprimand: Oral reprimands are given by the immediate supervisor to the
employee. They are documented by the supervisor and placed in the employee’s
personnel file.

Prior to any of the next three steps taking place, the supervisor should schedule a
meeting with the Head of School for review.

Written Reprimand: Formal notice to the employee stating that if corrective action
is not taken on a particular problem or efficiency within a certain time period, a
recommendation for suspension from work will be made. A copy of this written
reprimand will be forwarded to the Human Resources Office to be placed in the
employee's official personnel file.

Suspension: The Head of School, or designee, is authorized to suspend an employee
pending action on a discharge, for investigation of charges against the employee or for
disciplinary purposes.

It shall be within the discretion of the Head of School to suspend any employee with or
without pay.

Discharge: Before any employee will be discharged, a meeting between the
supervisor(s), employee and the Head of School will be held to review the situation.

SECTION 6. BAXTER ACADEMY OPERATIONS

6.1 Human Resources: General Policies

Employees may engage in outside employment that does not conflict with BA
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employment. However, employees may not engage in outside employment that results
in the employee’s service to BA being less than satisfactory. In addition, employees
may not receive or accept money or other consideration from other than BA for any
activity that the employee is expected to perform in the regular course or hours of
his/her employment with BA. No employee may use BA time, facilities, equipment,
supplies, prestige or influence in a manner clearly for personal gain or advantage.

6.2 Budgets and Accounting

Select positions have budgetary authority over specific amounts of funds. No
purchases over $100 may be made on these authorized budgets without additional
sign-off from the Director of Finance & Development. No purchases may be made
without specific budgetary authorization. BA does not guarantee repayment of
purchases made by individuals using persbnal funds without prior written approval —
whether or not they have budgetary control over the funds.

6.3 Purchasing

Teachers and other staff members authorized to make a purchase may either
order through the school or buy the items themselves and get reimbursed. Specific
purchasing procedures and forms are available in the Director of Finance &
Development Office.

6.4 Travel

Baxter Academy will reimburse employees for reasonable business travel expenses
incurred while on assignments away from the normal work location. All business travel
must be approved in advance by the Head of School. When approved, the actual costs
of travel, meals, lodging, and other expenses directly related to accomplishing business
travel objectives will be reimbursed by Baxter Academy. Receipts are required.
Employees are expected to limit expenses to reasonable amounts.

Employees whose travel plans have been approved are responsible for making
their own travel arrangements. When travel is completed, employees should
submit completed travel expense reports within 30 days. Expense reports must be
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accompanied by original receipts for all individual expenses.

Employees who are involved in an accident while traveling on business must promptly
report the incident to their immediate supervisor.

Employees should contact the Fiscal Services Coordinator for guidance and assistance
on procedures related to travel arrangements, expense reports, reimbursement for
specific expenses, or any other business travel issues. Abuse of this business travel
expense policy, including falsifying expense reports to reflect costs not incurred by the
employee, can be grounds for disciplinary action, up to and including termination of
employment.

6.5 Personal Use of Telephone and Mail

Employees will be required to reimburse Baxter Academy for any charges resulting from
their personal use of the telephone. Personal use of the telephone should be kept to a
minimum. The use of Baxter Academy paid postage for personal correspondence is not
permitted.

SECTION 7. HEALTH AND SAFETY

7.1 Injury and lliness Prevention Program

BA is committed to providing and maintaining a healthy and safe work environment for
all employees. Accordingly, BA has instituted the following Injury and lliness Prevention
Program designed to protect the health and safety of all personnel. Employees may

be subject to discipline for engaging in any unsafe or unhealthy work practice or for
violating established safety rules. All employees are required to report immediately

to their supervisor any potential health or safety hazards, and all injuries or accidents.
First aid supplies are located in the reception areas and in the Vice Principal for Student
Affairs’ office. The location of the nearest doctor and/or medical facility is posted in the
employee work room and in the galley.
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It takes the effort of all employees to maximize the effectiveness of BA's health, safety
and security efforts. This Injury and lliness Prevention Program ("Program") is designed
to summarize and clarify the steps necessary to maintain and improve the health,
safety and security of our working environment. Every employee is required to follow
this Program, and to exercise care and common sense in achieving the goals of this
Program.

Program Administration: The Head of School or his designee is in charge of oversight
and implementation of the entire Program. The ability of the Program to succeed
depends on the assistance given by all employees. The Head of School may assign
certain duties to others in BA under the Program, and all employees are expected to
cooperate fully.

Compliance: All employees must abide by this Program and BA's general health,
safety and security policies. No employee is exempt. Any violation of this Program, or
of any health, safety and security policies or procedures, can result in discipline up to
and including termination at the discretion of BA. Discipline can be imposed whether
the violation is intentional or negligent. Evaluation of the performance of employees
may include the efforts made by employees to comply with the Program, and efforts to
enhance health, safety and security in the workplace.

Communications: BA will notify employees of health, safety and security issues as they
arise, and on a regular basis through methods such as memoranda, posting of notices,
safety and security meetings, safety and security policies in the employee handbooks,
safety and security training programs, and general employee meetings. BA encourages
employees to direct any questions they may have about the Program or health, safety
or security issues to the Head of School or other manager. If an employee is aware

of a workplace hazard or other unsafe, unhealthy or insecure condition at work, the
employee must immediately inform the employee's supervisor or the Head of School.
Any supervisor receiving such information must immediately advise the Head of School
or other manager in his absence of the information received, whether considered minor
or serious.

BA will not discipline, terminate or retaliate against any employee for bringing a
-hazardous, unhealthy, unsafe, or insecure condition to the attention of the Head of
School or other management. Employees are free to anonymously report hazards to the
Head of School by not identifying themselves in written contact.
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Identification of Hazards: BA will identify and evaluate health, safety and security
hazards in the workplace in several ways. First, upon implementation of the Program,
the Head of School will arrange for a comprehensive inspection of the workplace, with
documentation of all unhealthy, unsafe, or insecure conditions or practices. Second,
periodic inspections will occur. Third, "surprise" inspections will be conducted from
time to time, as determined by the Head of School. Fourth, the Head of School will
coordinate an inspection of any new substance, process, procedure or equipment
introduced into the workplace which may create a health, safety or security hazard.
Fifth, an inspection will occur whenever BA is made aware of a new or previously
unrecognized health, safety or security hazard.

All inspections will include documentation of the persons making the inspections, areas
and procedures inspected, any unhealthy or unsafe conditions or practices identified,
and the action taken or proposed action to remedy any unsatisfactory conditions or
practices.

Additionally, inspections for workplace security hazards will include assessment of how
well our anti-violence policy has been communicated to employees and managers,
how well our managers and employees communicate with each other, the knowledge
of our employees regarding warning signs of potential workplace violence, access to
and freedom of movement within the workplace by non-employees, and any reports of
threats of physical or verbal abuse by employees, managers, or customers.

Investigation of Injuries and lliness: Whenever the Head of School is made aware of a
work-related accident, injury, iliness, or security hazard, it will be investigated promptly.
Wiritten documentation of the investigation will be maintained showing who conducted
the investigation, when it occurred, what persons were involved with the incident, how
the incident occurred, what changes, if any, are recommended to avoid similar incidents
in the future, and whether changes in the Program inspection procedures are necessary
to better anticipate the potential for such incidents to occur.

Correcting Hazardous Conditions: Whenever an unhealthy, unsafe or insecure
condition or procedure is discovered and brought to BA's attention, appropriate
corrective action will be taken. The severity of the health, safety or security hazard

will be considered in determining when and how corrective action will occur. In cases
‘where a hazard creates a risk of imminent harm that cannot be made safe immediately
without endangering persons or property, BA will remove all exposed personnel from
the hazardous area except those necessary to correct the hazard. Any employees
assigned to correct a hazard will first be supplied with any necessary safety equipment
or support to enable them to safely correct the hazard.
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Documentation will be maintained for all hazardous health, safety and security
conditions, describing the condition, when it was identified, how it was corrected,
who corrected it, when it was corrected, and what steps will be taken to avoid future
problems.

Training and Instruction: An important part of the Program is the training of all
employees in health, safety and security awareness. BA will provide training to all
employees on any specific hazards they may face in their job positions, on general
health, safety and security issues, and on first-aid procedures and CPR.

Training will be provided at various times: a) when an employee receives a new job
assignment involving conditions or procedures for which the employee has not received
health, safety or security training; b) when new substances, processes, procedures or
equipment are introduced into the workplace which constitute a new health, safety or
security hazard; and c) when BA is made aware of a new or previously unknown health,
safety or security hazard.

Supervisors will also receive training in health, safety, and security hazards that face the
employees under their supervision and control.

Training and instruction regarding health, safety and security hazards will include

the following: a) an explanation of the Program and procedures for reporting health,
safety and security hazards, including reporting of violent acts or threats of violence; b)
recognition of workplace security hazards; c) measures to prevent workplace health,
safety, and security hazards; and d) methods for preventing and addressing workplace
violence, such as measures to summons others for assistance, employee routes of
escape, notification of law enforcement authorities, and provision of emergency and
post trauma care and counseling.

BA will maintain documentation of the training provided under this Program, including
the persons involved, dates of training, and type of training.

7.2 Security

To provide for the safety and security of employees, students and the facilities at
Baxter Academy, only authorized visitors are allowed in the workplace. Restricting
unauthorized visitors helps maintain safety standards, protects against theft, ensures
security of equipment, protects confidential information, safeguards employee welfare,
and avoids potential distractions and disturbances.
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All visitors must enter Baxter Academy at the main entrance. Authorized visitors will
receive directions or be escorted to their destination. Employees are responsible for the
conduct and safety of their visitors.

If an unauthorized individual is observed on Baxter Academy's premises, employees
should immediately notify their supervisor or, if necessary, direct the individual to the
main entrance.

7.3 Individual Emergencies

In the case of an individual life-threatening emergency, call 911 immediately. Then call
the reception desk and provide them with the following information:

§ Nature of the emergency (for example: chest pain, shortness of breath, seizure).
§ Location of emergency (building and room).
§ Phone number where you can be reached.

The receptionist will arrange to meet emergency responders at the main entrance and
guide them to the scene of the emergency. If the call to the reception desk is not made,
it will take emergency personnel additional time to find the emergency location.

7.4 Fire and Earthquake Drills

Written fire and earthquake drill procedures will be distributed to faculty and staff at the
beginning of each school year and upon any change in the emergency response plan.
Fire drills will be scheduled at the beginning of each academic year and employees will
be notified of dates and times of drills. Al employees are asked to cooperate with the
drills and follow proper drill procedures. '

7.5 How to Report a Crime

If a crime or other emergenby should occur on campus, the individuals affected or
having knowledge of the crime should report it immediately to the Head of School, Vice-
Principal or other management staff.
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7.6 Blood-Borne Pathogens Standard

In March 1992, the Occupational Health and Safety Administration (OSHA) passed
the Bloodborne Pathogens Training and Hepatitis B Standard which requires that
information and training regarding the potential exposure risk to blood or body fluids

in the workplace be provided to employees. All employees who have a potential
exposure risk to blood or body fluids must satisfactorily complete BA's Bloodborne
Pathogens training when hired and an annual training session for each subsequent
year of employment. Employees will be trained on how to protect themselves from
bloodborne viruses and on BA's Exposure Control Plan. In addition, all employees who
have the potential exposure risk to blood and body fluids will be offered the Hepatitis B
immunization at no cost. Employees who choose not to receive the immunization must
sign a waiver.

Proper cleaning and disinfection procedures are required when removing and handling
blood and other body fluids. All spilled blood and body fluids are to be treated as
contaminated and potentially harmful to health. Employees from above areas have been
trained to respond and ensure that proper clean-up procedures are followed.

In the event of a spill of bio-hazardous materials, employees should immediately notify
the Head of School, a Vice Principal, or the Building Engineer.

7.7 Right-to-Know Hazard Communication Program

In November 1983 the Occupational Safety and Health Administration (OSHA)
published the Hazard Communication Standard (HCS). The purpose of the HCS is to
ensure that hazardous chemicals produced and imported by chemical manufacturers/
importers are evaluated and that information regarding potential chemical hazards is
transmitted to employers and employees.

Employees have an inherent "right-to-know" about the characteristics and risks
associated with chemicals in the workplace. All employees who have a potential
exposure to hazardous chemicals must satisfactorily complete BA's "Right-to-Know"
hazard Communication Program training when hired and an annual training session for
each subsequent year of employment. This information provides employees with data to
make better decisions when working with these substances.
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In the event of a spill of hazardous chemicals or other materials, employees should
immediately notify the Head of School, a Vice Principal, or the Building Engineer. The
staff member discovering the spill should clear the area of students and visitors. First
aid should be given to anyone injured. Staff should notify the areas listed above if there
is any question to the degree of hazard, proper methods of clean-up or proper disposal
procedures.

Staff making the call for assistance should make every effort to inform the person they
contact as to the degree of hazard associated with the spill. If there is any potential
danger to personnel entering the spill area, this should be communicated. When
applicable, instructions will be given to staff responsible for the spill area on proper
clean-up and disposal procedures.

7.8 School Closings

At times, emergencies such as severe weather, fires, power failures, or earthquakes,
can disrupt school operations. In extreme cases, these circumstances may require

the closing of the school. When operations are officially closed due to emergency
conditions, the time off from scheduled work will be paid. If an emergency closing has
not been authorized, employees who fail to report for work will not be paid for the time
off. Employees may request available paid leave time such as unused vacation benefits.

Employees in essential operations may be asked to work on a day when operations are
officially closed. In these circumstances, employees who work will receive regular pay.

7.9 Solicitation and Postings on School Bulletin Boards

Employees may distribute or circulate non-School written materials only during their
nonworking time before or after work. Solicitation or distribution in any way connected
with the sale of any goods or services for profit is strictly prohibited anywhere on School
property at any time. Similarly, solicitation or distribution of literature for any purpose by

non-employees is strictly prohibited on BA's property at any time.
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SECTION 8: ACKNOWLEDGEMENT

ACKNOWLEDGMENT
PLEASE READ THE EMPLOYEE HANDBOOK AND FILL OUT AND RETURN THIS
PORTION TO THE FISCAL AFFAIRS COORDINATOR WITHIN ONE WEEK OF

RECEIPT.

Employee Name:

| acknowledge that | have received a copy of BA's Employee Handbook. | understand
that | am responsible for reading the Handbook and for knowing and complying with the
policies set forth in the Handbook during my employment with BA.

| further understand, however, that the policies contained in the Handbook are
guidelines only and are not intended to create any contractual rights or obligations,
express or implied. | also understand that BA has the right to amend, interpret, modify,
or withdraw any of the provisions of the Handbook at any time in its sole discretion, with
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or without notice. Furthermore, | understand that, because BA cannot anticipate every
issue that may arise during my employment, if | have any questions regarding any of
BA's policies or procedures, | should consult BA's Head of School.

| understand and agree that the terms of this Acknowledgment may not be modified

or superseded except by a written agreement signed by me and the Head of School,
that no other employee or representative of BA has.the authority to enter into any

such agreement, and that any agreement to employ me for any specified period of

time or that is otherwise inconsistent with the terms of this Acknowledgment will be
unenforceable unless in writing and signed by me and the Head of School. | further
understand and agree that if the terms of this Acknowledgment are inconsistent with
any policy or practice of BA now or in the future, the terms of this Acknowledgment shall
control.

Finally, | understand and agree that this Acknowledgment contains a full and complete
statement of the agreements and understandings that it recites, that no one has

made any promises or commitments to me contrary to the foregoing, and that this
Acknowledgment supersedes all previous agreements, whether written or oral, express
or implied, relating to the subjects covered in this Acknowledgment.

Date:

Signed:
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Appendix D: Portfolio Evaluation Rubric

Points

Baxter Academy
ePortfolio Rubric

Links &

Materials Reflections

Content

All materials and
High quality content that referenced hyperlinks
demonstrates a wide range of work and are valid.
learning experiences. Materials are highest

quality.

All materials and All reflections,
Good quality content that referenced hyperlinks captions and notes
demonstrates a wide range of work and are valid. Most are complete and
learning experiences. of the materials are of provide clear
highest quality. _descriptions.
Materials and referenced
Moderate quality content that hyperlinks work and are
demonstrates a wide range of valid with few exceptions.
learning experiences. Many materials are of very
good quality.
Most materials and
referenced hyperlinks
work and are valid.
Materials are fair quality.
Few materials are present Few reflections,
Low quality content that and most of the captions or notes are
demonstrates a wide range of hyperlinks do not work or available and few
learning experiences. are invalid. Materials are descriptions are

poor quality. provided.
Reflections, captions
and notes are missing
or do not meet
minimal standards.

All reflections,
captions and notes
provide vivid and
clear descriptions.

Most reflections,
captions and notes
provide good and
clear descriptions.

Few reflections,
captions and notes
provide descriptions.

Marginal quality content that
demonstrates a wide range of
learning experiences.

Content not completed or Links and materials do
provided in required time or not meet requirements or
as directed. are missing.
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ePortfolio Reflections & Assessment

What work demonstrates your best work? Explain your
selection.

What work demonstrates your greatest Iearnlng'?
Explain your selection.
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Assessment

Student Assessed Rating:

Explain why you chose your rating:

Teacher Assessed Rating:

Explanation of rating:

Averaged Score (average of student and teacher
assessment):
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Appendix E: Prbject-based Learning Rubric

Students at Baxter Academy are assessed through a variety of means with a focus on project-
based learning and our five core values of inquiry, research, collaboration, presentation, and

reflection. Our students complete projects in every subject that are assessed based on the

Baxter Academy rubric (see below). The descriptions in the empty boxes are filled in according

to the subject and project nature.

Baxter Academy Rubric

Exceeds
Expectations

Meets
Expectations

IApproaches
Expectations

Does
Not Meet
Expectations

Design - Does student plan and structure the
project thoughtfully and purposefully?

Knowledge - Does student demonstrate
the understanding of ideas through inquiry,
research, analysis, or experience?

Application - Does student use a variety of
skills and strategies to apply knowledge to the
problem or project?

Process - Does student take the necessary
steps to fully realize the project goals?

Presentation - Does student effectively

communicate the central ideas of the project?
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Appendix G: Discipline Policy

DISCIPLINARY CONSEQUENCES

The purpose of disciplinary action at BA is to ensure that individual students their
parents/guardians and the BA community stay focused on growth and Iearnlng
Prompt resolution of the problem or issues is expected.

Initial forms of discipline may include any one, a combination and/or all of the following
depending on the circumstances, and at the school administration’s sole discretion:
e Verbal and/or written warning to the student
e Loss of privileges or removal from extra-curricular activities
e Parent/guardian notification
e A written commitment by the student to improve his/her behavior and/or
performance
A meeting with the Head of School
e Other forms of discipline that the school may determine appropriate

In addition, depending on the nature of the infraction and the student’s past
performance, any or all of the following disciplinary consequences may be appropriate:
e Academic consequences: Infractions that are primarily academic in nature, such
as non-participation in class or turning in an assignment late, may result in
students receiving a lower grade or other academic consequences.
e Suspension/Expulsion: Suspensions and expulsions are determined according
to the guidelines below.

HEAD OF SCHOOLS’ AUTHORITY TO IMPOSE SUSPENSIONS AND
EXPULSIONS

The Head of School has the authority to impose suspensions and expulsions. The
Head of School or his/her designee will conduct an investigation of the circumstances
presented, including consulting the student and affected parties. The Head of School
will consider whether alternatives to suspension or expulsion may be appropriate.

SUSPENSION

The Head of School has the discretion and may impose a suspension directly if he/she
determines it is appropriate. If the Head of School determines that a student is to be
suspended, the Head of School shall provide written notice to the student’s parents
and/or guardians of her/her determination in writing, including reasons for the
suspension and the time period for the suspension. Academic make-up work is
required. Return to school may be contingent upon submission of a written essay
addressing the issue at hand and stating how the student intends to move forward.

EXPULSION

If the Head of School determines that consideration of expulsion is warranted, the
Head of School shall impose a suspension pending an expulsion hearing. The Head of
School shall provide written notice to the student’s parents and/or guardians of the
suspension, the reasons for the suspension and the expulsion hearing, give notice of
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the expulsion hearing and provide information regarding the School’s expulsion
procedures. The Head of School will hold an expulsion hearing where the Head of
School shall serve as the hearing officer. The student shall have the right to
representation and the right to present evidence at the expulsion hearing. The Head of
School will consider evidence and/or testimony as appropriate and will render a
decision that shall be in the best interests of the student and the School.

If a Head of School determines that a student is to be expelled, the Head of School
shall inform the student’s parents and/or guardians of his/her determination in writing
including the reasons for expulsion. The Head of School’s written notification to the
parents/guardians shall also include information about due process rights in regard to
the Head of School’s determination.

RIGHT TO APPEAL THE HEAD OF SCHOOL’S DETERMINATION

The parents and/or guardians (or, if at least 18 years of age, the student) shall have
ten (10) days from the Head of School’s written expulsion determination to submit a
written request of appeal to the Executive Director of Baxter Academy.

In response to the written request for an appeal, the EXECUTIVE DIRECTOR of
Baxter Academy shall convene a committee consisting of one member of the Baxter
Academy Board of Directors, one member of the School’s local advisory board and the
EXECUTIVE DIRECTOR. The committee members appointed will be knowledgeable
about the School’s bases for expulsion and the procedures regarding expulsion. The
committee shall have the right to rescind or modify the expulsion.

The committee shall convene a hearing on the appeal within ten (10) days of receipt of
a timely written request for an appeal.

At the hearing on the appeal, the student shall have the right to counsel and the right
to present evidence. The committee will consider evidence and/or testimony as
appropriate and will render a written decision that shall be in the best interests of the
student and the School. That decision shall be final.

Denial of Readmission: See standards for denial of readmission below.

RE-ADMISSION REQUIREMENTS

Baxter Academy schools are schools of choice. Students who choose to enroll at BA
must seek re-admission on an annual basis. The BA charter sets out the school's
policy for re-admitting students for all schools as follows:

Baxter Academy will evaluate the performance of all enrollees annually and consider
each for readmission. The established criteria for evaluating students who seek
readmission include consideration of the following:
e Violation by a student and/or parent/guardian of a policy or procedure as set
forth in this Parent/Student handbook.
e Abusive behavior or treatment by students or their parents of another, including
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other members of the student body, staff, faculty, and administrators.

e When the student and/or her/his parents/guardians have demonstrated s/he
and/or they do not value his/her place at the school.

e Whether or not the student and student’s family reasonably continue to
demonstrate a commitment to the Baxter Academy program.

e When expulsion and/or the loss of an invitation to return to the schools is in the
greater interest of the school community.

After consultation with faculty, staff and other school related individuals, the Director of
each school bears ultimate responsibility for all readmission decisions. Based upon
consultations, a review of a student’s and/or parents/guardians’ acts and omissions

based on the above governing documents, and upon staff observation, readmission to
the BA Village schools may not be allowed.
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Appendix H: Emergency and Crisis Response Plan

SCHOOL EMERGENCY
And
CRISIS RESPONSE PLAN
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Promulgation Statement

Baxter Academy is committed to the safety and security of students, faculty, staff,

and visitors on its campus. In order to support that commitment, the School Board has
asked for a thorough review of Baxter Academy emergency mitigation/prevention,
preparedness, response, and recovery procedures relevant to natural and human caused
disasters.

The School Emergency and Crisis Response Plan that follows is the official policy of
Baxter Academy. 1t is a result of a comprehensive review and update of school policies
in the context of its location in Portland, Maine and in the current world situation. We
support its recommendations and commit the school's resources to ongoing training,
exercises, and maintenance required to keep it current. This plan is a blueprint that
relies on the commitment and expertise of individuals within and outside of the school
community. Furthermore, clear communication with emergency management officials

and ongoing monitoring of emergency management practices and advisories is essential.

EXECUTIVE DIRECTOR DATE
LOCAL EMERGENCY MANAGEMENT DATE
2
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Approval and Implementation

Emergency and Crisis Response Plan

This Emergency and Crisis Response Plan is hereby approved. This plan is effective
immediately and supersedes all previous editions.

HEAD of SCHOOL DATE
EXECUTIVE DIRECTOR DATE
BOARD of DIRECTORS DATE
DATE
DATE
3
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INTRODUCTION

1, Authority

A.

Federal: 10 CFR 350; (Nuclear Regulation) NUREG-0654;

FEMA-REP-1, Revision 1 Regarding Mandated Emergency Response Plans and
Emergency Planning Zones

B.

State: Public Act 94-600 School Safety Drill Act; 29 Illinois

Administrative Code 1500 (School Emergency and Crisis Response Plans); 77
[llinois Administrative Code 527 (Physical Fitness Facility Medical Emergency

Preparedness Code)
4 Local:
D. - School Board:
2, Purpose
A. This Basic Plan outlines Baxter Academy approach to emergency

management and operations. It has been developed to assist Baxter

Academy protect its staff and students during an emergency situation.
This plan takes an all-hazard approach to emergency management and
plans for mitigation/prevention, preparedness, response, and recovery.

3. Mission and Goals

A. The mission of Baxter Academy in an emergency/disaster is to:
1. Protect lives and property
Z. Respond to emergencies promptly and properly

3. Coordinate with local emergency operations plans

and community resources
4. Aid in recovery from disasters

B. The goals of Baxter Academy are to:
1. Provide emergency response plans, services, and supplies
for all facilities and employees
2 Ensure the safety and supervision of students, faculty, staff
and visitors to the school.
3. Restore normal services as quickly as possible
4. Coordinate the use of school personnel and facilities
5. Provide detailed and accurate documentation of
emergencies to aid in the recovery process

L Explanation of Terms

A. Acronyms
1. AED Automated External Defibrillator
2., CERT . Community Emergency Response Team
3. CFR - Code of Federal Regulations
4. CPR Cardio-Pulmonary Resuscitation
3. EOC Emergency Operations Center
6. EOPT Emergency Operations Planning Team
7. EPI Emergency Public information
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8. FEMA Federal Emergency Management Agency

0. Hazmat Hazardous Material

10. IC Incident Commander

11. ICP Incident Command Post

12. ICS Incident Command System

13. NIMS National Incident Management System
14. SC School Commander

15. SOPs Standard Operating Procedures

16. ucC Unified Command

Definitions

1. Emergency Public Information (EPI)

This includes any information that is disseminated to the public
via the news media before, during and/or after an emergency or
disaster.

2. Emergency Situation

As used in this plan, this term is intended to describe a range of
situations, from a specific isolated emergency to a major disaster.
3. Emergency

Defined as any incident human-caused or natural that requires
responsive action to protect lives and property. An emergency is
a situation that can be both limited in scope and potential effects
or impact a large area with actual or potentially severe effects.
Characteristics of an emergency include:

A. Involves a limited or large area, limited or large
population, or important facilities.

B. Evacuation or in-place sheltering is typically
limited to the immediate area of the emergency.

C. Warning and public instructions are provided in the
immediate area, not communitywide.

D. One or more local response agencies or departments

acting under an IC normally handle incidents. Requests for
resource support are normally handled through agency and/
or departmental channels.
E. May require external assistance from other local
response agencies or contractors.
E, May require community-wide warning and public
instructions.
G. The EOC may be activated to provide general
guidance and direction, coordinate external support, and
provide resource support for the incident.

4. Disaster :
A disaster involves the occurrence or threat of significant
casualties and/or widespread property damage that is
beyond the capability of the local government to handle
with its organic resources. Characteristics include:
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A. Involves a large area, a sizable population, and/or
important facilities.

B. May require implementation of large-scale
evacuation or in-place sheltering and implementation of
temporary shelter and mass care operations.

. Requires community-wide warning and public
instructions.

D. Requires a response by all local response agencies
operating under one or more ICs.

E. Requires significant external assistance from other
local response agencies, contractors, and extensive state or
federal assistance.

F. The EOC will be activated to provide general
guidance and direction, provide emergency information to
the public, coordinate state and federal support, and
coordinate resource support for emergency operations.
Hazard Analysis

A document published separately from this plan that
identifies the local hazards that have caused or possess the
potential to adversely affect public health and safety, public
or private property, or the environment.

Hazardous Material (Hazmat)

A substance in a quantity or form posing an unreasonable
risk to health, safety, and/or property when manufactured,
stored, or transported. The substance, by its nature,
containment, and reactivity, has the capability for inflicting
harm during an accidental occurrence. It can be toxic,
corrosive, flammable, reactive, an irritant, or a strong
sensitizer, and poses a threat to health and the environment
when improperly managed. Hamates include toxic
substances, certain infectious agents, radiological materials,
and other related materials such as oil, used oil, petroleum
products, and industrial solid waste substances.
Inter-local agreement

These are arrangements between governments or
organizations, either public or private, for reciprocal

aid and assistance during emergency situations where

the resources of a single jurisdiction or organization are
insufficient or inappropriate for the tasks that must be
performed to control the situation. Commonly referred to as
a mutual aid agreement.

Standard Operating Procedures (SOP)

SOP’s are approved methods for accomplishing a task or
set of tasks. SOPs are typically prepared at the department
or agency level.
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SITUATION AND ASSUMPTIONS

1.

Situation
A. Baxter Academy is exposed to many hazards, all of which have
the potential for disrupting the school community, causing casualties, and
damaging or destroying public or private property. A summary of the
major hazards is provided in Figure 1. More detailed information is
provided in a Hazard Analysis, published separately.

B The school's current enrollment is approximately

students. The school’s current enrollment of students with special needs is
approximately . Special needs students are located in the
following building(s) / room(s):

The school’s staff is comprised of:
teachers
administrators
office/support staff
aides
cafeteria staff
custodial staff

C. The school employs approximately people with special
needs. Employees with special needs are located in the following
building(s)/room(s):

D. The list of students and teachers with special needs and the person
assigned to assist them during drills, exercises and emergencies is located
in Appendix 16.

E. The school has a master schedule of where classes and grade
levels are located during the day. The master schedule is located in
Appendix 12.

Building Information
A. Baxter Academy is made up of 1 building(s).
B The school consists of a main campus located at

54 YORK STREET PORTLAND MAINE

. The school also includes the following buildings:-

D. A map of the buildings annotated with evacuation routes, shelter
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locations, fire alarm pull stations, fire hydrants, fire extinguishers, first aid
kits, hazardous materials storage, and utility shut offs is included in
Appendix 4.

Hazard Analysis

A. A summary of the major hazards is provided in Figure 1. A

complete hazard analysis and security audit has been completed for

Baxter Academy After reviewing the school's hazard analysis and security

audit, it appears that the school is most likely to be affected by:

B. THIS IS A SAMPLE LIST OF POSSIBLE EVENTS. THE

ACTUAL ANALYSIS OF THE INDIVIDUAL SCHOOL BUILDING

WILL YEILD A SIMILAR OR COMPLETELY DIFFERENT LIST)

1. Earthquake, Flash Flooding, Flooding (River or Tidal),

Tornado, Wildfire, Winter Storm, Chemical / Hazardous
Materials, Dam Failure, Fire, Nuclear Facility Incident, Power
Outage, Water System Failure, Accidents (Transportation),
Medical Emergency, Mass-Contamination, Apparent Suicide,
Bomb Threat, Civil Disorder, Death on Campus, Explosion,
Hostage Situation, Intruder, Kidnapping / Abduction, Report of

Weapon on Campus, and Sexual Assault.

Figure 1: HAZARD SUMMARY

Frequency Magnitude Warning Severity Risk
time Priority
Hazard Type:
Natural
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Ciritical Medium
trifersies 3 Likely 2 Limited 2 12-24 2 Limited Low
q 2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical '3 6-12 hours | 3 Critical Medium
Flooding (flash flood, 3 Likely 2 Limited 2 12-24 2 Limited Low
river or tidal) 2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
— 3 Likely 2 Limited 2 12-24 2 Limited Low
2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
11
138
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4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Wildfire 3 Likely 2 Limited 2 12-24 2 Limited Low
2. Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Winter Stori 3 Likely 2 Limited 2 12-24 2 Limited Low
2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
Human Made
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Chemical/Hazardous 3 Likely 2 Limited 2 12-24 2 Limited Low
Materials 2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Dam Failure 3 Likely 2 Limited 2 12-24 2 Limited Low
2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Ciritical Medium
Fire 3 Likely 2 Limited 2 12-24 2 Limited Low
2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Nuclear Facility 3 Likely 2 Limited 2 12-24 2 Limited Low
[ncident 2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Piwer Cutags 3 Likely 2 Limited 2 12-24 2 Limited Low
2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Water System Baflore 3 Likely 2 Limited 2 12-24 2 Limited Low
2 Possible 1 Negligible hours 1 Negligible
’ 1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Ciritical 3 6-12 hours | 3 Critical Medium
Accidents 3 Likely 2 Limited 2 12-24 2 Limited Low
transportation) 2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
12 139
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4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High

likely 3 Critical 3 6-12 hours | 3 Critical Medium
Medical Emergency' 3 Likely 2 Limited 2 12-24 2 Limited Low

2. Possible 1 Negligible hours 1 Negligible

1 Unlikely 1 24+ hours

4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High

likely 3 Critical 3 6-12 hours | 3 Critical Medium
R ——— 3 Likely 2 Limited 2 12-24 2 Limited Low

2 Possible 1 Negligible hours 1 Negligible

1 Unlikely 1 24+ hours

4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High

likely 3 Critical 3 6-12 hours | 3 Critical Medium
Apparent Suicide 3 Likely 2 Limited 2 12-24 2 Limited Low

2 Possible 1 Negligible hours 1 Negligible

1 Unlikely 1 24+ hours

4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High

likely 3 Critical 3 6-12 hours { 3 Critical Medium
sty ot 3 Likely 2 Limited 2 12-24 2 Limited Low

2 Possible 1 Negligible hours 1 Negligible

1 Unlikely 1 24+ hours

4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High

likely 3 Critical 3 6-12 hours | 3 Critical Medium
Civil Disorder 3 Likely 2 Limited 2 12-24 2 Limited Low

2 Possible 1 Negligible hours 1 Negligible

1 Unlikely 1 24+ hours

4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High

likely 3 Critical 3 6-12 hours | 3 Critical Medium
Dexth on Cartipus 3 Likely 2 Limited 2 12-24 2 Limited Low

2 Possible 1 Negligible hours 1 Negligible

1 Unlikely 1 24+ hours

4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High

likely 3 Critical 3 6-12 hours | 3 Critical Medium
Explosion 3 Likely 2 Limited 2 12-24 2 Limited Low

) 2 Possible 1 Negligible hours 1 Negligible

1 Unlikely 1 24+ hours

4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High

likely 3 Critical 3 6-12 hours | 3 Critical Medium
Hostage Situation 3 Likely 2 Limited 2 12-24 2 Limited Low

2 Possible 1 Negligible hours 1 Negligible

1 Unlikely 1 24+ hours

4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High

likely 3 Critical 3 6-12 hours | 3 Critical Medium
ftedes 3 Likely 2 Limited 2 12-24 2 Limited Low

2 Possible 1 Negligible hours 1 Negligible

1 Unlikely 1 24+ hours
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4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Kidnapping/abduction 3 Likely 2 Limited 2 12-24 2 Limited Low
= 2 Possible 1 . Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
) likely 3 Ciritical 3 6-12 hours | 3 Critical Medium
Report of weapon on 3 Likely 2 Limited 2 12-24 2 Limited Low
campus 2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Sl Ansstt 3 Likely 2 Limited 2 12-24 2 Limited Low
2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Terrorism 3 Likely 2 Limited 2 12-24 2 Limited Low
2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
4 Highly 4 Catastrophic 4 Minimal 4 Catastrophic High
likely 3 Critical 3 6-12 hours | 3 Critical Medium
Wisagons Assaslt 3 Likely 2 Limited 2 12-24 2 Limited Low
2 Possible 1 Negligible hours 1 Negligible
1 Unlikely 1 24+ hours
L Assumptions

Assumptions reveal the limitations of the Emergency and Crisis Response Plan by
identifying what was assumed to be true during development. These allow users
to foresee the need to deviate from the plan if certain assumptions prove not to be
true during operations.
A. Baxter Academy will continue to be exposed to and subject to the
impact of those hazards described in the Hazard Summary, as well as,
lesser hazards and others that may develop in the future.
B. [t is possible for a major disaster to occur at any time, and at any
place. In many cases, dissemination of warning to the public and
implementation of increased readiness measures may be possible.
However, some emergency situations occur with little or no warning.
s A single site emergency, 1.e. fire, gas main breakage, etc, could
occur at any time without warning and the employees of the school
affected cannot, and should not, wait for direction from your local
response agencies. Action is required immediately to save lives and
protect school property.
. Following a major or catastrophic event, the school will have to
rely on its own resources to be self-sustaining for up to 72 hours.
E. There may be a number of injuries of varying degrees of
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seriousness to faculty, staff and/or students. However, rapid and
appropriate response will reduce the number and severity of injury.

E, Outside assistance will be available in most emergency situations.
Since it takes time to summon external assistance, it is essential for this
school to be prepared to carry out the initial emergency response on an
independent basis.

G. Proper mitigation actions, such as creating a positive school
environment, and fire inspections, can prevent or reduce disaster-related
losses. Detailed emergency planning, training of staff, students and other
personnel, and conducting periodic emergency drills and exercises can
improve this school’s readiness to deal with emergency situations.

H. A spirit of volunteerism among school employees, students and
families will result in their providing assistance and support to emergency
response efforts.

Limtations

A. [t is the policy of Baxter Academy that no guarantee is implied by
this plan of a perfect response system. As personnel and resources may be
overwhelmed, Baxter Academy can only endeavor to make every
reasonable effort to respond to the situation, with the resources and
information available at the time.

CONCEPT OF OPERATIONS

Objectives

A. The objectives of school emergency operations program are to
protect the lives and well-being of its students and staff through the
prompt and timely response of trained school personnel should an
emergency affect the school. To meet these objectives, the school shall
establish and maintain a comprehensive emergency operations program
that includes plans and procedures, hazard analysis, security audits,
training and exercise, and plan review and maintenance.

General

A. It is the responsibility of Baxter Academy officials to protect
students and staff from the effects of hazardous events. This involves
having the primary role in identifying and mitigating hazards, preparing
for and responding to, and managing the recovery from emergency
situations that affect school.

B. It is the responsibility of the school to provide in-service
emergency response education for all school and office personnel.

o It is the responsibility of the School Principal, or a designated
person, to conduct drills and exercises to prepare school personnel as well
as students for an emergency situation.

D. To achieve the necessary objectives, an emergency program has
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been organized that is both integrated (employs the resources of the
district, school, local emergency responders, organized volunteer groups,
and businesses) and comprehensive (addresses mitigation/prevention,
preparedness, response, and recovery). This plan is one element of the
preparedness activities.
B, This plan is based on a multi-hazard approach to emergency
planning. It addresses general functions that may need to be performed
during any emergency situation and identifies immediate action functional
protocols as well as guidelines for responding to specific types of
incidents.
F. The Incident Command System (ICS) will be used to manage all
emergencies that occur within the district/school . We encourage the use
of ICS to perform non-emergency tasks to promote familiarity with the
system. All district and site personnel should be trained in ICS.
0. The National Incident Management System (NIMS) establishes a
uniform set of processes, protocols, and procedures that all emergency
responders, at every level of government, will use to conduct response
actions. This system ensures that those involved in emergency response
operations understand what their roles are and have the tools they need to
be effective.
H. According to the U.S. Department of Homeland Security, school
districts are among local agencies that must comply with NIMS.
Compliance can be achieved through coordination with other components
of local government and adoption of ICS to manage emergencies in
schools. School district participation in local government’s NIMS
preparedness program is essential to ensure that emergency responder
services are delivered to schools in a timely and effective manner. Baxter
Academy recognizes that staff and students will be first responders during
an emergency. Adopting NIMS will enable staff and students to respond
more effectively to an emergency and enhance communication between
first responders and emergency responders. Baxter Academy will work
with its local government to become NIMS compliant. NIMS compliance
for school districts includes the following:
1. Institutionalize the use of the Incident Command System —
Staff and students tasked in the plan will receive ICS-100 training.
ICS-100 is a web-based course available free from the Emergency
Management Institute. All persons tasked in the Basic Plan or
annexes will take the ICS-100 course.
2. Complete NIMS awareness course [S-700 NIMS: An
Introduction. IS-700 is a web-based course available free from the
Emergency Management Institute at: (http:/training.fema.gov/
EMIWEDb/IS/is700). . All persons tasked in the Basic Plan or
annexes will take the IS-700 course.
3. Participate in local government’s NIMS preparedness
program.
L Personnel tasked in this plan are expected to develop and keep
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current standard operating procedures (SOP) that describe how emergency
tasks will be performed. The school is charged with insuring the training
and equipment necessary for an appropriate response are in place.

J. This plan is based upon the concept that the emergency functions
that must be performed by the school generally parallel some of their
normal day-to-day functions. To the extent possible, the same personnel
and material resources used for day-to-day activities will be employed
during emergency situations. Because personnel and equipment resources
are limited, some routine functions that do not contribute directly to the
emergency may be suspended for the duration of an emergency. The
personnel, equipment, and supplies that would normally be required for
those functions will be redirected to accomplish emergency tasks.

Operational Guidance
A. Initial Response
ks School personnel are usually first on the scene of an
emergency situation within the school. They will normally take
charge and remain in charge of the emergency until it is resolved
and will transfer command and incident management to the
appropriate emergency responder agency with legal authority to
assume responsibility. They will seek guidance and direction from
local officials and seek technical assistance from state and federal
agencies and industry where appropriate. However, at no time
will school officials transfer responsibility for student care.
2. The Principal will be responsible for activating the school
emergency operations plan and the initial response which may
include:
a. Evacuation — When conditions are safer outside
than inside a building. Requires all staff and students to
leave the building immediately.
b. Reverse Evacuation — When conditions are safer
inside a building than outside. Requires all staff and
student to go to safe places in the building from outside the
building. '
-8 Lock down — When a person or situation presents
an immediate threat to students and staff in the building.
All exterior doors and classroom doors are locked and
students and staff stay in their offices, work areas and
classrooms.
d. Shelter-in-place — When conditions are safer
inside the building than outside. For severe weather
sheltering, students and staff are held in the building safe
areas and interior rooms or basement away from windows.
For hazardous material release outdoors with toxic vapors,
students and staff are to remain in their classrooms,
windows and doors are sealed and all ventilation systems
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are shut off. Limited movement is allowed.. Taking shelter
inside a sealed building is highly effective in keeping
students and staff safe.
e. Drop, cover and hold — Students and staff drop
low, take cover under furniture, cover eyes, head with
hands and arms and protect internal organs.
Notification Procedures .
1. In case of an emergency at any district facility, the flow of
information after calling 9-1-1, shall be from the school Principal
to the district office. Information should include the nature of the
incident and the impact, on the facility, students and staff.
B In the event of a fire, any one discovering the fire shall
activate the building fire alarm system. Unless there is a lock down
incident or a shelter in place incident in progress, the building shall
be evacuated. In the event that a lock down or shelter-in-place
incident is in progress, the evacuation shall be limited to the area
immediately in danger from the fire.
3. In the event the district is in receipt of information, such as
a weather warning that may affect a school within the district, the
information shall be provided to the school District
Superintendent. Specific guidelines are found in the individual
annexes and appendices.
Training and Exercise
1 Baxter Academy understands the importance of training,
drills, and exercises in the overall emergency management
program. To ensure that district personnel and community first
responders are aware of their duties and responsibilities under the
school plan and the most current procedures, the following
training, drill and exercise actions will occur.
2., Training and refresher training sessions shall be conducted
for all school personnel. In case of academic staff, training should
coincide with the first in-service day of the school year. Training
for the remainder of the support staff shall be held at a time during
the school year that will allow for maximum attendance. Records
of the training provided including date(s), type of training and
participant roster will be maintained.
3. Information addressed in these sessions will include
updated information on plans and/or procedures and changes in the
duties and responsibilities of plan participants. Discussions will
also center on any revisions to additional materials such as
annexes and appendices. Input from all employees is encouraged.

4. Baxter Academy will plan for 3 Evacuation and drills
during the school year.
B Baxter Academy will participate in any external drills or

exercises sponsored by local emergency responders. Availability
of school personnel and the nature of the drill or exercise shall
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govern the degree to which the district will participate as it relate
to improving the school's ability to respond to and deal with
emergencies.

D. Implementation of the Incident Command System (ICS)
1. The designated incident commander (IC) for the school
will implement the ICS team and serve as the IC until relieved by
a more senior or more qualified individual. The IC will establish
an incident command post (ICP) and provide an assessment of the
situation to local officials, identify response resources required,
and direct the on-scene response from the ICP.
2. For disaster situations, a specific incident site may not yet
exist in the initial response phase and the local Emergency
Operations Center may accomplish initial response actions, such
as mobilizing personnel and equipment and issuing precautionary
warning to the public. As the potential threat becomes clearer and
a specific impact site or sites identified, an Incident Command
Post may be established at the school, and direction and control of
the response transitioned to the IC. This scenario would likely
occur during a community wide disaster.

E. Source and Use of Resources
1. Baxter Academy will use its own resources to respond to
emergency situations until emergency response personnel arrive. If
additional resources are required, the following options exist:

A. Request assistance from volunteer groups active in
disasters.
B. Request assistance from industry or individuals who have

resources needed to assist with the emergency situation.

Incident Command System

A. Baxter Academy intends to employ ICS in managing emergencies.
ICS is both a strategy and a set of organizational arrangements for
directing and controlling field operations. It is designed to effectively
integrate resources from different agencies into a temporary emergency
organization at an incident site that can expand and contract with the
magnitude of the incident and resources on hand. '

B. The Incident Commander is responsible for carrying out the ICS
function of command—managing the incident. The IC may be the
Superintendent or the building Principal initially, but may transfer to the
appropriate emergency responder agency official. In order to clarify the
roles, the school official in charge will be known as School Commander.
The four other major management activities that form the basis of ICS are
operations, planning, logistics, and finance/administration. For small-scale
incidents, the IC and one or two individuals may perform all of these
functions. For larger emergencies, a number of individuals from different
local emergency response agencies may be assigned to separate staff
sections charged with those functions. C.  In emergency situations
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where other jurisdictions or the state or federal government are providing
significant response resources or technical assistance, in most
circumstances there will be a transition from the normal ICS structure to a
Unified Command structure. Designated individuals from one or more
response agencies along with the School Commander with work jointly to
carry out the response. This arrangement helps to ensure that all
participating agencies are involved in developing objectives and strategies
to deal with the emergency.

Incident Command System (ICS)—Emergency Operations Center
(EOC) Interface
A. For community-wide disasters, the EOC will be activated.
When the EOC is activated, it is essential to establish a division of
responsibilities between the ICP and the EOC. A general division
of responsibilities is outlined below. It is essential that a precise
division of responsibilities be determined for specific emergency

operations.
B. The IC is generally responsible for field operations,
including:

1 Isolating the scene.

2, Directing and controlling the on-scene response to

the emergency situation and managing the emergency
resources committed there.

3. Warning the district/school staff and students in the
area of the incident and providing emergency instructions
to them. '

4. Determining and implementing protective measures
(evacuation or in-place sheltering) for the district/school
staff and students in the immediate area of the incident and
for emergency responders at the scene.

5. Implementing traffic control arrangements in and
around the incident scene.
6. Requesting additional resources from the EOC.
7. The EOC is generally responsible for:
a. Providing resource support for the incident
command operations.
b. Issuing community-wide warning.
@, Issuing instructions and providing
information to the general public.
d. Organizing and implementing large-scale
evacuation.
8. Organizing and implementing shelter and massive
arrangements for evacuees.
g, In some large-scale emergencies or disasters,

emergency operations with different objectives
may be conducted at geographically separated
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scenes. In such situations, more than one incident
command operation may be established. If this
situation occurs, it is particularly important that the
allocation of resources to specific field operations
be coordinated through the EOC.

Activities by Phases of Emergency Management

A.

This plan addresses emergency actions that are conducted during

all four phases of emergency management.

B.

L.

Mitigation/Prevention

L. Baxter Academy will conduct mitigation/prevention
activities as an integral part of the emergency management
program. Mitigation/prevention is intended to eliminate hazards
and vulnerabilities, reduce the probability of hazards and
vulnerabilities causing an emergency situation, or lessen the
consequences of unavoidable hazards and vulnerabilities.
Mitigation/prevention should be a pre-disaster activity, although
mitigation/prevention may also occur in the aftermath of an
emergency situation with the intent of avoiding repetition of the
situation. Among the mitigation/prevention activities included in
the emergency operations program are:

Hazard Analysis

Identifying hazards

Recording hazards

Analyzing hazards

Mitigating/preventing hazards

Monitoring hazards

: Security Audit

Preparedness

L Preparedness activities will be conducted to develop the
response capabilities needed in the event an emergency. Among
the preparedness activities included in the emergency operations
program are:

® NV AW

a. Providing emergency equipment and facilities.
b. Emergency planning, including maintaining this
plan, its annexes, and appendices.

& Involving emergency responders, emergency

management personnel, other local officials, and volunteer
groups who assist this school during emergencies in
training opportunities.

d. . Conducting periodic drills and exercises to test
emergency plans and training.
&, Completing an After Action Review after drills,
exercises and actual emergencies.
f. Revise plan as necessary.

Response
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1. Baxter Academy will respond to emergency situations
effectively and efficiently. The focus of most of this plan and its
annexes is on planning for the response to emergencies. Response
operations are intended to resolve an emergency situation quickly,
while minimizing casualties and property damage. Response
activities include warning, first aid, light fire suppression, law
enforcement operations, evacuation, shelter and mass care, light
search and rescue, as well as other associated functions.
Recovery
1. If a disaster occurs, will carry out a recovery
program that involves both short-term and long-term efforts. Short-
term operations seek to restore vital services to the school and
provide for the basic needs of the staff and students. Long-term
recovery focuses on restoring the school to its normal state. The
federal government, pursuant to the Stafford Act, provides the
vast majority of disaster recovery assistance. The recovery process
includes assistance to students, families and staff. Examples
of recovery programs include temporary relocation of classes,
restoration of school services, debris removal, restoration of
utilities, disaster mental health services, and reconstruction of
damaged stadiums and athletic facilities.
Emergencies Occurring During Summer or Other School Breaks
§ If a school administrator or other emergency response team
member is notified of an emergency during the summer (or when
affected students are off-track if they attend year-round schools),
the response usually will be one of limited school involvement. In
that case, the following steps should be taken:

a. Institute the phone tree to disseminate information

to Emergency Response Team members and request a

meeting of all available members. The phone tree is

located in Appendix 6.

b. Identify close friends/staff most likely to be

affected by the emergency. Keep the list and recheck it

when school reconvenes.

B, Notify staff or families of students identified in #2

and recommend community resources for support.

d. Notify general faculty/staff by letter or telephone

with appropriate information.

e. Schedule faculty meeting for an update the week
before students return to school.
j - Be alert for repercussions among students and staff.

When school reconvenes, check core group of friends and
other at-risk students and staff, and institute appropriate
support mechanisms and referral procedures.
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ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES

1

Organization

A. General

Most schools have emergency functions in addition to their normal day-
to-day duties. During emergency situations, the normal organizational
arrangements are modified to facilitate emergency operations. School
organization for emergencies includes an executive group, emergency
operations planning team, emergency response teams, emergency services,
and support services.

B. Executive Group

The Executive Group provides guidance and direction for emergency
management programs and for emergency response and recovery
operations. The Executive Group includes the School Board, District
Superintendent, District Emergency Management Coordinator, and School
Principal.

C. - Emergency Operations Planning Team

The Emergency Operations Planning Team develops emergency
operations plan for the district or schools, coordinates with local
emergency services to develop functional annexes as well as annexes for
specific hazards, coordinates (Insert School Name) planning activities and
recruits members of the school's emergency response teams. There will

be an EOPT at the district level and planning team at each school. The
Emergency Operations Planning Team at the school level includes District
Emergency Management Coordinator, Principal, School Resource Officer,
Counselor(s), and Nurse(s). The emergency operations planning team
members are listed in Appendix 7.

D. Emergency Response Team

Emergency Response Teams assist the Incident Commander in managing
an emergency and providing care for school employees, students and
visitors before local emergency services arrive or in the event of normal
local emergency services being unavailable. The Emergency Response
Teams include

E. Volunteer and Other Services

This group includes organized volunteer groups and businesses who have
agreed to provide certain support for emergency operations.

Assignment of Responsibilities

A. General
1 For most emergency functions, successful operations
require a coordinated effort from a number of personnel. To
facilitate a coordinated effort, district and school staff, and other
school personnel are assigned primary responsibility for planning
and coordinating specific emergency functions. Generally, primary
responsibility for an emergency function will be assigned to an
individual from the school that possesses the most appropriate
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knowledge and skills. Other school personnel may be assigned
support responsibilities for specific emergency functions. A skills
inventory for personnel is located in Appendix 12.
2 The individual having primary responsibility for an
emergency function is normally responsible for coordinating
preparation of and maintaining that portion of the emergency plan
that addresses that function. Listed below are general
responsibilities assigned to the, Teachers, Emergency Services,
and Support Services. Additional specific responsibilities can be
found in the functional annexes to this Basic Plan.
Executive Group Responsibilities
1. The Board
a. Establish objectives and priorities for the
emergency management program and provide general
policy guidance on the conduct of that program.
b. Review school construction and renovation projects
for safety.
8 Appoint a district Emergency Management
Coordinator to assist in planning and review.
2 The Executive Director
a. Obtain a resolution from the local school board
giving needed authority and support to develop school
emergency operations programs and plans.
b. Initiate, administer, and evaluate emergency
operations programs to ensure the coordinated response of
all schools within the system.
e, Authorize implementation of emergency
preparedness curriculum.
d. Meet and talk with the parents of students and
spouses of adults who have been admitted to the hospital.
e Assign resources (persons and materials) to various
sites for specific needs. This may include the assignment of
school personnel from other school or community sites
such as community emergency shelters.
f. Authorize immediate purchase of outside services
and materials needed for the management of emergency
situations.
g. Implement the policies and decisions of the
governing body relating to emergency management.
h. Coordinate use of school building(s) as public
shelter(s) for major emergencies occurring in the city or
county/ :
1. Coordinate emergency assistance and recovery.
3. The Executive Director
a. Establish a school emergency operations plan
review committee to approve and coordinate all emergency
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response plans.

b. Consult with the local Emergency Management
Office to analyze system needs in regard to emergency
preparedness, planning and education and to ensure
coordination of the school plan with community
emergency plans.

&. Develop and coordinate in-service emergency
response education for all school personnel.
d. Gather information from all aspects of the

emergency for use in making decisions about the
management of the emergency.

& Monitor the emergency response during emergency
situations and provide direction where appropriate. Stay in
contact with the leaders of the emergency service agencies
working with the emergency.

f. Request assistance from local emergency services
when necessary.

g. Serve as the staff advisor to the superintendent and
principal on emergency management matters.

h. Keep the superintendent and principal appraised of
the preparedness status and emergency management needs.
1. Coordinate local planning and preparedness
activities and the maintenance of this plan.

] Prepare and maintain a resource inventory.

k. Arrange appropriate training for district emergency
management personnel and emergency responders.

1, Coordinate periodic emergency exercises to test
emergency plans and training.

m. Perform day-to-day liaison with the state

emergency management staff and other local emergency
management personnel.

n. Serve as the school's Emergency Management
Coordinator.
0. Organize the school's emergency management

program and identify personnel, equipment, and facility
needs.

p- Encourage incorporation of emergency
preparedness material into regular Curriculum.

q. Provide copies of the school plan to the district
superintendent and local Emergency Management office.
r. Monitor developing situations such as weather
conditions or incidents in the community that may impact
the school.

S. Create Critical Incident Response Kits for each
school with appropriate maps, floor plans, faculty and
student rosters, photos, bus routes, and other pertinent
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information to help manage the emergency

t. Establish an Incident Command Post
The School Dirctor
a. Have overall decision-making authority in the event

of an emergency at his/her school building until emergency
services arrives.

b. With the assistance of the Public Information
Officer, keep the public informed during emergency

* situations.
& Keep school board informed of emergency status.
d. Coordinate with organized volunteer groups and
businesses regarding emergency operations.
& Ensure that the plan is coordinated with the
district's plans and policies.
18 Assign selected staff members to the Emergency

Operations Planning Team who will develop the school's
emergency operations plan.

g. Ensure that school personnel and students
participate in emergency planning, training, and exercise
activities.

h. Conduct drills and initiate needed plan revisions
based on After Action Reports.
1. Assign school emergency responsibilities to staff as

required. Such responsibilities include but are not limited
to:
ks Provide instruction on any special
communications equipment or night call systems
used to notify first responders.
2. Appoint monitors to assist in proper
evacuation.
3 Ensure that all exits are operable at all times
while the building is occupied.
4. Ensure a preplanned area of rescue
assistance for students and other persons with
disabilities within the building readily accessible to
rescuers.
i Act as Incident Commander until relieved by a
more qualified person or the appropriate emergency
responder agency, and assist in a Unified Command.
Emergency Operations Planning Team will:
a. In conjunction with the district and local emergency
services create and maintain the Emergency Operations
Plan.

b. In conjunction with the district and local emergency
management officials, conduct a hazard analysis.
C. Organize Emergency Response Teams.

A-79

153



27

d. Recommend training for the Emergency Response
Teams.
g. Establish a partner system to pair teachers and

" classes so that teachers assigned to an Emergency

Response Team, can fulfill the duties. The classroom
buddy list is located in Appendix 5.
;o Provide information to staff, student and
community on emergency procedures.
g. Provide assistance during an emergency in
accordance with designated roles.
h. Conduct debriefings at the conclusion of each
emergency to critique the effectiveness of the emergency
operations plan.
Emergency Response Teams will:
a. Participate in the Community Emergency Response
Team (CERT) program.
b. Create annexes for their specific emergency
function.
&, Assist the superintendent and principal during an
emergency by providing support and care for school
employees, students and visitors during an emergency
before local emergency services arrive or in the event of
normal local emergency services being unavailable.
d. Provide the following functions when necessary
and when performing their assigned function will not put
them in harm’s way:
1. Facility evacuation - The Evacuation team
will be trained to assist in the evacuation of all
school facilities and to coordinate the assembly and
the accountability of the employees and students
once and evacuation has taken place.

2. First aid - The First Aid team will be trained
to provide basic first aid to injured students and/or
staff.

3. Search and rescue - The Search and Rescue

team will be trained in search and rescue
operations. They will perform light search and
rescue to find missing or trapped students and/or
staff and note and record the situation for other
responders.

4. Limited fire suppression - The Limited Fire
Suppression team will be trained to provide light
fire suppression and provide utility shut-off if
necessary.

<8 Damage assessment - The Damage
Assessment team will be trained to conduct a

A-80

154



28

building assessment of school buildings to evaluate
whether or the building(s) are safe for occupation.
6. Student/Parent Reunification - The Student/
Parent Reunification team will establish sites for
the orderly dismissal of students to their parents.
7 Student supervision - The Student/Staff
Supervision team will be responsible for
supervising the students while emergency response
activities are occurring.
8. Support and security - The Support and
Security team will be responsible for securing the
school grounds and make preparations for caring
for students until it is safe to release them.
Teachers will:

a. Prepare classroom emergency Go Kits.
b. Participate in trainings, drills and exercises.
e Direct and supervise students en-route to pre-

designated safe areas within the school grounds or to an off-
site evacuation shelter.

d. Check visually rooms and areas along the path of
exit for persons who may not have received the evacuation
notice. This process should not disrupt the free flow of
students out of the building.

& Maintain order while in student assembly area.

f. Verify the location and status of every student.
Report to the incident commander or designee on the
condition of any student that needs additional assistance.

g. Establish a buddy system for students and teachers
with disabilities.
h. Remain with assigned students throughout the

duration on the emergency, unless otherwise assigned
through a partner system or until every student has been
released through the official "student/family reunification
process."

Technology/Information Services will:

a. Coordinate use of technology.

b. Assist in establishment/maintenance of emergency
communications network.

G Assist in obtaining needed student and staff
information from the computer files.

d. Prepare and maintain an emergency kit that
contains floor plans, telephone line locations, computer
locations, and other communications equipment.

B Establish and maintain computer communication
with the central office and with other agencies capable of
such communication.
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f. Establish and maintain, as needed, a stand-alone
computer with student and staff data base for use at the
emergency site.

g. " As needed, report various sites involved in the

communication system if there are problems in that system.
9. Transportation will:

a. Establish and maintain school division protocols for

transportation-related emergencies.

b. Provide division-wide transportation for bus drivers.

g Establish and maintain plans for the emergency

transport of district personnel and students

d. Train all drivers and transportation supervisory

personnel in emergency protocols involving buses and the
school’s emergency operations plan.

10. The School Incident Commander will:
a. Assume command and manage emergency response
resources and operations at the incident command post to
resolve the emergency situation until relieved by a more
qualified person or the appropriate emergency response
agency official.

b. Assess the situation, establish objectives and
develop an emergency action plan.
c. Determine and implement required protective

actions for school response personnel and the public at an
incident site.

d. Appoint additional staff to assist as necessary.

& Work with emergency services agencies in a
Unified Command.

DIRECTION and CONTROL

General ;

A. The Director is responsible for establishing objectives and policies
for emergency operations and providing general guidance for emergency
response and recovery operations. In most situations, the Principal will
assume the role of Incident Commander. During disasters, he/she may
carry out those responsibilities from the ICP.

B. The District Emergency Management Coordinator will provide
overall direction of the response activities of the school. During
emergencies and disaster, he/she will normally carry out those
responsibilities from the ICP.

C. The Incident Commander assisted by a staff sufficient for the tasks
to be performed, will manage the emergency response from the Incident
Command Post until local emergency services arrive.

D During emergency operations, the school administration retains
administrative and policy control over their employees and equipment.
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However, personnel and equipment to carry out mission assignments are
directed by the Incident Commander. Each emergency services agency is
responsible for having its own operating procedures to be followed during
response operations, but interagency procedures, such a common
communications protocol and Unified Command, may be adopted to
facilitate a coordinated effort.

E. If the school’s own resources are insufficient or inappropriate to
deal with an emergency situation, assistance from local emergency
services, organized volunteer groups, or the State should be requested.

2. Emergency Facilities
A. Incident Command Post
i School Incident Command post should be established on

scene away from risk of damage from the emergency. Pre-
determined sites for command posts outside the school building
will be identified in cooperation with local emergency responder
agencies. Initially, the ICP will most likely be located in the main
office of the school, but alternate locations must be identified if the
incident is occurring at that office.

2. Except when an emergency situation threatens, but has not
yet occurred, and those situations for which there is no specific
hazard impact site (such as a severe winter storm or area-wide
utility outage), an Incident Command Post or command posts will
be established in the vicinity of the incident site(s). As noted
previously, the Incident Commander will be responsible for
directing the emergency response and managing the resources at
the incident scene.

. Continuity of School Administration
A. The line of succession for the Director is:
1.
2.
|
B. The lines of succession for each position shall be in accordance

with the SOPs established by the school.
F. READINESS LEVELS

1. Readiness Levels

Many emergencies follow some recognizable build-up period during which
actions can be taken to achieve a gradually increasing state of readiness.

A five-tier system is utilized. Readiness Levels will be determined by the
Principal. General actions to be taken at each readiness level are outlined in
the annexes to this plan; more specific actions will be detailed in departmental
or agency SOPs.

2. Readiness Action Level Descriptions

A. The following readiness action levels will be used as a means of
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increasing the school’s alert posture. (Based on the U.S. Department of
Homeland Security.) Suggested by the U.S. Department of Education)

1.

|98}

Green — Low

a. Assess and update emergency operations plans and
procedures.

b. Discuss updates to school and local emergency
operations plans with emergency responders

3 Review duties and responsibilities of emergency
response team members. '

d. Provide CPR and first aid training for staff.

€. Conduct training and drills.

f. Conduct 100% visitor ID check

Blue - Increased Readiness

a. Review and upgrade security measures

b. Review emergency communication plan

é. Inventory, test, and repair communication
equipment.

d. Inventory and restock emergency supplies

R Conduct emergency operations training and drills
Yellow — Elevated

a. Inspect school buildings and grounds for
suspicious activities.

b. Assess increased risk with public safety officials.
g, Review crisis response plans with school staff.

d. Test alternative communications capabilities.

‘Orange — High

Assign staff to monitor entrances at all times.
Assess facility security measures.

Update parents on preparedness efforts.
Update media on preparedness efforts.
Address student fears concerning possible
emergency.

opo o

f. Place school and district emergency response teams

on standby alert status.
Red — Severe

a. Follow local and/or federal government instructions
(listen to radio/TV).

b. Activate emergency operations plan.

o Restrict school access to essential personnel.

d. Cancel outside activities and field trips.

e. Provide mental health services to anxious students
and staff

ADMINISTRATION and SUPPORT

1

Agreements and Contracts
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A. Should school resources prove to be inadequate during an
emergency; requests will be made for assistance from local emergency
services, other agencies, and industry in accordance with existing mutual-
aid agreements and contracts and those agreements and coritracts
concluded during the emergency. Such assistance may include equipment,
supplies, or personnel. All agreements will be entered into by authorized
officials and should be in writing whenever possible. Agreements and

contracts should identify the school district officials authorized to request

assistance pursuant to those documents.
B. The agreements and contracts pertinent to emergency management
that this school is party to are summarized in Appendix 1.

Reports

A. Initial Emergency Report

This short report should be prepared and transmitted by the Principal
from the Incident Command Post when an on-going emergency incident
appears likely to worsen and assistance from local emergency services
may be needed.

B. Situation Report

A daily situation report should be prepared and distributed by the Principal
from the Incident Command Post during major emergencies or disasters.
e Other Reports

Several other reports covering specific functions are described in the
annexes to this plan.

Records

A. Record Keeping for Emergency Operations

Baxter Academy is responsible for establishing the administrative
controls necessary to manage the expenditure of funds and to provide
reasonable accountability and justification for expenditures made to
support emergency operations. This shall be done in accordance with the
established local fiscal policies and standard cost accounting procedures.
B. Activity Logs

1. The ICP and the district office shall maintain accurate logs
recording key response activities, including:
a. Activation or deactivation of emergency facilities.
b. Emergency notifications to local emergency
services.
8. Significant changes in the emergency situation.
d. Major commitments of resources or requests for
additional resources from external sources.
& Issuance of protective action recommendations to
the staff and students.
;A Evacuations.
g. Casualties.
h. Containment or termination of the incident.
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4. Incident Costs .
A. The school shall maintain records summarizing the use of
personnel, equipment, and supplies during the response to day-to-day
incidents to obtain an estimate of annual emergency response costs that
can be used in preparing future school budgets.

3. Emergency or Disaster Costs
A. For major emergencies or disasters, the school participating in the
emergency response shall maintain detailed records of costs for
emergency operations to include:

., Personnel costs, especially overtime costs

2, Equipment operations costs

3 Costs for leased or rented equipment

4. Costs for contract services to support emergency operations
5 Costs of specialized supplies expended for emergency
operations

6. These records may be used to recover costs from the

responsible party or insurers or as a basis for requesting financial
assistance for certain allowable response and recovery costs from
the state and/or federal government.

6. Preservation of Records
A. In order to continue normal school operations following an
emergency situation, vital records must be protected. These include legal
documents, student files as well as property and tax records. The principal
causes of damage to records are fire and water; therefore, essential records
should be protected accordingly. Personnel responsible for preparation of
annexes to this plan will include protection of vital records in its SOPs.
B. If records are damaged during an emergency situation, this school
will seek professional assistance to preserve and restore them.

A Post-Incident and Exercise Review
A. The Superintendent, District Emergency Management
Coordinator, Emergency Operations Planning Team, and Emergency
Response Teams are responsible for organizing and conducting a critique
following the conclusion of a significant emergency event/incident or
exercise. The critique will entail both written and verbal input from all
appropriate participants. Where deficiencies are identified, school
personnel will be assigned responsibility for correcting the deficiency and
a due date shall be established for that action.

H. PLAN DEVELOPMENT and MAINTENANCE

Xs Plan Development and Distribution of Planning Documents
A. The Emergency Operations Planning Team is responsible for the
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overall development and completion of the Emergency Operations Plan,
including annexes. The school Superintendent is responsible for
approving and promulgating this plan.
B. Distribution of Planning Documents
1. The Superintendent shall determine the distribution of this
plan and its annexes. In general, copies of plans and annexes
should be distributed to those tasked in this document. Copies

should also be set aside for the EOC and other emergency facilities.

2 The Basic Plan should include a distribution list that
indicates who receives copies of the basic plan and the various
annexes to it. In general, individuals who receive annexes to the
basic plan should also receive a copy of this plan, because the
Basic Plan describes the emergency management organization and
basic operational concepts. The distribution list for the Basic Plan
is located in Appendix 14.

4 Review

8 The Basic Plan and its annexes shall be reviewed annually
by the School Emergency Operations Planning Team, emergency
response agencies, and others deemed appropriate by school
administration. The Superintendent will establish a schedule for
annual review of planning documents.
2, Update

a. This plan will be updated based upon deficiencies
identified during actual emergency situations and exercises and
when changes in threat hazards, resources and capabilities, or
school structure occur.
b. The Basic Plan and its annexes must be revised or updated
as necessary. Responsibility for revising or updating the Basic
Plan is assigned to the Emergency Operations Planning Team.
C. The Superintendent is responsible for distributing all
revised or updated planning documents to all departments,
agencies, and individuals tasked in those documents.

REFERENCES

Iy Office for Domestic Preparedness Emergency Response Planning for
WMD/Terrorism Incidents Technical Assistance Program

2. Arizona Department of Education School Safety Plans and Resources

3. FEMA Independent Study Program: IS 362 Multi-Hazard Emergency
Planning for Schools

4. Washington State Emergency Management Division in Partnership

8 Comprehensive All Hazard Planning Guide and Model School Plan for
Washington State Schools

6. U.S. Department of Education Practical Information on Crisis Planning A
Guide for Schools and Communities
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10.
11,
12.
13.

Alaska Division of Homeland Security and Emergency Management: Safe
Schools Training

Missouri State Emergency Management Agency Missouri All-Hazards
Planning Guide for Schools

Jane’s Safe Schools Planning Guide for All Hazards

Los Angeles Unified School District Model Safe School Plan

Fairfax County Public Schools Crisis Management Workbook

Chicago Public Schools Emergency Management Plan

Georgia Emergency Management Agency Family Reunification Protocol
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APPENDIX 1

Summary of Agreements and Contracts

Insert applicable agreements and contracts here for Baxter Academy
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APPENDIX 2

Incident Command System Summary

Background

ICS is a management system that can be used to manage emergency incidents or non-
emergency events such as celebrations. The system works equally well for small
incidents and large-scale emergency situations. The system has built-in flexibility to
grow or shrink based on current needs. It is a uniform system, so personnel from a
variety of agencies and geographic locations can be rapidly incorporated into a common
management structure.

Features.of ICS

ICS has a number of features that work together to make it a real management system.
Among the primary attributes of ICS are:

1. Standard Management Functions

a. Command: Sets objectives and priorities and has overall responsibility at the
incident or event.

b. Operations: Conducts tactical operations, develops the tactical objectives, and
organizes and directs all resources.

c¢. Planning: Develops the action plan to accomplish the objectives, collects and
evaluates information, and maintains the resource status.

d. Logistics: Provides support to meet incident needs, provides resources and all
other services needed to support.

e. Finance/Administration: Monitors costs, provides accounting, procurement,
time recording, and cost analysis.

2. The individual designated as the Incident Commander (IC) has responsibility for

all functions. In a limited incident, the IC and one or two individuals may perform all
functions. In a larger emergency situation, each function may be assigned to a separate
individual.

3. Management By Objectives. At each incident, the management staff is expected to
understand agency or jurisdiction policy and guidance, establish incident objectives,
select an appropriate strategy to deal with the incident, develop an action plan and
provide operational guidance—select tactics appropriate to the strategy and direct
available resources.
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4. Unity and Chain of Command. Unity of command means that even though an incident
command operation is a temporary organization, every individual should be assigned a
designated supervisor. Chain of command means that there is an orderly line of authority
within the organization with only one Incident Commander and each person reporting to
only one supervisor.

5. Organizational Flexibility. Within the basic ICS structure (depicted in Appendix

2), the organization should at any given time include only what is required to meet
planned objectives. The size of the organization is determined through the incident action
planning process. Each element of the organization should have someone in charge; in
some cases, a single individual may be in charge of more than one unit. Resources are
activated as needed and resources that are no longer needed are demobilized.

6. Common Terminology. In ICS, common terminology is used for organizational
elements, position titles, resources, and facilities. This facilitates communication among
personnel from different emergency services, agencies, and jurisdictions.

7. Limited Span of Control. Span of control is the number of individuals one supervisor
can realistically manage. Maintaining an effective span of control is particularly
important where safety is paramount. If a supervisor is supervising fewer than 3
subordinates or more than 7, the existing organization structure should be reviewed.

8. Personnel Accountability. Continuous personnel accountability is achieved by using
a resource unit to track personnel and equipment, keeping an activity log, ensuring each
person has a single supervisor, check in/out procedures, and preparing assignment lists.

9. Incident Action Plan. The incident action plan, which may be verbal or written, is
intended to provide supervisory personnel a common understanding of the situation and
direction for future action. The plan includes a statement of objectives, organizational
description, assignments, and support material such as maps. An Incident Briefing Form
may be used on smaller incidents.

Written plans are desirable when two or more jurisdictions are involved, when state and/
or federal agencies are assisting local response personnel, or there has been significant
turnover in the incident staff.

10. Integrated Communications. Integrated communications includes interfacing
disparate comm<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>