R-01ac - Community Need and Proposed School Impact
(a) Community Need and Impact
Opened in 2012 with a 30% admissions preference for English Language Learners and
renewed in 2017, Central Queens Academy Charter School (CQA) seeks to replicate our
program. Our mission is to prepare students for success in school and life through a school that
integrates literacy, high standards-based academics, and culturally responsive services.
The proposed replication of our approved K-8 grades will advance our plan to build a
college-preparatory, high-quality and tuition-free K-12 program that prioritizes both academic
and social-emotional student outcomes. We envision a continuous K-12 program with two K-4
elementary and two 5-8 middle schools that feed a small, high-quality and college-preparatory
9-12. Currently, no such tuition-free option exists for our majority low-income and immigrant
families in our home district, Community School District 24 (CSD 24).
CSD 24 is home to historically immigrant enclave neighborhoods like Woodside, Corona
and Elmhurst, where the overwhelming majority of CQA’s families reside. CSD 24 is also one of
New York City’s most chronically overcrowded public school districts, reflecting a broader gap in
New York City’s infrastructure to serve these communities. Schools in CSD 24 routinely
experience utilization inside their buildings in excess of 125%. 1 Indeed, one of the primary
obstacles CQA has faced has been adequate school space inside our home district. Currently,
we operate our existing grades 5-8 in two campuses located more than 2 miles apart.
CQA’s facility challenges reflect the severe infrastructural shortage in our target
neighborhoods. The two most populous CQA neighborhoods, Elmhurst and Corona, are
categorized as ‘moderate high risk’ in education, housing, and health out of New York City’s 59
community districts by the Citizens’ Committee for Children of New York (“Committee”), an
independent child advocacy organization that analyzes city demographic data across a variety
of issues. 2 Schools Construction Authority for the City of New York projects that 1,464 school
seats needed in CSD 24 are not identified. 3 Expansion and replication of CQA would help
alleviate severe strain.
(b) Programmatic Impact
CQA now serves 417 scholars representing more than 25 home countries across grades
5-8, with about 100 scholars per grade. Our school population reflects the tremendous diversity
of our neighborhoods as well as the high-need nature of our families. About 86% of our students
qualify for Free/Reduced Lunch (FRL). About 25% of our intake cohort, 5th grade, is as ELL,
and about 12% of our student population is SWD / SPED. Our multi-lingual and multi-ethnic
scholars, more than 80% of whom would be the first in their family to attend and graduate from
college, reflect the diversity of Queens: our families report more than 25 different home
languages.
Our program has produced promising results which we hope to improve as we replicate.
With the exception of one testing strand in our founding year, our scholars have exceeded the
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Schools Construction Authority December 2018 presentation, CEC 24.
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city, state, and home district testing peers in all New York State mathematics and English
Language Arts exams. Examining the growth in proficiency (defined by 3 and 4 scores
combined) in our first three graduating cohorts, the CQA classes of 2016, 2017 and 2018
greatly exceeded their city, state, and district peers.

In the most recent round of state testing, our third graduating cohort, the class of 2018,
significantly outpaced other students and continued a trend of rapid growth and academic
transformation.
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As previously noted, the cohort of 2018 8th grade scholars experienced notable growth
consistent with the previous two graduating cohorts of CQA, the classes of 2016 and 2017.
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student outcomes and increase our ability to support scholars to and through college by building
a pathway to CQA’s long-term vision of a K-12 program serving CSD 24.
Expansion of CQA will add to the options available in CSD 24 and have a positive
impact by alleviating school overcrowding. CSD 24’s K-12 student enrollment in 2017 was
56,764 students. Over time, CQA II will add roughly 800 K-8 public school seats in an
overcrowded, high-need zone and in the future, offer a pathway to a college-preparatory and
tuition-free K-12 continuous program that at its maximum would serve more than 2,200 total
students. Such a tuition-free option of a caring and continuous, high-quality small school
environment is not available to CSD 24 families.
CSD 24 Traditional Public School Options
K-5
ELM TREE ELEMENTARY SCHOOL
K-5
CHILDREN'S LAB SCHOOL (THE)
K-5
PS 102 BAYVIEW
K-5
PS 110
K-5
PS 12 JAMES B COLGATE
K-5
PS 128 LORRAINE TUZZO-JUNIPER VALLEY
K-5
PS 13 CLEMENT C MOORE
K-5
PS 14 FAIRVIEW
K-5
PS 143 LOUIS ARMSTRONG
K-5
PS 153 MASPETH ELEMENTARY
K-5
PS 16 NANCY DEBENEDITTIS SCHOOL (THE
K-5
PS 19 MARINO JEANTET
K-5
PS 199 MAURICE A FITZGERALD
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K-5
PS 229 EMANUEL KAPLAN
K-5
PS 239
K-5
PS 28 THOMAS EMANUEL EARLY CHILD CTR
K-5
PS 49 DOROTHY BONAWIT KOLE
K-5
PS 58 SCHOOL OF HEROES (THE)
K-5
PS 68 CAMBRIDGE
K-5
PS 7 LOUIS F SIMEONE
K-5
PS 71 FOREST
K-5
PS 81 JEAN PAUL RICHTER
K-5
PS 88 SENECA
K-5
PS 89 ELMHURST
K-5
PS 91 RICHARD ARKWRIGHT
K-5
PS 305 LEARNERS AND LEADERS
K-5
PS 330 HELEN MARSHALL
K-5
PS 290 ACE ACADEMY FOR SCHOLARS
K-5
PS 307 PIONEER ACADEMY
6-8
CORONA ARTS AND SCIENCES ACADEMY
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6-8
IS 119 GLENDALE (THE)
6-8
IS 125 THOMAS J MCCANN WOODSIDE
6-8
IS 5 WALTER CROWLEY INTERMEDIATE
6-8
IS 61 LEONARDO DA VINCI
6-8
IS 73 FRANK SANSIVIERI INTER SCHOOL
6-8
IS 77
6-8
IS 93 RIDGEWOOD
K-8
PS/IS 113 ANTHONY J PRANZO
K-8
PS/IS 87 MIDDLE VILLAGE
9-12
ACADEMY-FINANCE & ENTERPRISE
9-12
AVIATION CAREER AND TECH ED HS
9-12
BARD HIGH SCHOOL EARLY COLLEGE QUEENS
9-12
CIVIC LEADERSHIP ACADEMY
9-12
GROVER CLEVELAND HIGH SCHOOL
9-12
HIGH SCHOOL FOR ARTS & BUSINESS
9-12
HS-APPLIED COMMUNICATIONS
9-12
INTERNATIONAL HS FOR HEALTH SCIENCES
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9-12
INTNTL HIGH SCHOOL AT LA GUARDIA
9-12
MASPETH HIGH SCHOOL
9-12
MIDDLE COLLEGE HIGH SCH AT LAGUARDIA
9-12
NEWTOWN HIGH SCHOOL
9-12
PAN AMERICAN INTERNATIONAL HS
9-12
QUEENS TECHNICAL HIGH SCHOOL
6-12
ROBERT F. WAGNER JR SECONDARY SCHOOL
9-12
VOYAGES PREPARATORY

CSD 24 Public Charter Options
CQA II would create a charter option not currently offered in CSD 24. In addition to CQA,
CSD 24 has two other charter school options, with another set to open in 2019. All are or will be
standalone middle school programs, serving grades 5 to 8. There are no charter K-8 or K-12
options in CSD 24.
CSD 24 Private and Parochial School Options
There are three parochial school options that offer tuition-based pk-8 programs near
Corona and Elmhurst: Resurrection Ascension in Rego Park, St. Leo’s Catholic Academy in
Corona and St. Adalbert Catholic Academy in Elmhurst. There are no continuous K-12
programs.

Response 1ac-8

(c) Fiscal Impact

As further discussed in CQA II’s response to Request 21, CQA II would make an
immaterial fiscal impact on the surrounding district, NYCDOE. Using 2018-2019 budget
assumptions with a 2% increase assumption in the per-pupil rate (PPR), CQA II’s overall impact
to the NYCDOE at the end of the fifth year of operations would be .037% of the overall
NYCDOE budget.
Based on CQA’s experience, we believe we will have sufficient demand to meet
enrollment targets in all years. Currently, CQA maintains a waitlist of approximately 1,145
applicants in school year 2018-2019. Adjusting for sibling admissions preferences and open
seats by grade, for each one (1) open seat CQA can offer each year, we receive on average
more than ten (10) applications. When an open seat becomes available throughout the school
year, we typically fill it by exhausting fewer than 3 waitlist seats. Furthermore, CQA II will
continue to use CQA’s backfill policy in all chartered grades.
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R-02ab - Addressing Need
(a) Mission
The mission of the Central Queens Academy Charter School II is to prepare students for
success in college, the workforce and the community though a school that integrates literacy,
high standards-based academics, and culturally responsive supportive services.
(b) Key Design Elements
CQA II will replicate the key design elements (KDE) of CQA that have helped CQA
produce strong student outcomes. The six key academic and non-academic design elements
work together to support the mission of preparing all CQA students for success in high school,
college, career, and community endeavors:
Academic

Non-Academic

●
●

Focus on Literacy
Rigorous
Standards
Based
Academics
and
Frequent
Assessments to Foster Growth

●

Emphasis on Social and Emotional
support to Teach Character and
Community

●
●

Focus on Teacher Development
More Time on Task, Longer School
Day and Longer School Year

●

Culturally Responsive Education,
Enrichment,
and
Supportive
Services

These six key design elements ensure that CQA is a school that integrates rigorous
academics and thoughtfully tailored, culturally responsive supportive services, and that the
school supports its core values of community, quality of character, and achievement through
academics.
In order for CQA to carry out our key design elements, we must first understand who our
students are and where they are coming from. By doing so we create a culture in which all
children are known. We incorporate culturally sensitive principles in all aspects of instruction
and culture, reflecting and incorporating the ethnic and cultural diversity of its student body by
making their backgrounds relevant to what students learn.
1.
Focus on Literacy
CQA believes that literacy is the key skill that all students, including our intended at-risk
population of English language learners (“ELLs”), need to master in order to succeed in high
school, college, and the workforce. Literacy is particularly important in middle school when
students are transitioning to the academic rigors they will face in high school. CQA focuses on
literacy as a tool of empowerment. Teachers are trained during the summers and throughout
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the school year on how to incorporate literacy goals into their content areas and curriculum, and
will learn how to assess mastery of those goals. As part of that training, teachers learn about
student-relevant texts and materials and how they can be incorporated into lessons.
The curricula for the four core content areas that we implement have been chosen
because they lend themselves well to scaffolding instruction for literacy aims. We have also
aligned our social studies and science curricula to the literacy goals set forth by the Common
Core State Standards for English Language Arts.
Our schedule offers additional time through increased minutes of instruction daily,
weekly, and yearly, and ample periods for teachers to plan, collaborate, and teach literacy in the
classroom. The schedule also allows teachers to be observed by both other teachers who wish
to learn from watching their peers, and school leaders who can provide formal and informal
feedback to help teachers develop.
Moreover, CQA’s general focus on literacy for all students dovetails well with our use of
the Sheltered English Instruction (SEI) and Sheltered Instruction Observation Protocol, or SIOP,
model of English language instruction for our ELL population. Since CQA is located in a school
district (CSD 24) where there are a high number of ELLs, it is important that we offer an
academic program where literacy and language is emphasized in every core classroom, not just
in English Language Arts (ELA). All mainstream general education teachers integrate literacy in
a way that is both culturally responsive and linguistically appropriate for ELLs to create a
learning environment where students can find the material meaningful and relate to the subject
matter. By focusing on literacy, students will learn to become critical thinkers, learn how to
communicate effectively in speech and in writing, and develop the confidence to work
independently.
2.
Growth

Rigorous Standards-Based Academics and Frequent Assessments Foster

CQA’s curriculum is rooted in the Common Core and New York State Standards. As
discussed above, these not only include content standards, but the literacy standards that have
been incorporated in the social studies and science frameworks of the Common Core
standards. These standards will be made transparent to students at the beginning of every unit
and every lesson in every classroom so that every student knows what they should be learning
and on what they will be assessed. Middle school students need clear and consistent goals so
that they can develop the study skills that they need to excel in high school. ELLs, in particular,
will benefit from such clearly articulated standards, since they have more challenges with
language comprehension than other students.
In order to measure whether students have mastered standards, CQA II will administer
purposeful assessments of various forms. We will administer state-mandated assessments to
measure compliance with state standards. We will administer periodic interim assessments to
measure students’ progress throughout the school year. We will also administer formative and
summative assessments that are regularly and logically integrated into the curriculum including,
but not limited to weekly quizzes, homework, essays, projects, and teacher-created tests. These
can come in the form of authentic assessments like using geography to map out the expansion
of the Roman Empire or using math and statistical analysis to tracking batting averages. Unit
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tests will be administered at the end of a given unit. These assessments as well as interim
assessments, Fountas and Pinnell testing, and the Scholastic Reading Inventory help students,
teachers, and parents understand what math or reading level or lexile the students are currently
at and how much they have grown.
3.

Focus on Teacher Development

Teachers are critical to the success of CQA to provide a supportive learning environment
and model the values of the school. CQA strives to hire not only highly qualified teachers who
are capable of turning any ordinary curriculum into an extraordinary learning experience, but
who are also capable of modeling each of CQA’s core values of community, quality of character,
and achievement through academics. Teachers also understand that the middle school years
are particularly difficult because of the transitions and growth that students undergo during this
period between childhood and young adulthood.
Teachers develop as professionals individually and in collaboration with their colleagues.
CQA provides teachers with professional development opportunities both in-house and
externally for teachers to learn: how to develop and increase their pedagogical repertoire; how
to integrate literacy into their unit and lesson plans, how to use the SIOP model for teaching
ELLs, and how to be strong advisors so that they can adequately mentor and support their
students. Teachers regularly share best practices and new pedagogical methods by preparing
and providing periodic in-service trainings for their colleagues throughout the school year. They
also participate in annual summer staff development training.
In addition, all teachers are supported and coached by an administrator. Teachers
receive feedback on curriculum planning, lesson planning, and lesson implementation. They
are held accountable for what is discussed during professional development sessions through
the evaluations by school administrators.
4.

More Time on Task, Longer School Day and Longer School Year

CQA is a place where students are supported by teachers and staff throughout a longer
school day and a longer school year in order to provide middle school students with more
structure in their day to develop their academic and social skills, and more time with consistent
adult role models for support. The longer school day will include periods for every subject of 60
minutes. English language Arts will have two periods (120 minutes) per day. This means that
from the beginning of grade 5 to the end of grade 8, students at CQA will have completed well
above the requirements of Part 100 Regulations.
In addition, built within the daily schedule is time set aside for additional enrichment
and/or remediation. Students have the opportunity to further explore topics of interest like art,
music, physical education or technology, or teachers may have that time for remediation for
certain students. Through the use of frequent assessments, teachers are able to accurately
gauge the needs of individual students that may need more reading, math, or other academic
supports.
CQA provides a longer school year of 185 days by starting the school year before Labor
Day. CQA also provides summer school which is required of all students who do not make
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adequate academic progress during the school year and who need additional academic support
services. CQA wants all students to be academically, artistically, and socially enriched over the
summer, not just those who may be in academic need. The school offers enrichment programs
or helps match students to some summer programs.
5.
Community

Emphasis on Social and Emotional Support to Teach Character and

To teach the core values of character and community, CQA has a school culture that
emphasizes social and emotional support based on positive principles of youth development.
Studies have shown that social and emotional support increases academic performance. Middle
school students need more support since they are going through a period of transition from
childhood to adolescence, and may need to be taught the skills necessary to be successful
young adults in today's global environment. With students coming primarily from Elmhurst,
Corona, and Woodside, CQA reflects Central Queens in its rich diversity – ethnically, culturally,
linguistically, and creatively.
Students are shown how to interact with and appreciate their peers in school, regardless
from wherever they may originally come. By equipping our students with effective social and
emotional support tools, they are able to grow into educated, self-assured, empathic teenagers.
ELLs, in particular, benefit from social and emotional support because of the opportunities to
help integrate them into the school culture, and the skills that they can use to communicate and
feel more empowered in the school. At CQA, we integrate social and emotional support
school-wide to set the culture of tolerance, civility and personal growth through advisory lessons
and through the exhaustive work of our guidance counselors & administrators in charge of
culture.
Most importantly, students develop a language and a culture for dealing with conflict and
relationships in a peaceful and restorative way. Not only does this help all students, but it can be
particularly beneficial to ELLs who need more interactive models of communication in order
develop their English language skills. Students at CQA learn that each of these values of
character and community, work hand in hand to help create the kind of community that can
handle the difficult issues confronting our increasingly interconnected global world. Teachers
are equipped to incorporate this learning into their daily practice through workshops and
trainings in the summer and throughout the year.
In order to help students to navigate the rigorous academics and develop the skills
needed to embrace the school culture, CQA created an advisory system where each student is
assigned to an adult advisor to be his/her mentor. Each advisor also communicates with the
family of the advisee through phone calls, distribution of progress reports, and parent-teacher
conferences.
6.
Culturally Responsive Education, Enrichment, and Supportive Services
CQA provides a culturally responsive education for all students from an institutional level
and an instructional level. CQA recognizes that students come from a variety of cultural
backgrounds, and that adjustment to school culture may take additional supports. To that end,
the school embraces diversity by ensuring that adequate resources are allocated to cultural
sensitivity, that school policies and procedures minimize adverse impacts to students from
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diverse backgrounds, and that the school approaches the community for support and
engagement.
In addition, teachers teach in a culturally responsive way by: acknowledging the
differences between groups as well as commonalities; validating students’ cultural identities in
the classroom, through the curriculum, and through instructional materials; teaching students
about different cultures and their experiences; creating a supportive atmosphere of mutual
respect among students; and helping students to become socially and politically conscious
about the world around them and the leading role they can take to make it better.
One of the ways in which CQA does this is by providing additional culturally responsive
enrichment and supportive services to students is through our lead community partner, SAYA!,
which provide Enrichment program design and implementation services, focusing on meeting
both personal and academic needs of CQA’s students. These in-school supportive and
enrichment services are for all 7th and 8 h grade students of CQA. Middle school students,
especially as they get older, need outlets for individual expression and to build confidence
outside of pure academics, and the Enrichment program can provide some of those
experiences.
SAYA!’s experience with youth development - instilling self-confidence, creating positive
interactions with self, adults and communities, and youth empowerment - help to reinforce the
community of learning created by CQA during the school day. SAYA! designs Enrichment
programs that meet the personal and educational needs particular to CQA students. This extra
time at CQA gives students the opportunity to get additional tutoring for their homework,
mentoring by trained professionals coordinated through SAYA!, and enrichment offerings
designed and coordinated by CQA that will supplement their learning, such as public speaking
courses and team sport activities.
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CQA Mission Statement
“The mission of the Central Queens Academy Charter School is to prepare students for
success in education, the workforce and the community through a school that integrates
literacy, high standards-based academics and culturally responsive supportive services.”

R-03 ad Proposal History
(a)
Applicant Information
Suyin So
(b)

Proposal History
As a SUNY-authorized educational corporation seeking to operate additional schools,
this request is not applicable.
This application was primarily developed by the following CQA team and board members:
Michelle Dalpiaz, Chief Financial Officer
Glenn Liebeck, School Director
Sonia Park, Educational Accountability Chair
Suyin So, Founder and Executive Director
(c)

Founding Team Members

Chief Financial Officer, Michelle Dalpiaz. Prior to joining CQA in 2014, Michelle was the director
of finance and operations for the Riverhead Charter School. During her tenure there, she
oversaw the bond financing and construction of a new 48,000 square foot school building.
Before stepping into the nonprofit world, Michelle managed the operations and financial
administration for numerous Citicorp divisions. She is a graduate of Hofstra University.
Director of Advancement, Melissa Kinsella. Melissa has nearly two decades of fund
development and advancement experience in the nonprofit sector, including high-impact special
events and corporate partnership development. She comes to CQA from both well-established
New York City institutions like The Frick Collection Museum, School of American Ballet, and the
Central Park Conservancy as well as newer and smaller organizations, including international
education and youth- focused institutions. Melissa graduated from State University of New York,
Oswego.
School Director, Glenn Liebeck. Glenn has been with CQA since 2013. A lifelong educator who
began his teaching career in Teach For America, Glenn opened CQA’s 7th and 8th grade
campus in 2014 and supervises its secondary leadership team. Glenn has been a teacher,
school administrator, school start-up consultant, and leadership coach whose previous
professional affiliations include Match Charter High School, Achievement First, and the New
York City Charter Center. He received his Ed. M. from University of Massachusetts, Boston and
his B.A. from Union College.
Operations Director, Therese Paskoff. Therese was part of CQA’s founding team, starting in
March 2012. Her responsibilities include oversight over all student services, human resources,
technology infrastructure, and facilities management. Therese’s career in education operations
began at Peninsula Preparatory Academy Charter School where she served as the Director of
Operations and Finance. There, she oversaw and managed all day to day operations and
compliance with the school’s authorizer and NYSED. Prior to joining the nonprofit sector,
Therese worked with The Wright Group, a division of McGraw-Hill after working in her family
business.
Founder and Executive Director, Suyin So. Suyin is a licensed attorney and former journalist
who successfully led the application to open CQA in 2011. Her prior professional affiliations
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include the law firm Pryor Cashman LLP and NBC News. She earned her bachelor’s degree
from Brown University and her juris doctor from Georgetown University Law Center.
(d)

Withdrawn, Rejected, and Concurrent Proposals
This request is inapplicable to CQA.
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Request 3e Letters of Justification
This request is not applicable.
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MICHELLE DALPIAZ
Bay Shore, NY 11706

Education
Hofstra University Graduate School of Business
Completed 60 credits toward MBA degree in Finance
Hofstra University, B.A. French

Suyin So

EDUCATION
Georgetown University Law Center, Washington, D.C., J.D. 2004
• Georgetown Journal on Gender and the Law
• Law Students in Court Clinic, 2003 – 2004
Brown University, Providence, Rhode Island, A.B. 1997
• Public Policy and Independent Concentration

EDUCATION:

TAYLOR BUSINESS INSTITUTE, 1982
Business Certificate in Travel & Tourism

R-04abc – Community Outreach, Support, and Demand
(a)

Description and Analysis of Outreach Efforts

To fully engage our community regarding CQA’s growth and expansion, we began first
by communicating our intentions to our families and staff. We then advised external community
stakeholders through a variety of means including direct in person meetings, telephone
conversations, and email communication. Members of CQA’s senior leadership team directly
conducted all in-person outreach efforts.
Stakeholders included Queens-serving community-based organizations such as
Chhaya, South Asian Youth Action (SAYA!) and local representative advisory bodies, the
Queens Community Board #4 and Community Education Council for District 24. CQA also
advised local elected officials including all New York City Council Members. All external
stakeholders were invited to an information session on Wednesday, January 3, 2019, at our
Elmhurst campus.

Time

Stakeholder

Notes

December 6, 2018

Existing CQA Families

33 signatures

December 21, 2018

Existing CQA Staff

General enthusiasm

December 11, 2018

Community Board #4

Minutes of meeting

December 21, 2018

City Councilman Francisco Moya

No response

December 19, 2018

District 24 CEC

Interested

January 3

All

CEC members attended and
asked questions

CQA leadership also personally met with or called Queens and immigrant-serving
organizations to provide information about our replication plans. All community-based
organizations provided letters of support for CQA II:
●
●
●
●

Chinese American Planning Council
South Asian Youth Action (SAYA!)
Chhaya Community Development Corporation
Coalition for Asian American Children and Families

All stakeholders received information about CQA II’s proposed program and rationale
and were provided the opportunity and means to offer feedback and input. All stakeholders were
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also invited to a January 3, 2019 information session at CQA’s Elmhurst campus at which a
brief presentation about CQA’s growth plans was made.
At the January 3, 2019 information session, the following presentation was provided.
CQA II Overview
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Feedback from community stakeholders was overwhelmingly positive with a notable
exception. While members of the District 24 CEC were very enthusiastic about CQA’s plans to
replicate, they noted that any pursuit of co-located space in a District 24 NYCDOE school would
be disfavored because of the extreme overcrowding conditions. CQA leadership assured the
CEC that CQA’s facility plans assume private leased space for growth, consistent with our
current school buildings.

(b)

Support
CQA has received strong support for our planned expansion and replication from all
stakeholder groups. We would expect strong opposition should CQA II seek co-location in a
NYCDOE building or otherwise exacerbate, rather than alleviate, the school overcrowding
problems in District 24.
(c)

Demand

CQA’s growing reputation as a school of quality as well as the documented scarcity of
CSD 24 school seats contribute to a high likelihood that CQA II will be able to meet its
enrollment targets. Historically about five waitlist seats are maintained for each one seat that is
open in our intake grade, grade 5. In recent years, filling a vacated seat has required about 2-3
waitlist seats depending on the time of the school year when the seat is offered.
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Request 4d Evidence of Outreach
Please see below for evidence of outreach, support, and demand.
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Request 4e

Evidence of Support

Please see below for evidence of outreach, support, and demand.
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December 19, 2018
Susie Miller Carello
State University of New York
SUNY Charter Schools Institute
SUNY Plaza
353 Broadway
Albany, NY 12246
Dear Ms. Carello,
On behalf of Chinese-American Planning Council (CPC), I write to express our support for Central
Queens Academy II, the proposed replication of Central Queens Academy Charter School (CQA).
Founded in 1965, CPC’s mission is to promote social and economic empowerment of Chinese American,
immigrant and low-income communities. CPC serves over 3,000 individuals each day through the social
services offered at our Queens Community Center. We provide early childhood education, school-age
care, youth services, workforce development, community services, and senior services.
Our community has long advocated and asked the City of New York for more high-quality educational
options well-suited for our families and children, 71% of whom are immigrants and another 21% of whom
live in poverty. Still falsely touted as the model minority, Chinese Americans experience significant
psychosocial and academic barriers in many schools across the city.
Particularly at a time when the quality and equity of New York City’s public school system are under
intense scrutiny, we believe schools serving highly immigrant communities that balance a warm school
climate and rigorous academic preparation like CQA are needed more than ever.
If you would like further information about our support for Central Queens Academy II, please feel free to
contact me at
Thank you for your time and consideration.
Sincerely,

Wayne Ho
President & CEO

, New York, NY 10012 I

I

I www.cpc-nyc.org

R-05ac - Enrollment
(a)

Enrollment Plan

Grade Configuration and District Alignment
CQA II will replicate the middle school enrollment plan from our first charter, starting middle
school at 5th grade. This middle school entry year is misaligned with the surrounding district in
that the NYCDOE schools offer middle school starting in grade 6.
In our fifth year, by which time CQA will have added a K-4 program, CQA II will open our second
elementary school. We will offer grades K and 1 together in the fifth year of our proposed
charter term and seek to add grades 2-4 in future charter terms assuming we are renewed
unconditionally. The replication of CQA’s K-8 grades will facilitate CQA’s ability to open a highquality high school to serve our scholars in the future, additional growth which we would also
seek in future charter terms. We may also consider seeking to open a pre-Kindergarten program
through NYCDOE based on a needs assessment and space planning.
Rationale
Our experience has shown that general student mobility and attrition patterns have resulted in
about 6-7% student attrition rates at CQA over time. CQA backfills all grades and will continue
this pattern in CQA II. By enrolling a larger 5th grade cohort of about 113, expected attrition will
soften the impact of student departures. We will also use the 20% “enrollment collar” offered by
SUNY to adjust enrollment to balance out instructional and financial needs.
(b)

Target Population Enrollment

CQA was founded with a special focus on increasing ELL academic achievement, and
we will continue to offer a 30% admissions preference for ELL students. We will also replicate
our current enrollment practices which have resulted in a high level of service to SWD / SPED
and Economically Disadvantaged (ED) / FRPL populations. Historically we have enrolled all
subgroups in higher percentages than the City of New York and County of Queens.
Chart 1. Comparison of CQA, Queens County, and New York State Enrollment of ELL,
SWD, ED, and Hispanic Subgroups (2018)
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Because of the highly diverse and multilingual community we serve, CQA II’s outreach to
families will necessarily follow the established patterns and procedures we use at CQA,
including the following:
●
●
●
●

Multilingual outreach through mailings and social media communication
In-person volunteer and paid outreach to preschool and pediatrician offices
Continued communication with local youth-serving community-based organizations
Information Sessions on-site to introduce CQA II with enrolled and alumni families

In addition to the above means, we also hope to engage some of our young alumni from CQA
who will be in high school or college, to assist with outreach for CQA II. By doing so we can not
only connect to new families in an impactful manner, but also foster strong alumni connections
through peer and community-based relationships and strategies.
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R-05ac - Enrollment
(a)

Enrollment Plan

Grade Configuration and District Alignment
CQA II will replicate the middle school enrollment plan from our first charter, starting middle
school at 5th grade. This middle school entry year is misaligned with the surrounding district in
that the NYCDOE schools offer middle school starting in grade 6.
In our fifth year, by which time CQA will have added a K-4 program, CQA II will open our second
elementary school. We will offer grades K and 1 together in the fifth year of our proposed
charter term and seek to add grades 2-4 in future charter terms assuming we are renewed
unconditionally. The replication of CQA’s K-8 grades will facilitate CQA’s ability to open a highquality high school to serve our scholars in the future, additional growth which we would also
seek in future charter terms. We may also consider seeking to open a pre-Kindergarten program
through NYCDOE based on a needs assessment and space planning.
Rationale
Our experience has shown that general student mobility and attrition patterns have resulted in
about 6-7% student attrition rates at CQA over time. CQA backfills all grades and will continue
this pattern in CQA II. By enrolling a larger 5th grade cohort of about 113, expected attrition will
soften the impact of student departures. We will also use the 20% “enrollment collar” offered by
SUNY to adjust enrollment to balance out instructional and financial needs.
(b)

Target Population Enrollment

CQA was founded with a special focus on increasing ELL academic achievement, and
we will continue to offer a 30% admissions preference for ELL students. We will also replicate
our current enrollment practices which have resulted in a high level of service to SWD / SPED
and Economically Disadvantaged (ED) / FRPL populations. Historically we have enrolled all
subgroups in higher percentages than the City of New York and County of Queens.
Chart 1. Comparison of CQA, Queens County, and New York State Enrollment of ELL,
SWD, ED, and Hispanic Subgroups (2018)
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In addition to the above means, we also hope to engage some of our young alumni from CQA
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R-5d - Admissions Policy
CQA II will replicate the Admissions Policy of CQA which is set forth in the Student and
Family Handbook (see Response to Request 10ad) beginning on page 19.

6a-f. Curriculum & Instructional Design
Overview
CQA II will replicate CQA’s existing middle grades program that we have developed over
our time serving our unique, highly diverse student population. All instructional strategies reflect
our core belief that each of our highly diverse learners deserves highly differentiated instruction.
Thus, our curriculum draws from a variety of instructional methods and pedagogical approaches
to ensure that each student’s needs are met at CQA in the general classroom. We also provide
supplemental services in the form of academic intervention and enrichment services. We expect
to apply these principles as we develop our previously approved K-4 curriculum.
Curriculum
CQA’s curriculum is the backbone of our academic program. CQA’s curriculum is based
on New York State and Core Curriculum Standards. CQA has developed a curriculum
framework for each core subject area from fifth through eighth grades over our seven years of
operation. English language arts (ELA) and mathematics have been aligned with the Common
Core State Standards (CCSS), in recognition of the adoption by New York State of those
standards. CQA has aligned our social studies curriculum with the New York State standards
and our accelerated science program is driven by a combination of NYS, as well as Next
Generation Science standards. Additionally, we have designed ELA and mathematics support
classes throughout the grades that we call Interdisciplinary Studies.
CQA will continue to replicate our standards-based curricular frameworks along with our
4-pronged Overarching Beliefs: (Caring and Competent Teachers, More time in School, Social
and Emotional Learning, Importance of Enrichment). Over CQA’s first six years of operation,
these beliefs have shaped our key instructional strategies, resulting in the adoption of our 10
Key Instructional Strategies:
1. Increased focus on literacy- We understand that bridging the literacy gap is a primary
lever to transformational change for our scholars and families. In addition to extended
learning time, CQA is tenacious about maximizing our time and attention to bridge that
gap. We provide twice as much English language instruction in each day, literacy
intervention courses, novel studies, tutoring, office hours, and as much small group
instruction as we can.
2. Inquiry-driven curriculum- We drive to trigger curiosity within our scholars as a tool to
increase intellectual engagement. We design truly open-ended questions, allow scholar
developed questions to thrive, research topics in class, have scholars present their
findings or hypotheses, and push scholars to reflect on their process.
3. Flexible small-group instruction (SGI) integrated daily- We use real-time data to
understand exactly what each scholar knows and does not know. Armed with that data,
teachers can pull small groups to address specific hurdles within the context of the
learning, thereby targeting the individual needs of their scholars.
4. Data-driven instruction based on cumulative and real-time data- Keeping track of
the skill level and understanding of every scholar within the lesson AND over time as
skills amass and intertwine is essential to our success. Within a lesson, teachers use
targeted checks for understanding (CFU’s) to identify the specific lesson elements that
may be difficult for individuals. Additionally, we use cumulative assessments that isolate
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5.

6.

7.

8.

9.

10.

and code every skill and standard. This information allows us to effectively and efficiently
target our interventions.
High academic standards- O
 ur scholars understand that academic achievement is a
core value at CQA. It’s clear to all that the standards are high (minimum passing score of
70%) and that we will allow nothing to interfere with their learning.
Build foundational and critical thinking skills- There is a large amount of base
curricular knowledge that our scholars need to master to succeed in competitive high
schools and college. Our team designs a scaffolded approach through the successive
years to build that base. In addition, we recognize the importance of critical thinking skills
of all scholars. We use an inquiry-based and student-centered learning lesson design to
push our scholars’ critical analysis and design thinking skills.
Clearly articulated standards that focus on growth- We understand that scholars
learn best when the goals, objectives, and standards are laid out in a clearly
communicated design. Our faculty build their curricula backwards mapped using the
NYS frameworks as the central focus. We communicate each day’s objective with
scholars and we assess specific understandings and skill often. The increased frequency
allows us to analyze growth patterns over time and adjust as needed.
Commitment to academic performance accountability- CQA is a NYS public charter
school authorized by the SUNY Charter Schools Institute. As such, we are held
accountable primarily for the academic performance of our scholars. We believe in this
accountability and while other factors are integral to the development of a child, it is the
academic growth of every child that our jobs begin and end with.
Concerted investment in relationships- R
 elationships are a core pillar in all the work
that we do at CQA. We believe that scholars don’t care what you know, unless they
know that you care. We work continuously to build and strengthen relationships as a key
lever to fulfilling our mission. This focus extends beyond scholars to families and staff.
Commitment to continual professional development for all staff- CQA is committed
to helping staff master their craft. Frequent and targeted pedagogical and curricular
feedback is its key mechanism. Teachers generally receive 10-12 written observations
each year (we utilize the Danielson Framework for Teaching) along with bi-weekly
coaching sessions. Additionally, we spend over 70 hours a year in focused professional
development and teachers produce two professional development portfolios analyzing
(video and data) their own practice.

CQA has created a comprehensive curriculum that is academically rigorous, based on
assessment goals, tailored using actual data, and built specifically to address individualized
scholar needs by prioritizing differentiated instruction to hit their zone of proximal development,
so as to promote maximum achievement for every learner.
After careful research, practice and consideration, the instructional leadership team has
decided that CQA will continue with the following curricular programs for the four core subjects
of English language arts, mathematics, science, and social studies:
●
●
●
●

ELA- Engage NY
Math- Engage NY
Science- Pearson Interactive Science
History/Social Studies- McGraw-Hill Network Discovering Our Past
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In addition to the four core subjects, the team has decided to continue using the following
curricular programs in our supplementary and intervention courses:
●
●

Interdisciplinary Studies- CQA designed
Literacy Intervention- The Fountas & Pinnell Leveled Literacy Intervention System (LLI)
and The Trait Crate of Writing by Ruth Culham

Each of these programs has had proven positive results in academic achievement in
New York City as well as the state, and has proven successful with our target population in
CQA’s initial charter school. Furthermore, the instructional leadership team is aware that no
program is perfect and therefore, each program will continue to be supplemented by materials
carefully selected by the School Director, Principal, the Deans of Instruction, and the teachers
working in consultation and driven by analysis of academic achievement and growth data.
These additional resource materials will allow teachers to ensure that all of the essential
standards in the curriculum framework are adequately met, that literacy is taught across the
content areas, and that teachers can engage in inquiry-based and student-centered planning.
The team has developed pacing guides that account for differentiated learning and
scaffolded instruction for at-risk students, including the diverse population of English language
learners from Central Queens, students with disabilities, and students below, at, and above
grade level. The pacing guides suggest scaffolded techniques for students who may need
additional support but are not technically at-risk. Finally the guides offer additional instructional
materials and tools for advanced students aligned to either develop more in-depth
understanding of the Common Core State Standards and New York State Standards, or aligned
to more advanced standards. The pacing guides reflect the types of skills listed in Bloom’s
Taxonomy to ensure that all students receive the types of supports to gain mastery over the
standards.
Given the curriculum resources and instructional materials, teachers select, create, or
modify their own lesson plans and units to reflect the types of students that are in the classroom
and the kind of support that each will need. This planning is done in consultation with the
instructional coaches (principals, AP’s, and deans) in weekly meetings.
(b)

Assessment System
CQA will continue to acquire, adopt and use local, state and/or national instructional
improvement systems (curriculum selection and revision, formative and summative
assessments, student data analysis linked directly to well resourced systems to support teacher
instructional practices, etc.) to provide teachers, principals, and administrators with the
information and resources they need to inform and improve their instructional practices,
decision-making, overall effectiveness, and raise student achievement with the students they
seek to serve.
At CQA, we believe that while assessments are a natural part of the learning process,
they are not the reason for education. The point of learning is not assessment for assessment’s
sake; we will not teach to the test. Rather, assessments are a tool to help students on their
journey to lifelong learning.
Students at CQA learn that assessments come in many different forms and that
evaluation of what one knows is an important part of making sure that one has learned what one
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is supposed to know. Through CQA’s program, students focus on gaining deep understanding
of the Common Core State Standards (CCSS) and New York State Standards (NYSS). We also
teach students how to adapt to new assessments by focusing on the content and skills
demanded of them through rigorous and transparent standards, and that test-taking skills are a
specialized skill unto themselves.
At CQA, we administer regular assessments that are unit-based or lesson-based,
teacher-created, commercially developed, previously administered state assessments, and
culminate in New York State assessments. CQA has recently made leaps forward in developing
teacher-designed assessments by completing a deep analysis of their alignment to New York
State Standards (rather than that of content covered). This analysis will continue throughout our
schools. In addition, CQA will continue to use assessments that are formative, to help students
learn what they need to learn, and summative, to measure students’ growth.
At CQA, assessments are integrated into the school’s routine. Whether they are Checks
For Understanding (CFU’s) within lessons, quizzes or project-based assessments after multiple
lessons, unit tests (given a minimum of two per quarter), or Interim Assessments (used to BOTH
measure growth over time on NYS Standards AND serve as a diagnostic tool to identify
individual student needs and strengths disaggregated by standard), they are a seamless part of
the fabric of the school.
New York State Assessments
CQA will continue to administer all assessments required by the New York State
Regents of New York State public schools. These include the New York State Assessments for
Mathematics and ELA for grades 5 through 8, and the NYSESLAT and LAB-R for English
Language Learners for grades 5 through 8. CQA will continue to administer the NYS Earth
Science Regents assessment in grade 8 for ALL scholars. All students, including students with
disabilities and English Language Learners will continue to take all assessments mandated by
New York State. If students with disabilities are exempt from the regular New York State
assessments as dictated by the Individualized Education Program (IEP) developed by the
Committee on Special Education (CSE) of the students’ district of residence, then such students
shall take the New York State Alternative Assessment (NYSAA) as required by law.
In-class Assessments
CQA has a variety of formative and summative assessments that teachers use in the
classroom to measure student mastery of the standards as measured against the curriculum
framework. These assessments will continue to be designed using the curriculum framework,
scope and sequence and pacing guides, and carefully aligned to the New York State Standards
and Common Core State Standards. At CQA, we mandate that teachers incorporate daily CFU’s
in addition to a minimum quizzes to test/exam/unit assessment ratio of 2:1. In doing so, we
have increased the teachers’ abilities to identify skill or content understanding deficiencies early,
attack them with small group instruction, and reassess for mastery. All of these assessments
are either created by teachers, or compiled and modified using the assessment resources in the
prepackaged curricula, supplemental resources, or nationally-normed assessment repositories.
In either scenario, instructional coaches review and provide feedback prior to the assessment
administration.
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At CQA informal assessments are used daily (homework, short writings, google forms,
Plickers, learning logs, and journals) are used by teachers to guide their path within a lesson or
objective. While some do have measurable outcomes, they are primarily used to determine
whether a student is engaging with and understanding the material so that teachers can
determine whether or not to use additional scaffolded instruction.
CQA has and will continue to strive to create authentic assessments where possible that
are both meaningful and fun for both formal and informal assessments. Traditional assessments
are necessary for students to become familiar with the skills involved in taking traditional
assessments, but authentic assessments allow students to use the higher-level skills of Bloom’s
taxonomy. Authentic assessments can also be meaningful for students and help them to build
skills that they may use professionally.
Literacy Assessments
Because CQA has an increased focus on literacy, we find it imperative to track each
scholar’s literacy growth over time. In doing so, CQA utilizes two literacy based assessments:
1. SRI (Scholastic Reading Inventory), which is a computer-adaptive is a criterion-referenced
test intended to measure reading comprehension and match students to text so they can read
with confidence and control. Results from SRI are reported as scale scores (Lexile measures).
The scale goes from Beginning Reader (less than 100L) to 1500L. A Lexile measure is
determined by the difficulty of the items to which a student responded. (References Salvia, J.
and J.E. Ysseldyke. Assessment, 7th Edition. New York: Houghton Mifflin Company, 1998. )
2. F&P (Fountas & Pinnell Benchmark Assessment System) is a resource to accurately and
reliably identify each child’s instructional and independent reading levels according to the F&P
Text Level Gradient™, A–Z and document their progress through one-on-one formative and
summative assessments. The Benchmark Assessment System is appropriate for use in RTI. It
does not provide national norms or percentiles; it is not intended for national achievement
testing. However, it is based on widely used grade-level criteria (see the website for detailed
documents). It enables the classroom teacher and specialist teacher to engage in diagnosis of a
variety of sub-skills. This complex and comprehensive assessment system is designed to
measure progress in each of the subskills in a way that informs instruction. It is linked to a
detailed continuum of observable behaviors to assess and teach for at every level. Included in
every BAS, this continuum offers a very specific bridge to instruction. (Resnick, L. B., &
Hampton, S. (2009). Reading and writing grade by grade. Newark, DE: International Reading
Association.)
Technology and Assessments
CQA has, and will continue to build its technology-based assessment toolkit. We have
continually been able to leverage technology to effectively amass, organize, and analyze our
student data to provide stakeholders (students, teachers, parents, staff, and administration) with
the necessary metrics to guide next steps. Some of the most useful technology platforms CQA
has amassed to support its assessment program:
●

Gathering data○ SRI (Scholastic Reading Inventory)

Request 6af-5

6a-f. Curriculum & Instructional Design

●

○ IXL- math diagnostic
○ IXL- ELA diagnostic
○ Plickers
○ Google forms for Do Nows, CFU’s, and quizzes
Organizing and Analyzing data○ Gradecam
○ Microsoft Excel
○ Kickboard

Use of Assessment Results at CQA
With Students
Informal assessment results at CQA are what guide our SGI (small group instruction). Teachers
track these results throughout the lesson, day, or week, and use that information to pull small
groups based on standard/skill deficiency or mastery. SGI occurs within the lessons throughout
the week, at breakfast, at lunch, and during office hours. This SGI time is used to scaffold down
for struggling learners as well as up for scholars that need to be pushed more deeply.
Formal assessments are used in two ways at CQA, diagnostic and summative. Our
Interim Assessments (IA) serve that dual-functionality. CQA administers IA’s three times a year
(fall, winter, spring). Rather than testing only skills and content covered to date on IAs, CQA
instead includes the entire year’s standards on each and every assessment. The fall IA serves
as a baseline. The winter IA is used as the key diagnostic heading into CQA’s test-preparation
module. The spring IA then allows us to gather and analyze an apples-to-apples growth
measure over time for each scholar.
Since every question on the IAs correlates to a standard, we are also able to
disaggregate the data by skill, scholar, class section, intervention group, etc. Similarly, the F&P
reading assessment as well as the SRI are used to monitor growth in literacy three times
throughout the year.
Teachers are able to easily use disaggregated data reports created by administration.
The reports not only color code the scholars that struggled on particular standards, but also
identifies the scholars during each period of daily instruction that need support on a particular
standard during SGI. The IXL math and ELA diagnostics are used similarly with CQA’s
scholars. While the reports do produce a specific grade level equivalency, CQA uses the report
breakdowns for each scholar disaggregated by skill area (numbers and operations, algebra,
fractions, measurement, etc.) Again, teachers consult with their coaches and these reports to
guide their SGI.
Our system has produced insightful results in that CQA has consistently seen a close
correlation between the results on our IAs and the scholars’ results on the NYS math and ELA
Assessments.
With Teachers
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At CQA, assessments are also used to gauge the effectiveness of our curriculum and
teaching so that we can address areas that need improvement through professional
development. Assessments are also a part of the teacher evaluation process for deciding
whether teachers are meeting their expectations, when teachers need professional
development intervention, and when more extreme measures are necessary. Teachers meet
with their instructional coach to review student data at least eight times in an academic year
using an internal Microsoft Excel tool, “Data Inspector.” The tool’s goal is to confirm that grades
accurately reflect standards mastery. The Data Inspector allows each teacher to immediately
see the current percentage breakdown of any given category within the class (HW, Projects,
Quizzes, Exams, etc.) and course correct as needed with the goal of providing zero false
positive indicators for students and families.
Other Stakeholders
At each board meeting, the School Director reports on the state of the school and how
students are progressing. The School’s Board of Trustees uses its Education Accountability
Committee to analyze data results from the assessments and decide whether the school is
aligned to the goals stated within its Accountability Plan. If students are not meeting
expectations in assessments, that may be a sign that the School Director and the Principal may
be off track or need additional resources, training, and/or guidance to provide supports to
teachers and students. Assessments may also indicate more systemic problems that require the
Board of Trustees to inquire into, such as the effectiveness of the after school programming.
CQA parents have continual access to Information on student performance data. In
addition to online access and regular performance reports, parents also have direct access to
their child's advisor to monitor academic progress or the lack of it. Parents are encouraged to
work closely with the teachers and advisors to discuss ways in which they can provide supports
at home, possibly in the form of more attention to homework or reading to their child (even in
their native languages). Assessments provide families with an objective measurement of
academic accountability from the school.
Scholars also use assessments to gauge their own learning and check if they are
meeting the goals that they have set for themselves. They monitor their own progress toward
mastering the standards that the teachers have clearly and transparently laid out using
Kickboard, CQA’s chosen online system. And if not, they ask for supports and tools that might
help them to master those standards. In our advisory program, we work with students to analyze
their assessments and to be reflective about their learning. We also work with scholars to
understand why they got something wrong, or why they didn’t quite show mastery in a particular
skill, and try to correct for the future.
(c)

Instructional Methods

Overview
At Central Queens Academy Charter School, we believe that students learn in different
ways and need differentiated instruction. Teachers use a variety of instructional methods and
pedagogical approaches to ensure that they reach all of the students at CQA in the general
classroom, and through supplemental services in the form of academic intervention and
enrichment services.
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While CQA only hires highly-qualified, certified, and engaged teachers with their own
specialized skills and styles, CQA expects teachers to adhere to our 10 Key Instructional
Strategies (see section 6a) that have proven successful with our current student population.
Moreover, teachers are primary role models for CQA’s culture and are therefore responsible for
teaching students in a way consistent with our core values of
(1) Caring for the Community
(2) Quality of Character
(3) Achievement Through Academics
Consistency Across Classrooms
Every teacher follows a basic structure in their planning in order to promote consistency
across the classrooms. The general framework for lessons is based on these five key
components, based on the models of several high performing urban charter schools. Teachers
are expected to:
(1) Set clear content goals and language goals, which may include an overview of the
lesson, essential questions, or key vocabulary words. Teachers will also make it clear
what students need to know vs. what they need to understand vs. what they need to
do;
(2) Have a DO NOW or hook to engage the class and maximize instruction;
(3) Launch the class activity, which may include guided instruction, modeling, and
independent practice, and other strategies for teaching. It is here, that teachers must
utilize their strategies for Checks for Understanding (CFU’s) as well as small group
instruction (SGI);
(4) Closure to the lesson, which is a review of the content, skills, and
hints/reminders/resources as they relate directly back to the stated objective of the
lesson.
(5) Prepare an exit ticket, which may include written reflection or quick check for
understanding. Exit tickets give feedback to students, informs instruction the next day,
can offer information as to how to support struggling students, and is aligned to
summative assessments.
Teachers and instructional coaches evaluate the lesson plans using this framework.
They also evaluate the lesson plan by asking what went well, what went poorly, and how the
lesson could be improved.
Students Are Held To High Expectations
CQA teachers hold all scholars to high expectations. Our techniques, influenced by
leading thinkers such as Doug Lemov, include pushing all students to think about all questions
by the teacher. CQA teachers don’t allow students to opt out of answering questions, and
teachers avoid hands-raised question and answering methods that fail to engage all students in
all questions. The use of mini-whiteboards and PLICKERS are two examples of this technique.
When necessary for scholars, teachers use scaffolding techniques to support scholars
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understanding of the question or the multi-step thinking that the task calls for. At CQA, we don’t
stop at surface level questioning. Instead we push through the multiple levels of Bloom’s
Taxonomy using multiple follow-up questions. And teachers do not apologize for having high
expectations, but rather show students that they believe in their abilities.
The National Council of Teachers of English also recommends that teachers have high
expectations of their English language learner students and engage them with challenging
content materials. CQA’s use mixed use of Structured English Immersion and a Sheltered
English Instruction model will set high expectations for ELLs since they will be taught in the
general education classroom with their native English-speaking peers. (See Section 8c)
Lessons And Units Will Have Standards That Are Clear And Transparent
The curriculum has been developed with an eye towards alignment with the Common
Core State Standards (CCSS) and the New York State Standards and Core Curriculum.
Teachers know these standards and plan units and lessons accordingly, and with a focus on
assessing progress on those standards. Since the standards enumerated by the CCSS and the
NYS Standards are not easily accessible for scholars, CQA teachers unpack these standards
into student-friendly statements that can be used as benchmarks or goals for students to
understand, and which are articulated in writing. Teachers are transparent about how students
will be assessed, which may mean describing the interim assessments, explaining what
students are expected to know and understand for tests or other assessments, and teaching
the skills necessary for students to know what to do on those assessments. Teachers regularly
implement review days on which students work through the goals and benchmarks, and
re-teach concepts that the entire class did not “get.”
While all students benefit from clear and transparent goals, at-risk students (such as
English Language Learners) benefit in particular. Linguistic and cultural barriers can make it
more difficult for ELLs to make inferences about expectations and goals that students who have
more native proficiency in English are able to. Similarly students with disabilities may also not be
capable of making the proper inferences about hidden goals and expectations. Having clear and
transparent measures aligned to goals, however, takes away this guesswork from all students,
and makes clear what the objectives are so that all students, including those at-risk, can see
where they are and where they need to go.
Focus On Literacy Goals
Students can make connections when they can verbalize them. Focusing on literacy in
the content areas allows our students to put their thoughts into words, and then allows them to
make the connections that are necessary to give meaning to their learning. Using Bloom’s
taxonomy, we can see how a focus on literacy in the content areas can improve learning.
Students remember better when they can put it into words. They can show their comprehension
and understanding of material if they can explain what they have learned. For example, in math,
a student is much more likely to learn the process for division of fractions if she is able to
verbalize the steps. Application of knowledge, which requires solving problems or making
connections, requires literacy in order to put knowledge into practice. Word problems in math
are a classic example of application of knowledge. The end goal is that students can take real
problems in their lives or work that they can translate into math problems and solve.
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On the higher order of the Bloom’s taxonomy, students require literacy in order to
analyze concepts, problems, and materials. A student in science needs to be able to verbalize
what happened in an experiment, what facts he can derive from the outcome and what
inferences about future outcomes. Synthesis and creation also require literacy. A science
student who can design an experiment shows more understanding than one who can only
analyze the experiment. That student, however, needs to be able to explain in words how that
newly created experiment works. Finally, evaluation is the pinnacle of Bloom’s taxonomy.
Students need to be able to understand the values that allow for making decisions about
knowledge. A science student needs to know what values are important in order to decide
whether an experiment involving the killing of an animal is ethically justifiable. Focusing on
literacy will teach students how to think critically and analyze what they are learning so that they
can gain mastery of each of the skills on Bloom’s taxonomy.
At CQA, we have worked to develop the pedagogical skills of designing lessons that are
student-centered and inquiry-based. Teachers are encouraged and guided to use literacy
strategies that work effectively with urban populations as well as with ELLs:
●
●
●
●
●
●
●

Read Alouds
K-W-L Charts
Graphic Organizers
Vocabulary Instruction
Writing to Learn
Structured Note Taking
Reciprocal Teaching

These strategies are routinely implemented across classrooms and have different
benefits. Read alouds let students hear fluent reading and can help to build vocabulary. K-W-L
charts are based on the questions “What do you know about this topic,” “What do you want to
know about this topic,” and “What have you learned about this topic.” This helps students make
connections to what they know, be active in the learning process, and reflect on what they have
learned. Graphic organizers, such as Venn diagrams and timelines, are helpful for giving
students a visual representation of what they have learned and also for making connections.
Writing to learn helps students to inquire, clarify, and reflect on the content, and it allows them to
work on the metacognitive skills necessary to have a deeper understanding of the material.
Structured note taking helps students organize their reading and develop good study habits for
focus and reflection. The end goal would be the gradual release of structured note-taking to
independent note-taking by 8th grade. Reciprocal teaching helps students to read in groups and
develop their group skills for coming to a better understanding of the material by predicting,
questioning, clarifying, and summarizing. Teachers model how to use reciprocal teaching and
help students to focus on the habits of discussion.
At CQA, we also emphasize vocabulary. Beginning in 2017-2018, we identified a gap
between our scholars’ ability to understand a word in context and their ability to use the word in
their writing correctly, without the use of context clues. As part of our vocabulary program, every
classroom includes active (used within the daily instruction) word walls. Scholars also receive an
extra daily course of isolated vocabulary instruction in the school day.
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Writing is expected in every classroom. This ensures that students have adequate
opportunities for using their words to explain and apply their learning. Such writing helps
students to verbalize what they comprehend or what is difficult about the material. Some other
examples of writing exercises that teachers use in the classroom and for homework are:
●
●
●
●
●
●
●
●

Personal writing, including traditional journals, memoirs, learning logs, web logs
Factual writing, including lab reports, articles, Wiki entries, and research papers
Opinion and argumentative writing, including essays and editorials
Speech and presentation writing, including speeches and powerpoint slides
Creative writing, including short stories, poems, and historical fiction
Short writing, including twitter entries, letters to the editor, and math word problems
Document-based-question (DBQs) analysis
Evidence-based claims

Teachers use various interdisciplinary planning methods to ensure that students use
literacy techniques to make connections across content areas. For example, a student learning
about the mathematical concept of a pyramid might develop a greater understanding and
appreciation for learning about Egyptian pyramids in history if they could make the connection
between the uses of the word “pyramid” in both contexts. Also, history has lessons about
economics that can be incorporated into math word problems. Instead of using abstract ears of
corn to teach multiplication or division, teachers can incorporate the maize that Mayans planted
that were found in the New World and brought back to Europe.
Literacy and interdisciplinary planning across the curriculum helps students derive
meaning and draw connections. The focus on literacy can also be extremely helpful to students
with disabilities and ELLs who need more help verbalizing their thoughts and drawing
meaningful connections that may not be immediately culturally relevant. ELLs may have had
different educational practices in their home countries, and allowing interdisciplinary planning
will help them to utilize strengths from various subjects to help them learn in other subjects.
Teachers Use Varied Pedagogical Methods And Differentiated Instruction
Teachers at CQA factor the various learning styles and needs of students into how they
teach their content. Teachers use a wide range of instructional methods in the classroom that
allow students to actively participate in class and be engaged, and to provide them with the
skills to excel in the assessments such as research papers, science labs, math projects, DBQs,
quizzes, exams, and so on. These instructional methods also prepare students to be ready for
the challenges they face in high school and college.
CQA has chosen each of the different curricula because they use different pedagogical
techniques that focus on the student as the driver of their education. For example, weuse
Teachers College Reading and Writing Project because it focuses on reading and writing as a
process that is learned in stages, and uses a constructivist workshop model that is based on a
student’s own experiences. The Engage NY Math curriculum, designed by Expeditionary
Learning uses pedagogy that is project-based and scaffolded throughout multiple modules of
learning, and focuses on mathematical problem solving. The Pearson Interactive Science
curriculum is guided by experimental questioning and lab-based activities for students to absorb
the concepts through “doing” and then unpacking the learning within. The work is heavily
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group-based, requires students to engage in discussions and reflective thinking, and teaches
students to draw conclusions based on evidence.
The Discovering our Past social studies curriculum also uses multiple intelligences to teach
students social studies. The materials use graphic organizers to help organize key ideas and
help students understand the connections and logic of what they read. Students engage in
visual discovery to understand key concepts. Students:
● engage in authentic experiences to relive history and connect their experiences to key
concepts and events.
● have writing assignments that allow them to discuss complex issues, play a historical
role, or develop an opinion or argument.
● use their experiences to help inform their writing and that will be memorable and
meaningful to write.
● work in pairs or small groups on specific skills-based tasks such as mapping, graphing,
identifying perspective, discussing questions, solve problems, and interpreting primary
sources.
The LLI (Leveled Literacy Intervention) curriculum is an intensive, small-group,
supplementary literacy intervention for students who find reading and writing difficult.
The LLI systems are designed to:
●
●
●
●
●
●
●
●

Advance the literacy learning of students not meeting grade-level expectations
in reading
Deepen and expand comprehension with close reading
Elevate the expertise of teachers
Increase reading volume by engaging students in large amounts of successful
daily reading
Increase student engagement with books that build knowledge
Intervene with small groups of struggling readers to maximize growth
Meet the needs of struggling readers
Monitor student progress.

All of these learner-centric instructional methods will help students to use their higher
order thinking skills on Bloom’s taxonomy that they may need in the future to solve real life
problems in the workplace and in their lives. Since the activities are more engaging and require
students to be more active, learner-centric instructional methods tend to be more fun and
meaningful for students.
At CQA, teachers rarely use teacher-centric instructional methods such as lectures.
When necessary, they do use explicit teaching, or demonstrations to model what mastery looks
like. When these methods are needed, teachers limit this teacher-centric technique to a small
8-10 minute window followed by students interacting with the new knowledge. They may use
drill and practice exercises to give students a sense of accomplishment about using their
memory to recall facts or memorize vocabulary words.
With enough variation in the curriculum, CQA teachers engage students in ways that are
not boring, and lead them to meet higher expectations. All of these instructional methods can
also be used as formative assessments when the teachers make sure that the outcomes are
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measurable and that they inform teachers as to what else needs to be covered or re-taught, and
that they directly connect to meeting and exceeding state performance standards.
Teachers Use Scaffolding To Guide Students To Independent Mastery
Teachers at CQA use teacher-guided scaffolding techniques to help students in the
classroom to master the explicitly stated standards. Scaffolding may take the form of
individualized attention during independent work times. This may also take place with or without
the help of push-in support from Learning Supports specialists (Special Education and ELL
staff). For example, a teacher may provide more guidance during SGI exercises, when one
team of students may need more of the teacher’s help (e.g., figuring out how to solve for the
hypotenuse of a right triangle), while other groups are more proficient and self-sufficient.
Teachers regularly model what mastery looks like and what they expect students to be able to
do. Teachers then ask guiding questions to help student think through the process with cues.
When teachers use SGI strategies, they use the data collected in informal assessments
to arrange groups into heterogeneous skill levels. Sometimes the students with more mastery
may help students with less mastery. This helps students in two ways: (1) it provides extra
support for students who need more guidance in a way that encourages cooperation and peer
learning; (2) it allows students with greater mastery to reinforce their own learning, practice a
higher order skill on Bloom’s taxonomy, and help those students develop more confidence to
take on even harder challenges.
Pull-out techniques occur in place of IDS (Interdisciplinary Studies), or in place of
vocabulary instruction. Those classes are taught specifically by the intervention team. In
addition, general content teachers use time during electives to spend time with students who
are having difficulty with the material, regardless of whether they are below, at, or above grade
level, or students with disabilities or ELLs.
The goal of scaffolding is to give students the guidance to handle the challenges and
high expectations involved in working on independent projects such as research projects and
term papers. These help students develop a sense of self-confidence and self-sufficiency.
Independent projects with scaffolding also provide advanced students opportunities to take on
greater challenges with additional guidance from teachers.

Special Education Program
CQA uses an ICT (Integrated Collaborative Teaching) model as its tier of support for scholars
with IEPs. ICT scholars at CQA are educated with age-appropriate peers in the general
education classroom. ICT provides access to the general education curriculum and specially
designed instruction to meet students’ individual needs, using any of the following proven
effective methods:
1. Team Teaching: Both co-teachers deliver instruction to the whole group at the same
time.
2. One Teach, One Observe: While one teacher leads the lesson, the co-teacher collects
specific data about the students, the co-teacher or the environment.
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3. Station Teaching: Teachers divide content and students. Three groups of students
rotate through three stations in which they work on non-hierarchical activities.
4. Parallel Teaching: Two co-teachers teach the same content to separate groups
simultaneously.
5. Alternate Teaching: One teacher works with the large part of the class while the
co-teacher works with a smaller group.
6. One Teach, One Assist: one teacher leads instruction while the co-teacher circulates
providing unobtrusive help as needed.

(d)

Course Overviews

(d) Course Overviews
Math:
In the 2019_2020 school year, CQA will be making the leap to an Algebra 1 Regents for all 8th grade
scholars path. In doing so, the math curriculum at CQA has been backwards mapped directly from the
NYS Algebra 1 curriculum. Supporting the curriculum are the following resources:
● Math In Focus (grade 5 only)
● Engage NY Math
● Ready NY (Test Preparation)
● Rally NY (Test Preparation)
● IXL Math- computer-based practice, support, and diagnostic tool
Essential Summative Assessments in the program are as follows
5th grade: IAs (3/yr), NYS 5th grade Math Exam
6th grade: IAs (3/yr), NYS 6th grade Math Exam
7th grade: IAs (3/yr), NYS 7th grade Math Exam
8th grade: IAs (3/yr), NYS Algebra 1 Regents Exam
Below please see the four-year matrix…

Grade 5:
Domain

Essential
Understanding

Operations and
Algebraic Thinking

Write and interpret
numerical
expressions

Standar
d

Description

NY-5.O Apply the order of operations to
A.1
evaluate numerical expressions
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6 + 8 ÷ 2, (6 + 8) ÷ 2 *Note: Exponents and
nested grouping symbols are not included
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Operations and
Algebraic Thinking

Number and
Operations in Base
Ten

Express the calculation “add 8 and 7, then
Write simple expressions that record
multiply by 2” as (8 + 7) × 2. Recognize that 3 ×
NY-5.O calculations with numbers, and interpret
(18,932 + 921) is three times as large as 18,932
A.2
numerical expressions without
+ 921, without having to calculate the
evaluating them
indicated sum or product
Generate two numerical patterns using Given the rule “Add 3” and the starting
two given rules. Identify apparent
number 0, and given the rule “Add 6” and the
relationships between corresponding
starting number 0, generate terms in the
Analyze patterns and NY-5.O
terms. Form ordered pairs consisting of resulting sequences, and observe that the
relationships
A.3
corresponding terms from the two
terms in one sequence are twice the
patterns, and graph the ordered pairs on corresponding terms in the other sequence.
a coordinate plane
Explain informally why this is so

Understand the
place value system

Recognize that in a multi-digit number, a
digit in one place represents 10 times as
NY-5.NB
much as it represents in the place to its
T.1
right and 1/10 of what it represents in
the place to its left
Use whole-number exponents to denote
powers of 10. Explain patterns in the
number of zeros of the product when
NY-5.NB
multiplying a number by powers of 10,
T.2
and explain patterns in the placement of
the decimal point when a decimal is
multiplied or divided by a power of 10
NY-5.NB Read, write, and compare decimals to
T.3
thousandths
*47.392 = 4 × 10 + 7 × 1 + 3 × 1/10 + 9 × 1/100
Read and write decimals to thousandths + 2 × 1/1000 *47.392 = (4 × 10) + (7 × 1) + (3 ×
NY-5.NB
using base-ten numerals, number
1/10 ) + (9 × 1/100) + (2 ×1/1000) *47.392 = (4
T.3a
names, and expanded form
× 10) +(7 × 1) + (3 × 0.1) + (9 × 0.01) + (2 ×
0.001)
Compare two decimals to thousandths
NY-5.NB based on meanings of the digits in each
T.3b place, using >, =, and < symbols to
record the results of comparisons
NY-5.NB Use place value understanding to round
T.4
decimals to any place

Number and
Operations in Base
Ten

Perform operations
with multi-digit
NY-5.NB Fluently multiply multi-digit whole
whole numbers and
T.5
numbers using a standard algorithm
with decimals to
hundredths

Request 6af-15

6a-f. Curriculum & Instructional Design

Find whole-number quotients of whole
numbers with up to four-digit dividends
and two-digit divisors, using strategies
based on place value, the properties of
NY-5.NB
operations, and/or the relationship
T.6
between multiplication and division.
Illustrate and explain the calculation by
using equations, rectangular arrays,
and/or area models

Using concrete models or drawings and
strategies based on place value,
properties of operations, and/or the
relationship between operations: add
NY-5.NB
and subtract decimals to hundredths;
T.7
multiply and divide decimals to
hundredths. Relate the strategy to a
written method and explain the
reasoning used

*Students should be taught to use strategies
based on place value, the properties of
operations, and the relationship between
multiplication and division; however, when
solving any problem, students can choose any
strategy. * Students should be taught to use
equations, rectangular arrays, and area
models; however, when illustrating and
explaining any calculation, students can
choose any strategy.
*Students should be taught to use concrete
models and drawings; as well as strategies
based on place value, properties of
operations, and the relationship between
operations. When solving any problem,
students can choose to use a concrete model
or a drawing. Their strategy must be based on
place value, properties of operations, or the
relationship between operations. *Division
problems are limited to those that allow for
the use of concrete models or drawings,
strategies based on properties of operations,
and/or the relationship between operations
(e.g., 0.25 ÷ 0.05). Problems should not be so
complex as to require the use of an algorithm
(e.g., 0.37 ÷ 0.05)

Add and subtract fractions with unlike
denominators (including mixed
numbers) by replacing given fractions
NY-5.NF
with equivalent fractions in such a way
.1
as to produce an equivalent sum or
Use equivalent
difference of fractions with like
Number and
fractions as a
denominators
Operations—Fraction
strategy to add and
*Solve word problems involving
s
subtract fractions
addition and subtraction of fractions
referring to the same whole, including
NY-5.NF
cases of unlike denominators. *Use
.2
benchmark fractions and number sense
of fractions to estimate mentally and
assess the reasonableness of answers.

Apply and extend
*Interpret a fraction as division of the
previous
numerator by the denominator (a/b = a
Number and
understandings of NY-5.NF ÷ b). *Solve word problems involving
Operations—Fraction
multiplication and
.3
division of whole numbers leading to
s
division to multiply
answers in the form of fractions or
and divide fractions
mixed numbers.
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*Interpret 3/4 as the result of dividing 3 by 4,
noting that 3/4 multiplied by 4 equals 3, and
that when 3 wholes are shared equally among
4 people each person has a share of size 3/4.
*using visual fraction models or equations to
represent the problem. *If 9 people want to
share a 50-pound sack of rice equally by
weight, how many pounds of rice should each
person get? Between what two whole
numbers does your answer lie?
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Apply and extend previous
NY-5.NF understandings of multiplication to
.4
multiply a fraction or whole number by
a fraction
Interpret the product a/b × q as a parts
NY-5.NF of a partition of q into b equal parts;
.4a
equivalently, as the result of a sequence
of operations a × q ÷ b

Find the area of a rectangle with
fractional side lengths by tiling it with
rectangles of the appropriate unit
fraction side lengths, and show that the
NY-5.NF
area is the same as would be found by
.4b
multiplying the side lengths. Multiply
fractional side lengths to find areas of
rectangles, and represent fraction
products as rectangular areas

NY-5.NF Interpret multiplication as scaling
.5
(resizing)
Compare the size of a product to the
NY-5.NF size of one factor on the basis of the size In the case of 10 × ½ = 5, 5 is half of 10 and 5 is
.5a
of the other factor, without performing 10 times larger than ½
the indicated multiplication

NY-5.NF
.5b

Solve real world problems involving
NY-5.NF
multiplication of fractions and mixed
.6
numbers
Apply and extend previous
understandings of division to divide unit
NY-5.NF fractions by whole numbers and whole
.7
numbers by unit fractions. *Note:
Students able to multiply fractions in
general can develop strategies to divide
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fractions in general, by reasoning about
the relationship between multiplication
and division. But division of a fraction by
a fraction is not a requirement until
grade 6 (NY-6.NS.1)

Interpret division of a unit fraction by a
NY-5.NF
non-zero whole number, and compute
.7a
such quotients

Interpret division of a whole number by
NY-5.NF
a unit fraction, and compute such
.7b
quotients

Solve real-world problems involving
NY-5.NF division of unit fractions by non-zero
.7c
whole numbers and division of whole
numbers by unit fractions

Measurement and
Data

Convert like
measurement units
within a given
measurement
system

Measurement and
Data

Represent and
interpret data

Convert among different-sized standard
measurement units within a given
NY-5.M measurement system when the
D.1
conversion factor is given. Use these
conversions in solving multi-step, real
world problems
Make a line plot to display a data set of
measurements in fractions of a unit (½,
NY-5.M
¼, ⅛). Use operations on fractions for
D.2
this grade to solve problems involving
information presented in line plots.
Recognize volume as an attribute of
NY-5.M
solid figures and understand concepts of
D.3
volume measurement

Measurement and
Data

Geometric
measurement:
Recognize that a cube with side length 1
understand concepts
of volume and relate NY-5.M unit, called a “unit cube,” is said to have
D.3a “one cubic unit” of volume, and can be
volume to
used to measure volume
multiplication and to
Recognize that a solid figure which can
addition
NY-5.M be packed without gaps or overlaps
D.3b using n u
 nit cubes is said to have a
volume of n cubic units
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*All conversion factors will be given *Grade 5
expectations for decimal operations are
limited to work with decimals to hundredths

Given different measurements of liquid in
identical beakers, make a line plot to display
the data and find the total amount of liquid in
all of the beakers
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Measure volumes by counting unit
NY-5.M
cubes, using cubic cm, cubic in., cubic
D.4
ft., and improvised units
Relate volume to the operations of
NY-5.M multiplication and addition and solve
D.5
real world and mathematical problems
involving volume
Find the volume of a right rectangular
prism with whole-number side lengths
by packing it with unit cubes, and show
NY-5.M
that the volume is the same as would be
D.5a
found by multiplying the edge lengths,
equivalently by multiplying the height
by the area of the base
Apply the formulas V = l × w × h and V =
B × h for rectangular prisms to find
NY-5.M volumes of right rectangular prisms with
D.5b whole-number edge lengths in the
context of solving real world and
mathematical problems
Recognize volume as additive. Find
volumes of solid figures composed of
NY-5.M two non-overlapping right rectangular
D.5c prisms by adding the volumes of the
non-overlapping parts, applying this
technique to solve real world problems

Geometry

*Use a pair of perpendicular number
lines, called axes, to define a coordinate
system, with the intersection of the
lines (the origin) arranged to coincide
with the 0 on each line and a given point
in the plane located by using an ordered
pair of numbers, called its coordinates.
NY-5.G.
x- axis and x-coordinate, y-axis and
*Understand that the first number
Graph points on the
1
y- coordinate
indicates how far to travel from the
coordinate plane to
origin in the direction of one axis, and
solve real-world and
the second number indicates how far to
mathematical
travel in the direction of the second axis,
problems
with the convention that the names of
the two axes and the coordinates
correspond.
Represent real world and mathematical
problems by graphing points in the first
NY-5.G.
quadrant of the coordinate plane, and
2
interpret coordinate values of points in
the context of the situation
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Geometry

Classify
two-dimensional
figures into
categories based on
their properties

Understand that attributes belonging to
NY-5.G. a category of two-dimensional figures
3
also belong to all subcategories of that
category

All rectangles have four right angles and
squares are rectangles, so all squares have
four right angles. *The inclusive definition of a
trapezoid will be utilized, which defines a
trapezoid as “A quadrilateral with at least one
pair of parallel sides

NY-5.G. Classify two-dimensional figures in a
4
hierarchy based on properties

Grade 6:
Domain

Ratios and
Proportional
Relationships

Essential
Understanding

Standar
d

Description

Understand the concept of a ratio
NY-6.RP and use ratio language to describe a
.1
ratio relationship between two
quantities
Understand the concept of a unit
rate a/b associated with a ratio a: b
with b ≠ 0 (b not equal to zero),
NY-6.RP and use rate language in the context
.2
of a ratio relationship. *Note:
Expectations for unit rates in this
grade are limited to non-complex
fractions.
Use ratio and rate reasoning to
NY-6.RP
solve real-world and mathematical
.3
problems
Make tables of equivalent ratios
Understand ratio
relating quantities with
concepts and use
whole-number measurements, find
NY-6.RP
ratio reasoning to
missing values in the tables, and
.3a
solve problems
plot the pairs of values on the
coordinate plane. Use tables to
compare ratios

NY-6.RP
Solve unit rate problems
.3b
Find a percent of a quantity as a
rate per 100. Solve problems that
NY-6.RP
involve finding the whole given a
.3c
part and the percent, and finding a
part of a whole given the percent
Use ratio reasoning to convert
NY-6.RP measurement units; manipulate
.3d
and transform units appropriately
when multiplying or dividing
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Performance Indicator
“The ratio of wings to beaks in the bird house at the
zoo was 2:1, because for every 2 wings there was 1
beak.” “For every vote candidate A received,
candidate C received three votes.”

“This recipe has a ratio of 3 cups of flour to 4 cups of
sugar, so there are ¾ cup of flour for each cup of
sugar.” "We paid $75 for 15 hamburgers, which is a
rate of $5 per hamburger."

Strategies may include but are not limited to the
following: tables of equivalent ratios, tape diagrams,
double number lines, and equations

If it took 7 hours to mow 4 lawns, then at that rate,
how many lawns could be mowed in 35 hours? At
what rate were lawns being mowed? What is the
unit rate? *Problems may include unit pricing and
constant speed

30% of a quantity means 30/100 times the quantity

Conversion of units occur within a given
measurement system, not across different
measurement systems
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quantities

The Number System

Apply and extend
previous
Interpret and compute quotients of
understandings of
NY-6.NS fractions, and solve word problems
multiplication and
.1
involving division of fractions by
division to divide
fractions
fractions by
fractions

*Strategies may include but are not limited to the
following: using visual fraction models, a standard
algorithm, and equations to represent the problem.
NY-6.NS Fluently divide multi-digit numbers
.2
using a standard algorithm

The Number System

The Number System

Fluently add, subtract, multiply,
NY-6.NS and divide multi-digit decimals
.3
using a standard algorithm for each
operation
Compute fluently
*Find the greatest common factor
with multi-digit
of two whole numbers less than or
numbers and find
equal to 100. Use the distributive
common factors
property to express a sum of two
and multiples
whole numbers 1–100 with a
NY-6.NS
common factor as a multiple of a
.4
sum of two whole numbers with no
common factor other than 1. *Find
the least common multiple of two
whole numbers less than or equal to
12.
Understand that positive and
Apply and extend
negative numbers are used
previous
together to describe quantities
understandings of NY-6.NS having opposite directions or
numbers to the
.5
values. Use positive and negative
system of rational
numbers to represent quantities in
numbers
real-world contexts, explaining the
meaning of 0 in each situation
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Express 36 + 8 as 4(9 + 2)

temperature above/below zero, elevation
above/below sea level, debits/credits,
positive/negative electric charge
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NY-6.NS
.6

NY-6.NS
.6a

NY-6.NS
.6b

NY-6.NS
.6c

Understand a rational number as a
point on the number line. Use
number lines and coordinate axes
to represent points on a number
line and in the coordinate plane
with negative number coordinates
Recognize opposite signs of
numbers as indicating locations on
opposite sides of 0 on the number
line. Recognize that the opposite of With the number 3, – (–3) = 3
the opposite of a number is the
number itself, and that 0 is its own
opposite
Understand signs of numbers in
ordered pairs as indicating locations
in quadrants of the coordinate
plane. Recognize that when two
ordered pairs differ only by signs,
the locations of the points are
related by reflections across one or
both axes
Find and position integers and other
rational numbers on a horizontal or
vertical number line. Find and
position pairs of integers and other
rational numbers on a coordinate
plane

NY-6.NS Understand ordering and absolute
.7
value of rational numbers
Interpret statements of inequality
NY-6.NS as statements about the relative
.7a
position of two numbers on a
number line
Write, interpret, and explain
NY-6.NS
statements of order for rational
.7b
numbers in real-world contexts
Understand the absolute value of a
rational number as its distance
NY-6.NS from 0 on the number line.
.7c
Interpret absolute value as
magnitude for a positive or negative
quantity in a real-world situation

Distinguish comparisons of
NY-6.NS
absolute value from statements
.7d
about order
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Interpret –3 > –7 as a statement that –3 is located to
the right of –7 on a number line oriented from left to
right
Write –3°C > –7°C to express the fact that –3°C is
warmer than –7°C

For an account balance of –30 dollars, write |–30| =
30 to describe the size of the debt in dollars

Someone with a balance of $100 in their bank
account has more money than someone with a
balance of –$1,000, because 100 > –1,000. But, the
second person’s debt balance is much greater than
the first person’s credit balance because |–1,000| >
|100|.
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Solve real-world and mathematical
problems by graphing points on a
coordinate plane. Include use of
NY-6.NS
coordinates and absolute value to
.8
find distances between points with
the same first coordinate or the
same second coordinate
Write and evaluate numerical
NY-6.EE.
expressions involving
1
whole-number exponents
Write, read, and evaluate
NY-6.EE.
expressions in which letters stand
2
for numbers

Expressions,
Equations, and
Inequalities

Expressions,
Equations, and
Inequalities

Write expressions that record
NY-6.EE.
operations with numbers and with
2a
letters standing for numbers
Identify parts of an expression
using mathematical terms (term,
NY-6.EE. coefficient, sum, difference,
2b
product, factor, and quotient); view
Apply and extend
one or more parts of an expression
previous
as a single entity
understandings of
Evaluate expressions given specific
arithmetic to
values for their variables. Include
algebraic
expressions that arise from
expressions
formulas in real-world problems.
NY-6.EE.
Perform arithmetic operations,
2c
including those involving
whole-number exponents, in the
conventional order (Order of
Operations).

Express the calculation “Subtract y from 5” as 5 – y

Describe the expression 2(8 + 7) as a product of two
factors; view (8 + 7) as both a single entity and a sum
of two terms

Use the formulas V = s3
 and SA = 6s2 to find the
volume and surface area of a cube with sides of
length s = ½. *Expressions may or may not include
parentheses. Nested grouping symbols are not
included

Apply the distributive property to the expression 3(2
+ x) to produce the equivalent expression 6 + 3x;
NY-6.EE. Apply the properties of operations apply the distributive property to the expression 24x
3
to generate equivalent expressions + 18y to produce the equivalent expression 6(4x +
3y); apply properties of operations to y + y + y to
produce the equivalent expression 3y.
The expressions y + y + y and 3y are equivalent
NY-6.EE. Identify when two expressions are
because they name the same number regardless of
4
equivalent
which number y represents
Understand solving an equation or
inequality as a process of answering
a question: which values from a
Reason about and
specified set, if any, make the
solve one-variable NY-6.EE.
equation or inequality true? Use
equations and
5
substitution to determine whether a
inequalities
given number in a specified set
makes an equation or inequality
true.
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Use variables to represent numbers
and write expressions when solving
a real-world or mathematical
NY-6.EE. problem. Understand that a
6
variable can represent an unknown
number, or, depending on the
purpose at hand, any number in a
specified set
Note: For the x/p = q case, p ≠ 0

Solve real-world and mathematical
problems by writing and solving
NY-6.EE. equations of the form x + p = q; x –
7
p = q; px = q; and x/p = q for cases in
which p, q, and x are all
nonnegative rational numbers.

Expressions,
Equations, and
Inequalities

Geometry

Represent and
analyze
quantitative
relationships
between
dependent and
independent
variables

Write an inequality of the form x >
c, x ≥ c, x ≤ c, or x < c to represent a
constraint or condition in a
real-world or mathematical
NY-6.EE.
problem. Recognize that
8
inequalities of these forms have
infinitely many solutions; represent
solutions of such inequalities on a
number line
*Use variables to represent two
quantities in a real-world problem
that change in relationship to one
another. *Given a verbal context
and an equation, identify the
NY-6.EE. dependent variable, in terms of the
9
other quantity, thought of as the
independent variable. Analyze the
relationship between the
dependent and independent
variables using graphs and tables,
and relate these to the equation.

Find area of triangles, trapezoids,
Solve real-world
and other polygons by composing
and mathematical
NY-6.G. into rectangles or decomposing into
problems involving
1
triangles and quadrilaterals. Apply
area, surface area,
these techniques in the context of
and volume
solving real-world and
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*In a problem involving motion at constant speed,
list and graph ordered pairs of distances and times.
*Given the equation d = 65t to represent the
relationship between distance and time, identify t as
the independent variable and d as the dependent
variable.

The inclusive definition of a trapezoid will be utilized,
which defines a trapezoid as “A quadrilateral with at
least one pair of parallel sides.” (This definition
includes parallelograms.)
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NY-6.G.
2

NY-6.G.
3

NY-6.G.
4

NY-6.G.
5

Statistics and
Probability

mathematical problems
Find volumes of right rectangular
prisms with fractional edge lengths
in the context of solving real-world
and mathematical problems
Draw polygons in the coordinate
plane given coordinates for the
vertices. Use coordinates to find the
length of a side joining points with
the same first coordinate or the
same second coordinate. Apply
these techniques in the context of
solving real-world and
mathematical problems
Represent three-dimensional
figures using nets made up of
rectangles and triangles, and use
the nets to find the surface area of
these figures. Apply these
techniques in the context of solving
real-world and mathematical
problems
Use area and volume models to
explain perfect squares and perfect
cubes

Recognize that a statistical question
NY-6.SP. is one that anticipates variability in
1a
the data related to the question and
accounts for it in the answers
Understand that statistics can be
used to gain information about a
population by examining a sample
NY-6.SP.
of the population; generalizations
1b
about a population from a sample
Develop
are valid only if the sample is
understanding of
representative of that population
statistical
Understand that the method and
variability
sample size used to collect data for
a particular question is intended to
reduce the difference between a
population and a sample taken from
NY-6.SP.
the population so valid inferences
1c
can be drawn about the population.
Generate multiple samples (or
simulated samples) of the same size
to recognize the variation in
estimates or predictions
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Three-dimensional figures include only right
rectangular prisms, right rectangular pyramids, and
right triangular prisms. When finding surface areas,
all necessary measurements will be given

“How old am I?” is not a statistical question, but
“How old are the students in my school?” is a
statistical question because one anticipates
variability in students’ ages

Students need to understand that data are
generated with respect to particular contexts or
situations and can be used to answer questions
about those contexts or situations

Examples of acceptable methods to obtain a
representative sample from a population include,
but are not limited to, a simple random sample for a
given population or a systematic random sample for
an unknown population. Examples of unacceptable
methods of sampling include, but are not limited to,
online polls and convenience sampling because they
introduce bias and are not representative of the
population
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NY-6.SP.
2

NY-6.SP.
3

NY-6.SP.
4
NY-6.SP.
5

*Students need to determine and justify the most
appropriate graph to display a given set of data
Understand that a set of
(histogram or dot plot). *Students extend their
quantitative data collected to
knowledge of symmetric shapes, to describe data
answer a statistical question has a displayed in dot plots and histograms in terms of
distribution which can be described symmetry. They identify clusters, peaks and gaps,
by its center, spread, and overall
recognizing common shapes and patterns in these
shape
displays of data distributions, and ask why a
distribution takes on a particular shape for the
context of the variable being considered.
Recognize that a measure of center
for a quantitative data set
summarizes all of its values with a
Measures of center are mean, median, and mode.
single number while a measure of
The measure of variation is the range
variation describes how its values
vary with a single number
Display quantitative data in plots
on a number line, including dot
plots, and histograms
Summarize quantitative data sets
in relation to their context

NY-6.SP.
Report the number of observations
5a

Statistics and
Probability

Statistics and
Probability

Describe the nature of the attribute
NY-6.SP. under investigation, including how it
5b
was measured and its units of
Summarize and
measurement
describe
Calculate range and measures of
distributions
center, as well as describe any
NY-6.SP. overall pattern and any striking
5c
deviations from the overall pattern
with reference to the context in
which the data were gathered
Relate the range and the choice of
measures of center to the shape of
NY-6.SP.
the data distribution and the
5d
context in which the data were
gathered
Understand that the probability of a
chance event is a number between
0 and 1 inclusive, that expresses the
Investigate chance
likelihood of the event occurring.
processes and
Larger numbers indicate greater
NY-6.SP.
develop, use, and
likelihood. A probability near 0
6
evaluate
indicates an unlikely event, a
probability models
probability around ½ indicates an
event that is neither unlikely nor
likely, and a probability near 1
indicates a likely event
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Measures of center are mean, median, and mode.
The measure of variation is the range. The role of
outliers should be discussed, but no formula is
required

Measures of center are mean, median, and mode.
The measure of variation is the range
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Approximate the probability of a
simple event by collecting data on
the chance process that produces it
NY-6.SP.
and observing its long-run relative
7
frequency, and predict the
approximate relative frequency
given the probability
Develop a probability model and
use it to find probabilities of simple
NY-6.SP. events. Compare probabilities from
8
a model to observed frequencies; if
the agreement is not good, explain
possible sources of the discrepancy
Develop a uniform probability
model by assigning equal
NY-6.SP.
probability to all outcomes, and use
8a
the model to determine
probabilities of simple events.

When rolling a number cube 600 times, predict that
a 3 or 6 would be rolled roughly 200 times, but
probably not exactly 200 times. *Compound events
are introduced in grade 7

The probability of rolling a six-sided fair number
cube and landing on a 2 is 1/6. The probability of
landing on an even number is 3/6.

Find the approximate probability that a spinning
Develop a probability model (which
penny will land heads up or that a tossed paper cup
NY-6.SP. may not be uniform) by observing
will land open-end down. Do the outcomes for the
8b
frequencies in data generated from
spinning penny appear to be equally likely based on
a chance process
the observed frequencies?

7th Grade:
Domain

Ratios &
Proportional
Relationships

Essential Understanding

Stand
ard

Description

Performance Indicator

NY-7.R Compute unit rates associated
P.1 with ratios of fractions.

If a person walks 1/2 mile in each 1/4 hour, compute
the rate as the complex fraction (1/2)/(1/4) miles per
hour, equivalently 2 miles per hour with 2 being the
unit rate.

Recognize and represent
NY-7.R
proportional relationships
P.2
between quantities.

Equivalent Rations and/or graphing on coordinate
plane

Analyze proportional
relationships and use NY-7.R Decide whether two quantities
them to solve real-world P.2a are in a proportional relationship.
and mathematical
Identify the constant of
problems.
proportionality (unit rate) in
NY-7.R
tables, graphs, equations,
P2b
diagrams, and verbal descriptions
of proportional relationships.
NY-7.R Represent a proportional
P2c relationship using an equation.
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Equivalent Rations and/or graphing on coordinate
plane

Equivalent Rations and/or graphing on coordinate
plane
If total cost t is proportional to the number n of items
purchased at a constant price p, the relationship
between the total cost and the number of items can
be expressed as t = pn.
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Explain what a point (x, y) on the
graph of a proportional
NY-7.R relationship means in terms of
P2d the situation, with special
attention to the points (0, 0) and
(1, r) where r is the unit rate.
Use proportional relationships to Simple interest, tax, markups and markdowns,
NY-7.R
solve multistep ratio and percent gratuities and commissions, fees, percent increase
P3
problems.
and decrease, and percent error
Apply and extend previous
understandings of addition and
subtraction to add and subtract
NY-7.
rational numbers. Represent
NS.1
addition and subtraction on a
horizontal or vertical number
line.
Describe situations in which
NY-7.
opposite quantities combine to
NS.1a
make 0.

The Number
System

Apply and extend
previous understandings
of operations with
fractions to add,
subtract, multiply, and
divide rational numbers.

NY-7.
NS.1b

NY-7.
NS.1c

Understand addition of rational
numbers; p + q is the number
located a distance |q| from p, in
the positive or negative direction
depending on whether q is
positive or negative. Show that a
number and its opposite have a
sum of 0 (are additive inverses).
Interpret sums of rational
numbers by describing real-world
contexts
Understand subtraction of
rational numbers as adding the
additive inverse, p – q = p + (–q).
Show that the distance between
two rational numbers on the
number line is the absolute value
of their difference, and apply this
principle in real-world contexts

Apply properties of operations as
NY-7.
strategies to add and subtract
NS.1d
rational numbers
Apply and extend previous
understandings of multiplication
NY-7.
and division and of fractions to
NS.2
multiply and divide rational
numbers
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NY-7.
NS.2a

NY-7.
NS.2b

Understand that multiplication is
extended from fractions to
rational numbers by requiring
that operations continue to
satisfy the properties of
operations, particularly the
distributive property, leading to
products such as (–1)(–1) = 1 and
the rules for multiplying signed
numbers. Interpret products of
rational numbers by describing
real-world contexts
Understand that integers can be
divided, provided that the divisor
is not zero, and every quotient of
integers (with non-zero divisor) is
a rational number.

Apply properties of operations as
NY-7.
strategies to multiply and divide
NS.2c
rational numbers
Convert a fraction to a decimal
using long division; know that the
NY-7.
decimal form of a rational
NS.2d
number terminates in 0s or
eventually repeats
Solve real-world and
NY-7. mathematical problems involving
NS.3 the four operations with rational
numbers

Expressions,
Equations &
Inequalities

Expressions,
Equations &
Inequalities

Add, subtract, factor, and expand
NY-7.E linear expressions with rational
E1 coefficients by applying the
Use properties of
properties of operations
operations to generate
Understand that rewriting an
equivalent expressions
expression in different forms in
NY-7.E
real-world and mathematical
E2
problems can reveal and explain
how the quantities are related.
Solve multi-step real-world and
mathematical problems posed
with positive and negative
Solve real-life and
rational numbers in any form
mathematical problems
(whole numbers, fractions, and
using numerical and
NY-7.E
decimals), using tools
algebraic expressions,
E3
strategically. Apply properties of
equations, and
operations to calculate with
inequalities
numbers in any form; convert
between forms as appropriate.
Assess the reasonableness of
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a + 0.05a and 1.05a are equivalent expressions
meaning that “increase by 5%” is the same as
“multiply by 1.05.”

If a woman making $25 an hour gets a 10% raise, she
will make an additional 1/10 of her salary an hour, or
$2.50, for a new salary of $27.50.
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answers using mental
computation and estimation
strategies.
Use variables to represent
quantities in a real-world or
NY-7.E mathematical problem, and
E4 construct simple equations and
inequalities to solve problems by
reasoning about the quantities
Solve word problems leading to
equations of the form px + q = r
and p(x + q) = r, where p, q, and r
are rational numbers. Solve
NY-7.E
equations of these forms fluently.
E4a
Compare an algebraic solution to
an arithmetic solution, identifying
the sequence of the operations
used in each approach
Solve word problems leading to
inequalities of the form px + q > r,
px + q ≥ r, px + q ≤ r, or px + q < r,
NY-7.E where p, q, and r are rational
E4b numbers. Graph the solution set
of the inequality on the number
line and interpret it in the context
of the problem
Solve problems involving scale
drawings of geometric figures,
NY-7. including computing actual
G1 lengths and areas from a scale
drawing and reproducing a scale
drawing at a different scale
Draw triangles when given
measures of angles and/or sides,
NY-7. noticing when the conditions
G2 determine a unique triangle,
more than one triangle, or no
triangle.
Describe the two-dimensional
NY-7. shapes that result from slicing
G3 three-dimensional solids parallel
or perpendicular to the base.

Geometry

Draw, construct, and
describe geometrical
figures and describe the
relationships between
them

Geometry

Apply the formulas for the area
NY-7.
Solve real-life and
and circumference of a circle to
G4
mathematical problems
solve problems
involving angle measure,
Use facts about supplementary,
area, surface area, and NY-7. complementary, vertical, and
volume
G5 adjacent angles in a multi-step
problem to write and solve
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The perimeter of a rectangle is 54 cm. Its length is 6
cm. What is its width?

As a salesperson, you are paid $50 per week plus $3
per sale. This week you want your pay to be at least
$100. Write an inequality for the number of sales you
need to make, and describe the solutions
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simple equations for an unknown
angle in a figure
Solve real-world and
mathematical problems involving
NY-7.
area of two-dimensional objects
G6
composed of triangles and
trapezoids

Statistics and
Probability

Statistics and
Probability

Construct and interpret
NY-7.S box-plots, find the interquartile
P1 range, and determine if a data
point is an outlier
Informally assess the degree of
NY-7.S
Draw informal
visual overlap of two quantitative
P3
comparative inferences
data distributions.
about two populations
Use measures of center and
measures of variability for
NY-7.S quantitative data from random
P4 samples or populations to draw
informal comparative inferences
about the populations
Find probabilities of compound
NY-7.S events using organized lists,
P8 sample space tables, tree
diagrams, and simulation
Understand that, just as with
simple events, the probability of a
NY-7.S compound event is the fraction of
P8a outcomes in the sample space for
which the compound event
occurs.
Investigate chance
Represent sample spaces for
processes and develop,
compound events using methods
use, and evaluate
such as organized lists, sample
probability models
NY-7.S space tables, and tree diagrams.
P8b For an event described in
everyday language, identify the
outcomes in the sample space
which compose the event.
Design and use a simulation to
NY-7.S
generate frequencies for
P8c
compound events

Use random digits as a simulation tool to
approximate the answer to the question: If 40% of
donors have type A blood, what is the probability
that it will take at least 4 donors to find one with type
A blood?

Grade 8 (Algebra 1 Regents):
Domain

Essential
Understanding

Standa
rd

Description
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Earth

Space systems

The Universe & it's stars

Movement of objects result in eclipses

Earth

Space systems

Earth in the Solar System

Earth's orbit and rotation- day vs night,
length of a year

Earth

Space systems

Earth in the Solar System

Patterns created by Earth's axis tilt- seasons

Earth

Space systems

Earth in the Solar System

Direction of shadows created by placement
of sun in sky

Life

Ecosystems

Interdependent Relationships

Competition for resources, predator/prey,
beneficial interactions, humans' impact on
& by Biodiversity

Life

Ecosystems

Ecosystems

Dynamics, Functioning, Resilience- shifts in
populations

Life

Ecosystems

Cycles for animals

Food webs

Life

Matter & Energy

Cycle of Matter & Energy in Ecosystems

Energy flow, Cycle of matter between air
and earth

Life

Matter & Energy

Cycles for plants

Plants using energy from light

Life

Matter & Energy

Cycles for animals

Breakdown of food to release energy

Phys

Forces and Motion

Forces

Electromagnetic ForceAttraction/Repulsion, charges

Phys

Forces and Motion

Forces

Gravitational Force

Phys

Forces and Motion

Forces

Frictional Force

Phys

Structure &
Properties of
Matter

Properties

States of matter & their molecular structure

Phys

Structure &
Properties of
Matter

Properties

Phase Changes

Phys

Structure &
Properties of
Matter

Properties

Density

Phys

Structure &
Properties of
Matter

Properties

Buoyancy

Phys

Waves and Fields

Waves

Properties
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Phys

Waves and Fields

Waves

Patterns of wavelength, frequency,
amplitude

Phys

Waves and Fields

Waves

Transmission through materials

Phys

Waves and Fields

Waves

Sound wave travel

Phys

Waves and Fields

Electromagnetic Radiation

Light wave travel

Phys

Waves and Fields

Electromagnetic Radiation

Reflection

Phys

Waves and Fields

Electromagnetic Radiation

Refraction

Phys

Waves and Fields

Electromagnetic Radiation

Absorption

Phys

Waves and Fields

Electromagnetic Radiation

Colors of light

Phys

Waves and Fields

Electromagnetic Radiation

Colors of objects relationship w/ absorption
vs. reflection

6th Grade
Science

Unit

Core Ideas

Essential Understandings

Earth

Earth's systems

Materials & Systems

Hydrosphere, Atmosphere, Biosphere,
Geosphere

Earth

Earth's systems

Materials & Systems

Interaction of the spheres

Earth

Earth's systems

Role of Water

Where is it? What forms?

Earth

Earth's systems

Role of Water

Distribution of water- interpreting using
graphs & tables

Life

Matter & Energy

Basic chemical reactions in ecosystems

Chem reaction of photosynthesis requires
inputs,
Chem rxn of respiration releases energy

Life

Natural Selection &
Adaptation

Natural Selection

Evidence of common ancestry

Life

Natural Selection &
Adaptation

Natural Selection

Anatomical comparisons

Life

Natural Selection &
Adaptation

Natural Selection

Embryological comparisons

Life

Natural Selection &
Adaptation

Natural Selection

Natural Selection Defined

Request 6af-38

6a-f. Curriculum & Instructional Design

Life

Structure & Function

Building Blocks

Cells--> Tissues --> Organs --> Organ System
--> Organism

Life

Structure & Function

Building Blocks

Organelle Function

Life

Structure & Function

Building Blocks

Body systems

Life

Structure & Function

Building Blocks

Interaction of systems leading to
homeostasis

Life

Structure & Function

Building Blocks

Processing info, Response to change,
Sensory receptors

Phys

Structure &
Properties of Matter

Structure

Elements

Phys

Structure &
Properties of Matter

Structure

Atoms

Phys

Structure &
Properties of Matter

Structure

Molecules

Phys

Structure &
Properties of Matter

Structure

Mixtures

Phys

Chemical Reactions

Chem 101

Elements

Phys

Chemical Reactions

Chem 101

Atoms

Phys

Chemical Reactions

Chem 101

Molecules

Phys

Energy

Types of Energy

Energy Defined

Phys

Energy

Types of Energy

Potential vs. Kinetic

Phys

Energy

Types of Energy

Measures of Energy

Phys

Energy

Types of Energy

Temperature impact on phase

Phys

Waves and Fields

Waves

Transmission through materials

Phys

Waves and Fields

Electricity

Defined

Phys

Waves and Fields

Electricity

Components

Phys

Waves and Fields

Electricity

Conductors
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Phys

Waves and Fields

Electricity

Travel

Core Ideas

Essential Understandings

7th Grade
Science

Unit

Phys

Chemical Reactions

Chem 201

Re-grouping of atoms changes properties

Phys

Chemical Reactions

Chem 201

Molecular bonds

Phys

Chemical Reactions

Reactions

Balancing equations

Phys

Chemical Reactions

Reactions

Conservation of Mass

Phys

Chemical Reactions

Reactions

Endothermic reactions

Phys

Chemical Reactions

Reactions

Exothermic reactions

Life

Biochemical
Processes

Photosynthesis

Where in cell

Life

Biochemical
Processes

Photosynthesis

Reactants

Life

Biochemical
Processes

Photosynthesis

Product

Life

Biochemical
Processes

Respiration

Where in cell

Life

Biochemical
Processes

Respiration

Reactants

Life

Biochemical
Processes

Respiration

Product

Life

Growth &
Development

Reproduction

Sexual- plant & animal, meiosis & mitosis

Life

Growth &
Development

Reproduction

A-sexual

Life

Growth &
Development

Reproduction

Transfer of genetic information

Life

Growth &
Development

Reproduction

Impact of genetic information on organism
growth
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Life

Growth &
Development

Inheritance of traits

Chromosomes

Life

Growth &
Development

Inheritance of traits

Genes- responsible for production of
proteins

Life

Growth &
Development

Inheritance of traits

Alleles

Life

Growth &
Development

Inheritance of traits

Traits

Life

Growth &
Development

Inheritance of traits

Variation- In sexual reproduction, In
mutation

Life

Growth &
Development

Inheritance of traits

Selective breeding

Life

Natural Selection &
Adaptation

Natural Selection

Natural Selection Defined

Life

Natural Selection &
Adaptation

Adaptation

Genetic variation impact on population

Life

Natural Selection &
Adaptation

Adaptation

Adaptation impact on population

Life

Natural Selection &
Adaptation

Adaptation

Adaptations lead to Evolution over long
periods of time

Phys

Energy

Energy Laws

Conservation of Energy

Phys

Energy

Energy Laws

Impact of friction

Phys

Energy

Energy Transfer

Direction of transfer

Phys

Energy

Energy Transfer

Transfer w/in an electrical circuit

Phys

Energy

Energy Transfer

Transfer between objects- causes motion

Phys

Forces and Motion

Motion

Newton's Laws of Motion

Phys

Forces and Motion

Motion

Motion is determined by net sum of forces

Phys

Forces and Motion

Motion

Speed, Velocity, Acceleration

Phys

Forces and Motion

Motion

Solving for Velocity, distance, or time
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Grade 8
Unit 1: Industrialization, Immigration, and the Progressive Movement. (21 days)
September-Early October
1. Key Understandings:
a. Following the Civil War, the north continued to Industrialize causing cities to
expand and created a wider gap between social classes.
b. Immigration from Eastern and Southern European countries exploded in the
early 20th century creating a new class of Americans that struggled for their
place in society.
c. Effects of rapid industrialization as well as immigration caused certain
Americans known as Progressives to shine light on the vast problems of society.

2. Essential Questions:
a.
b.
c.
d.
e.
f.
g.

What is the difference between a Robber Baron and a Captain of Industry?
Why is the late 1800s/Early 1900s known as the Gilded Age?
Why were labor unions important to the Gilded Age?
Why were so many immigrants attracted to the U.S.?
How did increased immigration lead to more conflict?
How did individuals help shape the Progressive Movement?
What role did the government play in the Progressive Movement?

Resources:
https://www.biography.com/people/groups/captains-of-industry
https://www.history.com/topics/haymarket-riot
http://www.encyclopedia.chicagohistory.org/pages/1029.html
https://www.history.com/topics/homestead-strike
https://www.kcet.org/shows/california-coastal-trail/the-immigrant-experience-at-angel-island-the-ellis-i
sland-of-the

Unit 2: Expansion and Imperialism (16 Days)
Key Understandings:
a. The movement out west following the Civil War created both economic as well as geographic
hardships for those on the frontier.
b. Native American life on the Plains would forever be altered by American Settlers due to
increased conflict.
c. The United States began to move away from an isolationist view leading the Spanish
American War which forever changed U.S. foreign policy.

Essential Questions:
a. Was the risk worth the reward for those that traveled out west after the Civil War?
b. Was the Dawes Act a positive or negative for future Native Americans?
c. To what degree should a nation be involved in the affairs of other nations?
d. What are the responsibilities (and consequences) of being a world superpower?
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Resources:
https://www.britannica.com/topic/Dawes-General-Allotment-Act
https://newsela.com/read/offensive-monuments-native-americans/id/42117/
https://taskandpurpose.com/117-years-later-the-sinking-of-the-uss-maine-remains-a-mystery/
Unit 3: World War I and the Roaring Twenties (23 days)
Key Understandings:
a.Various diplomatic, economic, and ideological factors contributed to the United States
decision to enter World War I.
b. Involvement in the war altered the lives of Americans.
c. Postwar America was characterized by economic prosperity, technological innovations, and
changes in the workplace.
d. Behaviors of the 1920s proved to a precursor for the troubles that would lie ahead for the
1930s.

Essential Questions:
a. Why did the United States want to stay of out World War I?
b. How did advances in technology have a major impact on World War I?
c. How did the Allied victory in World War I affect the United States?
d. What major changes were made to society during the 1920s?
e. How could the actions of both the government and individuals in society possibly lead to future
problems?

Resources:
https://www.nytimes.com/2006/05/03/us/03pardon.html
http://mentalfloss.com/article/31882/12-technological-advancements-world-war-i
https://www.history.com/this-day-in-history/monkey-trial-begins
Unit 4: The Great Depression (13 Days)
Key Understandings:
a. Economic and environmental disasters in the 1930s created hardships for many Americans.
b. Many Americans debated the appropriate role of government to aid the effects of the
Depression.
c. President Franklin D. Roosevelt helped to create intensive government interventions in the
United States economy.
Essential Questions:
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a.Was more government involvement necessary during the Great Depression?
b. How did forms of entertainment change during the Great Depression?
c. Which aspects of the New Deal had a lasting role?
Resources:
https://newsela.com/read/lib-history-hoovervilles-great-depression/id/28668/
https://newsela.com/read/primary-source-interview-dust-bowl-oklahoma/id/28834/
Unit 5: World War II (21 days)
Key Understandings:
a.The aggression of the Axis powers threatened United States security and led to its entry into
World War II.
b. The nature and consequences of warfare during World War II transformed the United States
and global community.
c. Women were called into new roles, especially in the workforce.
d. The atrocities of war, especially the effects of the Holocaust, would forever change efforts to
protect human rights.
e. Measures taken at home for security would lead to controversial decision.
Essential Questions:
a. Why was the United States once again trying to avoid involvement in a global conflict?
b. How could the world leaders handled Hitler’s aggression differently?
c. How did the American society change during the World War II?
d. What were similarities and differences between World War I and World War II?
e. Was Japanese Internment necessary during World War II?
f. How did the atomic bomb change the U.S. role as a world power?
Resources:
http://www.troup.org/userfiles/929/My%20Files/ELA/HS%20ELA/10th%20ELA/10th%20Unit%2
02/Night%2026-32%20excerpt.pdf?id=13367
https://www.historyonthenet.com/reasons-against-dropping-the-atomic-bomb/
https://www.historyonthenet.com/decision-use-atomic-bomb-arguments-support/
Unit 6: Early Cold War and the Vietnam Years (22 Days)
Key Understandings:
a. The period after WWII became known as the Cold War as tensions between the United States
and the Soviet Union grew.
b. Containment would become the policy that dictated U.S. foreign policies for nearly 50 years.
c. Fear of Communism would lead to start of McCarthyism which had various negative effects
on individual liberties.
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c. Conflicts in Cuba led to the closest the nation would have to a nuclear war. This event caused
a greater concern of atomic attacks back at home.
d. The Vietnam War divided the nation leading the growing opposition movement from the
younger generation.
e. The Vietnam years also brought a new found distrust of the federal government.
Essential Questions:
a. Why did tension between the U.S. and Soviet Union grow after World War II?
b. What were the positive and negative aspects of the presidencies during the early Cold War
years?
b. Why did Americans eventually reject Joseph McCarthy?
c. How did containment increase U.S. involvement in foreign conflicts?
d. What was the domestic impact of the U.S. involvement in the Vietnam War?
Resources:
https://www.elionline.com/res/ftpeli/resources/bestcommercialpractice/D2_W5.pdf
https://www.azlyrics.com/lyrics/bobdylan/mastersofwar.html
https://newsela.com/read/gl-history-sixties-protest-music/id/27770/
Unit 7: The Civil Rights Movement (16 days)
Key Understanding:
a.The Civil Rights Movement and the Great Society were attempts by people and the
government to address major social, legal, and economic issues affecting a wide variety of
Americans.
b. The start of the Civil Rights Movement can be traced back to the early days of
Reconstruction.
c. Leaders such as Martin Luther King Jr. and Malcolm X differed in the way they chose to take
on the goals of the Civil Rights Movement.
d. Presidents like Kennedy and Johnson helped pass important Civil Rights Legislation.

Essential Questions:
a.How did the Southern government ignore Civil Rights legislation throughout U.S. history?
b. How did the Supreme Court affect the progress of Civil Rights?
c. Which president had the largest impact on the Civil Right Movement?
d. How did the Civil Rights Movement expand to other groups during the Civil Rights
Movement.
Resources:
https://www.history.com/topics/black-history/freedom-rides
https://www.history.com/topics/black-history/march-on-washington
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https://www.history.com/topics/black-history/freedom-summer
https://www.gilderlehrman.org/content/civil-rights-movement-dr-martin-luther-king-jr-and-ma
lcolm-x
https://www.publicschoolreview.com/blog/segregated-proms-an-ongoing-controversy-in-geor
gia

Unit 8: New Challenges for the Nation (21 days)
Key Understanding:
a. The presidency of Richard Nixon begins with positive strives abroad, but a scandal brings
down his presidency.
b. Conflicts in the Middle East will become a major foreign policy concern for decades.
c. Jimmy Carter struggles to with both domestic as well as foreign crisis.
d. Ronald Reagan’s presidency helps bring the Cold War to a close. However, his domestic
policies drew some concern.
e. The 1990s brought new conflicts in both the Middle East and Europe.
f. Bill Clinton’s impeachment threatens his legacy as well as his presidency.
g. The attacks on 9/11 forever change the nation both domestically as well in foreign policy.

Essential Questions:
a. What were the causes of the Watergate Scandal?
b. Would Nixon have been removed had he not resigned?
c. Did the Iran Hostage Crisis influence the election of 1980?
d. What made Ronald Reagan so popular with both Democrats as well as Republicans?
e. Why did George HW Bush eventually lose popularity with Americans?
f. Should Bill Clinton have been removed from office?
g. How was the Iraq War as well as the War in Afghanistan related to the 9/11 attacks?
h. What effects did the 9/11 attack have on American society
Resources:
https://www.history.com/topics/watergate
https://www.brainpop.com/socialstudies/famoushistoricalfigures/richardnixon/ (Focus on
Minutes 4:00-6:00 of video)
https://www.britannica.com/event/Watergate-Scandal
https://www.youtube.com/watch?v=IHnmriyXYeg
https://www.cnn.com/2013/09/15/world/meast/iran-hostage-crisis-fast-facts/index.html
https://newsela.com/read/lib-war-on-terror/id/32172/
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(e)

Promotion Policy

CQA believes that it is imperative to do everything in our power to make sure that
scholars are set up for success. Part of setting scholars up for success is striving to keep the
window of time before our scholars reach college as small as possible. That means that we do
everything in our power to avoid scholar retention, though we understand that there are cases in
which scholars cannot be successful moving on without repeating the year’s content and skills
along with added supports Those decisions are at the sole discretion of CQA’s School Director.
Minimum Course Passing Grade: 70%
Minimum Promotion Standards:
● A yearlong average of 70% in ELA + a yearlong average of 70% in either
math, science or social studies
OR
● A yearlong average of 70% in Math + a yearlong average of 70% in either
ELA, science or social studies
OR
● Successful completion of CQA Summer School at the discretion of the
Principal.
We take seriously the need for possible content and skill remediation. In doing so, we
rely heavily on interventions other than retention. When necessary, we deliver:
● Homework help in office hours
● Tutoring in office hours
● Data-based small group instruction
● Breakfast or lunch academic support
● Summer school for ELA, math, or both
● Modifications of instruction, assignments and assessments
CQA families are rarely surprised regarding promotion in doubt conversations because
of the full transparency into their children’s progress through quarterly report cards, biweekly
progress reports, and daily access to student grades online. When it appears that scholars may
not be on track to meet the aforementioned expectations listed by the second semester, CQA
informs families in writing and in person (at Parent/Teacher Conferences) that the scholar is
“Promotion in Doubt” and the child may not be promoted to the next grade. Along with the
letter, families also receive a second semester plan of support including the list of strategies
above. For those scholars that are still not on track by the end of the third quarter, families
receive a second notification and a mandatory in-person meeting with the Principal. Along with
the fourth quarter report cards, scholars that have not successfully completed the requirements
receive a letter explaining that the promotion is in doubt and that successful completion of
summer school is necessary to be promoted.
No promotion/retention decisions are determined prior to the end of the 5-week CQA
summer school program. If it appears that half-way through the summer school program, a
scholar is still not on track to be promoted, then families are called in for another meeting with
the Principal. Final promotion/retention letters accompany the CQA summer school report cards
on the last day of the program and are at the complete discretion of the Principal.
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(f)

Programmatic Audit

Replicating CQA’s programmatic audit practices, CQA II’s programmatic audit shall
consist of annual submission of an Annual Progress Report to the SUNY Charter Schools
Institute and the New York Board of Regents, in accordance with Education Law § 2857(2). This
Report will include the state-mandated School Report Card, in accordance with regulations [8
NYCRR 119.3] of the Commissioner of Education, which is required of every New York public
school. This Report Card will show the comparative academic and fiscal performance of CQA
and will also list: the School’s federal and state revenue sources, expenditures for salaries,
capital expenses, student services, drop-out rates, student suspensions, standardized test
performance, student enrollment, students with limited English proficiency (LEP) data and other
relevant information. The Annual Report will further include a discussion of the progress made
toward CQA’s achievement goals.
CQA II’s administration and faculty throughout the school year will assess the programmatic
effectiveness and the academic needs of the students to determine the extent, if any, that
changes are warranted in CQA’s education program or its implementation. CSI shall be
informed of any significant changes made, or pending to be made, that are deemed necessary
to fulfill the achievement goals of CQA.
CQA II shall also consider contracting with an outside professional to conduct a
programmatic audit of the school’s academic program and to recommend changes for
improvement. Factors affecting the Board’s decision will include the progress (or lack thereof)
made toward achievement of CQA’s educational goals, the affordability of such a contractual
arrangement, and other factors.
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different types of academic need. This growth and development has been the result of ongoing
deep-dives into data, and a bias to action to build programs to fill gaps, run small pilot tests,
analyze preliminary results, make thoughtful changes, and then take to scale.
It should be noted that at any point in the RTI process, parents may request an informal
evaluation for a specific RTI support or for a formal evaluation to determine eligibility for special
education. Our RTI process does not deny or delay a formal evaluation for special education.
The method of identifying the “right fit” intervention for a struggling scholar looks similar
to the following pathway (assumes that each previous level was not sufficient):
Teacher uses in-class checks for understanding to identify scholars to pull for small group
instruction → Teacher pulls scholar for office hours → Teacher pulls scholar for breakfast or
lunch tutoring → Teacher calls home to discuss specific skill deficiency with family → Teacher
brings concern to the grade level leader → Grade level team discusses the holistic performance
and supports given across disciplines → Student profile (includes skill deficiencies, academic
data, evidence of Tier 1 support, student’s response to that support) is presented to the
Principal and the special education coordinator → A comprehensive analysis of: presented
profile, previous year NYS assessment results, historic F&P reading assessment results, IXL
math diagnostic results.
Once the aforementioned process has been completed, a complete report is brought to
the instructional leadership team for a recommendation of support services, followed by swift
and clear communication with families, the student, and the grade level team. After
communication, the plan is implemented and services begin using the same sets of criteria to
monitor success.
One example of this process is CQA’s recent addition of Test Taking Techniques
Intervention. An analysis of data revealed a pattern of small groups of scholars that are high
achieving based on standards-aligned classroom assessments and quarterly grades, yet
struggle to demonstrate similar mastery on standardized tests. The need for support was
identified, a program was designed, the data identified the scholars in need, a pilot intervention
is now (2018-2019) underway.
The small group pull-out study skills interdisciplinary support was created in a similar
fashion. In 2015-2016, our internal and external data revealed that for some of our scholars,
their lack of structure, time management, organization, multi-tasking, and long-term attention
were key factors holding them back from succeeding in their classes. In 2016 CQA’s Director of
Special Education designed an eighth grade only study skills interdisciplinary support course to
run five days per week. Again, using internal data, the instructional leadership team identified
nine scholars (six with IEPs and three without) that it felt would benefit from the course. ALL
nine scholars were admitted into the Study Skills IDS course in August 2016. Eight of the
scholars graduated on time; one moved out of the country mid-year. By August of 2018, more
than twenty scholars across two grades receive the support.
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CQA employs a well rounded staff to support its scholars in need of intervention. In
addition to qualified veteran classroom teachers (the average number of years teaching is 8)
utilizing the CQA 10 Key Strategies (see section 6a), every teacher conducts 2 days of office
hours per week, serves as an academic advisor, and teaches a section of isolated vocabulary
instruction to a tiered group of students. Because we double the amount of ELA instruction, the
school has two ELA teachers per grade level and an Interdisciplinary Studies teacher for each
grade level to support the application of math, science, and literacy skills they are learning in
their other classes. Each grade has its own literacy specialist and its own ICT special education
teacher under the leadership of a special education coordinator and an associate special
education coordinator. For the scholars that require counseling (mandated by IEP or not), there
is a licensed guidance counselor assigned to fifth and sixth grade and another assigned to
seventh and eighth grade. The interventions of speech, physical therapy, and occupational
therapy are contracted out to a NYC DOE provider.
Regardless of the number of staff on the team, or the years of experience, teachers
need time to plan for their interventions (in-class SGI, ICT, or small group intensive pull-out).
CQA is dedicated to providing this planning and collaboration time for its team of professionals.
Each ICT pairing (general education teacher + special education teacher) shares a minimum of
five hours per week of coordinated common planning time. Each classroom teacher receives a
minimum of one hour per week of instructional coaching along with weekly lesson plan feedback
focused on differentiation. Each interventionist also receives a minimum of one hour per week of
instructional coaching along with weekly lesson plan feedback. Instructional coaches and the
special education coordinator meet regularly with the ICT pairs to discuss the partnership and
progress of the IEP scholars. The deans (2) look at student by student data and produce a biweekly “Academic Data Red Flags” report to share at the instructional leadership team
meetings. The entire team, teachers to coaches to leaders, are in a constant cycle of schoolwide, class-wide, and student-by-student analysis and action planning to make sure that it is
doing everything possible to assure academic success for all scholars.
(b) Students With Disabilities
At CQA, the first step in identifying students with special needs at CQA is taking an
assessment of the incoming students to see if they are entering the school with an existing IEP.
We use formal school records, data gathered from SESIS, and communication with families to
determine whether there is an existing IEP; and if there is one, we either receive the IEP from
the sending school or download it from SESIS. Once CQA has the IEP’s in house, a meeting is
set up with the families to discuss history of service and the plan moving forward. For scholars
that do not enter the school with an IEP, but who demonstrate potential need for such supports,
we provide a period of intervention and ongoing evaluation (as described in section 8a).
CQA will adhere to all provisions of federal law relating to students with disabilities
including the IDEA, Section 504 of the Rehabilitation Act of 1973 (“Section 504”), and Title II of
the Americans with Disabilities Act (“ADA”) which are applicable to it. CQA will, consistent with
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applicable law, work with our local Committee of Special Education (CSE) to ensure that all
students with disabilities that qualify under the IDEA:
● have available to them a free, appropriate, public education (“FAPE”);
● are appropriately evaluated;
● are provided with an Individualized Education Program (“IEP”);
● receive an appropriate education in the least restrictive environment (“LRE”);
● are involved in the development of and decisions regarding the IEP, along with their
families;
● have access to appropriate procedures and mechanisms, along with their families, to
resolve any disputes or disagreements related to the school’s provision of FAPE.
CQA will continue to employ, at a minimum, a properly certified individual as the school’s
special education coordinator, whose responsibilities include coordinating with Committees on
Special Education (“CSEs”); providing information to and obtaining information from CSEs as
needed throughout the year; determining if entering students have IEPs; and working with CSEs
and school districts to ensure that all required special education and related services are being
provided and that all IEPs are appropriate in the context of CQA’s setting. Central Queens
Academy’s special education coordinators do take on additional administrative duties, and it
assures those duties do not interfere with the coordinators’ responsibilities to ensure the
school’s compliance with the IDEA, Section 504, and Title II of the ADA.
CQA consistently makes available, as required by law, a student’s regular and special
education teachers (and other required school personnel) for meetings convened by such
student’s CSE, and it provides such teachers and personnel with copies of the student’s IEP.
The schools also ensure that parents of children with special needs are informed of how their
children are progressing on annual IEP goals and in the general curriculum as frequently as
parents of regular education children. CQA will continue to abide by the applicable provisions
and regulations of the IDEA and the Family Educational Rights Privacy Act (FERPA) as they
relate to students with disabilities including, but not limited to, having procedures for maintaining
student files in a secure and locked location with limited access. The special education
coordinator will continue to retain such data and prepare such reports as are needed by each
disabled student’s school district of residence or NYSED in order to permit such entities to
comply with federal law and regulations.
CQA will continue to comply with its obligations under the Child Find requirements of
IDEA including 34 C.F.R. § 300.111, and will provide appropriate notification to parents in
connection therewith as applicable, including notifying them prior to providing a child’s name to
a CSE for potential evaluation. CQA will not unilaterally convene its own CSE, make IDEA
evaluations of children suspected of being disabled, create IEPs, reevaluate or revise existing
IEPs, or conduct due process hearings. CQA understands that these responsibilities are left
solely to the CSE of the student’s district of residence and will implement IEPs as written. CQA
will continue to provide relevant personnel with such training and technical assistance seminars
regarding the education and servicing of special education students as is required by the SUNY
Trustees including those sponsored by the NYSED.
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CQA plans to continue its deployment of one ICT specialist for each section of scholars
whose IEPs name ICT as the mandated service. When appropriate, CQA will increase its
number of ICT sections, thereby bringing on more ICT support teachers. Also when necessary,
CQA reserves the right to assign ICT professionals either to a grade level section, or to a set of
academic disciplines (i.e. math/science vs. ELA/social studies). In addition to the ICT
specialists serving students with IEPs, CQA will continue to provide separate pull-out literacy
intervention services, and/or separate pull out interdisciplinary study skills intervention to
students that demonstrate below average levels of literacy or quarterly course grades. Each of
those supports will continue to be staffed by trained support interventionists. CQA will continue
to employ two full-time guidance counselors per school and will contract out for physical
therapy, speech, and other related services as needed. All services are provided in a least
restrictive environment.
When we suspect that a student no longer requires special education services, CQA
confers with families, and if there is agreement, initiates an evaluation in conjunction with our
local CSE. If the CSE determines that services are no longer needed, CQA systematically
removes the supports while monitoring progress along the way. Similar to all students at CQA,
former IEP students may still have access to the complete array of academic support services
deemed necessary by the instructional leadership team in conjunction with families.
CQA is dedicated to providing teacher supports in the form of training (in-house and
outside trainings), curricular supports, consistent and frequent planning and collaboration time
for its team of professionals, and ongoing instructional coaching. Each ICT pairing (general
education teacher + special education teacher) shares a minimum of five hours per week of
coordinated common planning time. Each classroom teacher receives a minimum of one hour
per week of instructional coaching along with weekly lesson plan feedback focused on
differentiation. Each interventionist also receives a minimum of one hour per week of
instructional coaching along with weekly lesson plan feedback. Instructional coaches and the
special education coordinator meet regularly with the ICT pairs to discuss the partnership and
progress of the IEP scholars. CQA will continue to pay dues to be a part of the New York City
Charter Center Special Education Collaborative to receive. In doing so, CQA’s intervention
team will continue to have access to the Collaborative’s year round professional development
trainings.
Collaboration between the special education team and the general education team of
professionals is seamless. Each CQA campus has an Instructional leadership team (ILT) that
includes the special education coordinator. ILT meetings at each campus occur every week
with the CQA School Director present at each campus meeting. Together, the special
education coordinator, instruction deans, Principal, and School Director collaborate on the
symbiosis of the programs. Additionally, instructional deans sit in on, and facilitate, planning
meetings between ICT teachers and their partner general education teachers bi-weekly. The
teacher pairing continues to meet throughout the month sending those plans directly to the
instructional deans. After the deep analysis of CQA’s formative and summative assessments
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(as described in section 6b) by the ILT, both teams of teachers (special education and general
education) sit together to create viable action plans.
It is the consistent monitoring and analysis of these same formative and summative
assessments that CQA uses to gauge the success of its special education program. CQA views
the program as the instructional tools needed for its scholars to successfully meet the standards
of all scholars at CQA; specifically that ALL scholars will:
●
●

●
●
●

Meet a 70% average in each of the four core disciplines
Reach the range of on-grade-level reading levels by 8th grade
○ for those students that are significantly behind, grow in reading level by an
accelerated rate to put them on track by 8th grade
Score a level 3 or level 4 on the NYS Math and ELA Assessments
Pass the NYS Earth Science Regents in 8th grade
Pass the NYS Algebra 1 Regents in 8th grade

While CQA does measure the decrease in necessary tiered supports (as described in
section 8a) throughout the trajectory of a student’s CQA career, CQA will continue to ultimately
judge the effectiveness of the program on the measures listed above.
(c)

English Language Learners

Central Queens Academy aims to support recent immigrant families by providing en
excellent educational program for their children. In doing so, not only has CQA included a
weighted preference for English Language Learners in our lottery, but we also invest a great
deal of our own organizational development to build relationships with our families to accelerate
their learning. We can’t be successful without honoring the partnership with families. At CQA,
all information flowing from school to home are communicated in multiple languages, the parent
portal of CQA’s website is translatable to home language, and translation services are offered
for all family meetings.
When new students are admitted to CQA, the families are provided with a home
language survey. If families note that a language other than English is the primary language
spoken at home, CQA will first check the student’s historical records on NYC DOE’s ATS
system. When necessary, CQA may administer the NYSITELL assessment to gauge ELL
status. Then the special education coordinator (also coordinates all CQA interventions) and the
ILT, use those results, teacher input, conversations with families, and prior academic records to
determine the best plan of support.
CQA educates ELLs using a variety of programs. Initially, scholars receive a Structured
English Immersion (SEI) program. SEI is based on the theory that children learn the English
language best when they are integrated with other native English-speaking students. In the
general education classes, literacy is a focus across the disciplines. In addition, CQA uses
uninterrupted doubles blocks of ELA instruction (125 min.) for all scholars, teaches a block of
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isolated tiered vocabulary (as suggested by Robert J. Marzano), and adds a block of IDS
(Interdisciplinary Studies) each day. During this time, ELL scholars receive modifications and
accommodations in the form of:
● Alternate responses
● Advanced notes
● Extended time
● Teacher modeling
● Simplified instructions
● Frequent breaks
● Dictionaries/Thesauruses
● Graphic organizers
In order for teachers to make the most effective modifications and accommodations in
the SEI program, content teachers and literacy specialists regularly meet to analyze student text
levels, modify assessments, build graphic organizers, modify the presentation of class notes,
and modify task directions. The literacy specialists, under the coaching of the special education
coordinator, serve as the resident experts in CQA’s English Language Learner SEI model.
In addition to this SEI approach, for learners who are significantly behind in literacy,
CQA incorporates a sheltered english instruction (SEI) block each day (taught by a trained
literacy interventionist). This form of small group focused intervention uses a set of researched
and structured curricula (Fountas & Pinnell’s Leveled Literacy Intervention and Scholastic’s Trait
Crate of Writing). English language learners in this program progress through a series of
leveled literacy lessons before being assessed using a running record. The course continues
using a combination of scripted lessons with built in assessments and closely managed writing
projects. Together, the special education coordinator, and the building Principal oversee the
program’s design, implementation and measurement of success.
Each spring, a member of the ILT (either the building Principal or special education
coordinator) administers the NYSESLAT exam to monitor development and eventual removal of
ELL status. CQA only removes ELL status when scholars have successfully tested at the
Commanding level on the NYSESLAT. Former ELL scholars still qualify for necessary
accommodations like extended testing times and alternate testing locations for two year. CQA
ultimately evaluates the success of its ELL program based on how quickly we can enable
students to proficiently access the core curriculum. Our goal is to have all students ELL status
declassified by their fourth year of CQA instruction and have them scoring a level 3 or level 4 on
the NYS Math and ELA Assessments.
Because CQA values our enrichment program as a core element of its students’ whole
education, all scholars participate in the complete enrichment program. ELL services never
take place during CQA’s end of day Enrichment block. In the seventh and eighth grade, extra
enrichment opportunities are available to all CQA students on Friday afternoons. These
opportunities are advertised to all families in multiple languages. In our replication we hope to
deepen our parent and family engagement with more intensive staffing and translation services.
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(d)

Gifted and Advanced Students

Over time, CQA has found that advanced students may have mastered some areas of
Bloom’s Taxonomy, but may have not mastered the higher order skills.One of the strategies that
CQA employs toen sure that advanced students are not bored or unchallenged is to provide
opportunities for students to master skills that are higher on Bloom’s Taxonomy. In 2017, CQA
created a school-wide goal of increasing the student-centered learning; an attempt to increase
the rigor for our more advanced students. The school has spent the last two years focusing its
professional development of the teachers, as well as the lesson plan and lesson delivery
feedback on this goal. The curriculum has become much more project-based which has built-in
the promotion and development of higher order skills to give these students the opportunity to
be more creative and have more meaningful thoughts about what they are learning. Teachers
use scaffolded instruction in order to guide and model for advanced students the skills that they
may need in order to be successful working on their independent projects.
Interdisciplinary studies is a clear example of the student-centered approach that allows
advanced students to be pushed intellectually. In the upper-grades, the course is evenly split
between STEM projects, coding, and novel studies. The STEM projects all follow the same
basic path of inquiry:
1. Students are presented with a problem to solve
2. Students design a blue-print solution and define its scale
3. Student are given a budget and access to a “store” of supplies
4. Students build their “1.0” solution
5. Students test their “1.0” solution
6. Students complete an in-depth analysis of the strengths and weaknesses of the 1.0
version while researching other designs
7. Students design a blue-print “2.0” solution and define its scale
8. Students build their “2.0” version
9. Students test their “2.0” version
10. Students complete an overall product and process analysis
The novel studies are differentiated by reading level and utilize a book-club format. Students
can be found conducting live debates about characters, or playing the jury while their peers play
the role of plaintiff or defendant placing the book (or characteristics of it) on trial. CQA’s most
academically advanced scholars have continued to thrive in such settings.
Note: (CQA reserves the right to transform the eighth grade IDS curriculum into a single STEM
focus concentrated on algebraic thinking to support the Regents Algebra 1 for all endeavor.)
In 2015, CQA lit another path for advanced students when it introduced the NYS Earth
Science Regents as our only eighth grade science offering. Similarly, and partly due to our
success, CQA will launch the NYS Algebra 1 Regents as its sole math offering. We also provide
an isolated vocabulary course that ends each academic day is grouped homogeneously based
on a baseline vocabulary assessment. Tier 4 (the highest tier) students are introduced to new
words each week that range between the 9th and 12th grade level. CQA will continue to partner
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with SAYA! (our enrichment partner and a community-based organization) to offer SHSAT (the
specialized high school exam) preparation to the school’s top 30 advanced scholars as
measured by the NYS Math and ELA Assessments. To date, approximately 15% of CQA
graduates have been admitted to academically selective high schools (both public and private),
with 75% being admitted to one of their top choice high schools.
CQA understands that the true measure of its success working with academically
advanced students is their own success in their endeavors post-CQA. CQA will work to follow
the path of all of its scholars after graduation. CQA hopes to monitor the following:
1. The number of science regents courses successfully taken
2. The number of higher level math courses successfully taken
3. The number of AP or IB courses successfully taken
4. The on-time entrance into a four-year college or university
5. The on-time graduation from a four-year college or university
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R-09ad - Instructional Leadership
(a)

Roles
CQA II’s Instructional leadership focuses on a core tenet of the 10 Key Instructional
Strategies, Commitment to continual professional development for all staff. CQA is
committed to helping instructional staff master their craft through frequent and targeted
pedagogical and curricular feedback.
The CQA II Principal, reporting to CQA’s School Director, will be responsible for the
overall instructional leadership of the school. The Principal will take responsibility for (1) refining
the curriculum; (2) developing and implementing a professional development program for
teachers and staff, including the summer professional development institute and regular
professional development days; (3) working with teachers to implement culturally relevant
instructional strategies and providing teachers mentorship, support, and guidance; (4)
evaluating and assessing the performance of teachers; (5) leading faculty meetings; (6) after the
first year of operations, coordinating the summer school; (7) coordinating the Learning Supports
team (comprised of the special education and ELL staff) in partnership with lead ELL and
Special Education Teachers.
(b)

Teacher Support and Supervision
Teachers generally receive 10-12 written observations each year using the Danielson
Framework for Teaching, along with bi-weekly coaching sessions. Teachers and faculty also
spend more 70 hours a year in focused professional development and teachers produce two
professional development portfolios analyzing (video and data) their own practice.
Classroom and grade level data will be used by instructional coaches and leaders to
guide formal and informal classroom observations and help set grade level priorities. At the
beginning of each school year, schoolwide academic goals are set for each grade level and
testing area. These goals are used in each classroom to set differentiated student achievement
goals that are measured by progress on both the standardized assessments and practice State
assessment exams from prior years. Instructional leaders use grade level data and individual
teacher progress to help determine professional development priorities for the teaching staff.
Teachers whose classes do not meet CQA's mission and Accountability Plan goals for student
achievement will receive additional coaching and targeted support from instructional leadership.

Working alongside the instructional leadership team, the principal will lead and model
CQA’s school culture to ensure that all teachers know how to model the values of the school,
work to incorporate cultural relevancy, and reinforce the principles underlying the CQA’s school
culture and discipline policy. The Principal will set the tone so that students behave in
accordance with those values and principles.
(c)
Professional Development
With the help of the Instructional Leadership Team (ILT), the Principal will also evaluate
and assess teachers and develop the professional development programs used to help

Request 9ad-1

teachers to improve their skills. S/he will outline those expectations in the initial faculty meeting
and orientation, much the same way that standards are made transparent to students.

(d) Teacher Evaluation and Accountability
Teacher evaluation happens throughout the year through formal observations, selfevaluations, and professional portfolios. A key component of teacher evaluation at CQA is
student academic growth. Each year, the Principal will outline annual expectations of CQA staff
with each staff member to develop more personalized goals for the year given their own gauge
of individual strengths and weaknesses. Staff will discuss what the needs of students are and
how they can best address those needs, including areas where staff may need more formalized
support in the form of professional development, observations, mentoring, coaching, and
modeling. The principal will meet with staff regularly throughout the year to monitor staff
progression.

Request 9ad-2

R-10a - Culture and Discipline
CQA II will replicate the strongly positive school culture of CQA. Throughout CQA’s initial
years, our school culture has balanced a firm but fair behavior management system against a
school climate of high academic and behavioral expectations for all. We pride ourselves on
knowing each student and fostering a relationship between the whole child and whole school
culture. These relationships are rooted in mutual trust and dignity and amplified by our
commitment to partnering with families.
Over time, we have utilized the lever created by the deep relationships with each scholar
and each family to support the learning and achievement of each scholar. CQA pairs a
systemic progressive discipline model as communicated in our family handbook with an
individualized scholar approach in close partnership with families throughout the multiple levels
of the process. We have found that these alternatives to zero tolerance policies allow our staff
and administration to address behavior challenges both proactively and reactively.
All students, including ELLs, students with disabilities, below grade-level students, and
advanced students, will be integrated into heterogeneously grouped classrooms with
differentiated instruction. Literacy will be taught across the curriculum as described above. With
the support of our Advisory program, students learn that in order to learn, they need to take
initiative, to lead. Students then learn that leading requires them to develop their character traits
related to responsibility and respect. Counselors and advisors help scholars to take
responsibility for their weaknesses and their actions, e.g., if they do not understand a math
concept, or they did not do their homework. They learn to respect their own strengths and the
diverse strengths of others, so that they recognize what they are good at and what others can
contribute.
At the middle school level, scholars begin to develop the skills necessary to be prepared
for college and career. It’s here that they develop the passion that allows them to go beyond the
practical implications of becoming college and career-ready so that they can become lifelong
learners.

Request 10a-1
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CQA Commitment to Excellence
Teacher Team Commitment
We fully commit to CQA in the following ways:
●
●
●
●
●
●
●
●
●

We will arrive at school by 8:10 AM Monday – Friday.,
We will remain at school until 3:25 Monday-Thursday, 4:25 on Office Hours Days, and 4:00 on Fridays.
We will tutor one to two days per week from 3:25-4:25.
We will do whatever it takes for our students to learn.
We will modify instruction and assessments to meet the needs of all learners in our classes.
We will be fully prepared for each class that we teach.
We will grade and return all student work within a week of the due date.
We will model the CQA core values in our words and actions.
We will enforce all CQA rules and policies consistently and fairly to maintain school-wide academic and
character excellence.
● We will communicate with parents/guardians on a daily/weekly basis.
● We will always protect the safety, interests, and rights of all individuals in the classroom and school
community.
Failure to adhere to these commitments can lead impact my future standing at CQA.
Parents’/Guardians’ Commitment
We fully commit to CQA in the following ways:
●
●

We will make sure our child arrives at school by 8:20 AM Monday – Friday (or earlier if necessary).
We will make arrangements for our child to remain at school until 4:30 PM Monday – Thursday and 2:00 pm
on Fridays
● We will always help our child as best we can and we will do whatever it takes for him/her to learn, work hard,
produce the best work possible, make the best choices possible, and reflect responsibly.
● We will maintain an environment at home for our child to complete homework effectively.
● We will check our child’s homework every night, let him/her email or call the necessary teacher if there is a
problem with the homework, and try to read with him/her every night.
● We will always make ourselves available to our children and to the school, and will address any concerns they
might have.
● We will communicate frequently with our child’s teachers.
● We will attend quarterly parent conferences and other CQA-sponsored events and celebrations.
● If our child is going to be late or miss school, we will notify the school as soon as possible. We will also make
sure that our child promptly makes up missing work.
● We will read carefully all papers the school sends home.
● We will allow our child to go on CQA field trips/lessons.
● We will make sure our child follows the CQA dress code.
● We understand that our child must pass all core academic classes in order to be promoted to the next grade.
● We understand that our child must follow school rules in order to protect everyone’s safety, interests, and
rights. We, not the school, are responsible for our child’s behavior and actions.
Failure to adhere to these commitments can cause my child to lose various CQA privileges and require in-person meetings

5

Student and Family Handbook 2018-2019
with school administration.
Student’s Commitment
I fully commit to CQA in the following ways:
●
●
●

I will arrive at school by 8:20 AM Monday – Friday (or earlier if necessary).
I will remain at school until 4:30 PM Monday – Thursday and 2:00 PM on Friday.
I will follow the CQA core values by always working, thinking, behaving, and reflecting in the best way that I
know how. I will do whatever it takes for my fellow students and me to learn. This means that I complete all
my homework every night, I will email my teachers if I have a problem with the homework or coming to
school, and I will raise my hand and ask questions in class if I do not understand something.
● I will always make myself available to parents and teachers, and will address any concerns they might have. If
I make a mistake, I will tell the truth to my teachers and accept responsibility for my actions.
● I will share my daily and weekly progress reports promptly with my parents.
● I will always behave to protect the safety, interests, and rights of individuals.
● I will always listen to all my CQA teammates and give everyone my respect.
● I will follow the CQA dress code.
● I am responsible for my own behavior, and I will follow the CQA Code of Conduct.
Failure to adhere to these commitments can cause me to lose various CQA privileges.
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Welcome
Welcome to Central Queens Academy Charter School (CQA). CQA was founded by a team of educators, parents
and youth advocates in partnership with APEX, a youth development organization with almost 20 years of
experience working with Asian immigrant youth in NYC, many of whom are English Language Learners (ELLs).
APEX’s history inspired CQA’s model of combining strong academics with youth development principles of
leadership, self-confidence and critical thinking.
CQA’s academic program is designed to meet the needs of a highly diverse student body. CQA has grounded
this program in our core values and will implement our mission using research-based methods that have worked
in other schools. Moreover, our curriculum is aligned with the Common Core State Standards and the New York
State Standards, and has been designed to make sure that students learn what they need to know in a rigorous
and fun environment.

Mission Statement
The mission of the Central Queens Academy Charter School is to prepare middle school students for success in
education, the workforce and the community through a school that integrates literacy, standards-based
academics, and culturally responsive supportive services. The school will lay the foundation for students to be
able to graduate, attend the competitive high school of their choice, and go on and excel in college.

Educational Philosophy
CQA is guided by the educational philosophy that children learn best in an atmosphere of high expectations and
that is intentionally designed to meet their needs. The founders envision a lasting community institution that
graduates highly literate leaders who feel empowered to achieve their fullest potential. CQA will foster
scholastic achievement and character development in an inclusive, culturally responsive small school setting.
The central focus of our program is literacy. On a basic level, the number of words that a child knows is an
indicator of that child’s potential for academic success. Research shows that students need an approximately
50,000-word vocabulary to succeed in high school. Students on average often learn at only a rate of about 3,000
words per year without intervention. Students who live in poverty know approximately five times fewer words
than students from wealthier families, and ELLs start out knowing even less. Our program will not only increase
the number of words students use and learn, but will teach students that literacy matters. This will not just help
ELLs, but it will help all students develop the linguistic proficiency that they need to succeed in high school and
beyond.

7

Student and Family Handbook 2018-2019

CQA Values
●

Care for our Community—We care for our community so that we develop pride in our school
and an interest in helping others.

●

Quality of Character—We seek quality in our character so that our scholars learn the skills of
empathy, compassion, respect, responsibility, and perseverance.

● Achievement through Academics—We strive for high academic achievement because
knowledge and education are the foundation of success in life.

CQA Methods
●

●

●

●

●

●

●
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Whole School Focus on Literacy
CQA believes that literacy cannot be taught in a single class, but needs to be reinforced in every
class to build on the blocks of understanding. Beyond that, we seek to embed literacy into all
classes so that students acquire the type of interdisciplinary learning that promotes higher-level
thinking and prepares them for the real world.
High Academic Standards
CQA believes that if you set the bar high and show students how to get there, they will show you
that they are capable of achieving those high markers and more.
Caring and Competent Teachers
CQA’s teachers model how students should live, always striving to be better and always caring
for the people around them.
More Time in School
CQA believes that more time spent well can make the difference for students who need more
time to practice their academic skills and to develop their sense of selves.
Social and Emotional Learning
CQA understands that students need more than academic rigor in order to succeed; they need
the fundamental skills that we all need to handle ourselves, our relationships, and our work,
effectively and ethically. Through our Advisory program and use of core values, CQA seeks to
teach and support social and emotional learning just as it does academics.
Parent Engagement
CQA collaborates with parents/guardians, so we are utilizing all resources to do
what is best to meet each child’s individual needs and ensure that s/he reaches
his/her academic and character potential.
Enrichment
CQA believes that students who receive after school enrichment will become more well-rounded
and well-grounded, and will be invigorated to take on the challenges of academic achievement.
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Who We Are

School Administration
●
●
●
●
●
●
●
●
●
●
●
●

Suyin So, Founding Executive Director
Glenn Liebeck, Director of School/Principal of CQA South
Therese Paskoff, Operations Director
Michelle Dalpiaz, Finance Director
Dee-Ann Martell, Principal of CQA North
Keneshia Maxwell, Assistant Principal of CQA South
Angel Geeng, Dean Grades 5 & 6
Kerry Brett-Esty, Dean Grades 5 & 6
Peter Margulies, Dean Grades 7 & 8
Maria Diaz, Special Education Coordinator Grades 7 & 8
Sermania Arias, Guidance Counselor 5 & 6
Purvi Ramkarran, Guidance Counselor 7 & 8

Board of Trustees
●
●
●
●
●
●
●
●
●
●
●

Annee Kim
Jon Blattmachr
Rick Ruvkun
Pei Pei Cheng-de Castro
Christine Algozo
Sonia Park
Steven M. Rabinowitz
Vipul Tandon
Catherine Tse
Dr. Alexander Tsui
Michael Zisser

Faculty - CQA South
●
●
●
●
●
●
●
●
●
●
●
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Tatiana Pejkovic, ELA 7
Allison Jones, ELA 7
Amy Koven, Math 7
Darrell O’Neill, Sci 7
Rochelle Brown, SS 7
Brianna Monzert, IDS 7
Eleni Papanikolau, ENL 7&8
Kourtney Huffman, INT 7&8
Tina Williams, ICT 7 Math and Science, 8th Grade Math
Gail Margulis, ICT 7 & 8 ELA
Vianey Camela, ELA 8
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●
●
●
●
●
●

Glenn Completa, ELA 8
Sarah Thurmond, Math 8
Regan Nguyen, Sci 8
Brian Magone, SS 8
Tabitha Sasso, IDS 8
Kesha Patel, Associate Teacher 7&8

Faculty - CQA North
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●

Heather Lanning, ELA 5
Stephanie Morefield, ELA 5
Lane McDonough, Math 5
Victoria Fasullo, Sci 5
Jennifer Rosa, SS 5
Jaquelyn Cipriani, IDS 5
Suzi McKay, ENL 5
Katiana Rosario, INT 5 & 6
Stephanie Marchetti, ICT 5
Kristen Ratchford, ICT 6 & Special Education Coordinator (lower campus)
Scott Calhoun, ELA 6
Jessica Magnussen, ELA 6
Sara Wolf, Math 6
John Papadimitriou, Sci 6
Ryan Solomon, SS 6
Jesse Giardina, IDS 6
Lauren Burgos, Associate Teacher 5&6

Operations Team
●
●
●
●
●
●
●

Madelyn Guzman, Operations Manager
Anielka Gomez, Operations Assistant
Enika Frasheri, Finance Associate
Damil Canales, Operations Assistant
Katherinne Castillo, Operations Assistant
Marcos Alvira, Facilities Maintenance
Edgar Marroquin, Facilities Maintenance

School Hours
School will open at 8:00am for students to eat breakfast.
Classes will begin at 8:20am.
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Classes will end at 4:30pm four days per week and 2:00pm one day per week.
The After School Program for grades 7 & 8 will run from 4:30pm to 5:30 pm Monday- Thursday and from 2:00pm
to 5:00pm Friday.

Arrival
Students must arrive at school by 8:20am.
Students may enter for breakfast at 8:00am.
Classes will begin promptly at 8:20am for grades 6-8 and at 8:30am for grade 5.

Lateness
Any students who arrive after first period class begins are considered late.
If your child is late with a legitimate reason, he/she will need a note explaining the reason.
If your child is late 5 times or more, you may receive a letter from the Principal and be called in for a meeting
with the Assistant Principal.

Attendance
Regular attendance is mandatory. If you know your child will be absent, please let the school know the following
information by 8:20am:
● Child’s name
● Parent’s name
● Date and time of the phone call or email
● Reason for the lateness/absence
● Phone number where the parent can be reached at the time the student signs in.

Your child will need to bring a note the next day with the same information and your signature. If your child is
seeing a doctor, please have a doctor’s note signed by the doctor. We strongly encourage all doctor’s
appointments be scheduled for non-school hours.
If your child is absent 5 times or more, you may receive a letter from the Principal and be called in for a meeting
with the Assistant Principal.
Absence Consequences:
● All absences are noted on report cards
● 3 Unexcused may result in NO TRIP for the quarter
● 7 Unexcused total may result in NO END OF YEAR TRIP
Lateness Consequences: Must get a late pass from the main office
● All unexcused latenesses will mean lunch detention for the day
● 4 for the quarter may result in NO TRIP for the quarter
11
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●

15 for the year may result in No END OF YEAR TRIP

Excused & Unexcused Lateness and Absence
An acceptable reason for your child’s absence is if your child is sick, there is a family emergency, your child has
an appointment, or you are observing a major religious holiday. All other absences are unacceptable, including
but not limited to, family vacation, participation in sports tournaments, attendance at entertainment events,
the parent has an appointment, or when the family has not contacted the school with a satisfactory reason.
Please Note: Even excused absences may result in academic consequences, including but not limited to lower
grades and may affect your child’s promotion in school.
Please let the school know as soon as possible if your child will be absent. (See previous “Attendance” section.)
For a family emergency to be deemed an excused absence, an adult family member must hold a conference
with the Principal within 24 hours.
Death of a close family member is an excused absence. Please contact the school in order to make sure that we
are deciding as a team how to proceed with your child’s academic growth in light of your family’s loss.

Participation in Other Activities When Absent
If your child is absent from school, your child may not participate in the after school program or any other
school-sponsored activities on the day of the absence, unless the school has given permission ahead of time.

Extended Illness
If your child is sick for more than two days, you must have a note from the doctor explaining the illness, and
keep in contact with the school on a weekly basis regarding your child’s health. CQA will work with families on
an individual basis in accordance with local, state, and federal laws and regulations.

Leaving Early Due to Illness/Early release of Student to Adult
Your child may not leave school early unless you have given the school a written note giving permission, and
you, or a guardian over 18 years old who is on the emergency contact form, is at school to pick up your child
and sign him/her out. If no one is available to pick up the student, the student will rest quietly in an office.
Children who need to leave school early must be signed out by an authorized adult who may be asked to produce
photo identification. To add an adult to the list of authorized people, please contact the main office of the
school.

Parent Pick-up
You must pick up your child promptly after school or following the after school program, unless you have made
alternative arrangements for your child to get home safely. Please note that when there is a half day, you will
be responsible for picking up your child.

Weather Days and School Closings
The school may be closed at any time due to bad weather, or due to a local condition. CQA will close if NYCDOE
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schools are closed. School closings or emergencies will be announced by the Mayor or Chancellor of the NYCDOE
on your local television or radio stations, or call 311. In addition, an email message will be sent to all CQA scholars
and families.

Dress Code
Uniform
CQA expects students to dress in a professional, comfortable, and appropriate manner. The CQA Uniform can
be purchased from Flynn & Ohara. The “professional” uniform includes a white polo shirt with logo (long or
short sleeved) and gray pants (girls may also wear the gray skirt option ONLY with black, white or gray leggings).
Students are expected to wear a belt, socks and appropriate closed-toed shoes or sneakers. Only solid gray
hoodies, sweaters, fleeces and cardigans are allowed. The gym uniform entails the orange CQA t-shirt, CQA
sweat pants, and gym shoes or sneakers—only to be worn on specified gym days.

Students are NOT allowed to wear/don:
● Grey jeans or leggings
● Baggy, ripped, or revealing clothing (shorts, mini-skirts, cropped tops, or cut-offs)
● Headgear, such as hats or do-rags (with the exception of religious head dressings)
● Sandals or flip-flops
● Jewelry or accessories that are distracting in the learning environment
● Hair cuts/designs (including hair dyes) that are distracting in the learning environment
● Shorts unless otherwise stated by school leader
CQA assures that we will not exclude from instruction any student who is in violation of the school dress code
policy. However, students must borrow clothes from the school in order to enter class. A uniform violation
results in lunch detention. Repeated violations of the dress code may result in a meeting with the Assistant
Principal.

Personal Hygiene
The personal grooming of each student should be in accordance with the standards set by the uniform dress
code. Students should be clean and neat when at school.

Special Occasions
Field Trips/Lessons
Whenever students are traveling away from school, they are subject to the same rules, regulations, and
appropriate behavior as required at school. They are expected to fulfill the CQA expectations and represent the
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school at all times.
Field trips/lessons are a privilege at CQA. In order to attend field trips, a student must:
● Demonstrate CQA core values prior to the trip
● Maintain a consistent attendance record
● Attend school the day of the field trip
● Have any and all permission slips and forms signed by parent/guardian and turned in
○ For any walking trips within a half-mile of the school, a parent must put in writing if s/he denies
permission for the child to attend.

Academics
Promotion Policy
In order to be promoted to the next grade, all CQA students will have to meet certain promotion criteria. Those
categories may include:
● Attendance and lateness;
● In-class work, homework, participation; projects, and tests;
● Overall course grades where scholars pass at least three core classes
● Benchmark tests (i.e., Interim Assessments and NYS Standardized Test scores); and
● Social and emotional readiness.
Unless otherwise stated, 70% is the minimum passing score for all assignments, marking periods, and final grade.
While your child’s NYS standardized test scores are important, CQA will decide whether to promote your child
to the next grade or have your child repeat a grade depending on the other factors. If your child does not meet
the expectations listed below by the second semester, CQA will inform you in writing that your child is
“Promotion in Doubt” during the winter and/or spring and that your child may not be promoted to the next
grade. If your child does not improve by the end of the school year, then your child will be identified as having
to repeat the same grade for the following year. Some students will be given the additional opportunity to meet
these promotional expectations by attending Summer School. At the end of Summer School, final promotion
and retention decisions will be made by the Principal.

Promotion of Children with IEPs:
A student with an IEP may be promoted based on meeting their IEP goals and modified promotional criteria.

Homework
Students should expect to have homework every night, with specific nights’ HW being for designated subject
areas. Homework will be posted on the school website, and should be recorded by students in their planners
every day.
Weekly HW Schedule: (*Note: Nightly HW time allotments are estimates)
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not limited to a zero for the assignment, detention, and parent meeting.
Academic Supports
If your child is having academic trouble, we will provide your child with additional supports according to the
Response to Intervention model, possibly including small group instruction, office hours, 1:1 instruction, and
regular monitoring, at the discretion of the instructional team. If your child does not respond to the additional
supports, your child may be referred for a special education evaluation to potentially receive additional supports
through an Individualized Education Plan.

Students with Disabilities
CQA will serve its population of students with disabilities by providing special education programs and services
that comply with all applicable federal and state laws and regulations. CQA will have a clear process for
identifying students with disabilities through assessments and other methods of progress monitoring.
CQA will not discriminate against students with disabilities or of having a disability, in its admission or enrollment
practices.

Special Education
If there is an indication that your child may be in need of special education, your child will be referred, in writing
with substantial documentation, to the chairperson of the Committee on Special Education (CSE) of the
student’s district of residence for individual evaluation and determination of eligibility for special education
programs and services as required by federal laws and regulations. Referrals will be made in writing and with
proper documentation, only after careful consideration and evaluation of your child, and in coordination with
all the appropriate people, including you, the parent.
If your child has an Individualized Education Program (IEP) and is identified as in need of services by the CSE,
CQA will follow that IEP as mandated by the Individuals with Disabilities Education Act (IDEA) and prepared by
the CSE in the student’s district of residence. To the extent appropriate and allowed by each student’s IEP, CQA
will educate students with disabilities in the least restrictive environment, namely in mixed group classes with
their non-disabled peers.
CQA will comply with all applicable laws and regulations regarding students with IEPs. CQA will, through the
SEC, work with the appropriate CSE on meeting the needs of the student and the goals set forth in individual
IEPs. The SEC will work with the CSE to comply with or review and update the existing goals in the IEP, with the
consent of parents. Parents and teachers of students with disabilities will participate in all meetings regarding
the provision of appropriate services to those students at CQA.

After School Program
We have an after school program for grades 7 & 8 that will meet from 4:30-5:30 PM Monday-Thursday, and
from 2:00pm to 5:00pm on Friday.
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After School Program Attendance
If your child is signed up for the after school program, your child must attend the program. If there are excessive
absences or late pick-ups, you may be asked to leave the program.

Parent Conferences
Parent conferences will be conducted face-to-face at the end of Quarters 1, 2, and 3. In addition, parents are
encouraged to inquire about their child’s performance regularly during the school year as well as look up their
child’s progress online through individual access to CQA’s information system, Kickboard. This continual
monitoring will aid in strengthening each student’s progress. During the conference, advisors will review the
student’s progress and discuss strengths and any areas in need of support. Our goal is to make these conferences
a positive experience for all.

Family Council (FC)
The FC will represent parents and families of students enrolled at CQA. It will work to ensure that the Director
of School is aware of the needs and concerns of families so that their issues can be addressed efficiently and
effectively.
Parents in the FC will be encouraged to help with and participate in:
● Student recruitment, enrollment and matriculation;
● Meetings and activities designed by the school and/or the Family Council to engage parents/guardians
in the educational and social lives of the students;
● School events, especially parent/family conferences, as both participants and volunteers;
● Periodic review of CQA’s overall performance and adherence to its educational principles; and
● Other activities or processes determined by the Family Council in conjunction with the Director of School

Food Services
Cafeteria
Middle school students are to eat lunch in the cafeteria or in a designated classroom as well as use the student
microwave to heat personal lunches. They are not allowed to go outside to eat lunch and they cannot order
food.

Student Meals
Breakfast and lunch will be made available to students at CQA each day that school is in session. The costs of
such food services shall be determined at the beginning of each school year. Students can opt to bring their own
lunch and not participate in the school lunch program. CQA abides by a health food policy in which soda and
junk food, including cookies, chips, and other such foods cannot be consumed. (There will be a few exceptions
to this policy on set days for the purposes of celebration.)
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CQA is a nut-free school. No food with peanuts or any other nuts may be brought onto campus.
Parents and guardians will be required to complete a Family Application for Free and Reduced Price School
Meals (SD 1041 form) upon enrollment in the school. These forms enable students to receive free and reduced
price meals, and also form the basis for determining and distributing additional educational funding from the
state and federal governments.

Transportation Services
Eligibility
●

●
●

●

If your child is in 5th or 6th grade, AND you live 1 mile or more from school, then your child is eligible for
free transportation (yellow bus or Metrocard). Students who do not live in Queens will not be eligible
for yellow bus service.
If your child is in 7th or 8th grade, AND you live 1.5 miles or more from the school site, then your child is
eligible for a free Metrocard.
Any students who are not eligible for free transportation, but who live in Queens a ½ mile or more from
the school site may receive a half fare student Metrocard good for use on buses only, as a courtesy of
the Metropolitan Transit Authority (MTA).
CQA scholars must be responsible for their student Metrocard. CQA is NOT responsible for obtaining a
replacement Metrocard during a semester if lost, misplaced, stolen, or otherwise out of a scholar’s
possession.

CQA will submit the appropriate paperwork to the DOE with the necessary information about its students, and
the DOE will determine the eligibility for transportation of CQA students.
Parents/guardians must notify the school in writing in advance when there is a change to how a child is going
home. Parents/guardians will be ultimately responsible for their children arriving to school and leaving from
school.
Student misbehavior when travelling to or from school remains subject to appropriate disciplinary action by the
school.

Special Education Students
Special education students often have different eligibility for transportation as well. Their eligibility is dictated
by their Individual Education Program (IEP). Transportation for special education students will be provided in
accordance with all applicable state and federal laws.

Rules for the Yellow Bus
If a student receives yellow bus service, that student may only ride the bus to which he or she is assigned.
Parents are not permitted to ride the yellow school bus unless they enroll and pass a bus safety class,
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administered by the Office of Pupil Transportation of the New York City Department of Education.
Yellow bus service is provided on 180 school days. Since CQA has a longer school year, there will be certain days
during the school year that there will be no yellow bus service. These dates will be outlined and sent to parents
with the school calendar.

While on the bus, students are required to obey established rules in order to continue the riding privilege. The
most important rules to remember are:
● Use PETSY (Please, Excuse me, Thank you, Sorry, and Yes (not Yeah)) to your bus driver, monitor and
teammates every day.
● Use kind words to everyone on the bus.
● Keep your hands and feet to yourself.
● Stay seated with a seat belt fastened until the bus stops at your stop.
If a student ever feels uncomfortable or intimidated by something or someone on his or her bus, he or she
should let a teacher and the Principal know immediately. We can then work together to alleviate whatever is
causing the concern.
Inappropriate behavior on the school bus is subject to disciplinary action taken by the school.

Loss of MetroCards or Request to Change Bus Stop
Request for the replacement of MetroCards must be completed in writing and given to the office staff.
Replacement MetroCards will only be given if the school is given a specific replacement MetroCard. CQA is not
responsible for replacement MetroCards. Requests to change a bus stop location will only be considered if the
request is in writing and if the request is signed by all parents who have children at that particular bus stop. The
New York City Department of Education cannot guarantee that the request will be granted.

Private Van Service and After-Care
CQA will not release students to private van drivers or after-care providers until parents and guardians have
indicated that their child will be released on his/her own from the school. CQA does not endorse, approve, or
support the use of private transportation services or after-care providers.

Admissions and Withdrawal Policy
Non-discrimination Policy
CQA shall not discriminate against any student based on race, ethnicity, national origin, gender, sexual
orientation, disability, housing situation, or on any other basis that would be unlawful for a public school. CQA
shall be open to any child who is eligible under the laws of New York State for admission to a public school, and
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the school shall ensure compliance with all applicable anti-discrimination laws governing public schools,
including Title VI of the Civil Rights Act and § 2854(2) of the New York Education Law, governing admission to a
charter school. New students will be admitted each year without regard to prior measures of achievement or
aptitude, athletic ability, disability, handicapped condition, ethnicity, race, creed, gender, national origin,
religion, or ancestry.

Admissions Policy and Lottery Preferences
CQA will accept applications for admission to the fifth grade. 100 students will be accepted. If more than 100
applications are received, admissions will be determined by public lottery.
As allowed by New York state law, and pursuant to its charter, CQA has created an admissions preference for
English Language Learners (“ELL”), an at-risk population, of up to 30% of the lottery seats.
We will conduct the lottery with the following admissions preferences, which shall be granted to applicants in
the following manner:
1. First preference: Returning CQA students will automatically be assigned a seat.
2. Second preference: Siblings of students already enrolled in CQA. For definition purposes, “siblings” are
two or more children that are related either by birth by means of the same father or mother or by legal
adoption.
3. Third preference: Students who reside in Community School District 24 and have been assessed as
students who are at risk of academic failure as English Language Learners;
4. Fourth preference: All students, regardless of district of residence, who have been assessed as students
who are at risk of academic failure as English Language Learners.

Enrollment
All admitted students will receive an enrollment packet. Parents should review the packet and ask any questions
that they have. Translators may be provided upon request.
CQA will expect all enrollment packets to be returned in late Spring (date will be specified each year). Students
who fail to return completed enrollment packets will lose their spot in the school, and CQA will replace the seat
in accordance with the appropriate wait-list procedures.

Waiting List
A waiting list will be maintained of applications that were not selected from the lottery. When space becomes
available at the school, applications will be pulled from the waiting list in order and calls made to parents offering
admission. The waiting list is subject to the same preferences as the lottery. Parents will be required to accept
placement within 48 hours of the phone call or their space will be forfeited.

Voluntary Withdrawal
CQA is a public school of choice, both for application and withdrawal. Circumstances may arise in which a
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parent/guardian wishes to transfer his or her child to a different school. Students, with their parent or
guardian’s permission, may withdraw from CQA at any time. CQA does not automatically admit any former
student who has withdrawn from CQA.
After April 1 and before June 20 of each school year, parent/guardians of currently enrolled students will be
expected to fill out an “intent to continue” form. School personnel will offer to meet with the family and discuss
the reasons for not wanting to continue with the school in the next year, as well as to seek solutions to any
problems that arise from these discussions.

Student Safety
Anti-Harassment Policy
CQA is committed to maintaining a learning and working environment that is free from unlawful harassment or
retaliation based on race, color, religion, national origin, marital status, gender, sexual orientation, and/or
disability. Any unlawful harassment or retaliation of a student or employee by a member of the school
community is a violation of this policy. The administration will act to thoroughly and promptly investigate all
complaints, formal or informal, verbal or written, of unlawful harassment based on color, race, religion (creed),
national origin, marital status, gender, sexual orientation, and/or disability. CQA will discipline or take
appropriate corrective action against any member of the school community who is found to have violated this
policy.
If any member of the CQA community has reason to believe that a scholar may be the recipient or victim of
bullying, sexual harassment or the focus of inappropriate behavior, that teacher should report such incidents
to the Principal or Assistant Principals via written communication. Given the sensitivity of these reports, an inperson meeting should be requested, as well.
When reporting an incident, it is helpful to provide as much information as possible, including the following:
1.

A description of the event(s)

2.

The number of occurrences, with dates and places

3.

The names of any witnesses

4.

Any documents or other exhibits, if appropriate

Closed Campus
Under no circumstances are students to leave the building or use any exit without permission. A student with
permission to leave may only leave under the escort and supervision of an authorized adult – who has physically
come to the Main Office to sign a student out – unless the school has been given prior written permission
authorizing unaccompanied departure. Once students have entered in the morning, they may not leave the
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building unless a staff member escorts them.

Visiting the School
Parents and visitors are always welcome to visit us. Please follow the following guidelines:
● Visits should be arranged at least 24 hours in advance.
● All visitors must show ID and report to the school’s main office to sign in. Visitors will receive a visitor’s
pass.
● Any unauthorized person on school property will be reported to the Principal. Unauthorized persons
will be asked to leave. The police may be called if the situation warrants.
● All visitors are required to abide by the rules for public conduct on school property contained in this
Code of Conduct. By entering school property, visitors accept these rules.
● CQA is committed to providing an orderly, respectful environment. Therefore, it is necessary to regulate
public conduct on school property and at school functions.

Emergencies and Drills
In case of an emergency, parents or guardians should contact the main office either by phone or in person.
Under no circumstances should parents or guardians contact students in their classrooms, or attempt to
withdraw students from the building without notifying and receiving permission from staff members in the main
office.

Fire Safety and Evacuation Procedures
Please note, some procedures may change once the school year has officially begun. Students will be notified
of and trained in any significant changes.
In case of an emergency, if a student or staff member sees fire or smells smoke, he or she should close the door.
Upon hearing an alarm, school staff will assemble students in their rooms and proceed out of the building
according to the fire evacuation plan posted in each room. Students should follow the direction of staff members
who will verify the safety of the stairwells and lead students outside the building to the designated locations,
where school staff will line up students by class and take attendance.
Throughout the school year, students and staff will participate in fire drills to ensure that the entire school
community is familiar with the appropriate response in the event of an emergency.
In case of a more serious emergency, should it be necessary to evacuate our school before, during, or after the
school day— and it appears that we will be unable to return to the school for an extended period of time or for
the rest of the day— school staff and students will evacuate according to the school’s evacuation plan. Staff will
line up students in a safe and orderly fashion on the sidewalks outside of the evacuation site. After staff takes
attendance, should conditions permit, all staff and students will return promptly to school.

Health Policy
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Illness at School
CQA has a campus nurse. If your child becomes ill during the school day, he or she will be sent to the nurse’s
office. You will be called if your child is ill or injured at school. If a parent cannot be reached, another person on
your emergency form will be called. If an accident or illness requires immediate care and we cannot reach you,
we will call 911 and someone from school will accompany your child. Please keep your home phone, address,
and emergency contacts up to date.
CQA shall comply with all health services requirements applicable to other public schools including, but not
limited to, all immunization requirements and diagnostic testing (hearing and vision) requirements. All students
must be immunized before they can enter or attend CQA, in compliance with New York State law. CQA shall
provide on-site health care services similar to the extent that such health services are available to children
attending other public schools in CSD 24.

Emergency and Medical Forms
At the beginning of school, all parents are asked to fill out forms for emergency contact. If your information
changes, please be sure to tell the office so we can update your form. It is extremely important that we have
the correct information on these forms. We will need your permission to take your child to a hospital in the
event of an emergency during school hours.

Allergies
If your child has any allergies, please let us know in writing.

Prescriptions and Medications
As a public school, CQA is not allowed to administer medication to students unless it has been approved by the
school and ordered by a doctor. If your child needs to take medicine during the school day, please contact the
nurse. She will give you a form to be filled out by your doctor or pharmacy. No medication will be brought into
CQA without knowledge of the nurse.

Behavior and Discipline
Behavioral Program
CQA’s approach to behavior will establish the use of logical consequences that preserve students’ dignity,
promote fairness, and use problem solving. CQA will set and reinforce a positive school culture and community.

The Role of Students
Students will learn how to deal with conflicts and how to build relationships in a calm and peaceful way. Students
will be allowed to respond to, correct, and learn from their mistakes with dignity. Students will be allowed to
offer their perspectives and views, and will understand why decisions are made and what is expected of them
in the future.
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The Role of the Counselor
Students should discuss the school’s social and behavioral expectations and issues with their counselor, in a
group and individually. Students can turn to their counselor for advice on how to handle difficult situations in
the school. Counselors or administrators will communicate with parents about any behavioral or academic
issues at the school.

The Role of Teachers
Teachers will model excellent behavior. Teachers will respond to small incidents so that they do not become big
incidents. Teachers will also be responsible for reporting behavioral issues to counselors, the Dean, the Assistant
Principal, and the Principal.

The Role of Parents
Parents and families will communicate with their children’s advisors to get information about their children’s
progress. Parents will reinforce positive behavioral expectations in the home.

Discipline
When a student does break a rule, CQA will balance the needs of the community with that of the student. The
Assistant Principal and/or the Dean will conduct an impartial investigation, and engage in a fair process to repair
the harm, including possible consequences outlined in the disciplinary policy, which may include detention,
suspensions and expulsions, subject to due process.

Outside Intervention
CQA will attempt to resolve matters, to the extent possible, without resorting to outside intervention. But if a
student breaks the law, or causes or poses danger to himself/herself or others, CQA will contact the appropriate
authorities and/or specialists.

Discipline Policy
Central Queens Academy Charter School will be a place where students value diversity of ideas, develop
compassion, and recognize themselves not just as individuals, but part of an extended family. CQA will approach
discipline with an eye towards preserving student dignity and fairness in the process, while at the same time
remedying harms. Students will take responsibility for their actions and recognize the logical consequences of
those actions.

Student Code of Conduct
CQA has developed a series of rules that address proper student behavior, maintenance of order within the
school and while people are engaged in school activities (Code of Conduct), and a statement of student rights
and responsibilities. The Student Code of Conduct will apply to all CQA students on- and off- campus, including
school buses and field trips.
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In all disciplinary matters, students will be given notice and will have the opportunity to present their version of
the facts and circumstances leading to the imposition of disciplinary sanctions. Depending on the severity of the
infraction, disciplinary responses include suspension (short- or long-term), detention, exclusion from
extracurricular activities, and expulsion. Where appropriate, school officials also will contact law enforcement
agencies.
CQA staff will deal with each problem individually, and for each unacceptable behavior there is a range of
consequences and actions a teacher or staff member will take. This is dependent on the frequency of this
behavior, progress of the child, age of the child and severity of the behavior. The specific situation dictates which
consequences will be used, revisited or skipped.
The first step taken in any disciplinary action is to restore a sense of safety and bring people into self-control.
Potential steps include: speaking to the child individually; holding a group discussion; temporarily removing a
child from a difficult situation within the class; sending the child to another class (teachers may not send
students unattended into the hall as a disciplinary measure); informing parent/guardian of behavior; discussion
with parent/guardian and setting up a plan of action with the parent/guardian, articulating what "progress" is;
sending the child to meet with the Assistant Principal, the Dean, and/or counselor; discussion with other school
personnel; formal meeting with the Assistant Principal and/or counselor, teacher and parent/guardian;
discussing and initiating other support systems; guidance hearing; research reports; detention; community
service; suspension (short- and long-term); and replacement of property or reimbursement. The decision as to
which consequence is chosen will be in accordance with guidelines established by state law, which will ensure
equitable treatment for all students and enable the school to exercise discretion and educational judgment.
Violations of the Code of Conduct will lead to disciplinary action. To the extent appropriate, CQA may use some
practices, such as mediations, apologies, and conferences, in response to violations of the Code of Conduct prior
to instituting disciplinary action, since we believe that such practices lead to a more positive school culture. But
we recognize that the overall safety of the students, staff, and community comes first, and reserve all rights to
institute disciplinary action in a manner consistent with applicable federal and state laws. Depending on the
severity of the violation, disciplinary responses may include exclusion from classroom and school privileges,
detention, suspension (short- or long-term), and expulsion. Where appropriate, CQA officials also will contact
law enforcement agencies.
In compliance with the federal Gun Free Schools Act, 20 U.S.C. § 7151, the school director will immediately
notify the appropriate NYPD personnel of any student who is determined to have brought a firearm to school,
or to have possessed a firearm at school so that disciplinary proceedings can be taken. In such a case, the
student will be expelled.
Central Queens Academy is responsible for ensuring that the school environment is safe for all students. All
students are expected to accept responsibility for their actions and behavior, and to conduct themselves as
dignified and respectable members of the school and larger community. Within the learning community, the
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purpose of the CQA Student Code of Conduct is to guide students in making appropriate choices that enhance
and support academic achievement and civic responsibility. In the event that a student violates the Code of
Conduct, consequences will result. The CQA Code of Conduct applies to the actions of all students during school
hours, before and after school, while on school property and at all CQA-sponsored events. Additionally,
students are responsible for following the Code of Conduct off‐campus and during non‐school hours when
actions or incidents occur that affect the mission and goals of CQA or another CQA student.
Each disciplinary case will be judged on its own merit and adjudicated according to the facts accompanying the
case. CQA staff shall consider all mitigating circumstances prior to disciplinary action. Mitigating circumstances
shall include, but are not limited to, the following: age, health, maturity and academic placement of a student;
prior conduct; attitude of student; cooperation of parents/guardians; willingness to make restitution;
seriousness of offense; and willingness to enroll the student in an assistance program.
In some cases the Principal or Assistant Principal and/or Dean may deem screening and referrals for
drug/alcohol counseling as a necessary component of the disciplinary action. Loss of privileges and community
service may also be considered. Community service may include, but is not limited to, the following: repairing
or cleaning property damage as a result of the offense; participating in landscaping, gardening or clean up inside
the building or on the grounds; participating in projects that improve the school, surrounding property or
community; and providing service that improves the quality of life for community members.
Each category of offense listed below carries a minimum and maximum disciplinary action associated with the
act of misconduct. After considering the actual violation and factors such as those listed above, CQA staff shall
determine the disciplinary action within the minimum/maximum range to which students shall be subjected.
Tier 1
-These acts of misconduct include, but are not limited to, the following:
-Eating or drinking outside of the cafeteria or chewing gum anywhere in school
-Persistent tardiness to school or class
-Running or making excessive noise in the hall, school building or on the premises
-Violating student dress code
-Use of profane, vulgar or obscene words, gestures or other actions that disrupt the school environment
-Disrupting class
-Disrespectful behavior
Students who commit any of these acts are subject to loss of privileges, a lunch detention, after school detention
or staff‐student conferences as a result of first offense. All violations will be logged. CQA students who
accumulate three violations in a semester are required to report for a detention scheduled by the Assistant
Principal and/or the Dean. As a result of repeated violations and depending on the circumstances, students may
be subject to the maximum penalty of an in-school suspension. As a supplement and/or alternative to
suspension, school staff may require students to complete public service commensurate with the seriousness
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of the offense(s).
Tier II
-These acts of misconduct include, but are not limited to, the following student behaviors that disrupt the
educational process at CQA:
-Repeated Category I violations
-Academic Dishonesty
-Truancy (absence without permission or just cause)
-Bullying/Cyberbullying
-Repeated use of profane, vulgar or obscene words, gestures
-Actions that disrupt the school environment
-Egregious disrespect
-Insubordination (refusal to comply with instructions, directions and school rules)
-Participation in acts designed to disrupt classroom or school activities
-Repeated failure to follow stated school rules and procedures
-Smoking on school property
-Acts that obstruct or interrupt the instructional process in the classroom
-Repeated refusal to participate in classroom activities or complete academic assignments
-Fighting, assaulting, or threatening any student or staff member
-Visible (without expressed permission from teacher/administration) use of cell phones, pagers, or other
electronic devices
-Posting CQA students/staff/learning environment on social media sites
-Leaving the classroom without permission
-Providing unauthorized visitors access to the building before, during, or after school
-Violations of the CQA Technology Usage Agreement
Students who commit any of these acts are subject to loss of privileges, after school detentions and teacher‐
student‐parent conference as a result of a first offense. In the event of repeated violations and depending on
the circumstances, students are subject to the maximum penalty of an out‐of‐school suspension and a
conference with school administrators and parent. The length of the suspension, whether internal or external,
shall be determined by the Assistant Principal in conjunction with the Principal. As a supplement and/or
alternative to suspension, school staff may require students to complete public service commensurate with the
seriousness of the offense(s).
Tier III
These acts of misconduct include those student behaviors that very seriously disrupt the orderly educational
process on campus or at school‐sponsored events off campus. These acts of misconduct include, but are not
limited to the following:
-Repeated Category I and Category II offenses
-Egregious and excessive disrespect
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-Assault on a student or any school employee or visitor (assault is interpreted as an attempt to do bodily harm
to another person)
-Persistent refusal to follow stated school rules and procedures
-Arson
-Destruction of property
-Creating a false fire alarm
-Possession of weapons or look-alikes
-Any act that endangers the safety of other students, teachers, or any school employee
-Theft
-Trespassing
-Involvement in gang activity
-Sex violations
-Use, possession, sale, or delivery of alcohol, illegal drugs, narcotics, controlled substances, contraband or look
alike contraband/drugs
Students who commit any of these acts are subject to an out‐of‐school suspension and conference with school
administrators and parent. If the circumstances warrant, the student may be subject to the maximum penalty
of expulsion. As a supplement and/or alternative to suspension, school staff may require students to complete
public service commensurate with the seriousness of the offense(s).
The use of corporal punishment in any form is strictly prohibited by Central Queens Academy. No student will
be subject to corporal punishment by any administrator, faculty, staff or other student.
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*Continual misbehavior may lead to numerous days of school wide detention.
**Offenses deemed serious, especially those that jeopardize the safety of others, will be immediately reported to the
appropriate authorities. Illegal activities will be reported to the New York Police Department.

Protocols for Discipline:
● Upon entry, scholars will be assigned lunch detention if they have an unexcused
absence, missing forms, are in violation of the school uniform, or are late. This
detention will be given by the staff supervising morning entry, and/or the first period
teacher. This detention will be held in the multipurpose room.
o If you assign detention to a scholar during your first period class, for one
of the above stated infractions, you must notify the site administrators
through email.
● Teacher detention is at the discretion of the teacher, and should be served the day of
the infraction in order to deter future misbehaviors.
o This may be served during lunch or during the afterschool enrichment period
and time served is at the teacher’s discretion, and should not exceed 5:00pm.
Once a scholar has served their detention, the teacher must escort them to
their post-lunch class or enrichment class.
o Teachers will need to collect scholars for detention.
o When assigning and holding a scholar for detention, please contact their
parent to notify them of the occurrence.
o If a scholar is nonresponsive to redirection, the scholars should be referred
to the social worker via email. If the scholar needs to be immediately
removed email the social worker and all site administrators.
● Schoolwide administrative detention will be served during Enrichment class, and may be
more than one day. In addition to school-wide administrative detention, scholars who
violate the discipline code numerous times will not be permitted to participate during
monthly school-wide events or trips, and will not be eligible for rewards.
● In-School Suspension
o Scholars who have received an in-school suspension will have to report to
school at a predetermined time and report to an administrator.
o The respective Grade level chairperson will collect and distribute work for
scholars who are on suspension.

Provisions for All Disciplinary Actions
Due process procedures shall be followed for all disciplinary actions consistent with federal case law pursuant
to Goss v. Lopez (419 U.S. 565). The Assistant Principal and/or the Dean will provide notice to inform the student
of the charges against him or her, and if the student denies the charges, an explanation of the evidence against
the student. The student will be provided with an opportunity, in person, to present his/her version of events
to the Dean, the Assistant Principal, the Principal, and the school director.
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Overview
Discipline:
Detention
Exclusion

Implementation:
Held during Enrichment, after school, or during lunch
Determined by the staff member running the school privilege
Short-term
Determined by the Dean, Assistant Principal, Principal, and School Director;
in-school suspension a student may serve in-school suspension for a period of up to ten days.
Short-term out-of- Determined by the Dean, the Assistant Principal, Principal, and School
school suspension Director; a student may be removed from school for a period of up to ten
days.
Long-term
Determined by the Principal, Director of School, and/or School Director; a
suspension
student may be removed from school for a period of more than ten days.
Expulsion
Determined by the Director of School and/or School Director; a student may
be removed from the school permanently.

Detention
A student can earn a school detention for not completing classwork or homework, insubordinate behavior, or
obscene or abusive language or gestures in school. Staff members, other than the classroom teacher, may
suggest detention for a student’s behavior outside of the classroom. It is the responsibility of the Dean, and/or
the Assistant Principal to inform the student’s parent/guardian of the reason for their child’s detention.

Procedures and Due Process for Short-Term Suspensions:
The Director of School may impose a short-term suspension and shall follow due process procedures consistent
with federal case law pursuant to Goss v. Lopez (419 U.S. 565). Before imposing a short-term suspension, or
other, less serious discipline, the Dean and/or the Assistant Principal shall provide notice to inform the student
of the charges against him or her, and if the student denies the charges, an explanation of the evidence against
the student. The student will be provided with an opportunity, in person, to present his/her version of events
to the Dean, the Assistant Principal, the Principal, or the Director of School. Notice will also be given to the
parent/guardian.

Procedures and Due Process for Long-Term Suspensions
The Principal, Director of School or School Director may impose a long-term suspension only after the student
has been found guilty at a formal suspension hearing. The decision for a long-term suspension may be appealed.
In extreme circumstances, the Director of School or School Director may expel the student from school. Upon
determining that a student's action warrants a possible long-term suspension, the Dean and/or the Assistant
Principal will verbally inform the student that he or she is being suspended and is being considered for a longterm suspension (or expulsion) and state the reasons for such actions. The Dean and/or Assistant Principal will
also immediately notify the student's parent/guardian(s) in writing. Written notice will be provided by personal
delivery, express mail delivery, or equivalent means reasonably calculated to assure receipt of such notice within
24 hours of suspension at the last known address. Where possible, notification will also be provided by
telephone if CQA has been provided with a contact telephone number for the parent/guardian(s). Such notice
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will provide a description of the incident or incidents which resulted in the suspension and will indicate that a
formal hearing will be held by the school director on the matter which may result in a long-term suspension (or
expulsion). The notification provided will be in the primary language used by the parents/guardians. The incident
will be reviewed at a formal hearing. The hearing will include the school director, the Principal, the Assistant
Principal, the Dean, staff members involved with the incident, and the student with his/her parent/guardian.
The student will have the right to be represented by counsel, question witnesses, and present evidence.
If the Director of School initiates a long-term suspension proceeding, he or she will personally hear and
determine the proceeding or may, in his/her discretion, designate a hearing officer to conduct the hearing. The
hearing officer's report will be advisory only and the school director may accept or reject all or part of it. The
Director of School’s decision to impose a long-term suspension or expulsion may be challenged by the
parent/guardian in accordance with the charter school’s complaint process.
Before the Director of School imposes a long-term suspension, the Dean or Assistant Principal will immediately
notify the parent/guardian in writing that the student may be suspended from school. Written notice will be
provided by personal delivery, express mail delivery within 24 hours of the decision to impose suspension at the
last known address(es) of the parent/guardian(s). Where possible, notification will also be provided by
telephone. Such notice will provide a description of the incident(s) for which suspension is proposed and will
inform the parent/guardian (s) of their right to request an immediate informal conference with the Dean, the
Assistant Principal, the Principal, and the Director of School. Such notice and informal conference shall be in
the dominant language or mode of communication used by the parent/guardian. The parent/guardian of the
student and the student shall have the opportunity to present the student’s version of the incident and to ask
questions of the complaining witnesses. Such notice and opportunity for an informal conference shall take place
prior to the suspension of the student unless the student’s presence in the school poses a continuing danger to
persons or property or an ongoing threat of disruption to the academic process, in which case the notice and
opportunity for an informal conference will take place as soon as possible after the suspension as is reasonably
practicable.

Provisions to Implement Alternative Instruction Options
Alternative instruction must be provided within 24 hours of the beginning of a suspension, regardless of the
length of the disciplinary action.
While homework assignments may be included in a student’s requirements, direct instruction will be provided
under the direct supervision of a teacher who meets the certification requirements as detailed in Section 2854
(3)(a-1) of Education Law.
A minimum of two hours of alternative instruction will be provided to students, who are awaiting a suspension
hearing or have been suspended. Alternative instruction will be provided during school hours by teacher’s aides,
tutors and trained volunteers under the direct supervision of a certified teacher.
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Students removed for a period of ten days or fewer will receive all classroom assignments and a schedule by
which to complete assignments and/or tests missed during their suspension. CQA will provide additional
alternative education instruction for a minimum of two hours for each school day. Instruction for each student
will be sufficient to enable the student to make adequate academic progress. Students will be provided with
instruction by one or more of the following individuals under direct supervision of a certified teacher(s):
teacher’s aides or trained volunteers. Instruction will take place in a room that is deemed by CQA as a
suspension room.

Students Right to Appeal
Students have the right to appeal both short and long-term suspensions. In the event of a short-term
suspension, students, or their legal guardians, will have the option to speak to the school director directly to
contest their argument. There is to be at least one additional person at this meeting to serve as witness and
potential arbitrator. Students or their guardians have 24 hours to protest a short-term suspension.
If a student earns a long-term suspension or is engaged in due process of removal from the school, that student,
or the student’s parent/guardian(s), may exercise the right to contest an argument before the CQA Board of
Trustees and in accordance with CQA’s formal complaint process.
A student and/or the student's belongings may be searched by a CQA staff member if the staff member has a
reasonable suspicion that a search of that student will result in evidence that the student violated the law or a
school rule; items which are prohibited on school property, or those which may be used to disrupt or interfere
with the educational process, may be removed from the student by CQA authorities.
Student lockers, closets, coat hooks, and desks remain the property of CQA, though the school is not responsible
for books, clothing, or valuables left in lockers or desks. A student shall not place or keep in a locker, closet, or
desk any article or material which is of a non-school nature and may cause or tend to cause the disruption of
the mission of CQA. The following rules will apply to the search of CQA property assigned to a specific student
and the seizure of illegal items found therein:
● CQA authorities will make an individual search of a student's locker or desk only when there is reasonable
suspicion that a student is in possession of an item which is prohibited on school property or which may
be used to disrupt or interfere with the educational process.
● Searches shall be conducted under the authorization of the school director or his/her designee.
● Items which are prohibited on school property, or which may be used to disrupt or interfere with the
educational process, may be removed from student lockers or desks by school authorities.
● In addition, a student’s personal belongings may be searched only when there is a reasonable suspicion
that the student possesses an item which is prohibited on school property or which may be used to
disrupt or interfere with the educational process.

Discipline of Special Education Students
The school director will have the authority to suspend or remove a special education student as a disciplinary
action, upon conferring with the CQA Board of Trustees, Assistant Principal, the Principal, and special education
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coordinator. CQA will adhere to the Code of Federal Regulations on discipline provisions for students with
disabilities that pertain to sections 300.530, 300.532(a), 300.532 (b), 300.533, 300.534, and 300.536. CQA will
ensure record-keeping on the number of days a student with a disability has been suspended or removed for
discipline reasons. This responsibility will fall to the school office manager, who will keep in close communication
with the Dean, the Assistant Principal, the Principal, and the school director. Alternative instruction will be
provided for students of compulsory school age who are suspended or expelled. This responsibility will be that
of the Dean and/or the Assistant Principal in direct communication with the school director. CQA will also ensure
that the parent/guardian and students with disabilities receive appropriate notification regarding suspensions
or removals for disciplinary reasons. This will be the responsibility of the school ve director, working closely with
the special education coordinator, the Dean, and Assistant Principal.
When a suspension or removal of a student with a disability constitutes a disciplinary change of placement, the
school director, Principal, Assistant Principal, and Dean will follow relevant Federal regulations and ensure that
the student is provided with a free appropriate public education (FAPE) as defined in the federal regulations;
the student is referred to the Committee on Special Education (CSE) for a functional behavioral assessment and
behavioral intervention plan, and to make a manifestation determination; and the student’s parent is provided
with a copy of procedural due process rights. CQA will ensure that when the suspension or removal of a student
with a disability will constitute a disciplinary change of placement, the CSE is immediately notified so that the
CSE can meet its obligations to convene a CSE meeting within 10 school days to make a manifestation
determination; convene a CSE meeting within 10 business days to conduct a functional behavioral assessment
and develop a behavioral intervention plan; provide the student’s parent with a copy of their procedural due
process rights; and determine education services or the interim alternative educational setting consistent with
the FAPE requirements.

Grievance Policy
Any individual or group may bring a complaint to the CQA Board of Trustees of the Central Queens Academy
Charter School alleging violation of the Act, the charter, or any other law relating to the management or
operation of the school.

Formal Complaint Policy
Any individual or group may bring complaints to CQA. This must be done in writing to the school’s Principal and
allege a violation of law or the school’s charter. From there, the Principal is required to send a written response
to the individual or group within five school days.
Within five days of the receipt of the response from the Principal, the individual or group may appeal to the
School Director in writing. The School Director must provide a written response within five school days.
Within five days of the receipt of the response from the School Director, the individual or group may appeal to
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the CQA Board of Trustees. At the discretion of the CQA Board of Trustees, within 60 days, the complaint may
be presented to the CQA Board or its designee by the individual, the group, or by his or their designee.
Emergency issues will be dealt with on an as-needed basis, with the Board responding at or prior to its next
regular public meeting. Every effort will be made to respectfully address each matter to the satisfaction of the
individual or group that presented the complaint. The Board, as necessary, may direct the school director or
other responsible party to act upon the complaint and report to the CQA Board. The CQA Board of Trustees shall
render a determination in writing if appropriate or required, within 90 days of meeting with the individual or
group.
In accordance with Education Law § 2855(4), if after presentation of such a complaint to the CQA Board of
Trustees, the individual or group determines that the CQA Board has not adequately addressed the complaint,
that individual or group may present the complaint to the School’s charter entity, the State University of New
York (SUNY) Board of Trustees through the SUNY Charter Schools Institute (CSI), which shall investigate and
respond. If, after presentation of the complaint to CSI, the individual or group determines that it has not
adequately addressed the complaint, they may present the complaint to the Board of Regents through the State
Education Department, which shall investigate and respond. The SUNY Board of Trustees and the Board of
Regents shall have the power and the duty to issue appropriate remedial orders to the CQA Board of Trustees
under their jurisdiction to effectuate the provisions applicable under Education Law.

Informal Complaints
Informal complaints do not involve violation of the law or school charter. They are internal matters of the
school. Informal complaints may be specific to classroom activities or disagreement with school policies.
Informal complaints will be handled by the Principal or Assistant Principals and not by the CQA Board or Board's
designee. Informal complaints will not be referred to CSI or the Board of Regents.

Confidentiality Policy
Personal information about individual students is considered confidential. We store this information in student
files that are located in a locked file cabinet. These records are only available to those staff members who work
with the students. Files may not be removed from the building except when they are officially requested from
another school.
A student’s parent or guardian has the legal right to inspect and review their child’s file upon written request to
the director of operations. Parents also have the right to representation during any review of their child’s
record.
Conversations between teachers, administration, and parents and guardians about students, their specific
educational concerns, or their past records are confidential. Information should not be shared with staff
members or school community members that are not directly involved with the student. If an individual believes
that this confidentiality has been violated, the individual should bring their concern to the attention of the
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Principal. The Principal will review the situation and determine if the policy has been violated. If the Principal
determines that an individual has violated the confidentiality policy, he or she will be subject to disciplinary
action.

Notification of Rights under the Family Educational Rights and Schools Privacy Act
(FERPA)
The Family Educational Rights and Schools Privacy Act (FERPA) affords parents certain rights with respect to the
student’s education records. They are:
The right to inspect and review the student’s education records within 45 days of the day CQA receives
a request for access. Parents should submit to the Principal a written request that identifies the record(s)
they wish to inspect. The Principal will make arrangements for access and notify the parent of the time
and place where the records may be inspected.
2. The right to request the amendment of the student’s education records that the parent believes is
inaccurate or misleading. Parents may ask CQA to amend a record that they believe is inaccurate or
misleading. They should write to the Principal, clearly identify the part of the record they want changed,
and specify why it is inaccurate or misleading. If the administration decides not to amend the record as
requested by the parent, the parent will be notified of the decision and he or she will be advised of
his/her right to a hearing regarding the request for amendment. Additional information regarding the
hearing procedures will be provided to the parent when notified of the right to a hearing.
3. The right to consent to disclosures of personally identifiable information contained in the students
education records, except to the extent that FERPA authorizes disclosure without consent. One
exception, which permits disclosure without consent, is disclosure to school officials with legitimate
educational interests. A school official is a person employed by CQA as an administrator, instructor, or
support staff member (including health or medical staff); a person serving on the CQA Board of Trustees;
a person or company with whom CQA has contracted to perform a special task (such as an attorney,
auditor, medical consultant or therapist). A school official has a legitimate educational interest if the
official needs to review an education record in to order to fulfill his/her professional responsibility.
4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by CQA
to comply with the requirements of FERPA. The name and address of the office that administers FERPA
is:
Family Policy Compliance Office U.S. Department of Education 600 Independence Avenue Washington,
D.C. 20202-4605
1.

CQA may release “directory information” without consent as required by Section 99.3. This may include, but
may not be limited to, information such as the student’s name, address, telephone listing, date and place of
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birth, participation in officially recognized activities and sports, weight and height of members of athletic teams,
photos/images, dates of attendance, and most recent educational institution attended. Parents wishing to
prevent the release of such information about their child(ren) must submit a written request to the Main Office
no later than October 1 “of the given school year.”

FOIL Policy (Freedom of Information Laws)
It is the policy of Central Queens Academy Charter School (CQA or the school) to furnish to the public the
information and records required by the Freedom of Information Law (FOIL) constituting Article 6 of the Public
Officers Law (POL).
1. Designation of records access officer duties
a. The school is responsible for insuring compliance with FOIL. The School’s record access officer is
the director of operations. All FOIL requests should be sent to the following address: Central
Queens Academy Charter School, 55-30 Junction Boulevard, Elmhurst, New York 11373.
b. The records access officer is responsible for insuring that the school appropriately responds to
public requests for access to its records. The record access officer shall ensure that the following
actions are taken:
i. maintaining an up-to-date and reasonably detailed list of all subject matter of all records
in possession of the school, whether or not available under POL §87(2)
1. the subject matter list shall be sufficiently detailed to permit identification of the
category of the record sought; and
2. the subject matter list shall be updated annually. The most recent update shall
appear on the first page of the subject matter list.
ii. assisting the requester in identifying requested records, if necessary;
iii.
locating the records and making a determination as to whether access will be
granted in whole or in part; and
1. making available for inspection those records that are required to be produced by
law subject to redactions appropriate under law or
2. denying access to the records in whole or in part, with a written explanation.
iv.
The records access officer may make available a copy of a requested record upon
payment or the offer to pay established fees, in accordance with section 8, below.
v. Upon request, the records access officer will certify that a record is a true copy, or obtain
such certification.
vi.
Upon failure to locate records, the records access officer will certify:
1. the school is not the custodian for such records; or
2. the records of which the school is a custodian could not be found after a diligent
search.
2. Location of Records and Hours for Public Inspection . Public records shall be made available for
inspection at: Central Queens Academy Charter School, 55-30 Junction Boulevard, Elmhurst, New York
11373, weekdays between 1pm and 5pm. A prior appointment is necessary to review records and can
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be scheduled with the records access officer.
3. Requests for public access to records
a. A written request for records is required. Requests can be mailed to the records access officer. If
records are maintained on the internet, the requester shall be informed that the records are
accessible via the internet and in printed form either on paper or other information storage
medium.
b. Every request for records that is received by any school employee must immediately be
forwarded to the records access officer for the latter’s response. School personnel other than the
records access officer are not authorized to respond to request for records under FOIL, whether
orally or in writing.
c. A request must reasonably describe each record being requested. Whenever possible a person
requesting records should provide information, including the date of the records, which will
identify the records being requested.
d. Pursuant to POL section § 89.3, within 5 business days of receipt of a FOIL request, the record
access officer will respond to that request, provided it has reasonably and with particularity
described the record being sought as follows:
i. if the request will be granted in whole or in part, a statement to that effect including, if
practical, a copy of the requested record; or
ii. if the request will be denied, a written explanation of the reason for
iii.
denial; or
iv.
if a decision regarding the request has not yet been made, an acknowledgement
of the request and a statement of the approximate date when it is anticipated that the
request will be decided, which date shall be reasonable under the circumstances of the
request, and, where appropriate, a statement that the request will be determined in
accordance with subdivision §89(5) of the POL (trade secret, critical infrastructure
information.
v. if the school determines to grant a request in whole or in part, and if circumstances
prevent disclosure within 20 business days from the acknowledgement of the receipt of
the request, the letter from the School shall state a) the reason for the inability to grant
the request within 20 business days, AND b) a date certain within which the request will
be granted in whole or in part (POL §89(3) as amended by Ch. 22 of L. 2005).
e. In determining a reasonable time for granting or denying a request under the circumstances of a
request, personnel shall consider the volume of a request, the ease or difficulty in locating,
retrieving or generating records, the complexity of the request, the need to review records to
determine the extent to which they must be disclosed, the number of requests received by the
School, and similar factors that bear on the ability to grant access to records promptly and within
a reasonable time.
f. A failure to comply with the time limitations described herein shall constitute a denial of a
request that may be appealed. Such failure shall include situations in which an officer or
employee:
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fails to grant access to the records sought, deny access in writing or acknowledge the
receipt of a request within five business days of the receipt of a request;
ii. acknowledges the receipt of a request within five business days but fails to furnish an
approximate date when the request will be granted or denied in whole or in part;
iii.
furnishes an acknowledgment of the receipt of a request within five business days
with an approximate date for granting or denying access in whole or in part that is
unreasonable under the circumstances of the request;
iv.
fails to respond to a request within a reasonable time after the approximate date
given or within twenty business days after the date of the acknowledgment of the receipt
of a request;
v. determines to grant a request in whole or in part within twenty business days of the
acknowledgment of the receipt of a request, but fails to do so, unless the agency provides
the reason for its inability to do so in writing and a date certain within which the request
will be granted in whole or in part;
vi.
does not grant a request in whole or in part within twenty business days of the
acknowledgment of the receipt of a request and fails to provide the reason in writing
explaining the inability to do so and a date certain by which the request will be granted in
whole or in part; or
vii.
responds to a request, stating that more than twenty business days is needed to
grant or deny the request in whole or in part and provides a date certain within which
that will be accomplished, but such date is unreasonable under the circumstances of the
request.
4. Denial of access to records
a. Denial of access to records shall be in writing, shall state the reason and advise the requester of
the right to appeal to the individual or body established to determine appeals, [who or which]
shall be identified by name, title, business address and business phone number.
b. If requested records are not provided promptly, as required in Section 5 of these regulations,
such failure shall also be deemed a denial of access.
c. CQA Board of Trustees has been designated to receive and determine appeals regarding denial
of access to school records under FOIL.
d. Any person denied access to records may appeal in writing within thirty days of a denial.
e. The time period within which the records access appeals officer must decide an appeal shall
commence upon receipt of a written appeal identifying:
i. the date and location of request of records;
ii. a description, to the extent possible, of the records that were denied;
iii.
the name and return address of the person denied access; and
iv.
whether the denial of access was in writing or due to failure to provide records
promptly as required by section 4(D).
f. Pursuant to POL §89.4, the records access appeals officer shall: 1) fully explain in writing the
reasons for further denial or provide access to the records to the requester within ten business
i.
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days of receipt of the appeal; and 2) cause to be transmitted to the Committee on Open
Government a copy of each appeal received. The Committee on Open Government, which is a
division of the New York State Department of State, is located at 41 State Street Albany, New
York 12231.
g. The records access officer shall inform in writing the appellant and the Committee on Open
Government of his or her determination within ten business days of receipt of an appeal. The
determination shall be transmitted to the Committee on Open Government in the same manner
as set forth subdivision (f) of this section.
5. Fees
a. Central Queens Academy Charter School will recoup expenses related to the fulfillment of FOIL
requests as allowed by law.
6. Public Notice
a. A notice containing the name and business address of the records access officer and Address of
the records appeals officer, along with the location where records can be seen or copied, shall
be posted in a conspicuous location where school records are stored.
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R-10b - Discipline Policy
As part of setting clear and consistent expectations, CQA’s school culture priorities and
disciplinary systems are communicated in our family and student handbook (Family Handbook),
which is attached hereto. Beginning on page 23, CQA’s behavior and culture systems are
explained in detail. The Family Handbook is made available on our website in English and
Spanish, the most dominant language in the school.

R-10c - Special Education Policy
CQA operates at all times in full conformity with the federal Individuals with Disabilities
Education Act (IDEA). Our discipline policy with respect to special education students is
provided in the Family Handbook beginning on page 33.
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R-10d - Dress Code
CQA II will replicate the uniform and dress code policy of CQA, which is set forth
beginning on page 13 of CQA’s Family Handbook.

R-11ab - School Management and Leadership
(a)
Organizational Chart
Central Queens Academy Charter School maintains a governance structure where its
board of trustees directly oversees its two school leaders, the Executive Director and the School
Director. The Executive Director oversees the Finance Director, Advancement Director, and
their respective teams. The School Director oversees the Operations Director, operations team,
Assistant Principals, Deans, and faculty members made up of teachers, counselors, and aides.
(b)
School Leadership and Management Chart
Initially, CQA II will replicate the organizational structure of CQA, with an instructional
leader paired with strong non-instructional capabilities. In year one, CQA II will serve one grade,
5th grade. The founding principal will report directly to the CQA School Director, who reports
directly to the CQA board of trustees. Operations, including facilities, student recruitment and
registration, food services, and transportation, will be managed by the Operations Manager.
As CQA expands toward two K-4 lower schools and two 5-8 middle schools, the
organizational structure will evolve to centralize back office functionality in a central office. The
central office will provide human resources, finance, fund development, external affairs,
operations, and select curriculum and pedagogical functions to each school site. Thus,
organizational structure and reporting in the school’s fifth year of operations, when CQA II will
offer grades K,1 and 5-8 together, will differ from the first year. These changes will be brought to
the authorizer’s attention for review and approval as necessary and on a timely basis.
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CQA will set priorities and make key organizational decisions based on its mission,
charter, and Accountability Plan. Our primary goal and responsibility is to serve the needs of
CQA students. If, in the best interest of students and the school, priorities and organizational
changes have to be made the Board is obligated and willing to do so.
CQA will monitor the progress toward meeting the school’s mission through the monthly
board meetings. By receiving regular and timely school data, the Board will be able to track the
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performance of the School during the academic year. Short-term priorities may be re-evaluated
after data is analyzed during the monthly board meetings to address immediate concerns (e.g.
student outreach priority of meeting the 30% ELL student population goal may be less urgent if
the ELL population reaches over 50%). A more in-depth analysis will occur at the annual
summer board retreat where the school’s priorities, as aligned to its mission statement, will be
held against CQA’s accomplishments and challenges during the previous year.
Evaluation and performance management of key personnel by both senior management
and the Board will use school data that includes (and is not limited to): student assessments
results (State Assessments and other assessments); attrition, promotion, graduation rates;
student high-school placements; parent, teacher and student satisfaction surveys conducted by
the DOE; reports by the Executive Director, Academic Leader and Operations Director; report
and programmatic evaluation of enrichment program; and feedback and communication from
CSI.
As with CQA, hiring of key personnel will focus on key competencies and mission fit.
Hiring of CQA II’s Principal will be overseen by the CQA School Director, Glenn Liebeck, in
collaboration with Suyin So, Executive Director, and Sonia Park, Education Committee Chair.
Job Description:

Founding CQA II School Principal
The Principal serves as the founding instructional leader of CQA’s second middle school. The
principal position is primarily responsible for ensuring the academic achievement of all scholars at
high levels, setting instructional direction and developing and managing the school’s academic
program, and genuinely and equitably engaging campus stakeholders. The principal supports,
develops, and evaluates instructional staff; leads multiple teams at the campus; and has multiple
direct reports including all elementary teachers, coaches, and specialist teachers. This position is
supervised by the CQA School Director and is a key member of the CQA leadership team.
The founding principal has an opportunity to be a part of developing compassionate global stewards
and life-long readers and learners in a progressive environment in the context of supportive, grateful
and appreciative families who are excited to collaborate; colleagues who are devoted to their
practice, their scholars, and the school mission; and a leadership team dedicated to supporting
professional growth by providing feedback and support.
The ideal Principal whole-heartedly believes in and is passionate about the mission and
commitments of CQA Charter Schools and exhibits this through their development, leadership and
execution of school culture, staff development, student rigor and operational responsibilities.

Essential Duties and responsibilities, listed but not limited, below:

School Culture
The Principal will…
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· enact and enhance a shared school mission and vision, which clearly defines what the school

strives to do and why the school does its work.
· build an environment that lives and breathes CQA’s core values.
· oversee and manage the physical, emotional, and psychological health and safety of all CQA

scholars.
· work to build and maintain a strong, positive, results-oriented school culture where all staff

believe that all scholars can achieve when provided with CQA’s Overarching Beliefs and 10 Key
Instructional Strategies.
· develop a plan that will foster and utilize the relationships between all stakeholders (scholars,

families, and staff) necessary for scholar success.
· build relationships and maintain open communications with stakeholders, especially those who

are marginalized or traditionally unable to actively participate.
· continually build and maintain an environment that promotes CQA’s core values and vision

while developing a strong sense of community in the school.
· plan, facilitate, and attend school functions such as parent meetings, open houses, parent

learning conferences, enrichment events, etc.

Staff Leadership & Development
The Principal will…
· foster a professional culture focused on improving the capacity of each educator to promote
scholars’ social, emotional, and academic development.
· support educator talent systems to select, support, and retain highly skilled, committed

teachers and staff.
· motivate, lead, and mentor instructional team to better pedagogical practices and increase

content expertise to accelerate scholar growth with rigorous expectations.
· provide instructional staff professional development and instructional support through

reviewing instructional documents, observing and providing frequent feedback of classroom
instruction, designing and monitoring professional growth plan goals, and facilitate weekly
PD/staff meetings in alignment with CQA’s 10-Key Strategies.
· communicate the trends within the data for the instructional staff, emboldening them to

implement the best pedagogical action plans.

Instructional Leadership
The Principal will…
· manage the curricular design of an academic program aligned to the New York State Learning
Standards across all subjects, as well as a focus on scholar-centered instruction, and oversee its
proper implementation.
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· build and manage a robust scholar intervention system that meets the needs of all learners

with and without mandated services.
· build and manage a well-rounded, and robust enrichment experience for all scholars.
· oversee the proper service of all IEP mandates and documented intervention plans AND

design a process for measuring and monitoring individual scholar growth.
· manage the accumulation, disaggregation, and analysis of scholar data to facilitate data-driven

instructional decision-making by the instructional leadership team to meet concrete scholar
achievement growth goals.
· develop and implement a plan that will ensure scholar achievement which will be supported by

evidence through assessments such as benchmarks, classroom data, parent and scholar
feedback and a plan to address scholars who are struggling.

School Operations
The Principal will…
· be an organizational leader and will collaborate with the School Director to ensure effective
fiscal and operational practices in support of school achievement.
· be responsible for, but not limited to, the following: creating the school schedule, create and

facilitate stakeholder events, manage the facility use, and ensure scholar enrollment targets are
met.
· work in deep collaboration with the Director of Operations to strategically manage operational

systems that promote each scholar’s social, emotional, and academic development.

Experience, Education & Skills Qualifications
Ideal candidates will possess the following qualities/skills/values:
· Proven leadership and team building skills with the ability to take charge of a situation and

support others.
· Ability to manage time and work in a fast-paced, dynamic school environment, multi-task,

prioritize and stay calm under pressure.
· Excellent interpersonal communication and writing skills.
· Personal and professional dedication to public education and high expectations for scholars in

New York City.
· Ability to quickly and efficiently analyze process as a means to focus on results.
· Demonstrated ability to collaborate deeply with colleagues.
· Commitment to demonstrate love and joy towards scholars, colleagues, and the work.
· Self-starter and motivated to “think outside the box.”
· Flexibility, professionalism, creativity and a willingness to learn.
· Reflective learner looking for feedback and not afraid of failure.
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Candidates must have:
· 5+ years’ experience leading at the elementary school level, with a history of improving urban

schools, increase student achievement, and a passion for education reform.
· 8+ years’ experience teaching at the elementary school level with a history of increasing

student achievement, and a passion for education reform.
· Extensive experience working with IEPs
· Extensive experience building literacy skills in emerging English language learners.
· Master’s degree & Administrative credential required.
· Bi-lingual highly preferred.
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R-12ac - Personnel
For the narrative responses to this request, please refer to Section VII of the Business
Plan submitted hereto.
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INTRODUCTION
Welcome to Central Queens Academy Charter School (CQA)! We are very excited to welcome you to CQA.
This personnel handbook (“Handbook”) sets forth the many benefits and services available to CQA staff
and employees.
How To Use This Handbook
This Handbook is your basic source of information about working at CQA and is intended for your
information and guidance. Although it covers the school day and procedures, this guide also describes
the key employment procedures, policies and guidelines for anyone working at CQA.
From time to time, CQA may need to change its policies and procedures as they are described in this guide,
and CQA reserves the right to modify, revoke, suspend, terminate or change any and all policies in this
Handbook, at its sole discretion, with or without prior notice to you. Any such revisions to the Handbook
must be in writing and approved by the Board of Trustees of CQA. This Handbook supersedes and replaces
any and all prior employee handbooks and any inconsistent verbal or written policy statements.
CQA’s administration will make every effort to keep employees informed of all material changes to the
employment practices of CQA and any applicable law, regulation and policy. The Handbook is intended to
provide guidelines and describe the benefits, program and general operations of CQA. It is not an express
or implied contract for employment, nor will it replace or supersede formal benefit plan documents such
as those pertaining to insurance or other benefit plans. In the event of any conflict between information
in this Handbook and any formal benefit plan documents, the provisions of the formal benefit plan
documents are controlling in all cases.
As a public charter school authorized by the Charter Schools Institute of the State University of New York,
CQA is bound by all of the provisions contained in the New York State Charter Schools Act of 1998
(“Charter Schools Act”) and, where applicable, the regulations of the Chancellor of the Department of
Education for the City of New York. In accordance with the charter granted by the New York State
Education Department, an independent board of trustees governs CQA and oversees CQA’s policies and
operations.

AT-WILL EMPLOYMENT
The provisions of this Handbook are not intended to create express or implied contractual obligations
with respect to any matters that it covers. This Handbook also is not intended to create an express or
implied contract guaranteeing that any employee will be employed by CQA for any specific time period.
CQA is an at-will employer. This means that regardless of any provision in this handbook, either the
employee or CQA may terminate the employment relationship at any time, for any reason, with or without
cause or notice. Nothing in this handbook or in any document or statement, written or oral, shall limit
the right to terminate employment at-will. No officer, employee or representative of CQA is authorized
to enter into an agreement—express or implied—with any employee for employment for a specified
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period of time unless such an agreement is in a written contract signed by the Director of School or
Executive Director.
If any employee has a written employment contract signed by the Director of School or Executive Director,
and a provision of this Handbook conflicts with the terms of that written employment contract, the terms
of the written employment contract will be controlling.

CQA’s HISTORY, VISION and MISSION
CQA was intentionally conceived to close the achievement gap for one of the nation’s most at-risk student
groups, recent immigrant youth, and English Language Learners (ELLs). One of New York City’s first charter
schools to offer admissions preference to ELL students, CQA is also the first charter school to serve New
York City’s most overcrowded school district, Community School District 24 (CSD 24).
CQA is guided by the educational philosophy that children learn best in an atmosphere of high
expectations that is intentionally designed to meet their needs. The founders envision a lasting
community institution that graduates highly literate leaders who feel empowered to achieve their fullest
potential. CQA will foster scholastic achievement and character development in an inclusive, culturally
responsive small school setting.
The mission of CQA is to prepare middle school students for success in education, the workforce and the
community through a school that integrates literacy, high standards-based academics, and culturally
responsive supportive services. The school will lay the foundation for students to be able to graduate,
attend the competitive high school of their choice, and go on and excel in college.
Our Core Values:
Care for our Community
Quality of Character
Achievement through Academics
The school’s leadership team and board of trustees believe strongly in the principles and practices
identified in these statements. CQA’s objectives may only be realized when the faculty, staff and
volunteers share the mission and vision.

NON-CONVERSION CHARTER SCHOOL EMPLOYEES
CQA is a non-conversion charter school, which means that it is not a conversion from an existing public
school. Pursuant to Section 2854(3)(b-1) of the Charter School Act, employees of a newly created, nonconversion public charter school like CQA are not deemed members of any existing collective bargaining
unit representing employees of the school district in which the charter school is located and are not
subject to any existing collective bargaining agreement between the school district and its employees.
While employees of CQA are not automatically considered members of any collective bargaining unit, CQA
respects the right of its staff to organize and will afford its employees reasonable access to any employee
organization in accordance with the Charter Schools Act and any other applicable law.
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EQUAL OPPORTUNITY EMPLOYER
CQA is firmly committed to equal employment opportunity and makes every effort to ensure that both
the letter and spirit of the laws prohibiting discrimination are fully implemented in all of its working
relationships. CQA actively seeks diversity in its student/parent body, faculty, staff, and administration.
CQA strictly prohibits and does not tolerate discrimination against employees or applicants on the basis
of race, color, religion, creed, sex, gender, sexual orientation (including actual or perceived
heterosexuality, homosexuality, bisexuality and asexuality), ethnicity, national origin, ancestry, age,
disability (including AIDS), marital status, military status, citizenship status, predisposing genetic
characteristics, or any other characteristic protected by local, state, or federal law.
Employment decisions at CQA are made in a non-discriminatory manner and are based on qualifications,
abilities, and merit. Our policy governs all aspects of employment including recruitment, hiring,
assignments, training, promotion, upgrading, demotion, downgrading, transfer, lay-off and termination,
compensation, employee benefits, discipline, and other terms and conditions of employment.
Any individual found to be engaging in unlawful discrimination will be subject to disciplinary action, up to
and including termination of employment. If employees have any concerns about any type of
discrimination, they should bring these issues to the attention of their direct supervisor or Director of
School. No employee will be subject to, and CQA prohibits, any form of retaliation for good faith reporting
of incidents of discrimination of any kind, pursuing any discrimination claim or cooperating in related
investigations.

NEW YORK CITY SUPPLEMENTAL GENDER DISCRIMINIATION
In accordance with New York City law, the School prohibits unlawful discrimination in employment on
the basis of gender. For purposes of this policy, gender is an individual’s actual or perceived sex,
including gender identity, self-image, appearance, behavior or expression regardless of whether the
individual’s gender identity, self-image, appearance, behavior or expression is different from that
traditionally associated with the legal sex assigned to that individual at birth.
The School is dedicated to ensuring the fulfillment of this policy as it applies to all terms and conditions
of employment, including recruitment, hiring, placement, promotion, transfer, training, compensation,
benefits, accommodation requests, access to programs and facilities, employee activities and general
treatment during employment.
In furtherance of this policy:
•

•

The School gives employees the option of indicating their preferred gender pronoun. The
School’s systems allow employees to self-identify their names and genders and do not limit
such identifications to male and female only.
All employees and other individuals have access to single-sex facilities consistent with their
gender identity or expression. To the extent possible, the School provides single-occupancy
restrooms and provides multi-user facilities for individuals with privacy concerns, but will not
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•
•
•

require use of a single-occupancy bathroom because an individual is transgender or gender
non-conforming.
The School’s dress code and grooming standards are gender neutral, and therefore do not
differentiate or impose restrictions or requirements based on gender or sex.
The School evaluates all requests for accommodations (including requests for medical leaves)
in a fair and non-discriminatory manner.
Employees who engage with the public as part of their job duties are required to do so in a
respectful, non-discriminatory manner by respecting gender diversity and ensuring that
members of the public are not subject to discrimination (including discrimination with
respect to single-sex programs and facilities).

Employees with issues or concerns regarding gender discrimination or who feel they have been
subjected to such discrimination can contact direct supervisor or Director of School. The School prohibits
and does not tolerate retaliation against employees who report issues or concerns of gender
discrimination pursuant to this policy in good faith.

ANTI-HARASSMENT POLICY
CQA is committed to providing an environment that is free from harassment and coercion, where all
employees can work together collaboratively and productively. CQA prohibits all types of harassment,
including verbal harassment, that is based on an employee’s race, color, religion, creed, sex, gender,
sexual orientation (including actual or perceived heterosexuality, homosexuality, bisexuality and
asexuality), ethnicity, national origin, ancestry, age, disability (including AIDS), marital status, military
status, citizenship status, predisposing genetic characteristics, or any other characteristic protected by
local, state, or federal law. This prohibition applies in employees’ relationships with all other employees,
students, parents and guardians, visitors, guests, independent contractors, and consultants.
CQA will not retaliate, nor will it tolerate retaliation, against any employee who in good faith complains
about harassment in the School environment, pursues any claim regarding such harassment or
participates in any investigation related to such harassment
Sexual Harassment
CQA prohibits sexual harassment of any employee, student, parent or guardian, visitor, guest, candidate
for employment or other person visiting the School’s premises by any CQA employee.
Sexual harassment is a form of sex discrimination in violation of federal, state and local law. It includes
unwelcome sexual advances, requests for sexual favors, sexually motivated physical contact and other
verbal or physical conduct when submission to such conduct is either explicitly or implicitly made as a
term or condition of employment or submission to or rejection of such conduct is used as the basis for
employment decisions or when such conduct has the purpose or effect of unreasonably interfering with
an individual's work performance or creating an intimidating, hostile or offensive work environment. All
of the same applies in connection with the educational or commercial relationships within CQA.
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Sexual harassment applies to the conduct of a supervisor or Board member toward an employee, a
supervisor or Board member towards another supervisor or Board member, an employee toward another
employee, a non-employee toward an employee or an employee toward an applicant for employment,
student, parent or guardian, visitor, or guest. Sexual harassment can apply to conduct in any work-related
setting outside the work place as well as at work. The acts underlying sexual harassment need not be
sexual in nature or take the form of overt sexual advances. Sexual harassment may consist of intimidation
and hostility directed to an individual because of sex or sexual orientation, explicit or degrading verbal,
written or electronic comments of a sexual nature or persistent or unwelcome flirtation or requests for
dates, especially if the behavior continues after a clear objection has been made.
An occasional compliment of a socially acceptable nature is not sexual harassment. Consensual sexual
behavior between adults, outside the workplace and welcomed by both parties, is also not sexual
harassment. However, any employee engaged in a consensual romantic or dating relationship with
another employee should notify the Director of School and may be asked to sign a document
acknowledging that the relationship is free from coercion and harassment.
Other Harassment
CQA also prohibits harassment of any employee, student, parent or guardian, visitor, guest, candidate for
employment or other person visiting the School’s premises that consists of verbal or physical conduct
which degrades or shows hostility or aversion toward an individual even partly because of his/her race,
color, religion, creed, gender, sexual orientation (including actual or perceived heterosexuality,
homosexuality, bisexuality and asexuality), national origin, ancestry, age, disability (including AIDS),
citizenship status, marital status, military status, predisposing genetic characteristics or because of any
other characteristic protected by local, state, or federal law and which interferes with the individual's
work performance or creates an intimidating, hostile or offensive work environment. Such conduct does
not belong in our workplace or in any work-related setting outside the workplace, and will not be tolerated
by CQA.

VIOLENCE IN THE WORKPLACE
CQA is committed to preventing workplace violence. CQA 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 should be treated with courtesy and respect at all times. Employees are expected to refrain
from fighting, rowdy behavior, or other conduct that may be dangerous to others. Employees may not
bring firearms, weapons, or other dangerous or hazardous devices or substances onto the premises of
CQA.
CQA will not tolerate conduct that threatens, intimidates, or coerces another employee, a student, parent,
visitor, guest, or candidate for employment. This prohibition includes all acts of harassment, including
harassment that is based on an individual’s race, color, religion, creed, sex, gender, sexual orientation,
ethnicity, national origin, ancestry, age, disability (including AIDS), marital status, military status,
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citizenship status, predisposing genetic characteristics, or any other characteristic protected by local,
state, or federal law.
All employees must immediately report violence or threats of violence, both direct and indirect, to a
supervisor. This includes threats by employees, students, or visitors. Reports should be as specific and
detailed as possible.
CQA will promptly and thoroughly investigate all reports of violence or threats of violence and of
suspicious individuals or activities. The identity of the individual making a report will be protected as
much as is practical. In order to maintain workplace safety and the integrity of its investigation CQA may
suspend employees, either with or without pay, pending investigation.
Anyone determined to be responsible for acts or threats of violence or other conduct in violation of these
guidelines will be subject to disciplinary action, up to and including termination of employment, and may
face criminal charges.

DRUG- AND ALCOHOL-FREE WORKPLACE/DRUG SCREENING
It is the policy of CQA to create a drug-free workplace in keeping with the spirit and intent of the Drug
Free Workplace Act of 1988. The unlawful manufacture, distribution, dispensation, possession, sale or
use of a controlled substance in the workplace or while engaged in business off premises, such as at a
parent’s home, is strictly prohibited.
Drug and/or alcohol testing may be required if the School has a reasonable suspicion that an employee is
under the influence of alcohol or drugs in violation of this guideline. The results of any test conducted
under this guideline will be treated in a confidential manner, consistent with applicable law.
Pursuant to the Education Act, use of illegal drugs by a teacher may constitute grounds for dismissal to
the extent that the teacher’s conduct adversely affects the teacher-pupil relationship and evidences the
teacher’s unfitness to teach.
Employees may be periodically required to attend information and training sessions in the area of alcohol
and illegal drug dangers, treatment resources and workplace policy. Employees convicted of controlledsubstance-related felonies, including pleas of nolo contendere (i.e. no contest), must inform CQA within
five days of such conviction or plea. The School may file charges against an employee convicted of a
controlled-substance-related felony, and may suspend the employee without pay while the charges are
pending.
Employees who violate any aspect of this policy may be subject to disciplinary action, up to and including
termination of employment. At its discretion, the School may require employees who violate this policy
to successfully complete a drug or alcohol abuse assistance or rehabilitation program as a condition of
continued employment.
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Any employee who needs to request an accommodation due to pregnancy, childbirth or a related
medical condition should contact their direct supervisor or Director of Operations. If an employee
requested an accommodation but has not received an initial response within five (5) business days, she
should contact the Director of School.
After receiving a request for an accommodation due to pregnancy, childbirth or a related medical
condition, or learning indirectly that an employee requires such an accommodation, the School will
engage in a cooperative dialogue with the employee. Even if an employee has not formally requested an
accommodation, the School, in compliance with applicable law, may initiate a cooperative dialogue
under certain circumstances, such as when the School has knowledge that an employee’s performance
at work has been negatively affected and also has a reasonable basis to believe that the issue is related
to pregnancy, childbirth or related medical condition.
The cooperative dialogue may take place in person, by telephone or by electronic means. As part of the
cooperative dialogue, the School will communicate openly and in good faith with the employee in a
timely manner in order to determine whether and how the School may be able to provide a reasonable
accommodation. To the extent necessary and appropriate based on the request, the School will attempt
to explore the existence and feasibility of alternative accommodations as well as alternative positions
for the employee. The School is not required to provide the specific accommodation sought by an
employee, provided the alternatives are reasonable and either meet the specific needs of the employee
or specifically address the employee’s limitation.
As part of the cooperative dialogue, the School reserves the right to request medical documentation
from an employee under the following circumstances:
•

•

when an employee requests time away from work, including for medical appointments,
other than time off requested during the six- (6) to eight- (8) week period following childbirth
(for recovery from childbirth); or
when an employee requests to work from home, either on an intermittent basis or a longerterm basis.

If the School believes that the provided documentation is insufficient, and before denying the request
based on insufficient documentation, the School reserves the right to request additional documentation
from the employee or, upon the employee’s consent, speak with the health care provider who provided
the documentation. If applicable, an employee whose time off is covered by the Family Medical Leave
Act (FMLA) may also be required to provide medical documentation, depending on the circumstances of
the leave request, pursuant to federal law.
At the conclusion of the cooperative dialogue, the School will provide written notice to the employee in
a timely manner indicating that the School:
•
•

will be able to offer and provide a reasonable accommodation;
will not be able to provide a reasonable accommodation to the employee because there is
no accommodation available that will not cause an undue hardship on the School’s
operations; or
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•

will not be able to provide a reasonable accommodation to the employee because no
accommodation exists that will allow the employee to perform the essential requisites of the
job.

The School will endeavor to keep confidential communications regarding requests for reasonable
accommodations and all circumstances surrounding an employee’s pregnancy, childbirth or related
medical condition.
Employees with questions regarding this policy should contact their direct supervisor or Director of
Operations.

CATEGORIES AND VERIFICATION OF EMPLOYMENT
Employment Categories
CQA staff members will be informed upon hire whether they are considered exempt or non-exempt from
federal and state wage and hour laws. Each staff member is categorized as a full-time employee, a parttime employee, a temporary employee, or a consultant, and as either exempt or non-exempt.
Employment Categories
• Full-time employees are those who are not in a temporary status, and are regularly scheduled to
work 40 or more hours per week . Employees are further categorized as 10 month employees or
12 month, as determined by your position. Generally they are eligible for CQA’s benefit package,
subject to the terms, conditions, and limitations of each benefit program.
• Part- time employees are those who are not assigned to a temporary status and who are regularly
scheduled to fewer than 30 hours per week. Part-time employees receive all legally mandated
benefits (such as Social Security and Workers’ Compensation insurance). Part-time employees are
eligible to receive Paid Time Off and are eligible to participate in the 401K after meeting specific
eligibility requirements (see each section for more information), but are generally ineligible for
other benefit programs, in accordance with the terms, conditions, and limitations of each benefit
program.
•

Independent contractors, temporary employees, and consultants are non-employees who
generally work on a project basis or for a designated length of time. Individuals in these
classifications are not eligible for benefits.

Employment Classifications
•

Exempt employees are not entitled to overtime pay. Employees employed in bona fide executive,
administrative, or professional capacities are commonly exempt from federal and state minimum
wage and overtime requirements.

Non-exempt employees are those employees who are eligible for overtime for all hours worked over 40
hours per week and will be paid at least the hourly minimum wage set by federal and state law.
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VERIFICATION, BACKGROUND CHECKS
CQA will take all appropriate steps to verify the information provided on an employment application.
These steps may take place before or after commencement of employment. Any misrepresentation,
falsifications or omissions of any information or date on an employment application may result in your
exclusion from further consideration for employment and/or termination of employment.
Pursuant to the Charter Schools Act, CQA is required to fingerprint prospective employees for purposes
of a criminal history record check.
The Director of Operations and Director of School will receive and review the criminal background check
results from SED in a timely matter and follow up on any negative findings.
All offers of employment are conditional upon the receipt of satisfactory evidence of an applicant’s
authorization to work in the United States. This evidence of legal authorization to work must be provided
within three (3) days of employee’s hire date; failure to provide the requested documentation may give
rise to rescindment of any offer of employment.

SEPARATION AND TERMINATION
Except where explicitly stated in a written contract signed by the Director of School or Executive Director,
all CQA employees are considered “at- will” which means that either the employee or CQA may terminate
the employment relationship at any time, for any reason, with or without cause. That said, CQA requests
that departing employees provide a minimum of two (2) weeks of notice.
Should a 10 month employee terminate his or her employment at CQA during the academic year, CQA
will cease salary and benefit payments as of the date work was discontinued.
Should a 12 month employee terminate his or her employment at CQA during the calendar year, CQA will
cease salary and benefit payments as of the date work was discontinued.
Departing employees will receive their final pay according to the normal payroll processing cycle, or in
accordance with applicable wage laws. For purposes of final pay calculation, departing employees will be
compensated through their last day of employment, unless they are on a leave of absence, and for accrued
PTO in accordance with the PTO accrual policy.

PAY PERIODS
Pay periods are semi-monthly; the first pay period is from the 1st day of the month up to and including
the 15th day of the month; the second pay period of the month is from the 16th up to and including the
last day of the month. Check dates are the 5th and the 20th. If a payday falls on a weekend or holiday,
checks will be distributed the preceding business day. The Director of Operations will notify employees
of the specific pay dates. Annual salary increases will take place at the beginning of the school year, where
appropriate.
Eligible employees have the option to have their pay directly deposited into their checking or savings
account.
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DEDUCTIONS AND GARNISHMENTS
The only deductions from an employee’s paycheck are those required by law or authorized in writing by
the employee in writing. The check stub identifies each deduction and should be kept as a permanent
record.
Paid deductions may also be taken by CQA in response to a garnishment notice received from a court or
other legal authority. The Director of Operations will notify employees of garnishments that must be
deducted from their paychecks.

PERSONNEL RECORDS AND FILES
An employee’s personnel file includes information such as his or her job application, résumé,
offer letter, contracts, benefit forms, work history, salaries, vacations, sick days, performance
evaluations, and correspondence concerning discipline. In accordance with the Americans with
Disabilities Act, CQA keeps medical records in a file separate from personnel files.
The following information may be included in personnel files:
● employment application and resumé
● signed offer letter
● reference checks
● college transcripts
● job descriptions
● records relating to hiring, promotion, demotion, transfer, layoff, rates of pay and other
●
●
●
●
●
●
●
●

forms of compensation, and education and training records
records relating to other employment practices
letters of recognition
disciplinary notices or documents
performance evaluations
test documents used by an employer to make an employment decision
exit interviews
termination records
fingerprints

The following information will not be included in personnel files:
● medical records
● insurance records
● EEO/invitation to self-identify disability or veteran status records
● immigration (I-9) forms
● safety training records
● child support/garnishments
● litigation documents
● workers’ compensation claims
● requests for employment/payroll verification
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Personnel and medical files are the property of CQA and access to the information is restricted. In addition
to the employee to whom the personnel file applies, the only persons allowed to review personnel files
are supervisors and those responsible for maintaining the files that may have a legitimate reason to do
so. If an employee wishes to review his or her own personnel or medical file, the employee should contact
the Director of Operations. With reasonable advance notice an employee may review his or her own
personnel or medical file in CQA offices and in the presence of an individual appointed by the Director of
School to maintain the files. Employees have the right to copy information and to submit written
statements to their personnel files.
It is an employee’s responsibility to immediately notify the Director of Operations in writing and make
changes via the online EXTENSIS portal, of any changes in personnel data such as:
● Home address
● Home telephone number and, if available, cell phone number
● Number of dependents
● Name of individual to notify in case of an emergency
● Change in marital status
● Change in alien status
● Military status
Failure to report the correct information may adversely affect the benefits to which an employee is
entitled. Providing false information may result in disciplinary action, including termination of
employment.
No one in the School other than the Executive Director, Director of Operations or Director of School is
authorized to respond either verbally or in writing to personnel inquiries of any type regarding current or
prior employees of the School. CQA will not release any information about its current and prior employees
to external sources other than dates of employment and job title, except where such release is required
or authorized by law or otherwise authorized by employees in writing.

GENERAL OPERATIONS
Work Hours

CQA’s hours of general operations begin at 8:00 a.m. and end at 4:30p.m. The students’
instructional day begins at 8:20a.m. and ends around 4:30p.m., with additional activities inside
the building until 5:30p.m for grades 7 & 8, and from time to time, later. In general, teachers
and counselors are expected to work at minimum from 8:00am to 4:30pm two days per week,
8:00am to 3:30pm two days per week, and 8:00am to 4:00pm one day per week. Classroom
instructional staff is expected to ensure a timely start of the school day, an orderly process for
ending the school day, and sufficient interaction with other instructional staff and
administrators to help support the educational mission of CQA. All non-instructional
employees, including administration, are expected to work established hours determined by
their supervisor or the Director of School.
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The School Calendar Year and Its Effect on Employment
Unless otherwise specifically noted, employment with CQA is in no way affected by the school calendar
year.
During the non-school calendar year non-exempt employees will continue to be scheduled for work as
needed and will continue to receive pay pursuant to their hours worked.
During the non-school calendar year exempt employees, including instructional staff will continue to
receive their regular salary. Administrative employees are expected to continue their regular work
schedule during non-school periods. While instructional staff is not expected to appear at CQA on a daily
basis during non-school periods, they may be expected to prepare lessons and attend relevant
conferences during this time as requested by their direct supervisor.
This provision is in no way intended to limit the at-will nature of employment with CQA and all at-will
provisions remain in full force.
Building Security
To maintain safety and security, only authorized visitors are allowed in CQA. No visitors (children, parents,
spouse, partners, or friends) may come to the School without official prior approval from the Director of
School. Unless staff has planned visits in their schedules, the presence of visitors may negatively reflect
on classroom activities causing unwarranted disruption and possibly diminish productivity.
Children in the school must always be supervised by an adult. Faculty is expected to stay with their classes
for the period of the class or the lab and under no circumstances should they leave the class or lab
unattended. It is mandatory that all CQA students leave the building before 6:00 p.m. unless they are
under the supervision of an adult. The adult in charge must not leave the building before the students,
and the adult must remain with students or at a nearby location where the students can promptly find
the teacher in case of an emergency. All accidents must be reported to the Director of School, nurse (if
applicable) and Administrators (if applicable) immediately.
Punctuality and Timekeeping
All employees are required to arrive at the school on time. All employees must record their hours of work
at the end of each pay period, in the manner described by the Director of School. Employees subject to
this policy must accurately record all time worked. All employees must tell their supervisor if they are
leaving the building during the school day so that they can be located in case of an emergency.
All employees should notify their supervisors, which include the Assistant Principal(s), Director of School,
AND Director of Operations by a telephone or other electronic (i.e. text or email) message no later than
6:00 a.m. on the day they will be absent or late to school. When teachers are absent, they are required to
provide lesson plans and instructions about special events to the person covering for them. A class
schedule posted on the wall is insufficient for this purpose.
At the end of each pay period, teachers must fill out a timesheet as prescribed by the Director of School.
Once completed, the Director of Operations or appropriate person will process payroll appropriately.
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SCHOOL CALENDAR AND HOLIDAY LEAVE
Each year the Board of Trustees, following consultation with the school administration, will establish a
School Calendar that complies with the New York State Education Law relating to compulsory attendance.
CQA has discretion with regard to the dates of attendance; CQA will be closed on all legal holidays, as
listed below, however the calendar days of observance are subject to change. The School Calendar should
be consulted for these and other dates that the School is closed.
● New Year’s Holiday
● Dr. Martin Luther King, Jr. Day
● Washington’s Birthday Observed
● Lincoln’s Birthday Observed
● Memorial Day
● Independence Day
● Labor Day
● Columbus Day Observed
● Veteran’s Day Observed
● Thanksgiving Holiday
● Christmas Holiday

PAID TIME OFF FOR FULL TIME EMPLOYEES
As a workplace that values work-life balance, CQA offers eligible employees a flexible paid time off (PTO)
policy. PTO may be used for any appropriate reason including religious observance, personal days, illness,
medical appointments, family care and other personal matters, and accrues in addition to the school
holidays noted on the CQA calendar in this handbook. (Paid Time off should not be used for vacation time
during the school year for instructional staff). It is expected that all instructional staff adhere to the noted
school vacation times. Instruction and Operations Staff will not be granted PTO for the day immediately
before or after a school vacation or holiday.
Full-time employees are eligible for PTO. PTO accrues at a rate of 4 hours per pay period. PTO must be
requested, and the approval of time off will be subject to the school’s needs including student interests,
staffing requirements and other conditions. Employees must request time off as early as feasibly possible
by submitting a written request via email or text to his or her direct supervisor, (Director of School,
Director of Operations, CFO or Executive Director) preferably no less than 3 days prior to the intended day
off. PTO requests, once approved should be entered into the appropriate online portal by the employee.
PTO will not accrue while an employee is on a leave.
For the purpose of the Paid time off benefits, employees are categorized into one of the following groups:
 Instruction:
• Leadership (12 month employees)
• Faculty (10 month employees)
 Operations (12 month)
• Leadership (Executive Director and Operation Director, Dev. Director)
• Staff (Operations Team)
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Finance (12 month)
• Leadership (Director of Finance and Department Head)
• Staff (Finance team)

PTO accrues and is carried over as follows:
Each full-time employee accrues eleven (11) days annually at a rate of 4 hours per pay period beginning
with the first pay cycle and ending with the 22nd pay cycle. PTO will not accrue while an employee is on a
leave.
● Unused, accrued PTO time will be carried over annually, up to a maximum of 25 days. At no time
will a PTO bank hold more than twenty-five (25) days.
● Active 12 month employees who are required to work during July and August are given 10
additional summer PTO days.
● Instructional Leadership and staff and Operations staff must use their summer PTO
days between July 1 and August 15.
These summer PTO days must be approved by their direct supervisor. Employees hired
after August 25th of the previous school year, will be provided pro-rated summer PTO
days. These summer PTO days are not counted towards the overall PTO bank and will not
carry over or be paid out upon separation.
● Upon separation of employment, CQA will pay the employee for their remaining PTO according
to the vesting statements below. If, and only if, the employee’s first day of work was before July
1, 2015, then the employee will receive a percentage of time based on the years of service to the
school:
0-2 year of service – 50% of time remaining
3-5 years of service - 75% of time remaining
Over 5 years of service – 100% of time remaining
If the employee’s first day of work was after July 1, 2015, then the employee will be paid 50% of
the time remaining.
If an employee’s separation of employment with CQA is voluntary, the departing employee will only be
paid for his or her remaining PTO if the departing employee gives CQA a minimum of two (2) weeks’ notice
of their termination of employment.

PAID TIME OFF FOR PART TIME EMPLOYEES
For part-time employees, PTO will accrue pro rata in accordance with their work schedule. Thus, for
example, part-time employees working 75% of a regular work schedule will accrue at 75% of the full
schedule.
Employees working less than 50% of a work week will accrue PTO at a rate of 1 hour for each 30 hours
worked as per DOL rules. P/T employees unused, accrued PTO will carry over up to a max of 40 hours. At
no time can a Part Time employee have more than 40 hours in his/her PTO bank. Upon termination or
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separation, part time employees will not be paid out for any unused, accrued PTO time. PTO will not
accrue while an employee is on a leave.
The PTO policy does not change other CQA policies or the requirements associated with applying for these
policies, including but not limited to requirements for applying for leave under the Family Medical Leave
Act, the Short Term and Long-Term Disability policies, the Child Care Leave Paid Time Off Policy, Jury Duty,
or other relevant paid time off policies as governed by local state law regulations.
Scheduling PTO
PTO must be scheduled and approved by the employee’s direct supervisor, whether it is the Director of
School, Director of Operations, or Executive Director. Requests made in the manner prescribed by the
Director of School or Director of Operations are reviewed based on a number of factors, including business
needs, staffing requirements, and scheduled time off of other employees. Requests may be denied if it is
inconsistent with the smooth operations of CQA. In some instances, it may not be possible for an
employee to schedule PTO. Unscheduled PTO is only permitted in cases of medical emergencies or illness,
or where otherwise legally required. Abusive use of the PTO policy will be subject to discipline up to and
including termination.
For scheduled or unscheduled PTO, employees must email their direct supervisor, receive email approval
from that direct supervisor, and then enter their PTO request in Extensis in order for the PTO to be
officially authorized. Failure to follow this procedure may result in an unauthorized absence.

BEREAVEMENT LEAVE
Bereavement leave is granted as follows: If an employee suffers the loss of an immediate family member,
he or she will be entitled to bereavement pay for up to three days. The employee may be granted
additional time without pay or may use earned unused personal days for additional bereavement leave.
The employee should notify his or her supervisor as soon as possible, telling the supervisor the reason for
and expected length of absence. As used in this paragraph “immediate family member” means a spouse,
partner, parent, child, sibling, grandparent, or any other relative permanently residing with the employee.
Employees may be asked produce a death certificate or memorial service program within five working
days of returning to work.

TIME OFF TO VOTE
CQA encourages employees to fulfill their civic responsibilities by voting. If employees do not have
sufficient time either before or after work to vote, CQA will grant such employees time off to vote in
accordance with state or local law. Employees should request time off to vote from their supervisors in
writing between 2 and 10 days prior to the Election Day. CQA reserves the right to designate whether
employees can take time off at the beginning or end of their shifts.

MILITARY DUTY
Members of the United States Army, Navy, Air Force, Marines, Coast Guard, National Guard, Reserves,
Public Health Service or state military service will be granted an unpaid leave of absence for military
service, training or related obligations in accordance with the Unified Services Employment and Reemployment Act of 1995 (USERRA) and New York State law. Advance written notice of military service is
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required, unless military necessity prevents such notice. Neither sick leave nor vacation time accrue
during any period of military leave of absence, but employees may use any or all of their accrued but
unused vacation or other paid time off during their military service leave. Employees returning from a
military leave of absence will be reinstated in their jobs in accordance with federal and state law. CQA
will not discriminate or retaliate against employees because they are subject to federal or state military
duty and/or requested leave under this policy.
Military Spouse Leave
In accordance with state law, CQA provides up to ten days of unpaid leave to an employee whose spouse
is a member of the US Armed Forces, National Guard or Reserves and who has been deployed during a
period of military conflict, to combat theater or combat zone operations. Employees are eligible to take
this leave only if they work an average of 20 hours or more per week and if their spouse is on leave from
military service.

WEATHER DAYS AND OTHER CLOSINGS
The School may be closed due to inclement weather or other situations. The School will follow and abide
by the decision of the Mayor of New York City in determining whether New York City Department of
Education schools are to be open, delayed, or closed during inclement weather. An orderly process for
notification of public media outlets and parents, if practical, shall be developed and implemented if
necessary. At the discretion of the Director of School any classroom days lost to closure due to inclement
weather or other reasons may be made up by adding an equal number of days to what was scheduled to
be the end of the school year.

EMPLOYEE ABSENCES
An employee is deemed to be on unauthorized leave at such time and on such occasions as the employee
may absent himself or herself from required duties without authorization. This would cover
nonperformance, unauthorized use of sick leave, unauthorized use of other leave benefits,
nonattendance at required meetings and failure to perform supervisory functions at school-sponsored
activities.
An employee who is absent for a period of at least three days without notifying the Director of School will
be considered to have resigned without giving the required two week notice, with such resignation
effective on the initial date of absence. The Director of School will make the determination of
unauthorized absence.
Employees who are absent with authorization for three or more consecutive days are required to provide
a physician’s note or other verification. The Director of School may, at his/her discretion, require a
physician’s note or other verification as to an employee’s claimed reason for absence. Such verification
shall be provided within five working days of the request.

LEAVES WITH OR WITHOUT PAY
Employees may request a paid or unpaid leave of absence. Employees seeking a leave should first make
the request to their supervisor, who will discuss the request with the Director of School. The Director of
School has sole discretion to grant or deny requests for leaves, which shall be considered on the basis of
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CQA’s best interest. An employee’s failure to return from a leave at a pre-appointed time will be
considered abandonment and can result in immediate termination of employment.

FAMILY AND MEDICAL LEAVE
Pursuant to Family and Medical Leave Act (“FMLA”), individuals who have completed at least twelve (12)
months of employment with CQA and worked 1,250 hours for CQA during the past twelve (12) months
are eligible for as much as twelve (12) weeks of unpaid job-protected leave for any of the following
reasons:
● for the birth and care of a newborn child of the employee;
● for placement with the employee of a son or daughter for adoption or foster care;
● to care for a spouse, son, daughter, or parent with a serious health condition;
● to take medical leave when the employee is unable to work because of a serious health
condition; or
● for qualifying exigencies arising out of the fact that the employee’s spouse, son, daughter, or
parent is on active duty or call to active duty status as a member of the National Guard or
Reserves in support of a contingency operation.
You may meet the FMLA requirement and become eligible for FMLA while you are out on leave. All eligible
leave-taking employees will be restored to the same or equivalent position of employment held prior to
the leave, subject to CQA’s staffing and operational needs. Pursuant to the FMLA’s provisions regarding
local educational agencies, CQA may require instructional employees requesting leave to alter the terms
of their leave to accommodate CQA’s instructional goals. Such accommodations may include shifting the
beginning and end dates of the leave or a temporary transfer to an alternative position with equivalent
pay and benefits.
In certain circumstances, CQA may also grant non-FMLA medical leaves of absences. If you wish to request
such leave, please contact the Director of Operations. CQA may request medical documentation to
substantiate these requests.
The Leave Policy
Employees may be entitled to a leave of absence under the Family and Medical Leave Act (FMLA). This
policy provides employees information concerning FMLA entitlements and obligations employees may
have during such leaves. If employees have any questions concerning FMLA leave, they should contact
the Director of Operations.
I. Eligibility
FMLA leave is available to "eligible employees." To be an "eligible employee," an employee must: 1)
have been employed by the School for at least 12 months (which need not be consecutive); 2) have
been employed by the School for at least 1,250 hours of service during the 12-month period
immediately preceding the commencement of the leave; and 3) be employed at a worksite where 50 or
more employees are located within 75 miles of the worksite.
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II. Entitlements
As described below, the FMLA provides eligible employees with a right to leave, health insurance
benefits and, with some limited exceptions, job restoration.
A. Basic FMLA Leave Entitlement
The FMLA provides eligible employees up to 12 workweeks of unpaid leave for certain family and
medical reasons during a 12-month period. The 12-month period is determined based on a rolling 12month period measured backward from the date an employee uses his/her FMLA leave. Leave may be
taken for any one, or for a combination, of the following reasons:
•
•
•

•

To care for the employee's child after birth or placement for adoption or foster care;
To care for the employee's spouse, son, daughter or parent (but not in-law) who has a
serious health condition;
For the employee's own serious health condition (including any period of incapacity due to
pregnancy, prenatal medical care or childbirth) that makes the employee unable to perform
one or more of the essential functions of the employee's job; and/or
Because of any qualifying exigency arising out of the fact that an employee's spouse, son,
daughter or parent is a military member on covered active duty or called to covered active
duty status (or has been notified of an impending call or order to covered active duty) in the
Reserves component of the Armed Forces for deployment to a foreign country in support of
contingency operation or Regular Armed Forces for deployment to a foreign country.

A serious health condition is an illness, injury, impairment or physical or mental condition that involves
either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a
condition that either prevents the employee from performing the functions of the employee's job, or
prevents the qualified family member from participating in school or other daily activities. Subject to
certain conditions, the continuing treatment requirement may be met by a period of incapacity of more
than 3 consecutive calendar days combined with at least two visits to a health care provider or one visit
and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic
condition. Other conditions may meet the definition of continuing treatment.
Qualifying exigencies may include attending certain military events, arranging for alternative childcare,
addressing certain financial and legal arrangements, attending certain counseling sessions, caring for the
parents of the military member on covered active duty and attending post-deployment reintegration
briefings.
B. Additional Military Family Leave Entitlement (Injured Service member Leave)
In addition to the basic FMLA leave entitlement discussed above, an eligible employee who is the
spouse, son, daughter, parent or next of kin of a covered service member is entitled to take up to 26
weeks of leave during a single 12-month period to care for the service member with a serious injury or
illness. Leave to care for a service member shall only be available during a single-12 month period and,
when combined with other FMLA-qualifying leave, may not exceed 26 weeks during the single 12-month
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period. The single 12-month period begins on the first day an eligible employee takes leave to care for
the injured service member.
A "covered service member" is a current member of the Armed Forces, including a member of the
National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is otherwise
in outpatient status or is on the temporary retired list, for a serious injury or illness. These individuals
are referred to in this policy as "current members of the Armed Forces." Covered service members also
include a veteran who is discharged or released from military services under condition other than
dishonorable at any time during the five years preceding the date the eligible employee takes FMLA
leave to care for the covered veteran, and who is undergoing medical treatment, recuperation or
therapy for a serious injury or illness. These individuals are referred to in this policy as "covered
veterans."
The FMLA definitions of a "serious injury or illness" for current Armed Forces members and covered
veterans are distinct from the FMLA definition of "serious health condition" applicable to FMLA leave to
care for a covered family member.
C. Intermittent Leave and Reduced Leave Schedules
FMLA leave usually will be taken for a period of consecutive days, weeks or months. However,
employees also are entitled to take FMLA leave intermittently or on a reduced leave schedule when
medically necessary due to a serious health condition of the employee or covered family member or the
serious injury or illness of a covered service member. Qualifying exigency leave also may be taken on an
intermittent basis.
Leave taken for a period that ends with the school year and begins the next semester is leave taken
consecutively rather than intermittently. The period during the summer vacation when the employee
would not have been required to report for duty is not counted against the employee's FMLA leave
entitlement. An instructional employee who is on FMLA leave at the end of the school year must be
provided with any benefits over the summer vacation that employees would normally receive if they
had been working at the end of the school year.
If an eligible instructional employee needs intermittent leave or leave on a reduced leave schedule to
care for a family member with a serious health condition, to care for a covered service member, or for
the employee's own serious health condition, which is foreseeable based on planned medical treatment,
and the employee would be on leave for more than 20 percent of the total number of working days over
the period the leave would extend, the School may require the employee to choose either to: (i) Take
leave for a period or periods of a particular duration, not greater than the duration of the planned
treatment; or (ii) Transfer temporarily to an available alternative position for which the employee is
qualified, which has equivalent pay and benefits and which better accommodates recurring periods of
leave than does the employee's regular position.
These rules apply only to a leave involving more than 20 percent of the working days during the period
over which the leave extends. For example, if an instructional employee who normally works five days
each week needs to take two days of FMLA leave per week over a period of several weeks, the special
rules would apply. Employees taking leave which constitutes 20 percent or less of the working days
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during the leave period would not be subject to transfer to an alternative position. “Periods of a
particular duration” means a block, or blocks, of time beginning no earlier than the first day for which
leave is needed and ending no later than the last day on which leave is needed, and may include one
uninterrupted period of leave.
If an instructional employee does not give required notice of foreseeable FMLA leave to be taken
intermittently or on a reduced leave schedule, the employer may require the employee to take leave of
a particular duration, or to transfer temporarily to an alternative position. Alternatively, the employer
may require the employee to delay the taking of leave until the notice provision is met.
If an employee chooses to take leave for “periods of a particular duration” in the case of intermittent or
reduced schedule leave, the entire period of leave taken will count as FMLA leave.
D. Limitations on Leave Near the End of an Academic Term
If an instructional employee begins leave more than five weeks before the end of a term. The School
may require the employee to continue taking leave until the end of the term if— (i) The leave will last at
least three weeks, and (ii) The employee would return to work during the three‐week period before the
end of the term.
If the employee begins leave during the five‐week period before the end of a term because of the birth
of a son or daughter; the placement of a son or daughter for adoption or foster care; to care for a
spouse, son, daughter, or parent with a serious health condition; or to care for a covered service
member. The school may require the employee to continue taking leave until the end of the term if— (i)
The leave will last more than two weeks, and (ii) The employee would return to work during the two‐
week period before the end of the term.
If the employee begins leave during the three‐week period before the end of a term because of the birth
of a son or daughter; the placement of a son or daughter for adoption or foster care; to care for a
spouse, son, daughter, or parent with a serious health condition; or to care for a covered service
member. The employer may require the employee to continue taking leave until the end of the term if
the leave will last more than five working days.
For purposes of these provisions, “academic term” means the school semester, which typically ends
near the end of the calendar year and the end of spring each school year. In no case may a school have
more than two academic terms or semesters each year for purposes of FMLA. An example of leave
falling within these provisions would be where an employee plans two weeks of leave to care for a
family member which will begin three weeks before the end of the term. In that situation, the employer
could require the employee to stay out on leave until the end of the term.
In the case of an employee who is required to take leave until the end of an academic term, only the
period of leave until the employee is ready and able to return to work shall be charged against the
employee's FMLA leave entitlement. The employer has the option not to require the employee to stay
on leave until the end of the school term. Therefore, any additional leave required by the employer to
the end of the school term is not counted as FMLA leave; however, the employer shall be required to
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maintain the employee's group health insurance and restore the employee to the same or equivalent
job including other benefits at the conclusion of the leave.
E. No Work While on Leave
The taking of another job while on family/medical leave or any other authorized leave of absence is
grounds for immediate discharge, to the extent permitted by law.
F. Protection of Group Health Insurance Benefits
During FMLA leave, eligible employees are entitled to receive group health plan coverage on the same
terms and conditions as if they had continued to work.
G. Restoration of Employment and Benefits
At the end of FMLA leave, subject to some exceptions including situations where job restoration of "key
employees" will cause the School substantial and grievous economic injury, employees generally have a
right to return to the same or equivalent positions with equivalent pay, benefits and other employment
terms. The School will notify employees if they qualify as "key employees," if it intends to deny
reinstatement, and of their rights in such instances. Use of FMLA leave will not result in the loss of any
employment benefit that accrued prior to the start of an eligible employee's FMLA leave.

H. Notice of Eligibility for, and Designation of, FMLA Leave
Employees requesting FMLA leave are entitled to receive written notice from the School telling them
whether they are eligible for FMLA leave and, if not eligible, the reasons why they are not eligible. When
eligible for FMLA leave, employees are entitled to receive written notice of: 1) their rights and
responsibilities in connection with such leave; 2) School's designation of leave as FMLA-qualifying or
non-qualifying, and if not FMLA-qualifying, the reasons why; and 3) the amount of leave, if known, that
will be counted against the employee's leave entitlement.
The School may retroactively designate leave as FMLA leave with appropriate written notice to
employees provided the School's failure to designate leave as FMLA-qualifying at an earlier date did not
cause harm or injury to the employee. In all cases where leaves qualify for FMLA protection, the School
and employee can mutually agree that leave be retroactively designated as FMLA leave.
III. Employee FMLA Leave Obligations
A. Provide Notice of the Need for Leave
Employees who take FMLA leave must timely notify the School of their need for FMLA leave. The
following describes the content and timing of such employee notices.
1. Content of Employee Notice
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To trigger FMLA leave protections, employees must inform the Director of Operations of the need for
FMLA-qualifying leave and the anticipated timing and duration of the leave, if known. Employees may do
this by either requesting FMLA leave specifically, or explaining the reasons for leave so as to allow the
School to determine that the leave is FMLA-qualifying. For example, employees might explain that:
•
•
•
•
•

a medical condition renders them unable to perform the functions of their job;
they are pregnant or have been hospitalized overnight;
they or a covered family member are under the continuing care of a health care provider;
the leave is due to a qualifying exigency caused by a military member being on covered
active duty or called to covered active duty status to a foreign country; or
if the leave is for a family member, that the condition renders the family member unable to
perform daily activities or that the family member is a covered service member with a
serious injury or illness.

Calling in "sick," without providing the reasons for the needed leave, will not be considered sufficient
notice for FMLA leave under this policy. Employees must respond to the School's questions to determine
if absences are potentially FMLA-qualifying.
If employees fail to explain the reasons for FMLA leave, the leave may be denied. When employees seek
leave due to FMLA-qualifying reasons for which the School has previously provided FMLA-protected
leave, they must specifically reference the qualifying reason for the leave or the need for FMLA leave.

2. Timing of Employee Notice
Employees must provide 30 days' advance notice of the need to take FMLA leave when the need is
foreseeable. When 30 days' notice is not possible, or the approximate timing of the need for leave is not
foreseeable, employees must provide the School notice of the need for leave as soon as practicable
under the facts and circumstances of the particular case. Employees who fail to give 30 days' notice for
foreseeable leave without a reasonable excuse for the delay, or otherwise fail to satisfy FMLA notice
obligations, may have FMLA leave delayed or denied.
B. Cooperate in the Scheduling of Planned Medical Treatment (Including Accepting Transfers to
Alternative Positions) and Intermittent Leave or Reduced Leave Schedules
When planning medical treatment, employees must consult with the School and make a reasonable
effort to schedule treatment so as not to unduly disrupt the School's operations, subject to the approval
of an employee's health care provider. Employees must consult with the School prior to the scheduling
of treatment to work out a treatment schedule that best suits the needs of both the School and the
employees, subject to the approval of an employee's health care provider . If employees providing
notice of the need to take FMLA leave on an intermittent basis for planned medical treatment neglect to
fulfill this obligation, the School may require employees to attempt to make such arrangements, subject
to the approval of the employee's health care provider.
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When employees take intermittent or reduced work schedule leave for foreseeable planned medical
treatment for the employee or a family member, including during a period of recovery from a serious
health condition or to care for a covered service member, the School may temporarily transfer
employees, during the period that the intermittent or reduced leave schedules are required, to
alternative positions with equivalent pay and benefits for which the employees are qualified and which
better accommodate recurring periods of leave.
When employees seek intermittent leave or a reduced leave schedule for reasons unrelated to the
planning of medical treatment, upon request, employees must advise the School of the reason why such
leave is medically necessary. In such instances, the School and employee shall attempt to work out a
leave schedule that meets the employee's needs without unduly disrupting the School's operations,
subject to the approval of the employee's health care provider.

C. Submit Medical Certifications Supporting Need for FMLA Leave (Unrelated to Requests for Military
Family Leave)
Depending on the nature of FMLA leave sought, employees may be required to submit medical
certifications supporting their need for FMLA-qualifying leave. As described below, there generally are
three types of FMLA medical certifications: an initial certification, a recertification and a return to
work/fitness for duty certification.
It is the employee's responsibility to provide the School with timely, complete and sufficient medical
certifications. Whenever the School requests employees to provide FMLA medical certifications,
employees must provide the requested certifications within 15 calendar days after the School's request,
unless it is not practicable to do so despite an employee's diligent, good faith efforts. The School will
inform employees if submitted medical certifications are incomplete or insufficient and provide
employees at least seven calendar days to cure deficiencies. The School will deny FMLA leave to
employees who fail to timely cure deficiencies or otherwise fail to timely submit requested medical
certifications.
With the employee's permission, the School (through individuals other than an employee's direct
supervisor) may contact the employee's health care provider to authenticate or clarify completed and
sufficient medical certifications. If employees choose not to provide the School with authorization
allowing it to clarify or authenticate certifications with health care providers, the School may deny FMLA
leave if certifications are unclear.
Whenever the School deems it appropriate to do so, it may waive its right to receive timely, complete
and/or sufficient FMLA medical certifications.
1. Initial Medical Certifications
Employees requesting leave because of their own, or a covered relation's, serious health condition, or to
care for a covered service member, must supply medical certification supporting the need for such leave
from their health care provider or, if applicable, the health care provider of their covered family or
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service member. If employees provide at least 30 days' notice of medical leave, they should submit the
medical certification before leave begins. A new initial medical certification will be required on an
annual basis for serious medical conditions lasting beyond a single leave year.
If the School has reason to doubt initial medical certifications, it may require employees to obtain a
second opinion at the School's expense. If the opinions of the initial and second health care providers
differ, the School may, at its expense, require employees to obtain a third, final and binding certification
from a health care provider designated or approved jointly by the School and the employee.
2. Medical Re-certifications
Depending on the circumstances and duration of FMLA leave, the School may require employees to
provide recertification of medical conditions giving rise to the need for leave. The School will notify
employees if recertification is required and will give employees at least 15 calendar days to provide
medical recertification.
3. Return to Work/Fitness for Duty Medical Certifications
Unless notified that providing such certifications is not necessary, employees returning to work from
FMLA leaves that were taken because of their own serious health conditions that made them unable to
perform their jobs must provide the School with medical certification confirming they are able to return
to work and the employees' ability to perform the essential functions of the employees' position, with or
without reasonable accommodation. The School may delay and/or deny job restoration until employees
provide return to work/fitness for duty certifications.
D. Submit Certifications Supporting Need for Military Family Leave
Upon request, the first time employees seek leave due to qualifying exigencies arising out of the
covered active duty or call to covered active duty status of a military member, the School may require
employees to provide: 1) a copy of the military member's active duty orders or other documentation
issued by the military indicating the military member is on covered active duty or call to covered active
duty status and the dates of the military member's covered active duty service; and 2) a certification
from the employee setting forth information concerning the nature of the qualifying exigency for which
leave is requested. Employees shall provide a copy of new active duty orders or other documentation
issued by the military for leaves arising out of qualifying exigencies arising out of a different covered
active duty or call to covered active duty status of the same or a different military member.
When leave is taken to care for a covered service member with a serious injury or illness, the School
may require employees to obtain certifications completed by an authorized health care provider of the
covered service member. In addition, and in accordance with the FMLA regulations, the School may
request that the certification submitted by employees set forth additional information provided by the
employee and/or the covered service member confirming entitlement to such leave.
E. Substitute Paid Leave for Unpaid FMLA Leave
Employees may use any accrued paid time while taking unpaid FMLA leave.
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The substitution of paid time for unpaid FMLA leave time does not extend the length of FMLA leave and
the paid time will run concurrently with an employee's FMLA entitlement.
Leaves of absence taken in connection with a disability leave plan or workers' compensation
injury/illness shall run concurrently with any FMLA leave entitlement. Upon written request, the School
will allow employees to use accrued paid time to supplement any paid disability benefits.
F. Pay Employee's Share of Health Insurance Premiums
During FMLA leave, employees are entitled to continued group health plan coverage under the same
conditions as if they had continued to work. Unless the School notifies employees of other
arrangements, whenever employees are receiving pay from the School during FMLA leave, the School
will deduct the employee portion of the group health plan premium from the employee's paycheck in
the same manner as if the employee was actively working.
If FMLA leave is unpaid, employees must pay their portion of the group health premium through a
method determined by the Company upon leave.
The School's obligation to maintain health care coverage ceases if an employee's premium payment is
more than 30 days late. If an employee's payment is more than 15 days late, the School will send a letter
notifying the employee that coverage will be dropped on a specified date unless the co-payment is
received before that date. If employees do not return to work within 30 calendar days at the end of the
leave period (unless employees cannot return to work because of a serious health condition or other
circumstances beyond their control), they will be required to reimburse the School for the cost of the
premiums the School paid for maintaining coverage during their unpaid FMLA leave.
IV. Questions and/or Complaints about FMLA Leave
If you have questions regarding this FMLA policy, please contact the Director of Operations. The School
is committed to complying with the FMLA and, whenever necessary, shall interpret and apply this policy
in a manner consistent with the FMLA.
The FMLA makes it unlawful for employers to: 1) interfere with, restrain or deny the exercise of any
right provided under FMLA; or 2) discharge or discriminate against any person for opposing any practice
made unlawful by FMLA or involvement in any proceeding under or relating to FMLA. If employees
believe their FMLA rights have been violated, they should contact the Director of Operations
immediately. The School will investigate any FMLA complaints and take prompt and appropriate
remedial action to address and/or remedy any FMLA violation. Employees also may file FMLA
complaints with the United States Department of Labor or may bring private lawsuits alleging FMLA
violations.
V. Coordination of FMLA Leave with Other Leave Policies
The FMLA does not affect any federal, state or local law prohibiting discrimination, or supersede any
State or local law that provides greater family or medical leave rights. For additional information
concerning leave entitlements and obligations that might arise when FMLA leave is either not available
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or exhausted, please consult the School's other leave policies in this handbook or contact the Director of
Operations.

NEW YORK PAID FAMILY LEAVE
As of January 1, 2018, eligible employees are entitled to up to eight (8) weeks of Paid Family Leave (PFL)
within any 52 consecutive week period. PFL benefits are financed solely through employee contributions
via payroll deductions.

Eligibility Requirements
Employees who have a regular work schedule of 20 or more hours per week and have been employed at
least 26 consecutive weeks prior to the date PFL begins (or who have a regular work schedule of less than
20 hours per week and have worked at least 175 days to the date PFL begins) are eligible for PFL. An
employee has the option to file a waiver of PFL and therefore not be subject to deductions when his or
her regular employment is:
• 20 or more hours per week but the employee will not work 26 consecutive weeks; or
• fewer than 20 hours per week and the employee will not work 175 days in a 52 consecutive week period
Entitlement
PFL is available to eligible employees for up to eight (8) weeks (increases to 10 weeks on or after January
1, 2019 and up to 12 weeks on or after January 1, 2021) within any 52 consecutive week period. PFL is
available for any of the following reasons:
• to participate in providing care, including physical or psychological care, for the employee’s family
member (child, spouse, domestic partner, parent, parent-in-law, grandchild or grandparent) with a
serious health condition; or
• to bond with the employee’s child during the first 12 months after the child’s birth, adoption or foster
care placement; or
• for qualifying exigencies, as interpreted by the Family and Medical Leave Act (FMLA), arising out of the
fact that the employee’s spouse, domestic partner, child or parent is on active duty (or has been notified
of an impending call or order to active duty) in the armed forces of the United States.
The 52 consecutive week period is determined retroactively with respect to each day for which PFL
benefits are currently being claimed.
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PFL benefits are financed solely through employee contributions via payroll deductions.
The weekly monetary benefit will be 50% of the employee’s average weekly wage or 50% of the New York
State average weekly wage, whichever is less (increases to 55% on or after January 1, 2019, 60% on or
after January 1, 2020 and 67% or after January 1, 2021).
CQA and an employee may agree to allow the employee to supplement PFL benefits up to their full salary
with paid time off, to the maximum extent permitted by applicable law.
An employee who is eligible for both statutory short-term disability benefits and PFL during the same
period of 52 consecutive calendar weeks may not receive more than 26 total weeks of disability and PFL
benefits during that period of time. Statutory short-term disability benefits and PFL benefits may not be
used concurrently.

Definition of a Serious Health Condition
A serious health condition is an illness, injury, impairment, or physical or mental condition that involves
inpatient care in a hospital, hospice or residential health care facility; or continuing treatment or
continuing supervision by a health care provider. Subject to certain conditions, the continuing treatment
or continuing supervision requirement may be met by a period of incapacity of more than three (3)
consecutive full days during which a family member is unable to work, attend school, perform regular
daily activities or is otherwise incapacitated due to illness, injury, impairment or physical or mental
conditions, and any subsequent treatment or period of incapacity relating to the same condition, that also
involves treatment two (2) or more times by a health care provider; or treatment on at least one (1)
occasion by a health care provider, which results in a regimen of continuing treatment under the
supervision of the health care provider. The continuing treatment or continuing supervision requirement
also may be met by any period during which a family member is unable to work, attend school, perform
regular daily activities or is otherwise incapacitated due to a chronic serious health condition or an illness,
injury, impairment, or physical or mental condition for which treatment may not be effective. A chronic
serious health condition is one which requires periodic visits for treatment by a health care provider;
continues over an extended period of time (including recurring episodes of a single underlying condition);
and may cause episodic rather than a continuing period of incapacity. Examples of such episodic incapacity
include but are not limited to asthma, diabetes and epilepsy. Other conditions may meet the definition of
continuing treatment.
Use of Leave
An employee does not need to use this leave entitlement in one (1) block. Leave can be taken
intermittently in daily increments. Leave taken on an intermittent basis will not result in a reduction of
the total amount of leave to which an employee is entitled beyond the amount of leave actually taken.
Employee Responsibilities
An employee must provide 30 days’ advance notice before the date leave is to begin if the qualifying event
is foreseeable. When 30 days’ notice is not practicable for reasons such as lack of knowledge of
approximately when leave will be required to begin, a change in circumstances, or a medical emergency,
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the employee must provide notice as soon as practicable and generally must comply with the CQA’s
normal call-in procedures. Failure by the employee to give 30 days’ advance notice of a foreseeable event
may result in partial denial of the employee’s benefits for a period of up to 30 days from the date notice
is provided.
Employees must provide sufficient information to make CQA aware of the qualifying event and the
anticipated timing and duration of the leave. Employees must specifically identify the type of family leave
requested. Employees also must provide medical certifications and periodic recertification or other
supporting documentation or certifications supporting the need for leave. An employee requesting PFL
must submit the following forms to CQA’s insurance carrier: 1) a completed Request for Paid Family Leave
or PFL-1 form 2) Bonding Certification: PFL-2 Form plus documentation; 3) Health Care Provider
Certification: PFL-4 Form plus Personal Health Information (PHI) Release (PFL-3 Form); or 4) Military
Qualifying Event: PFL-5 Form plus documentation. These documents are available from the Extensis
Human Resources Associates.
Job Benefits and Protection
During any PFL taken pursuant to this policy, CQA will maintain coverage under any existing group health
insurance benefits plan as if the employee had continued to work. The employee must make
arrangements with the Director of Operations prior to taking leave to pay their portion of any applicable
health insurance premiums each month.
CQA’s obligation to maintain health insurance coverage ceases if an employee’s premium payment is
more than 30 days late. If an employee’s payment is more than 15 days late, CQA will send a letter
notifying the employee that coverage will be dropped on a specified date unless the co- payment is
received before that date.
Any employee who exercises his or her right to PFL will, upon the expiration of that leave, be entitled to
be restored to the position held by the employee when the leave commenced, or to a comparable position
with comparable benefits, pay and other terms and conditions of employment. The taking of leave
covered by PFL will not result in the loss of any employment benefit accrued prior to the date on which
the leave commenced.
Leave Concurrent with FMLA
CQA will require an employee who is entitled to leave under both the Family & Medical Leave Act (FMLA)
and PFL, to take PFL concurrently with any leave taken pursuant to the FMLA. When the total hours taken
for FMLA in less than full-day increments reaches the number of hours in an employee’s usual workday,
CQA may deduct one (1) day of PFL from an employee’s annual available PFL.

CQA PAID PARENTAL LEAVE OF ABSENCE
After any state-provided paid leave expires, full-time and employees who have completed one year of
continuous service with CQA are eligible to receive up to four (4) weeks of paid parental leave related to
the birth, adoption or foster care of a child.
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Any leave taken under this provision qualifying as leave under the state and/or federal family and medical
leave laws will be counted as family/medical leave and charged to the employee’s entitlement of twelve
(12) workweeks of family/medical leave in a 12-month period.
In addition, full-time and part-time employees returning from maternity/paternity leave may work from
home one day a week for up to the first four (4) weeks after the employee returns to work.

LACTATION BREAK POLICY
CQA provides a reasonable amount of time to accommodate an employee’s need to express milk for the
employee’s nursing child for up to three years following the birth of the child. CQA will make a reasonable
effort to provide the employee with the use of a private location in close proximity to the employee’s
work area for such break time. Discrimination, harassment and retaliation against an employee who
chooses to express breast milk at work in accordance with this policy is strictly prohibited.

JURY DUTY LEAVE
CQA understands employees may fulfill their civic responsibilities by serving jury duty.
Employees must report their anticipated jury duty to their supervisors immediately upon receipt of the
summons. Upon completion of jury duty service, an employee must provide a copy of the “Completion
of Jury Duty” notice to the Director of School, who will forward a copy of this notice to the Director of
Operations for inclusion in the employee’s personnel file.
Employees on jury duty are required to report to work whenever the court schedule permits. CQA will
pay full-time employees (and reduced-time or part-time employees if their hours cannot be rearranged
to avoid loss of work time) for the difference between jury duty pay and normal straight-time pay, up to
a maximum of one week (5 workdays) for actual time served on jury duty. Employees may also use any
or all of their accrued but unused vacation or other paid time off during their jury duty leave. In addition,
exempt employees may be provided time off with pay when necessary to comply with state and federal
wage and hour laws.
Employees will continue to earn all benefits and vacation, if applicable, during jury duty leave. CQA
prohibits any retaliation against employees who requests leave pursuant to this policy in order to serve
on a jury.

BONE MARROW AND BLOOD DONATION LEAVE
Employees who work an average of 20 hours or more each week are eligible to receive: (1) up to 24 hours
of unpaid leave to donate bone marrow; and (2) up to three hours of unpaid leave in any 12-month period
for blood donation leave. Although leave under this policy is unpaid, exempt employees may be provided
time off with pay when necessary to comply with state and federal wage and hour laws. Additionally,
employees may use any or all of their accrued but unused vacation or other paid time off for leave taken
pursuant to this policy.
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WITNESS AND VICTIMS OF CRIME LEAVE
Occasionally, employees may be the victims of a crime that requires them to attend or participate in legal
proceedings, or they may otherwise be legally compelled to attend a judicial proceeding as a witness. In
accordance with state law, CQA employees are given the necessary time off to attend or participate in
court proceedings.
If an employee receives a duly issued subpoena to appear as a witness during work time, the employee
should immediately notify his or her supervisor. Any subpoenas involving possible testimony about CQA,
and employment at CQA, must also be immediately reported to the Director of School. CQA is not
responsible for compensating the employee for appropriate witness fees.
Leave under this policy is unpaid, except that exempt employees may be provided time off with pay when
necessary to comply with state and federal wage and hour laws. Employees may also use any or all of
their accrued but unused vacation or other paid time off for leave taken pursuant to this policy.

OVERVIEW OF BENEFITS PROVIDED
Eligible full-time employees at CQA are provided a range of benefits. A number of the programs (such as
Social Security, workers’ compensation, state disability, and unemployment insurance) cover all
employees in the manner prescribed by law. Benefits eligibility is dependent upon a variety of factors,
including employee classification. Employees should contact the Director of Operations for help
identifying programs for which they are eligible and for the most up to date information. Part-time
employees will be denied the range of benefits with the exception of the 401k plan after 6 months of
employment.

Insurance
The School provides medical insurance, dental insurance, and a vision care plan. Employees should
consult the materials distributed by the School for questions concerning these plans, or direct their
questions to the Director of Operations.
Continuation of Medical Insurance - COBRA
The federal Consolidated Omnibus Reconciliation Act (COBRA) gives employees and their qualified
beneficiaries the opportunity to continue health insurance coverage under CQA’s health plan for at least
18 months (under certain circumstances up to 29 months) when a “qualifying event” would normally
result in the loss of eligibility. Some common qualifying events include resignation or termination of
employment, death of an employee, a reduction in an employee’s hours or an employee’s divorce or legal
separation from their spouse.
Under COBRA, the employee or beneficiary pays the full cost of coverage at the School’s group rates plus
an administration fee. CQA provides each eligible employee with a written notice describing rights
granted under COBRA when the employee becomes eligible for coverage under the School’s health
insurance plan. The notice contains information about the employee’s rights and obligations.
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This coverage, however, is only available in specific instances. Group health coverage for COBRA
participants is usually more expensive than health coverage for active employees, since usually the
employer formerly paid a part of the premium. It is ordinarily less expensive, though, than individual
health coverage.
Workers’ Compensation
CQA provides Workers’ Compensation to its employees in case of injury or illness arising out of and in the
course of employment. Employees who sustain work-related injuries or illnesses must inform their
supervisors as soon as is practicable after the injury.
Short-Term Disability Insurance
In accordance with state and local law, all employees who have worked more than 4 weeks are eligible
for New York State and fully employer paid short-term disability insurance after the 7th consecutive day
of absence due to a disability. See Director of Operations for details. Short-term disability insurance
allows payment in the event of certain injuries, illnesses, or other disabilities occurring outside of the
workplace that result in the employee’s inability to perform the regular duties of his or her employment,
including disability caused by pregnancy. Under New York State law, employees on disability leave will
receive 50% of their salary up to a maximum of $170 per week, for a maximum of 26 weeks, regardless of
years of employment. Any wage payments received through state disability insurance benefit during the
time the employee is also receiving medical or maternity leave of absence payments from CQA will be
deducted from the medical or maternity leave pay provided by the School. Any employee wishing to claim
disability pay must file appropriate reports and forms with the Director of Operations. Employees are also
responsible for filing any other necessary forms, applications, or other information as required by
applicable government policies.
Declination of Insurance Benefits
Any employee who wishes to not accept any of the insurance benefits offered by the School must
complete a waiver form on the EXTENSIS portal or submit a statement in writing declining benefits. This
will be kept in the employee’s human resources file.
Retirement Plan
The School offers a deferred compensation (401(k)) retirement program to all eligible employees. Under
this program, employees may opt to defer a portion of their current gross pay, having that portion of pay
invested in accordance with applicable federal and state guidelines governing deferred compensation
programs, and with CQA’s procedures. The minimum an employee can invest is 1% of gross pay and the
school currently matches up to 3% of employee contributions. For part time and full time CQA employees
whose hire date is after July 1, 2015, eligibility to participate in the deferred compensation (401(k))
retirement program is contingent upon completing six (6) continuous months of employment.
Unemployment Compensation
This School contributes to the Unemployment Compensation plan administered by the State of New York.
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Flexible Spending Account (FSA)
CQA employees are afforded an opportunity to participate in a health benefits program that allows staff
to sign up for a Flexible Spending Account (FSA), as part of the benefits package. An FSA allows employees
to reduce their federal tax liability each year by having before-tax money deducted from each paycheck
that becomes available for reimbursement for certain eligible expenses.

PERFORMANCE/JOB REQUIREMENTS AND EVALUATIONS
The administration and Board of Trustees of CQA is committed to maximizing the professional experience
of its staff. To that end, observations, reviews and evaluations will, in the first instance, be made with the
objective of enhancing the experience and ability of the employee. All employees will be reviewed on a
regular basis, with written formal performance evaluations on an ongoing basis.
These evaluations provide both the employee and his or her supervisor the opportunity to discuss job
tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss purposeful
approaches for meeting goals. Written records such as evaluations and feedback will become part of each
employee’s personnel file and may have a bearing on any personnel decisions involving the employee.
Effective, July 1, 2015, all teachers, counselors, and instructional administrators must possess valid New
York State certification. Failure to possess valid New York State certification is grounds for termination.

NEPOTISM
While CQA may hire and retain relatives of employees, it will not do so if it determines that hiring or
retaining a relative may or does create problems of supervision, security, morality, or conflicts of interest.
Relatives will not be permitted to work in a direct supervisory or reporting relationship. The School will
attempt to provide alternative employment within the School for relatives who are affected by the policy
stated in this paragraph, but this attempt creates no legal obligation.
With respect to the employment of a relative, CQA defines relatives as spouses, partners, parents,
children, step-children, siblings, in-laws, step-parents, brothers, or sisters, and step-children. Additionally,
this policy also relates to individuals who are not legally related but who reside with other employees.

CONFIDENTIALITY
Employees of CQA shall not, in any way, release any information about this School, its activities, or the
activities of its personnel except as required by their duties, or applicable federal, state and/or local law.
No employee shall publish, disclose, use, or authorize anyone else to publish, disclose, use, or in any way
cause to be published, disclosed, or used any private or proprietary information which such employee
may in any way acquire, learn, develop, or create by reason of employment with this school, unless
otherwise provided by the School. Any document or other material containing such information is
required to be returned to the School upon an employee’s termination or resignation.
Employees should not take photos of students unless explicitly authorized by the school, nor should they
publish or post to social media any school authorized photos without explicit consent.
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This policy reiterates our need for confidentiality in all aspects of employment. While employed at CQA,
employees may learn or work with and be entrusted with confidential and/or privileged information about
fellow employees, administrators, school parents, students or applicants. Employees must exercise the
highest degree of care not to disclose any such information, even inadvertently, to any unauthorized
person in or outside of CQA. Employees may not disclose any confidential or privileged information except
to persons specifically designated in advance and in writing by the Director of School and Executive
Director. Confidential information includes, but is not limited to, the following examples:
● Student records
● Financial information
● Personnel records
● Payroll records
● Computer programs, codes, processes and passwords
● Personnel information regarding school parents and students
If an employee believes confidential information must be disclosed to a third party, he or she should
consult with the Director of School prior to the disclosure. Failure to follow this policy will result in
disciplinary action, up to and including termination of employment.
An employee’s obligations under this policy continue after his or her termination of employment. Upon
termination of employment, all confidential information in the employee’s possession must be returned
to CQA. This policy is not intended to restrict any communications or actions protected or required by
state or federal law.

BAN ON ACCEPTANCE OF GIFTS
In accordance with the Conflict of Interest Provision contained in this Handbook, no employee of the
School is permitted to accept gifts of any kind of a value exceeding twenty dollars ($20.00) – including but
not limited to money, goods, food, entertainment, or services – directly or indirectly from:
● Individuals, parents, schools, partner organizations, or companies serving as vendors or
potential vendors for this School;
● Elected officials or their representatives;
● Candidates for public office or their representatives; or
● Political party officials or their representatives.
Offers of such gifts in excess of $20.00, even when refused, must be communicated immediately by the
employee receiving such an offer to the Director of School.

PERSONAL APPEARANCE/DRESS CODE/LANGUAGE
All employees should dress and groom professionally and in keeping with the School’s culture and
standards. CQA employees are expected to groom and dress in a manner that is normally acceptable for
employees of a school. If any employee reports to work improperly dressed or groomed, his or her
supervisor has the discretion to instruct the employee to return home to change clothes. Nonexempt
employees who are instructed to return home for this purpose will not be compensated for time spent
away from work.
Shorts, tank tops, flip flops, and revealing clothing are prohibited. Visible undergarments and ripped
clothing are deemed inappropriate forms of dress for employees during normal business hours. Heavily
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scented colognes, perfumes or other aftershave lotions may be offensive to others or cause allergic
reactions and are not acceptable at CQA. Any questions about what constitutes appropriate workplace
attire should be directed to the Director of Operations.
All employees should use appropriate language in the presence of students. Profanity in the presence of
students is a serious violation of professional standards and will be treated as such.

SOLICITATION
CQA’s policy is to restrict solicitations or distributions by employees to non-work areas during nonworking time. Employees and non-employees are prohibited from soliciting or distributing literature in
work areas or during working time. “Working time” includes time spent in the actual performance of job
duties, but does not include breaks or meal periods. This policy is not intended to restrict any
communications or actions protected or required by state or federal law.

MEDIA
It is not uncommon for employees of CQA to receive queries from the news media for information about
the School, the School community, and its many activities. It is important that all such queries be referred
directly to the Executive Director and Director of School and that no employee represent CQA to the media
without prior authorization by the Executive Director and Director of School.

CODE OF ETHICS AND STANDARDS OF CONDUCT
The successful operation and reputation of CQA are built upon principles of ethical conduct of our
employees. The School’s reputation for integrity and excellence requires careful observance of all
applicable laws and regulations, as well as scrupulous regard for the highest standards of conduct and
personal integrity. CQA will comply with all applicable laws and regulations and expects all employees to
conduct their work in accordance with all relevant laws and to refrain from any illegal, dishonest, or
unethical conduct.
It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The
following are examples of unacceptable conduct that may result in disciplinary action, up to and including
termination of employment:
● Theft or inappropriate removal or possession of School property
● Falsification of timekeeping or other records
● Working under the influence of alcohol or illegal drugs
● Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace,
while on duty, or while operating employer-owned vehicles or equipment
● Fighting or threatening violence in the workplace
● Boisterous or disruptive activity in the workplace
● Negligence or improper conduct leading to harm to others or to damage of employerowned property
● Insubordination or other disrespectful conduct (including refusal to follow your supervisor’s
lawful directives)
● Violation of safety or health rules
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● Smoking in prohibited areas
● Sexual or other unlawful or unwelcome harassment
● Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
●
●
●
●
●

workplace or while at work outside the workplace
Excessive absenteeism or any absence without notice
Unauthorized use of telephones, mail system, or other employer-owned equipment
Unauthorized disclosure or confidential information
Violation of personnel policies
Unsatisfactory performance or conduct

Some of the unacceptable forms of behavior are separately discussed in more detail elsewhere in this
handbook. Other misconduct will be evaluated based on the specific facts and circumstances.

COPYRIGHT/WORK FOR HIRE
All CQA Employees acknowledge that the entire right, title, and interest of any and all writings and other
creations that they may prepare, create, write, initiate or otherwise develop as part of their efforts while
employed by CQA, shall be considered the property of CQA. This includes, but is not limited to, any
development of a curriculum. These works will be “works for hire” and shall be the School’s sole and
exclusive property, copyright, patent and trademark. For items covered by this paragraph, employees
hereby assign and transfer all rights, title and interests in all such items, including without limitation, all
patent, trademark and copyright rights that now exist or may exist in the future. Employees further agree
that at any reasonable time upon request, and without further compensation or limitation, they will
execute and deliver any and all papers or instruments including assignments, declarations, applications,
powers of attorney and other documents, that in CQA’s opinion may be necessary or desirable to secure
the School’s full enjoyment of all right, title, interest and properties herein assigned. Employees agree to
not charge the School for use of their copyrighted, trademarked and patented materials.

OUTSIDE EMPLOYMENT/CONSULTING
When you were hired, you were asked to disclose any outside employment in which you may be engaged
while you are employed at CQA, including self-employment, consulting engagements, and volunteer or
board membership activities. This is important to avoid any actual or potential conflicts of interest, or
interference with the performance of your work for CQA. While you are employed, you have an ongoing
responsibility to keep that information current. Therefore, you should notify your supervisor prior to
entering into any such outside employment. If a conflict is identified, you will be notified and you may be
required to refrain from the activity. This policy is not intended to restrict communications or actions
protected or required by state or federal law.

USE OF FACILITIES AND EQUIPMENT
This policy establishes rules governing employee use of CQA’s computer network, and options for
electronic mail (“e-mail”) and telephone message handling (“voicemail”) services and Internet access.
CQA has developed these rules to ensure that everyone understands how these options function and the
limits which properly apply to such use.
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All CQA equipment, including desks, computers and computer systems, computer software, data storage
devices, e-mail, telephone, voicemail and other physical and electronic items are for business use only,
provided that you may receive and send necessary and appropriate personal messages on your office
voicemail and/or through office e-mail. All communications and information transmitted by, received
from, or stored in these systems are School records and property of CQA. You have no right of personal
privacy in any matter stored in, created, received, or sent over CQA computer, email, Internet, or
voicemail system.
CQA at all times retains the right, without notice, to search all directories, indices, data storage devices,
files, databases, e-mail messages, voicemail messages, Internet access logs and any other electronic
transmissions contained in or used in conjunction with CQA’s computer, e-mail, voicemail and Internet
access systems and equipment.
Deleted or erased computer, e-mail and voicemail messages may remain stored in CQA computer server
or telephone system. By placing information on CQA computer system, employees give CQA the right to
edit, delete, copy, republish and distribute such information.
The policies in this handbook apply to all forms of communication including written, e-mail and voicemail.
All CQA systems require users to identify themselves with a user ID and password to obtain network
access. Unauthorized use of systems without making this identification or bypassing this process is a
violation of CQA policy. Employees should make every effort to safeguard their passwords.
Sharing your network access with other users is strictly prohibited.
If CQA provides access to an Internet service such as web-browsing, such access is only for business use.
This restriction includes any Internet service which is accessed on or from CQA premises using CQA
computer equipment or via CQA-paid access methods and/or used in a manner that identifies you with
CQA. Very limited or incidental use of Internet services for personal, non-business purposes is acceptable.
However, personal use must be infrequent and must not:
● Interfere with your productivity or the productivity of your co-workers;
● Consume system resources or storage capacity on an ongoing basis; or
● Involve large file transfers or otherwise deplete system resources available for business
purposes.
Note: Employees must take the necessary anti-virus precautions before downloading or copying any file.
If employees become aware of any potential virus, they must notify their supervisor immediately.
The following rules have been established to help ensure responsible and productive Internet usage.
● All Internet data composed, transmitted, or received is subject to disclosure to law
enforcement or third parties. Therefore all information must be accurate, appropriate,
ethical and lawful.
● Data composed, transmitted, accessed, or received must not contain content that could be
considered discriminatory, offensive, pornographic, obscene, threatening, harassing,
intimidating, defamatory, 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
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offend someone on the basis of race, color, religion, creed, sex, gender, sexual orientation,
ethnicity, national origin, ancestry, age, disability (including AIDS), marital status, military
status, citizenship status, predisposing genetic characteristics, or any other characteristic
protected by law. Sending uninvited e-mail of a personal nature is also prohibited.
● The unauthorized use, installation, copying, receipt or distribution of copyrighted,
trademarked, or patented material is prohibited.
● The deliberate alteration of system files or accessing any restricted files of CQA is prohibited
as is the use of CQA’s computer resources to create or propagate computer viruses, cause
damage to CQA computer files or to disrupt computer services.
Any use of CQA-provided computer, e-mail, voice-mail and internet-access equipment or services by a
CQA employee in a manner contrary to the above-mentioned rules is strictly prohibited. These
prohibitions apply equally to any personal, non-business use of CQA-provided computer, e-mail, voicemail and internet-access equipment or services by a CQA employee.
CQA purchases and licenses the use of various computer software for business purposes only and does
not own the copyright to this software or its related documentation and therefore CQA does not have the
right to reproduce such software for use except as expressly provided in the license or purchase
agreement. CQA expressly prohibits the illegal duplication of software and its related documentation.
Employees who violate this policy will be subject to discipline, up to and including termination of
employment. Employees who use CQA computer system for defamatory, illegal or fraudulent purposes
may also be subject to civil liability and criminal prosecution.
Phone, Copiers and Mail Systems
CQA’s phones are provided for business use. Personal calls to and from CQA are to be held to a minimum.
Employees must charge any personal toll calls/long distance to a home phone or to a phone card.

SMOKING
The New York State Education Law, Section 409, prohibits tobacco use on school grounds. “School
grounds” means any building, structure and surrounding outdoor grounds contained within a public or
private pre-school, nursery school, elementary or secondary school. In the interest of safety and health,
smoking is not permitted by any employee on any CQA school grounds.

TELEPHONE USE
Faculty and staff are asked to limit as much as possible the use of School telephones for their personal
calls in order to keep the telephone lines available for school- related business.

FACULTY REIMBURSEMENT
At the discretion of the School, with budget availability and student needs in consideration, faculty
members may receive an annual maximum reimbursement of $150 for the purchase of instructional or
other classroom supplies. The supplies must be purchased with the written approval of the Director of
School in advance of the purchase. For reimbursement, original receipts must be submitted with the
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appropriate form between April 1 and April 21 of the school year. Electronic receipts must be printed so
that the hard copy is submitted. Reimbursement will be provided by June 30 of the school year.
For all other teacher reimbursements, the faculty member must receive written permission from the
Director of School in advance of the purchase. Original receipts in hard copy form must be submitted with
the appropriate form. The School will reimburse the purchase within 8 weeks.

CONFLICTS OF INTEREST
It is imperative that CQA, both in reality and in perception, be deemed to operate solely in the best
interests of the students it serves. Any taint to its reputation will significantly impact on the mission of
the School. Employees of CQA must be ever mindful of the need to conduct themselves both in and
outside of the School in a manner that will not bring criticism to themselves or to the School.
Employees have an obligation to conduct their affairs within guidelines that prohibit actual or potential
conflicts of interest. Actual or potential conflict of interest occurs when an employee is in a position to
influence a decision that may result in a personal gain for him or her, for a relative or for anyone else who
has a close personal relationship with the employee as a result of CQA business dealings. For the purpose
of this policy, a relative or a person with a close personal relationship is any person who is related by blood
or marriage, or whose relationship with the employee is similar to that of persons who are related by
blood or marriage.
No “presumption of guilt” is created by the mere existence of a relationship with an outside firm or
vendor. However, if an employee has any influence on transactions involving purchases, contracts, or
supplies it is imperative that he or she disclose that relationship to the Director of School immediately so
that safeguards can be established to protect all parties.
Common conflicts which employees should avoid include, but are not limited to:
● Using proprietary or confidential information for personal gain or to CQA’s detriment;
● Directly or indirectly accepting gifts, loans, services, entertainment, etc. of more than
$50 from a vendor or someone seeking to do business with CQA;
● Using CQA’s assets or labor for personal use; and
● Instances where an employee or an employee’s relative or someone with a close
personal relationship has a significant ownership interest in the vendor or firm with
which CQA does business.
If CQA finds that any employee has engaged in any conduct which presents a conflict of interest with the
School, such employee is subject to discipline, up to and including termination of employment.

CHILD ABUSE POLICY
CHILD ABUSE OR MALTREATMENT PURSUANT TO §411 et seq. OF THE SOCIAL SERVICES LAW
Pursuant to §413 of the Social Services Law, school officials are required to report instances of suspected
child abuse or maltreatment to the State Central Register of Child Abuse and Maltreatment (“SCR”). A
hotline has been established for reporting by mandated reporters, which include school officials. The
hotline is 1-800-635-1522.
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Child “abuse” occurs when a parent or other person legally responsible for the child inflicts serious
physical injury upon the child, creates a substantial risk of serious physical injury, or commits a sex offense
against the child. In addition, the definition includes instances where the parent (or person legally
responsible) knowingly allowed another to inflict such harm.
Child “maltreatment” (which includes neglect) occurs when a child’s physical, mental, or emotional
condition has been impaired, or is in imminent danger of impairment, by the parent’s (or other person
legally responsible for the child) failure to exercise a minimum degree of care by (1) failing to provide
sufficient food, clothing, shelter or education; (2) failing to provide proper supervision, guardianship, or
medical care; or (3) inflicting excessive corporal punishment, abandoning the child, or misusing alcohol or
other drugs and, in doing so, causing the child to be placed in imminent danger.
As mandated reporters, school officials are required to report suspected child abuse or maltreatment
when they have reasonable cause to suspect either has occurred. “Reasonable cause” to suspect child
abuse or maltreatment means that, based on a school official’s rational observations, professional
training, and experience, the official suspects that the parent or other person legally responsible for the
child has harmed the child or placed the child in imminent danger of harm.
The following procedures should be followed in reporting instances of child abuse and maltreatment.
- If a school employee learns of or suspects a situation of abuse or maltreatment of a student by
his or her parent or person legally responsible for the student’s care, the employee must report
the situation to the Director of School immediately.
- If, based on the employee’s report, the Director of School reasonably believes that abuse or
maltreatment has occurred, the Director of School must immediately call the SCR hotline at 1800-635-1522 and make a verbal report.
- The Director of School should ask the SCR representative his or her name and the “Call
I.D.”
- Within 24 hours of the Director of School’s verbal report to the SCR hotline, he or she
must complete and submit to the SCR mandated reporter a form “LDSS-2221A”. A form
LDSS-2221A may be obtained from the New York State Office of Children and Family
Services website at: www.ocfs.state.ny.us/main/forms or by calling (518) 472-0971.
- If a school official is uncertain about whether a situation rises to the level of abuse or
maltreatment, the official should contact the hotline to discuss the matter with a trained SCR
specialist.
- The Director of School shall document for his or her confidential file the events, conversations,
and facts associated with an allegation of child abuse or neglect, whether or not those
circumstances rise to the level of reasonable suspicion that cause him or her to make a report to
SCR.
- All information relating to reports of child abuse or maltreatment shall be strictly confidential.

44

CHILD ABUSE IN THE EDUCATIONAL SETTING PURSUANT TO EDUCATION LAW ARTICLE 23-B
Pursuant to New York Education Law §1126, and the regulations of the Commissioner of Education (8
N.Y.C.R.R. 100.2(hh)), any oral or written allegation to a teacher, school nurse, guidance counselor,
psychologist, social worker, administrator, board member, or other school personnel required to hold a
teacher or administrator license or certificate, that a child has been subjected to child abuse by an
employee or volunteer in an educational setting, shall promptly make a report, on a form provided by the
Commissioner of Education, consisting of the following:
- The name of the child’s parent;
- The name of the person who reported the abuse and their relationship to the child;
- The name of the employee or volunteer against whom the allegation is made; and
- A listing of the specific allegations.
The report must be given to the Director of School immediately. The report and all other written
materials, photographs, and/or videos concerning the allegation and report are strictly confidential and
may only be disclosed to law enforcement authorities involved in the investigation of the alleged child
abuse, or as expressly authorized by law or pursuant to a court-ordered subpoena. Willful disclosure of
such a confidential record to an unauthorized person is a “Class A” misdemeanor.
The duties of administrators upon receipt of a written report alleging child abuse in an educational setting,
where the administrator has a reasonable suspicion that an act of child abuse has occurred, shall be as
follows:
- If the alleged child-victim made the report, promptly notify the parent of the allegation and
provide the parent with a written statement pursuant to §100.2(hh) of the Commissioner’s
Regulations setting forth the duties of employees and administrators upon receipt of the
allegation, additional duties of superintendents, notification by the district attorney pursuant
to Education Law §1130, and actions to be taken upon criminal conviction of a licensed or
certified school employee pursuant to Education Law §1131.
- If the parent made the allegation, promptly provide the parent with the above-referenced
written statement.
- If someone other than the child-victim or parent made the report, ascertain from the reporting
person the source and basis of the allegation, promptly notify the parent and provide the parent
with the requisite written statement.
- If a public school administrator received the written report alleging abuse, the administrator
must promptly provide the School’s Board Chair with a copy of the report as well.
- A report of child abuse in an educational setting must be promptly forwarded to the appropriate
law enforcement agencies.
- The School shall forward the report of child abuse to the Commissioner of Education if the
accused employee or volunteer holds a license or certification issued by the New York State
Education Department.
- Any child abuse report that does not, after investigation, result in criminal conviction shall be
expunged after five years or at such earlier time that the School determines.
If the alleged abuse was by an employee or volunteer of a school other than one within the school district
of the child’s attendance, the report must be forwarded promptly to the Director of School.
45

Moreover, at least annually, the School shall provide training to all new teachers, school nurses, guidance
counselors, psychologists, social workers, administrators, board members, and other school personnel
required to hold a teacher or administrator license or certificate regarding requirements of reporting of
child abuse in an educational setting.
For school staff/contractors appointed on a conditional or emergency conditional basis
The Board of Trustees of CQA recognizes that there may be instances in which it is necessary, upon
recommendation of the Director of School, for the Board to make a conditional appointment or an
emergency conditional appointment of a prospective employee or contractor. To provide for the safety
of students who have contact with an employee/contractor holding a conditional appointment or an
emergency conditional appointment, the Board adopts the following policy:
●

No education corporation employee or contractor who holds a conditional or
emergency conditional appointment shall be in contact with students other than to
provide direct instruction or other services for which the employee was hired, except as
deemed appropriate by the Director of School.

●

No education corporation employee who holds a conditional or emergency conditional
appointment shall teach a class or provide services to students with his/her classroom
or office door closed unless granted express prior permission to do otherwise from the
Director of School. Such permission may be appropriate, for example, during music
class, band practice or testing procedures.

●

No education corporation employee or contractor who holds a conditional or
emergency conditional appointment shall be left alone with an individual student,
unless granted express prior permission to do otherwise from the Director of School.

●

The Director of School shall provide heightened administrative supervision of such
employees while on education corporation property during the period of their
conditional or emergency conditional appointment including, for example,
unannounced visits to classrooms, walking the hallways, and/or any other activities the
[Director of School or other designee] determines to be appropriate.

●

In addition, the Director of School will ensure that all conditional and emergency
conditional appointed employees/contractors become aware of and receive training
regarding the prohibition against child abuse in an educational setting and of their
responsibility for reporting any such abuse at the commencement of their conditional or
emergency conditional appointment.

●

Failure to comply with this policy may result in appropriate disciplinary action.

POLICY on DRIVING CQA STUDENTS/ADULTS
Central Queens Academy Charter School and its administration does not permit a staff member to drive
a student in an automobile. Central Queens Academy Charter School is not responsible for any incident
or event that occurs should a staff member have a CQA student or adult from the school in his/her car.
Permission slips will not be approved for such actions.
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WHISTLEBLOWER STATUE
The New York State Whistleblower Statute protects employees who disclose to their supervisors or an
appropriate authority that the School is in violation of a law or regulation that presents a substantial and
specific danger to public health or safety. The Whistleblower Statute prohibits the School from taking
retaliatory action against any employees who make disclosures as described above.

GRIEVANCE PROCEDURES
If an employee believes that there has been a violation of this Personnel Handbook, the employee may
file a grievance, following the levels described below.
Level One: Informal Level
The employee will make a good faith effort to work with the adversarial party/parties to the dispute to
resolve the conflict. This effort should be done immediately. This effort will consist of problem
identification, possible solutions, selection of resolution, process for implementation of resolution, and
scheduling a follow-up. In the event that the complaint involves the immediate supervisor, the employee
will work with that individual’s supervisor.
Level Two: Director of School
If the issue is not resolved at the Informal Level, the employee shall submit the grievance to the Director
of School in writing detailing the article or articles of the contract allegedly violated and any supporting
documents or materials, within five school days of the occurrence. A conference shall take place shortly
thereafter with the parties involved. A written memo may be issued by the Director of School.
Level Three: Executive Director
If the grievance is not resolved at Level Two, within five school days of the Level Two conference, the
employee may appeal to Level Three in writing. The Executive Director will hear and decide Level Three
grievances. Within ten school days the Executive Director will facilitate a meeting to come to resolution.
Resolution of the grievance will be discussed and a written memo will be returned within five school days
of the occurrence of the conference by the Designee.
Level Four: Board Chairman, Designee, or Alternate
If the issue is not resolved at Level Three, within five school days of the end of Level Three, the employee
may appeal in writing to the Chairman of the Board of Trustees or his/her designee who is a Board member
unless, due to a conflict of interest, that person may not hear the matter, in which case the Board shall
designate an alternate Board member as its representative. Within twenty school days of receiving the
appeal the Board Chairman, designee or alternate will facilitate a meeting to attempt to find an acceptable
resolution. Resolution of the grievance will be discussed and a written memo will be returned within
ninety school days of the occurrence of the conference by the Board Chairman, designee or alternate.
Any Problem/Conflict Resolution Policy adopted by the Board will supersede the Policy described in this
section.
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EMPLOYEE ACKNOWLEDGEMENT
I acknowledge that I have received a copy of the Central Queens Academy Charter School (CQA) Personnel
Handbook (the “Handbook”), and that I read it, understood it, and agree to comply with it. I understand
that the policies outlined in this Handbook are guidelines only and will require changes from time to time,
and that, except for the policy of at-will employment, which can only be changed by the Executive Director
or Director of School in a signed written contract, CQA has the maximum discretion permitted by law to
modify, revoke, suspend, terminate or change these policies at any time, with or without notice. I
understand that any such revisions to the Handbook must be in writing and approved by the Board of
Trustees of CQA, and that no oral statements or representations can change the provisions of this
Handbook. I also understand that this Handbook supersedes and replaces any and all prior CQA
handbooks and any inconsistent verbal or written policy statements.
I acknowledge that this Handbook is not intended to create any express or implied contractual obligations
with respect to any matters it covers, and that it does not create a contract guaranteeing that I will be
employed for any specific time period. I understand that, unless I have a written employment contract
signed by the Executive Director or Director of School, I am an at-will employee of CQA and that CQA or I
may terminate our employment relationship at any time, for any reason, with or without cause or notice.
I understand that all e-mail systems, computer systems and voicemail and all information transmitted by,
received from, or stored in CQA’s systems are the property of CQA, and that I have no expectation of
privacy in connection with the use of these systems or with the transmission, receipt or storage of any
information on these systems. I acknowledge and consent to CQA’s monitoring my use of these systems
at any time at its discretion, including reviewing all e-mail or other files entering, leaving, or stored on
these systems.
To the best of my knowledge, I do not have a pending criminal charge or criminal conviction in any
jurisdiction.
Employee Signature

_

_________________________
Date
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R-13a - Partner Organizations
This request is not applicable.

Request 13a 1

R-13b - Partner Commitment
This request is not applicable.

Response 13(b) 1

R-14ad - Governance
(a)

Board Members

CQA II’s board will be composed of existing CQA board members, who represent a
broad diversity of skills and experiences. Central Queens Academy Charter School maintains a
governance structure where its board of trustees directly oversees its two school leaders, the
Executive Director and the School Director. As CQA expands, the governance function will
evolve toward more of a network-like arrangement in which the board oversees a sole executive
who in turn manages a senior management team.
Currently, the Executive Director oversees the Finance Director, Director of
Development, and their respective teams. The School Director oversees the Operations Director
&amp; operations team, as well as the Assistant Principals, Deans, and faculty members made
up of teachers, counselors, and aides. The board of trustees consists of eight members, include
a chairperson, vice chairperson, secretary, and treasurer.
The governance of the board of trustees is carried out through several committees,
which include the Executive Committee, Educational Accountability Committee, Finance
Committee, Facility Committee, Personnel Committee, and Recruitment Committee. Trustees
often work on multiple committees. There has not been an official grievance to reach the board
level in CQA’s history, however, should one arise, the board chairperson would address or
delegate that grievance to the appropriate board member(s). In addition to governance, the
board actively works to raise funds for the school through CQA’s annual fundraising events and
other means.

CQA Board
Trustee Name

Position Held

Committee

Année Kim

Chair

Facility

Rick Ruvkun

Treasurer

Jonathan (Jon) Blattmachr

Secretary

Governance
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Sonia Park

Education Committee
Chair

Steven (Steve)
Rabinowitz
Bruce Saber

Facility

Vipul Tandon

Advancement

Catherine (Cathy) Tse

Finance,
Advancement

Michael Zisser

Personnel, Facility

(b)

Board Roles and Responsibilities
The Board of Trustees (“Board”) of the Central Queens Academy Charter School
(“CQA”) shall serve as the governing authority of CQA, ultimately accountable for meeting the
terms it sets forth in the charter agreement. The primary responsibility of the Board will be to
govern CQA to meet the school’s mission. The Board shall conduct or direct the affairs of CQA
and exercise its powers, subject to applicable Education Law, Not-for-Profit Corporation Law,
the School’s charter, and its Bylaws. The Board will not manage the school, but will ensure
academic, mission, and financial accountability as well as plan for the strategic growth of the
school. The Board shall set and manage the personnel process and maintain hiring and firing
authority. The Board shall maintain effective and continuous communication between itself and
the leadership team for the school’s success and shall maintain authority with respect to
strategic relationships that have a material impact on the quality of academic instruction and the
public affairs of CQA. The Board shall carry out its duties with honesty and transparency. The
Board has the following responsibilities, not limited to the following:
●

●
●
●
●

Hold, attend, and participate in monthly public Board meetings. Pursuant to the law, a
Trustee that is absent from three consecutive Board meetings without an excuse is
deemed to have resigned.
Hold, attend, and participate in regular standing committee meetings.
Each Trustee must chair a standing committee or task force.
Adhere to and enforce CQA’s Code of Ethics.
Approve management, operational, and service contracts and ensure performance and
accountability consistent with the School’s Financial Policies and Procedures.
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●
●
●
●
●

●
●
●

(c)

Provide ongoing support, oversight, and assessment of the academic program and
performance of CQA.
Approve and enforce admission policies and procedures, personnel policies and
complaint procedures for CQA.
Ensure operation in compliance with all applicable Federal and State laws.
Contribute financially to the support of CQA and assist with fundraising activities.
Provide necessary and proper oversight of all financial aspects of CQA, including
approving the annual budget, providing guidance on fundraising, and ensuring that
proper financial controls are in place.
Involve parents, community members, and staff in governance and administration of
CQA.
Trustees will be elected to one, two, or three year terms so as to establish staggered
terms.
Each Trustee must be determined to improve public education, and possess an
understanding of and commitment to CQA’s goals, mission, and programs. Trustees
must have exceptional professional or community service experience that is needed to
ensure that all school stakeholders are appropriately represented on the board.

Design

Number of Trustees
The number of Trustees of the Board shall be not fewer than five (5) and shall not
exceed fifteen (15).
Qualifications of Trustees
Each Trustee must be at least 18 years old, be determined to improve public education,
and possess an understanding of and commitment to CQA’s goals, mission, and programs.
Trustees must have exceptional professional or community service experience and/or other
experience that is needed to ensure that all school stakeholders are appropriately represented
on the board. CQA shall seek individuals who reflect a range of backgrounds, expertise, and
accomplishments. CQA’s board reflects backgrounds in education, law, finance, government
relations, community involvement and nonprofit management. At any given time, not more than
40% of the persons serving on the Board may be interested persons.
Officer Positions
The Officers of the Board shall consist of a Chairperson, Vice-Chairperson, a Secretary
and a Treasurer. The Board also may have such other officers it deems advisable.
Standing Committees
The Board shall have the following standing committees: Executive Committee, Finance
Committee, Educational Accountability Committee, and Personnel Committee. Other ad-hoc
committees may be formed as necessary to support the mission.
Delegation of Authority
The Board may delegate the management of the activities of CQA to others, so long as
the affairs of the school are managed, and its powers are exercised, under the Board’s ultimate
jurisdiction.
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Frequency of Meetings and Procedures
CQA II’s board will comply with all applicable regulatory requirements pertaining to
meetings, including but not limited to those prescribed in the Charter Schools Act as well as
obligations of Open Meetings Law. The school’s board will meet 12 times per year and ensure
all meetings are properly noticed and undertaken in conformity with OML. Further, the
recordation and documentation of all procedures, such as meeting minutes and notices, shall be
communicated in due speed to the authorizer and any other applicable authority. From time to
time these duties shall be delegated by the board to staff, provided the board shall have
sufficient oversight at all times.
Trustee Recruitment and Selection Process and Criteria
At the first meeting of the Board immediately following issuance of the Charter, Trustees
will be elected to one, two, or three year terms so as to establish staggered terms. Thereafter,
the term of office for a Trustee shall be two (2) years from the date of election. A Trustee’s term
of office shall end at the conclusion of the second Annual Meeting after the Regular, Special or
Annual Meeting at which the Trustee was elected or at an earlier Annual Meeting in the case of
Trustees elected for terms shorter than two (2) years. When and if vacancies occur, the Board
will assess the needs and gaps, if any, on the Board and will seek individuals who can address
these needs and gaps as new Board members.
In recruiting and selecting future Trustees, CQA shall proactively seek individuals who
possess exceptional professional or community service experience and/or other experience that
is needed to ensure that all school stakeholders are appropriately represented on the board.
CQA will also seek individuals who reflect a range of backgrounds, expertise, and
accomplishments.
The Board shall elect the Trustees by the vote of a majority of the Trustees then in office,
whether or not the number of Trustees in office is sufficient to constitute a quorum, or by the
sole remaining Trustee. Trustees-elect assume office subject to any additional requirements of
law and regulation. The Board may elect any person who in its discretion it believes will serve
the interests of CQA faithfully and effectively.
Any vacancy occurring on the Board of Trustees and any position to be filled by reason
of an increase in the number of Trustees may be filled, upon recommendation of a qualified
candidate by any Trustee, by vote of a majority of the Trustees then in office. A Trustee elected
to fill the vacancy shall be elected for the unexpired term of his/her predecessor in office. The
Board may exercise all of its powers notwithstanding the existence of one or more vacancies on
the Board. If the number of Trustees in office has become less than five (5), the Board must
elect additional Trustees until there are at least five (5) before taking action on any other
business.
Nominating and governance functions of the Board are housed under the Governance
Committee which oversees nominating and board development. CQA’s board utilizes a Board
Manual and board job description to help facilitate a proper understanding of board
responsibilities, roles, and protocols.
(d)

Stakeholder Participation
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All members of the public and stakeholders of CQA, including parents and staff, are
welcome to attend CQA board meetings. Staff members are able to exercise their voice through
senior leadership and directly in meetings, and parents are encouraged to participate in the life
of the school through the Family Council.
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R-14e - By-Laws
CQA II will replicate the bylaws of CQA, which are restated below.
BY-LAWS OF THE CENTRAL QUEENS ACADEMY CHARTER SCHOOL
ARTICLE I. ORGANIZATION
1.

NAME. The name of the corporation is the Central Queens Academy Charter School.

2.
LEGAL ORGANIZATION. The Central Queens Academy Charter School (the “School”)
is a non-stock, not-for-profit education corporation, incorporated as an education corporation
pursuant to Section 2853 of the New York State Charter Law. The Articles of Incorporation of
the School will be received upon acceptance of the School’s charter application by the
Commissioner of Education of the State of New York (the “Commissioner”) and approval of the
application by the Board of Regents of the State Education Department (“SED”).
3.
GENERAL PURPOSES. The School is organized and will be operated exclusively to
carry out educational and charitable purposes, within the meaning of Section 501 (c)(3) of the
Internal Revenue Code of 1986, as now in effect or as may be amended hereafter, including,
but not limited to:
a. Operating a public charter school in the city and state of New York;
b. Exercising all rights and powers conferred by the laws of the State of New York upon
not-for-profit education corporations and consistent with the Constitution of the State of
New York and the charter granted to the School by the State University of New York’s
Charter Schools Institute (the “Charter”), including, but not limited to, raising funds,
receiving gifts, bequests and contributions in any form, using, applying, investing and
reinvesting the principal and income there from and distributing the same for the above
purposes; and
c. Engaging in any other activity that is incidental to, connected with or in advancement
of the foregoing purposes and that is within the definition of charitable and educational
for purposes of Section 501 (c)(3).
4.
PRINCIPAL PLACE OF BUSINESS. The principal place of business of the School shall
be located at such place as the Board of Trustees may select by resolution or amendment of
these Bylaws.
5.
REGISTERED OFFICE AND AGENT. The School shall maintain a registered office in
the State of New York and a registered agent whose office is the School’s registered office.
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6.
MEMBERSHIP. The School has no members. The rights which would otherwise vest in
the members vest in the Board of Trustees of the School (collectively, the “Board” or “Trustees;”
individually, a “Trustee”). Actions which would otherwise require approval by a majority of all
members or approval by the members require only approval of a majority of the Board.
7.
AMENDMENT. A majority of the Trustees may adopt, amend or repeal these Bylaws
subject to approval by all necessary regulatory entities.
ARTICLE II. BOARD OF TRUSTEES
1.
POWERS. The Board shall conduct or direct the affairs of the School and exercise its
powers, subject to applicable Education Law, Not-for-Profit Corporation Law, the School’s
Charter and these Bylaws. The Board may delegate the management of the activities of the
School to others, so long as the affairs of the School are managed, and its powers are
exercised, under the Board’s ultimate jurisdiction.
Without limiting the generality of the powers hereby granted to the Board, but subject to the
same limitations, the Board shall have all the powers enumerated in these Bylaws, and the
following specific powers:
a.
To elect and remove Trustees;
b.
To select and remove Officers, agents and employees of the School; to prescribe
powers and duties for them; and to fix their compensation;
c.
To conduct, manage and control the affairs and activities of the School, and to
make rules and regulations governing such affairs and activities;
d.
To enter into contracts, leases and other agreements which are, in the Board’s
judgment, necessary or desirable in obtaining the purpose of promoting the
interests of the School;
e.
To carry on the business of operating the School and apply any surplus that
results from such business activity to any activity in which the School may
engage;
f.
To act as trustee under any trust incidental to the School’s purposes, and
to receive, hold, administer, exchange and expend funds and property subject to
such a trust;
g.
To acquire real or personal property, by purchase, exchange, lease, gift, devise,
bequest, or otherwise, and to hold, improve, lease, sublease, mortgage, transfer
in trust, encumber, convey or otherwise dispose of such property;
h.
To borrow money, incur debt, and to execute and deliver promissory notes,
bonds, debentures, deeds of trust, mortgages, pledges, hypothecations and other
evidences of debt and securities;
i.
To indemnify and maintain insurance on behalf of any of its Trustees,
Officers, employees or agents for liability asserted against or incurred by such
person in such capacity or arising out of such person’s status as such, subject to
the provisions of the New York Not-for-Profit Corporation Law and the limitations
noted in these Bylaws.
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2.
NUMBER OF TRUSTEES. The number of Trustees of the School shall be not fewer than
five (5) and shall not exceed fifteen (15).
3.
ELECTION. The Board shall elect the Trustees by the vote of a majority of the Trustees
then in office, whether or not the number of Trustees in office is sufficient to constitute a
quorum, or by the sole remaining Trustee. Trustees-elect assume office subject to any
additional requirements of law and regulation. The Board may elect any person who in its
discretion it believes will serve the interests of the School faithfully and effectively.
4.
INTERESTED PERSONS. Not more than 40% of the persons serving on the Board may
be interested persons. An “interested person” is: (1) any person currently being compensated
by the School for services rendered to it within the previous 12 months, whether as a full-time or
part-time employee, independent contractor, service provider, strategic partner, or otherwise; or
(2) any sister, brother, ancestor, descendant, domestic partner, spouse, sister-in-law,
brother-in-law, daughter-in-law, son-in-law, mother-in-law or father-in-law of any such person.
5.

TERM OF OFFICE.
a. At the first Board Meeting immediately following issuance of the Charter, Trustees will
be elected to one, two, or three year terms so as to establish staggered terms.
Thereafter, the term of office for a Trustee shall be two (2) years from the date of
election. A Trustee’s term of office shall end at the conclusion of the second Annual
Meeting after the Regular, Special or Annual Meeting at which the Trustee was elected
or at an earlier Annual Meeting in the case of Trustees elected for terms shorter than
two years.
b. Any vacancy occurring on the Board of Trustees and any position to be filled by reason
of an increase in the number of Trustees may be filled, upon recommendation of a
qualified candidate by any Trustee, by vote of a majority of the Trustees then in office.
A Trustee elected to fill the vacancy shall be elected for the unexpired term of his/her
predecessor in office. The Board may exercise all of its powers notwithstanding the
existence of one or more vacancies on the Board.
c. A Trustee’s term of office shall not be shortened by any reduction in the number of
Trustees resulting from amendment to the Charter, the Bylaws, or other Board action.
d. A Trustee’s term of office shall not be extended beyond that for which the Trustee was
elected by amendment of the school’s charter or the Bylaws or other Board action.
e. The Board shall elect Trustees at the Annual Meeting or, in the case of a Trustee
elected to fill a vacancy, at a Regular Meeting designated for that purpose, or at a
Special Meeting called for that purpose.
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6.
REMOVAL. The Board may remove a Trustee with or without cause in accordance with
the applicable provisions of the Education Law and the Not-for-Profit Corporation Law.
7.
RESIGNATION. A Trustee may resign by giving written notice to the Board Chairperson
or Secretary. The resignation is effective upon receipt of such notice, or at any later date
specified in the notice. The acceptance of a resignation by the Board Chairperson or Secretary
shall not be necessary to make it effective, but no resignation shall discharge any accrued
obligations or duty of a Trustee.
8.
COMPENSATION. Trustees shall serve without compensation. However, the Board
may approve reimbursement of a Trustee's actual and necessary expenses while conducting
School business.
ARTICLE III. MEETING OF THE BOARD
1.
LOCATION. Board Meetings shall be held at the School and at any other reasonably
convenient place as the Board may designate.
2.

MEETINGS.
a.
Place of Meetings. Board Meetings shall be held at the School and at any other
reasonably convenient place as the Board may designate, provided, however
that the location of any board meeting shall comply with the requirements of
Article 7 of the New York Public Officers Law (hereinafter referred to as the
“Open Meetings Law”).
b.
Annual Meetings. An Annual Meeting shall be held in the month of June of each
year for the purpose of electing Trustees, making and receiving reports on
corporate affairs, and transacting such other business as comes before the
meeting.
c.

Regular Meetings. A minimum of twelve (12) Regular Meetings shall be held
each year on dates determined by the Board.

d.

Special Meetings. A Special Meeting shall be held at any time called by the
President, or by any Trustee upon written demand of not less than one-half of the
entire Board.

e.

Adjournment. A majority of the Trustees present at a meeting, whether or not a
quorum, may adjourn the meeting to another time and place.

f.

Notices. Written notices to Trustees of Board Meetings, including annual, regular
and special meetings, shall be given to the public in a manner consistent with the
Open Meetings Law as follows:
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i. Annual Meetings and Regular Meetings may be held without notice if the Bylaws or the Board
fix the time and place of such meetings.

ii. Special Meetings shall be held upon four days notice by first-class mail or 48 hours notice
delivered personally or by telephone, facsimile or e-mail. Notice will be deemed
sufficient when deposited in the United States mail, addressed to the recipient at
the address shown for the recipient in the School’s records, first-class postage
prepaid; when personally delivered in writing to the recipient; or when faxed,
e-mailed, or communicated orally, in person or by telephone, to the Trustee or to
a person whom it is reasonably believed will communicate it promptly to the
Trustee.

3.

g.

Waiver of Notice. Notice of a meeting need not be given to a Trustee who signs
a waiver of notice or written consent to holding the meeting or an approval of the
minutes of the meeting, whether before or after the meeting, or attends the
meeting without protest prior to the meeting or at its commencement, of the lack
of notice. The Secretary shall incorporate all such waivers, consents and
approvals into the minutes of the meeting.

h.

The Board will conduct meetings in compliance with New York Open Meetings
Law. The Board may enter into Executive Session under circumstances
permitted in the New York Open Meetings Law upon a majority vote.

ACTION BY THE BOARD.
a. Quorum. Unless otherwise required by law, a simple majority of the entire Board of
Trustees shall constitute a quorum for the transaction of any business or of any
specified item of business. Trustees other than those participating in-person or by
live video-conferencing shall not vote. To the extent that there may be any conflict
between any provision of these bylaws and the Open Meetings Law, the Open
Meetings Law shall control.

b. Action by the Board.
i. Actions Taken at Board Meetings. Except as otherwise provided by statute or by these
Bylaws, the vote of a majority of the Board present at the time of the vote, if a
quorum is present at such time, shall be the act of the Board. If at any meeting of
the Board there shall be less than a quorum present, the Trustees present may
adjourn the meeting until a quorum is obtained.
ii. Board Participation by Other Means. In all events, a quorum of Trustees must be present to
lawfully conduct a Board Meeting of the School. To the extent permitted by Article 7
of the Public Officers Law, trustees participating by other means may be counted
toward achieving a quorum. Trustees participating by means of videoconferencing
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shall do so from a site at which the public may attend, listen, and observe. Once a
quorum is present, additional Trustees may participate in a Board meeting through
conference telephone or similar communication equipment, provided that all
Trustees participating in such meeting can hear one another and there is no
objection from any Trustee or any person in the public audience. Trustees other than
those in-person or participating by live video-conferencing shall not vote.
4.

COMMITTEES.
a.
Appointment of Committees. The Board may create committees for any purpose,
and the Chairperson of the Board shall appoint members to and designate the
chairs of such committees. Committee members serve at the pleasure of the
Chairperson of the Board.
b.

Standing Committees. The Board shall have the following standing committees:
i. Finance Committee. The Finance Committee will coordinate the Board’s
financial oversight responsibilities. The Finance Committee will be chaired
by the Treasurer. Additional members of the Finance Committee will be
appointed by the Chairperson of the Board.
ii. Educational Accountability Committee. The Educational Accountability
Committee will oversee assessment and performance measures, maintain
school records and public documents, and produce an annual report
assessing overall educational performance.
iii. Executive Committee. The Executive Committee will address matters
requiring urgent attention and facilitate the overall effectiveness of the Board.
Until a personnel committee is established the Executive Committee will
oversee employee grievance procedures and the evaluation of school
leadership.
iv. Personnel Committee. The Personnel Committee will address matters
regarding human resources and assets, selection and development of school
personnel.

c.

Authority of Board Committees. The Chairperson of the Board may delegate to a
Board committee any of the authority of the Board, except with respect to the
election of Trustees, filling vacancies on the Board or any committee which has
the authority of the Board, amendment or repeal of Bylaws or the adoption of new
Bylaws, and the appointment of other committees of the Board, or the members
of the committees.

d.

Procedures of Committees. The Board may prescribe the manner in which the
proceedings of any Board Committee are to be conducted. In the absence of
such prescription, a Board Committee may prescribe the manner of conducting
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its proceedings, except that the regular and special meetings of the Committee
are subject to the provisions of these Bylaws and the Open Meetings Law with
respect to the calling of meetings.
5. PERFORMANCE OF DUTIES. Each Trustee shall perform all duties of a Trustee, including
duties on any Board Committee, in good faith and with that degree of diligence, care and skill,
including reasonable inquiry, as an ordinarily prudent person in a like position would use under
similar circumstances. In performing the duties of a Trustee, a Trustee shall be entitled to rely
on information, opinions, reports or statements, including financial statements and other
financial data, presented or prepared by:
a.
One or more Officers or employees of the School whom the Trustee believes to
be reliable and competent in the matters presented;
b.

Legal counsel, public accountants or other persons as to matters that the Trustee
believes are within that person’s professional or expert competence; or

c.

A Board Committee on which the Trustee does not serve, duly designated in
accordance with a provision of the School’s Charter or Bylaws, as to matters
within its designated authority, provided the Trustee believes the Committee
merits confidence and the Trustee acts in good faith, requisite degree of care,
and after reasonable inquiry when the need is indicated by the circumstances,
and without knowledge that would cause such reliance to be unwarranted.

6. INVESTMENTS. In investing and dealing with all assets held by the School for investment,
the Board shall exercise the standard of care of a reasonably prudent person and shall consider
among other relevant considerations the long and short term needs of the School in carrying out
its purposes, including its present and anticipated financial requirements. The Board may
delegate its investment powers to others, provided that those powers are exercised within the
ultimate direction of the Board.
7. INSPECTION. Every Trustee has the right to inspect and copy all books, records, and
documents of every kind and to inspect the physical properties of the School, provided that such
inspection is conducted at a reasonable time after reasonable notice to the Chairperson and/or
Vice Chairperson, and provided that such right of inspection and copying is subject to the
obligation to maintain the confidentiality of the reviewed information, in addition to any
obligations imposed by any applicable federal, state or local law.
8. PARTICIPATION. Every Trustee has the right to participate in the discussion of and vote on
all issues before the Board or any Board Committee, except that any Trustee shall be excused
from the discussion and vote on any matter involving such Trustee relating to: (a) a related party
transaction; (b) a conflict of interest; (c) indemnification of that Trustee uniquely; or (d) any other
matter at the discretion of a two-thirds majority of the Trustees then present.

Request 14e-7

9. CONFIDENTIALITY. Every Trustee has a duty to maintain the confidentiality of all Board
actions that are not required by law to be open to the public, including discussions and votes
which take place at any meetings of the Board.
ARTICLE IV. OFFICERS
1. OFFICERS. The Officers of the School consist of a Chairperson, Vice-Chairperson, a
Secretary and a Treasurer. The School also may have such other officers as the Board deems
advisable.
2.
CHAIRPERSON. Subject to Board control, the Chairperson has general supervision,
direction and control of the affairs of the School, and such other powers and duties as the Board
may prescribe. If present, the Chairperson shall preside at Board meetings.
3. VICE-CHAIRPERSON. If the Chairperson is absent or disabled, the Vice Chairperson shall
perform all the Chairperson’s duties and, when so acting, shall have all the Chairperson’s
powers and be subject to the same restrictions. The Vice Chairperson shall have other such
powers and perform such other duties as the Board may prescribe.
4. SECRETARY. The Secretary shall: (a) keep or cause to be kept, at the School’s principal
office, or such other place as the Board may direct, a book of minutes of all meetings of the
Board and Board Committees, noting the time and place of the meeting, whether it was regular
or special (and if special, how authorized), the notice given, the names of those present, and the
proceedings; (b) keep or cause to be kept a copy of the School’s Charter and Bylaws, with
amendments; (c) give or cause to be given notice of the Board and Committee meetings as
required by the Bylaws; and (d) have such other powers and perform such other duties as the
Board may prescribe.
5. TREASURER. The Treasurer shall: (a) keep or cause to be kept adequate and correct
accounts of the School’s properties, receipts and disbursements; (b) make the books of account
available at all times for inspection by any Trustee; (c) deposit or cause to be deposited the
School’s monies and other valuables in the School’s name and to its credit, with the
depositories the Board designates; (d) disburse or cause to be disbursed the School’s funds as
the Board directs; (e) render or cause to be rendered to the Chairperson and the Board, as
requested but no less frequently than once every fiscal year, an account of the School’s
financial transactions and financial condition; (f) prepare or cause to be prepared any reports on
financial issues required by an agreement on loans; (g) serve as Chairperson of the Finance
Committee; and (h) have such other powers and perform such other duties as the Board may
prescribe.
6. ELECTION. The Board shall elect the Officers annually at the Annual Meeting or a Regular
Meeting designated for that purpose or at a Special Meeting called for that purpose, except that
Officers appointed to fill vacancies shall be elected as vacancies occur. A Trustee may hold
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any number of offices, except that neither the Secretary nor Treasurer may serve concurrently
as the Chairperson.
7. TERM. Each Officer serves at the pleasure of the Board, holding office until resignation,
removal or disqualification from service, or until his or her successor is elected. The Board may
remove any Officer, either with or without cause, at any time. Any Officer may resign at any
time by giving written notice to the Board, the resignation taking effect upon receipt of the notice
or at a later date specified in the notice.
ARTICLE V. LIABILITY AND INDEMNIFICATION
1.
NON-LIABILITY. The Trustees shall not be personally liable for the School’s debts,
liabilities or other obligations. None of the School’s current or former Officers or Trustees shall
be liable, directly or indirectly, to the School for any act or omission taken or omitted by such
person in good faith, provided that such act or omission did not constitute gross negligence,
fraud or willful violation of the law or a breach a duty of loyalty to the School.
2.
INDEMNIFICATION. The School may, to the fullest extent now or hereafter permitted by
applicable law indemnify any person made, or threatened to be made, a party to any action or
proceeding by reason of the fact that he, his testate or intestate was a Trustee, Officer, Director
or Co-Director, employee or agent of the School, against judgments, fines, amounts paid in
settlement and reasonable expenses, including attorneys’ fees.
ARTICLE VI. RELATED PARTY TRANSACTIONS
1.
RELATED-PARTY TRANSACTIONS. The School shall not engage in any related party
transactions, except as approved by the Board. “Related party transaction” means a transaction
to which the School is a party and in which one or more of the Trustees has a material financial
interest. Notwithstanding this definition, the following transaction is not a related party
transaction, and is subject to the Board’s general standard of care:
A transaction which is part of a public or charitable program of the School, if the transaction
(a)
is approved or authorized by the Board in good faith and without unjustified
favoritism; and
(b)
results in a benefit to one or more Trustees or their families because they are in a
class of persons intended to be benefited by the program.
ARTICLE VII. OTHER PROVISIONS
1.
FISCAL YEAR. The fiscal year of the School begins on July 1 of each year and ends
June 30 of the following year.
2.
EXECUTION OF INSTRUMENTS. Except as otherwise provided in these Bylaws, the
Board may adopt a resolution authorizing any Officer or agent of the School to enter into any
contract or execute and deliver any instrument in the name of or on behalf of the School. Such
authority may be general or confined to specific instances. Unless so authorized, no Officer,
Request 14e-9

agent or employee shall have any power to bind the School by any contract or engagement, to
pledge the School’s credit, or to render it liable monetarily for any purpose or any amount.
3.
CHECKS AND NOTES. Except as otherwise specifically provided by Board resolution,
checks, drafts, promissory notes, orders for the payment of money, and other evidence of
indebtedness of the School may be signed by the Chairperson, the Executive Director of the
School or Co-Director, if any, or the Treasurer. In the instance that the School utilizes a fiscal
sponsor, check requests must be made in writing to the fiscal sponsor by those same
individuals. Check requests for amounts of $10,000.00 or greater must be signed by two (2) of
these individuals.
4.
CONSTRUCTION AND DEFINITIONS. The general provisions, rules of construction,
and definitions contained in the Not-for-Profit School Law and the Education Law shall govern
the construction of these Bylaws. Without limiting the generality of the foregoing, words in these
Bylaws shall be read as the masculine or feminine gender, and as the singular or plural, as the
context requires, and the word “person” includes both a corporation and a natural person. The
captions and headings in these Bylaws are for reference and convenience only and are not
intended to limit or define the scope or effect of any provisions. Whenever any provision of the
Bylaws is in conflict with the provisions of the Charter, the provisions of the Charter shall control.
5.
CONFLICTS OF INTEREST. Any Trustee, Officer, or Committee member having an
interest in a contract, other transaction or program presented to or discussed by the Board or
Board Committee for authorization, approval, or ratification shall make a prompt, full and frank
disclosure of his or her interest to the Board or Committee prior to its acting on such contract or
transaction. Such disclosure shall include all relevant and material facts known to such person
about the contract or transaction that may reasonably be construed to be adverse to the
School’s interest.
The Board may adopt formal policies requiring regular annual statements from Trustees,
Officers and key employees to disclose existing and potential conflicts of interest; and corrective
and disciplinary actions with respect to transgressions of such policies. For the purpose of this
section, a person shall be deemed to have an “interest” in a contract or other transaction if he or
she is the party (or one of the parties) contracting or dealing with the School, or is a Director or
Co-Director, Trustee or Officer of, or has a significant financial or influential interest in the entity
contracting or dealing with, the School.

Request 14e-10

R-14f - Code of Ethics
CQA II will be governed by the CQA board of trustees, which has adopted the following
Code of Ethics.

Introduction
The Central Queens Academy Charter School (“CQA”) is committed to integrity as the
fundamental guiding principle for members of the Board of Trustees (“Board”), officers,
and staff. The Board of Trustees has adopted this Code of Ethics (“Code”) to specify
certain rules and policies applicable to the maintenance of this commitment. All
trustees, officers, and staff are expected to comply with the letter and spirit of this Code.
While no Code can anticipate every situation that may arise, this Code is designed to
remind trustees, officers, and staff of their general ethical requirements so that CQA’s
activities are conducted in accordance with the highest standards of integrity. Trustees,
officers and staff are expected to conduct themselves accordingly and seek to avoid
even the appearance of improper behavior. CQA may establish additional principles,
rules or policies from time to time.
Guiding Principles
1.

The Board shall conduct or direct the affairs of CQA and exercise its powers
subject to the applicable limitations of the Education Law, Not-for-Profit
Corporation Law, CQA’s charter and its bylaws. The Board may delegate
aspects of the management of school activities to others, so long as the affairs of
the school are managed, and its powers are exercised, under the Board's
ultimate jurisdiction.

2.

Trustees, officers and staff shall obey all applicable laws and regulations, and
shall act with integrity, honesty, diligence and good faith.

3.

Trustees, officers, or employees of any single organization shall hold no more
than 40 percent of the total seats comprising the Board of Trustees.

4.

Trustees will disclose when they have a financial, organizational, or personal
interest in a matter before the Board.
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5.

Trustees will abstain from voting on matters in which they may have a financial,
organizational or personal interest.

6.

No trustee, officer, individual or employee of a for-profit corporation, limited
liability company, or partnership having a business relationship with CQA
involving the provision of educational management services to CQA shall serve
as a voting member of the Board of Trustees.

7.

Not more than 40 percent of the people serving on CQA’s Board of Trustees may
be comprised of: (a) people currently being compensated by CQA for services
rendered to it within the previous 12 months, whether as a full-time or part-time
employee, independent contractor or otherwise; or (b) any sister, brother,
ancestor, descendant, spouse, sister-in-law, brother-in-law, daughter-in-law,
son-in-law, mother-in-law or father-in-law of any such person.

8.

Trustees, officers and staff shall make all appropriate financial disclosures
whenever a grievance of conflict of interest is lodged against them.

9.

Trustees, officers and staff may never ask a subordinate, a student, or a parent
of a student to work on or give to any political campaign.

10.

All trustees, officers and staff shall seek to avoid potential conflicts of interest in
personal and in professional relationships, and shall timely disclose potential
conflicts of interest to appropriate supervisory personnel and/or other applicable
CQA officials in accordance with CQA policies. In addition, all trustees, officers
and staff shall fully cooperate in the management of any potential conflicts of
interest. In addition, trustees, officers and senior staff shall fully comply with
CQA’s Conflict of Interest Policy.

11.

The CQA adheres to a code of fair dealing in all its activities. The CQA, its
trustees, officers, and staff shall deal fairly and honestly with those who are
affected by their actions and shall treat others as they would expect to be
treated. Trustees, officers, and staff shall not seek to take unfair advantage
through manipulation, concealment, abuse of privileged information or
misrepresentation of material fact.

12.

The CQA shall undertake only those activities that shall withstand public scrutiny
and shall not pursue any course of action that involves a violation of the law or
these principles.
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13.

The CQA shall promote relationships based on mutual trust and respect and
shall provide an environment in which individuals may question a practice without
fear of adverse consequences.

14.

Trustees, officers, and staff shall promote ethical behavior and an environment
that encourages confidential reporting to appropriate persons of any observation
or reasonable suspicion of illegal or unethical behavior. It is the policy of CQA
not to permit retaliation for reports of possible misconduct made in good faith.

15.

Trustees, officers, and staff shall keep private all information that is confidential
to CQA. Confidential information includes all non-public information that might
be harmful to CQA or any of its projects if disclosed.

16.

Trustees, officers, and shall reward and recognize accomplishments without
regard to race, gender, family or other close relationships, sexual orientation or
religion.

17.

Trustees, officers, and staff owe a duty to CQA to advance its interests when the
opportunity to do so arises, and shall not use CQA’s property or information for
personal gain.

18.

Trustees, officers, and staff shall make every reasonable effort to ensure that
CQA’s assets are used responsibly.

19.

Trustees, officers, and staff may not accept gifts, meals, honoraria, business
contracts or entertainment from persons or organizations where the gift, meal,
honorarium, business contract or entertainment is offered in order to influence
CQA’s work, or where acceptance of the gifts, meals, honoraria, business
contracts or entertainment could create the appearance of such influence.
Trustees, officers and staff shall not accept any gift(s), including, without
limitation, meals, in excess of $50 aggregated per year from persons doing
business with CQA.

Enforcement
Upon discovery of Code violations, the Board shall determine appropriate corrective
actions to be taken. Such actions shall be reasonably designed to deter wrongdoing
and to promote accountability for adherence to the Code. In determining what action is
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appropriate in a particular case, the Board shall take into account all relevant
information, including the nature and severity of the violation, whether the violation
appears to have been intentional or inadvertent or whether the individual should have
known that the conduct was a violation, and whether the individual in question had been
advised prior to the violation as to the proper course of action.
Conflict of Interest Policy of the Central Queens Academy Charter School
Article I:
Purpose
The purpose of this Conflict of Interest Policy is to protect CQA’s interest when it
is contemplating entering into a transaction or arrangement that might benefit the
private interest of an officer or trustee or senior employee of CQA, or might result in a
possible excess benefit transaction. This policy is intended to supplement but not
replace any applicable state and federal laws governing conflict of interest applicable to
nonprofit and charitable organizations.
Article II
Definitions
1. Interested Person
Any trustee, officer, or senior employee, or other individual as designated by the
CQA Board of Trustees (“Board”) from time to time, who has a direct or indirect financial
interest, as defined below, is an interested person.
2. Financial Interest
A person has a financial interest if the person has, directly or indirectly, through
business, investment, or family:
a. An ownership or investment interest in any entity with which CQA has a
transaction or arrangement,
b. A compensation arrangement with CQA or with any entity or individual
with which CQA has a transaction or arrangement, or
c. A potential ownership or investment interest in, or compensation arrangement
with, any entity or individual with which CQA is negotiating a transaction or
arrangement.
Compensation includes direct and indirect remuneration as well as gifts or favors
that are not insubstantial.
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A financial interest is not necessarily a conflict of interest. Under Article III,
Section 2, a person who has a financial interest may have a conflict of interest only if
the Board or appropriate governing committee (e.g., Ethics Committee) (“Committee”)
determines that a conflict of interest exists.
Article III
Procedures
1. Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must
disclose the existence of the financial interest and be given the opportunity to disclose
all material facts to the Board or Committee considering the proposed transaction or
arrangement.
2. Determining Whether a Conflict of Interest Exists
After disclosure of the financial interest and all material facts, and after any discussion
with the interested person, he/she shall leave the meeting while the determination of a
conflict of interest is discussed and voted upon. The remaining Board and Committee
members shall decide if a conflict of interest exists.
3. Procedures for Addressing the Conflict of Interest
a. An interested person may make a presentation to the Board or Committee, but
after the presentation, he/she shall leave the meeting during the discussion of,
and the vote on, the transaction or arrangement involving the possible conflict of
interest.
b. The chairperson of the Board or Committee shall, if appropriate, appoint a
disinterested person or committee to investigate alternatives to the proposed
transaction or arrangement.
c. After exercising due diligence, the Board or Committee shall determine whether
CQA can obtain with reasonable efforts a more advantageous transaction or
arrangement from a person or entity that would not give rise to a conflict of
interest.
d. If a more advantageous transaction or arrangement is not reasonably possible
under circumstances not producing a conflict of interest, the Board or Committee
shall determine by a majority vote of the disinterested trustees whether the
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transaction or arrangement is in CQA’s best interest, for its own benefit, and
whether it is fair and reasonable. In conformity with the above determination it
shall make its decision as to whether to enter into the transaction or
arrangement.
4. Violations of the Conflicts of Interest Policy
a. If the Board or Committee finds that reasonable cause exists to believe an
individual subject to this policy has failed to disclose actual or possible conflicts
of interest, it shall inform the individual of the basis for such belief and afford the
individual an opportunity to explain the alleged failure to disclose.
b. If, after hearing the individual’s response and after making further investigation
as warranted by the circumstances, the Board or Committee determines the
individual has failed to disclose an actual or possible conflict of interest, it shall
take appropriate disciplinary and corrective action.
Article IV
Records of Proceedings
The minutes of the governing board and all committees with board delegated powers
shall contain:
a. The names of the persons who disclosed or otherwise were found to have a
financial interest in connection with an actual or possible conflict of interest, the
nature of the financial interest, any action taken to determine whether a conflict of
interest was present, and the governing board’s or committee’s decision as to
whether a conflict of interest in fact existed.
b. The names of the persons who were present for discussions and votes relating to
the transaction or arrangement, the content of the discussion, including any
alternatives to the proposed transaction or arrangement, and a record of any
votes taken in connection with the proceedings.
Article V
Compensation
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a. A voting member of the governing board who receives compensation, directly or
indirectly, from CQA for services is precluded from voting on matters pertaining
to that member’s compensation.
b. A voting member of any committee whose jurisdiction includes compensation
matters and who receives compensation, directly or indirectly, from CQA for
services is precluded from voting on matters pertaining to that member’s
compensation.
c. No voting member of the governing board or any committee whose jurisdiction
includes compensation matters and who receives compensation, directly or
indirectly, from CQA, either individually or collectively, is prohibited from
providing information to any committee regarding compensation.
Article VI
Annual Statements
Each trustee, officer and other individual subject to this policy shall annually sign
a statement, a copy of which follows this code, which affirms that such person:
a. Has received a copy of the conflicts of interest policy,
b. Has read and understands the policy,
c. Has agreed to comply with the policy, and
d. Understands CQA is charitable and in order to maintain its federal tax exemption
it must engage primarily in activities which accomplish one or more of its
tax-exempt purposes.
Article VII
Periodic Reviews
To ensure CQA operates in a manner consistent with charitable purposes and
does not engage in activities that could jeopardize its tax-exempt status, periodic
reviews shall be conducted. The periodic reviews shall, at a minimum, include the
following subjects:
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a. Whether compensation arrangements and benefits are reasonable, based on
competent survey information, and the result of arm’s length bargaining.
b. Whether partnerships, joint ventures, and arrangements with management
organizations conform to CQA’s written policies, are properly recorded, reflect
reasonable investment or payments for goods and services, further charitable
purposes and do not result in inurement, impermissible private benefit or in an
excess benefit transaction.
Article VIII
Use of Outside Experts
When conducting the periodic reviews as provided for in Article VII, CQA may use
outside advisers. If outside experts are used, their use shall not relieve the governing
board of its responsibility for ensuring periodic reviews are conducted.
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THE CENTRAL QUEENS ACADEMY CHARTER SCHOOL (“CQA”)
ANNUAL STATEMENT REGARDING CONFLICTS OF INTEREST

I, the undersigned,
a.

Have received a copy of CQA’s Conflicts Of Interest Policy;

b.

Have read and understand the Policy,

c.

Have agreed to comply with the Policy, and

d.

Understand CQA is charitable and in order to maintain its federal tax exemption it
must engage primarily in activities which accomplish one or more of its
tax-exempt purposes.

________________
Date

____________________________________
Signature
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R-14g - Complaint Policy
CQA II’s complaint policy will replicate CQA’s policy which is set forth in the Student and
Family Handbook attached in Request 10 above, starting on internal page 34.
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FOR INSTITUTE USE ONLY
FILING FOR SCHOOL
YEAR: __________________
DATE RECEIVED: _______

DISCLOSURE OF FINANCIAL INTEREST
BY A NOT-FOR-PROFIT CHARTER SCHOOL
EDUCATION CORPORATION TRUSTEE
1. Name of education corporation: Central Queens Academy
2. Trustee’s name (print): Jonathan D. Blattmachr
3. Position(s) on board, if any: (e.g., chair, treasurer, committee chair, etc.): N/A
4. Home address:
5. Business Address:

1

6. Daytime phone:
7. E-mail: jon
8. Is Trustee an employee of the education corporation? ____Yes. X No. If you checked yes,
please provide a description of the position you hold, your salary and your start date.
_____________________________________________________________________________
9. Identify each interest/transaction (and provide the requested information) that you or any of
your immediate family members have held or engaged in with the education corporation during
the prior school year. If there has been no such financial interest or transaction, please write
“None.” Please note that if you answered yes to Question 8, you need not disclose again your
employment status, salary, etc.

Date(s)

Nature of Financial
Interest/Transaction

Steps Taken to Avoid a
Conflict of Interest, (e.g.,
did not vote, did not
participate in discussion)

Identity of Person Holding
Interest or Engaging in
Transaction (e.g., you and/or
immediate family member
(name))

None
Please write “None” if applicable. Do not leave this space blank.

10. Identify each individual, business, corporation, union association, firm, partnership, committee
proprietorship, franchise holding company, joint stock company, business or real estate trust,
non-profit organization, or other organization or group of people doing business with the

education corporation and in which such entity, during the preceding school year (July 1 – June
30), you and/or your immediate family member(s) had a financial interest or other relationship.
If you are a member, director, officer or employee of an organization formally partnered with
the education corporation that is doing business with the education corporation through a
management or services agreement, you need not list every transaction between such entity
and the education corporation that is pursuant to such agreement; rather, please identify only
the name of the entity, your position in the entity as well as the relationship between such
entity and the education corporation. If there was no financial interest, please write “None.”
Entity
Conducting
Business with
the Education
Corporation

Nature of
Business
Conducted

Approximate
Value of the
Business
Conducted

Name of Trustee and/or
Immediate Family Holding an
Interest in the Entity
Conducting Business with the
Education Corporation and
the Nature of the Interest

Steps Taken to
Avoid Conflict
of Interest

None

Please write “None” if applicable. Do not leave this space blank.

11/1/2016
Date

/s/ Jonathan D. Blattmachr
Signature

Form Revised November 16, 2015
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Request for Information from
Prospective Charter School Education Corporation Trustee
FORM
Please provide the following information.
Background
1. Name of charter school education corporation for which you intend to serve as a trustee.
Central Queens Academy
2. Full name: Jonathan Douglas Blattmachr
Home Address:
Business Name and Address:
Home telephone No.:
Work telephone No.:
E-mail address:
3. A brief educational and employment history (you may attach a resume):
x Resume attached.
4. Please affirm that you will be at least 18 years old by the date of appointment to the
education corporation’s board. x I affirm.
5. Please indicate whether you currently or have previously served on a board of a school
district, another charter school education corporation, a non-public school or any not-forprofit corporation (to the extent not otherwise indicated in your response to Item 3, above).
Yes, .
x Does not apply to me.
6. Please indicate if you have ever been convicted of a misdemeanor related to honesty or
trustworthiness, or a felony. If the answer to this question is yes, please provide details of
Yes, .
the offense, the date, disposition, etc. x Does not apply to me.
7. Please indicate if you have ever entered into a settlement agreement, consent decree,
adjournment in contemplation of dismissal, assurance of discontinuance or other, similar
agreement with the Securities Exchange Commission, Internal Revenue Service, the U.S.
attorney general or the attorney general of any state, a U.S. or district attorney or any other
law enforcement or regulatory body concerning the discharge of your duties as a board
member of a for-profit or not-for profit entity or as an executive of such entity. If the
answer to this question is yes, please provide details of the agreement.
x Does not apply to me.
Yes, .

C:\Users\jblattmachr\Documents\Personal\CQA\Potential-Trustee-Request-for-Information-Form.docx

Conflicts
8. Please indicate whether you or your spouse knows any of the other charter school
education corporation trustees, or prospective or former trustees. If so, please indicate the
I / we do not know any such trustees. x Yes, My
precise nature of your relationship.
wife is friends with board member and founding trustee Pei Pei Chang de Castro. They have
been friends for approximately 10 years and are now co-workers at the New York State Joint
Commission on Public Ethics.
9. Please indicate whether you or your spouse knows any person who is, or has been in the
last two years, an employee of the education corporation. If so, indicate the precise nature
of your relationship.
Yes, .
x I / we do not know any such employees.
10. Please indicate whether you or your spouse knows anyone who is doing, or plans to do,
business with the education corporation or any of the schools it has the authority to
operate (whether as an individual or as a director, officer, employee or agent of an entity).
If so, indicate and describe the precise nature of your relationship and the nature of the
business that such person or entity is transacting or will be transacting with the education
Yes, .
corporation. x I / we do not know any such persons.
11. Please indicate if you, your spouse or other immediate family members anticipate
conducting, or are conducting, any business with the education corporation or any school it
has the authority to operate. If so, please indicate the precise nature of the business that is
being or will be conducted. x I / we do not anticipate conducting any such business.
Yes, .
12. If the education corporation or any of the schools it has the authority to operate contracts
with an educational service provider (a management company, whether for-profit or notfor-profit), please indicate whether you or your spouse know any employees, officers,
owners, directors or agents of that provider. If the answer is in the affirmative, please
describe any such relationship.
Not applicable because the education corporation does not contact with a management
company or charter management organization.
x I / we do not know any such persons.
Yes, .
13. If the education corporation or any of the schools it has the authority to operate contracts
with an educational service provider, please indicate whether you, your spouse or other
immediate family members have a direct or indirect ownership, employment, contractual or
management interest in the provider. For any interest indicated, please provide a detailed
N/A. x I / we have no such interest.
Yes, .
description.
14. If the education corporation or any of the schools it has the authority to operate is
partnered with an educational service provider, please indicate if you, your spouse or other
immediate family member anticipate conducting, or are conducting, any business with the
provider. If so, please indicate the precise nature of the business that is being or will be
N/A. x I / we or my family do not anticipate conducting any such business.
conducted.
Yes, .
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15. Please indicate whether you, your spouse or other immediate family members are a
director, officer, employee, partner or member of, or are otherwise associated with, any
organization which filed an application in conjunction with the education corporation or any
of the schools it has the authority to operate, i.e., is partnered with the education
corporation. (For the identity of all such organizations, please consult with the chair of the
board.) To the extent you have provided this information in response to prior items, you
Yes, .
may so indicate. x Does not apply to me, my spouse or family.
16. Please indicate any potential ethical or legal conflicts of interests that would, or are likely to,
exist should you be approved for service on the education corporation board. Please note
that being a parent of a school student, serving on another charter school’s board or being
employed by the school are conflicts that should be disclosed, but do not make you
Yes, .
automatically ineligible to serve as a trustee. x None.
17. Please indicate how you would handle a situation in which you believe one or more
members of the education corporation’s board are involved in self-dealing (working for
their own benefit, or the benefit of their friends and family). Please note that simply
confronting the involved trustee is not usually a sufficient answer. I would bring it to the
attention of the other board members and seek to launch an investigation and to alert the
relevant authorities of the potential impropriety.
Other
18. Please affirm that you have read the education corporation’s by-laws and conflict-ofinterest policies (Code of Ethics). x I affirm.
19. Please provide any other information that you feel pertinent to the SUNY Charter Schools
Institute’s review.

Certification

I, Jonathan Douglas Blattmachr, certify to the best of my knowledge and ability that the information
I am providing to the State University of New York/Charter Schools Institute in regards to my
application to serve as a member of the board of trustees of the Central Queens Academy is true
and correct in every respect.
/s/Jonathan Douglas Blattmachr
Signature

November 1, 2016
Date

Please submit this form with the RFI form to the Institute or via mail, facsimile or e-mail (in
PDF with signature) to:
SUNY Charter Schools Institute
41 State Street, Suite 700
Albany, New York 12207
(518) 445-4250 (phone)
(518) 320-1572 (fax)
charters@suny.edu (email)
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Request for Information
from
Prospective Not-For-Profit Charter School
Education Corporation Trustees
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State University of New York Board of Trustees

Updated: November 2015
SUNY Charter Schools Institute
41 State Street, Suite 700
Albany, New York 12207

(518) 445-4250 (phone)
(518) 320-1572 (fax)
www.newyorkcharters.org

INTRODUCTION
Serving on a public charter school education corporation board is a position of great trust and
responsibility. Trustees are charged with overseeing the education of all students enrolled in the each
school the not-for-profit education corporation has the authority to operate, the expenditure of public and
private monies directed to the school(s), and, if applicable, the oversight of any charter/education
management organization (“CMO/EMO”).
The State University of New York Board of Trustees (the “SUNY Trustees”) requires all new board
members be approved by it pursuant to the terms of the education corporation’s Charter Agreement. The
SUNY Charter Schools Institute (the “Institute”) carries out this responsibility for the SUNY Trustees through
this Request for Information (“RFI”) process. Accordingly, and in order to expedite the approval of new
board members, the Institute requests the prospective member to complete the following form and
provide answers to each of the items (and provide the certification indicated).
Only in very rare cases does the Institute reject properly approved prospective trustees who have
provided all information requested on this form. These cases are generally limited to prospective members
who would have severe conflicts of interest in fulfilling their fiduciary or other duties as an education
corporation board member, who are proposed to be seated in violation of the education corporation’s
charter or by-laws, or whose background evidences untrustworthiness, e.g., criminal record or a record of
financial dealings inimical to the public trust.
Pursuant to New York’s Freedom of Information Law (“FOIL”), any personal information listed on or
attached to this form (including the Charter School Trustee Contact Information form) that would
constitute an unwarranted invasion of personal privacy will not be disclosed (home address, email,
telephone number, etc.).

1

Quest ons re ated to conf ct of nterest may be addresses to the educat on corporat on’s counse or the Genera Counse of the
Inst tute.

there is a range) the board should do so at or prior to the time of the election of the proposed
trustee and clearly reflect same in the minutes. Note: the legal limits on board size are 5
minimum and 25 maximum, although best practice has shown boards of 13 or under to be
effective.
•

The board secretary or other administrator should review the following to determine the proper
qualification of the prospective board member:
o Charter Agreement section entitled “Governance; School Board; By-laws” (Section 2.2 in
recent charters) for the following:
§

compliance with the 40% rule (no more than 40% of the school board may
be affiliated with any single entity unless the school has received a waiver
from the SUNY); and

§

compliance with provisions prohibiting or restricting board membership for
persons associated with a CMO/EMO.

o Charter Agreement Exhibit A, “Additional Assurances and Terms,” if any, which may
contain restrictions on board membership or a waiver thereof;
o Charter Agreement Exhibit A, “Terms of Operation;”
o By-laws, which may:
§

§

§
§

state what type or “class” of trustee must be elected, e.g., parent, teacher
representative, community
member;
state any conditions that must be met prior to the election or nomination of a
proposed trustee (vote of the parent/teacher organization; vote of partner
organization, etc.);
direct how the trustee will be elected or appointed (super-majority vote, vote of
corporate member, etc.); and/or,
state how long the term of a trustee will be. When vacant seats are filled, the new
trustee serves for the remainder of the prior trustee’s term. When new seats are
created, the board, chairperson or other methodology in the by-laws may dictate
the length of the term, which may be staggered with other terms. It is good practice
for the secretary to keep a multi-year elections calendar to track each trustee’s
term.

The education corporation board or corporate member elects or appoints the prospective trustee at
a duly convened meeting of the applicable board with a quorum and following any by-laws restrictions on
elections such as super-majority provisions. The Institute will approve or reject such proposed trustee in
writing within 45 days of submission of all of the above required documentation (complete Request for
Information from Prospective Charter School Education Corporation Trustee (“RFI”) and evidence of proper
election (e.g., signed resolution or minutes reflecting vote). If the Institute takes no action within the 45

day period, the person may be seated as a school trustee. After the Institute approves a trustee in writing,
it will ask the education corporation for an updated list of trustees.
D. Responsible Tasks
•

•

•

•

Submit a signed copy of the resolution electing the prospective trustee or the signed minutes
showing such election to the Institute together with a Request for Information from
Prospective Charter School Education Corporation Trustee (RFI).
After each prospective trustee reviews the by-laws, code of ethics and any conflict of interest
policies of the education corporation, the board secretary or administrator should have each
prospective trustee complete a RFI form, which the education corporation or proposed
trustee must submit to the Institute.
After approval by the Institute, the board secretary or other administrator should inform the
new trustee of his or her official seating on the board. The trustee may now vote. The
education corporation must send an updated board list to the Institute.
As a reminder, the Education Corporation must notify the SUNY Trustees within five (5)
business days of any of the following education corporation trustee actions: removal;
resignation; expiration of term without re-election; or, otherwise leaving the education
corporation board.

Please submit this form with the RFI form to the Institute or via mail, facsimile or e-mail (in PDF with
signature) to:
SUNY Charter Schools Institute
41 State Street, Suite 700
Albany, New York 12207
(518) 445-4250 (phone)
(518) 320-1572 (fax)
charters@suny.edu (email)

Steven M. Rabinowitz
page two

EDUCATION
1983

J.D.

Columbia University Law School
New York, New York

1979

B.A.

Columbia College - Psychology
New York, New York

CATHY TSE

New York, NY 10023

EDUCATION
THE WHARTON SCHOOL, University of Pennsylvania
Master of Business Administration with Major in Finance

LEONARD N. STERN SCHOOL OF BUSINESS, New York University
Bachelor of Science with Major in Accounting and Minor in East Asian Studies

Philadelphia, PA
1996 - 1998
New York, NY
1988 - 1992

•

BA

University of Chicago, 1969

R-15 - District Relations
(a)

Relationship Strategies
As a community-driven public charter school, CQA seeks to be a positive contributor to
our home district, CSD 24, and our larger New York City public school community. In our first
charter term, CQA II will seek to partner with education and youth advocates throughout the
district.
One barrier to our full participation in programs such as the District-Charter Collaborative
is our current two-site operational format. Because the two sites housing our existing grades 5-8
are located approximately 15-20 minutes driving distance apart, a comprehensive observation
and visit of CQA’s program requires a significant logistical commitment. Similarly, we are
constrained in our ability to send staff to other programs because of our staffing ratios required
to operate in two sites. We expect that CQA II will not encounter the same challenges in that we
believe, as discussed more fully in section 16 below, we expect to identify a private facility that
will house all of CQA II’s grades and provide sufficient space for improved collaboration and
partnership with CSD 24.
(b)

School Partnerships

CQA will seek to partner with surrounding traditional and charter public schools serving
similar school communities in furtherance of strengthening our own teaching and learning as
well as sharing any best practices we have developed.
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R-16ac - Facilities
(a) Facility Needs
Over our initial seven years of searching for suitable school space inside CSD 24’s
overcrowded environment, CQA has developed a strong understanding of our ideal real estate
program needs together with the financial viability to support such a program. We have also
developed a strong facilities maintenance capability by operating our school in two separate
leased locations. To date we have examined about 40 sites using internal and external
resources to gauge viability for expansion.
CQA II’s ideal scenario envisions approximately 70,000 square feet of school space to
accommodate two schools, ES (K-4) and MS(5-8). The two schools would share common
spaces such as cafeteria and gymnasium but would otherwise be organized and designed as
completely separate schools. Together, the student enrollment would total 900 students in
grades K-4 and 5-8.
A second scenario would be separate elementary and middle school buildings of
approximately 35,000 to 45,000 square feet each. The economics of this scenario are more
challenging, but we have identified viable sites and construction models as discussed below.
At a minimum we would require space that would accommodate the following in a
shared building that houses both a middle school 5-8 and a lower school of k-4:
Middle School (5-8)
● # middle school classroom count: 6 for core subjects in MS, 2 additional special
classrooms.
○ ELA (2)
○ Math
○ Science
○ HSS
○ IDS
○ Art / Music
● Breakout rooms for SGI and Intervention (1-2 per grade)
● Guidance Counselor offices (minimum 2 FTE per 200 students)
Elementary School (K-4)
● # elementary school classrooms:
○ 4 self-contained classroom per 100 students; 2 special rooms for Art and Music.
● Breakout rooms for SGI and Intervention (1-2 per grade)
All
● Cafeteria sufficient to seat 300 for meals with warming pantry for School Foods and
servery
● Gymnasium of minimum middle school regulation with seating and stage for performing
arts
● Afterschool / Enrichment Program Storage and Administrative offices
● Administrative offices with conference space
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●
●
●
●
●

Teacher Lounge
Copy, custodial and storage closets throughout
Student bathrooms
Adult-specific bathrooms
Nurse’s Office

(b) Facility Selection
Based on an exhaustive and ongoing search within CSD 24, CQA believes we can
identify suitable space for CQA II within the district, either in a standalone facility or as part of a
mixed-use development.
Some representative real estate opportunities inside CSD 24 include:
● 20,000 square feet inside existing school space; maximum 300 students
(Elmhurst).
● 40,000 square feet development site; 400 students (Elmhurst).
● 45,000 square feet inside of a mixed-use commercial development; maximum
500 students (Sunnyside).
● 80,000 square feet inside of mixed-use commercial development; maximum 900
students (Woodside).
CQA’s existing leaseholds totaling 28,000 square feet of school space would also be
available for CQA II. The restrictive size and location of the buildings, however, present
challenges for long-term usage.
(c) Conflict of Interests
CQA II will ensure full compliance with our Code of Ethics and all relevant other
regulatory authority. We do not anticipate any conflict of interests to arise in any of our
prospective facilities dealings.
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R-16d - Facilities Documents
CQA does not have any documents responsive to this request at this time.
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R-17 - Food Services
Replicating CQA’s food services procedures, CQA II shall make available to students
breakfast, lunch, and often a morning and/or afternoon snack. When/if school begins after 8:00
am or ends before 12:30 pm, CQA reserves the right to determine which meals and/or snacks to
serve in compliance with federal guidelines.
CQA II will receive its meals for students through the Office of School Food and Nutrition
Services (OSNFS) of the NYCDOE. All students attending CQA are eligible for meals provided
at the facility. Breakfast, lunch and an afternoon snack will be served each day that school is in
session. Meals will be in compliance with NYCDOE regulations. Students can opt to bring their
own lunch and not participate in the school lunch program. Where meals are prepared and
served will be determined when the facility is secured.
CQA II will investigate other vendors who can provide healthy and appetizing menus for
breakfast, lunch and snack to the school's students. The factors that will guide CQA II's
decision to contract with an outside vendor and/or operate its own kitchen to provide meals will
include, but not be limited to, cost, adherence to federal guidelines for free and reduced lunch,
health and safety of children and workers, and menu choices.
CQA II expects that the many of its students will be eligible to receive free and reduced
price meals based on their parents’ income levels, an estimated 85% based on CQA’s
experience. The following website provides the eligibility guidelines for free and reduced-lunch
http://www.fns.usda.gov/cnd/Governance/notices/iegs/IEG05-06.pdf.
In order to receive these benefits, the parents of eligible students must complete and
return the Family Application for Free and Reduced Price School Meals (SD 1041 form) that
CQA will provide to parents upon enrollment in the school. CQA will provide the application,
online at http://www.opt-osfns.org/osfns/Mealsapp/forms reduced.aspx, in all available 15
languages and will offer assistance to parents if requested. As soon as possible, this form must
will be returned to CQA and then will be reviewed by the Operations Director or his/her
designee for approval. CQA will maintain each student’s SD 1041 form on file for review once it
has been completed and approved. These forms enable students to receive free and reduced
price meals, and also form the basis for determining and distributing additional educational
funding from the state and federal governments.
CQA II recognizes that the SD 1041 form can be difficult to collect from parents who are
concerned over the confidentiality of the form; but the school will ensure parents that the
information is personal and confidential and will remain at CQA. While the forms will not leave
CQA, OSFNS can and will randomly audit the applications to make sure they are coded
correctly.
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R-18 - Health Services
CQA II will replicate the health services policies followed by CQA, including compliance
with all health services requirements applicable to other public schools including, but not limited
to, all immunization requirements and diagnostic testing requirements. CQA II shall provide onsite health care services similar to the extent that such health services are available to children
attending other public schools in CSD 24, where CQA II will be located. This will be done, if
possible, through a contractual arrangement with the regional office to supplement the level of
health services mandated to be provided to CQA in accordance with §2853(4)(a) and §912 of
the Education Law or through the hiring of a nurse on staff.
Staff: If a contractual arrangement with the regional office in not possible, CQA will hire a Nurse
to supervise the disbursement of medication, the treatment of students who are ill, the treatment
of students who are injured, and to train faculty and staff in first aid, including but not limited to,
cardiopulmonary resuscitation and emergency response utilizing the Automated External
Defibrillator (AED). In the Nurse’s absence these responsibilities will become that of the
Operations Director or his/her designee. The nurse will additionally be responsible for all record
keeping and correspondence related to these responsibilities.
Hearing and Vision Testing: All new students will be tested by qualified individuals of the
Department of Health (DOH). A review of student immunizations requirements and the proper
supporting documents shall be completed for all new students. School staff will work with the
DOH, local school districts, and other appropriate authorities to provide these services.
Immunization: CQA, in accordance with NYS law, requires that each student entering CQA have
a certificate of immunization at the time of registration or not later than the first day of school.
State immunization requirements include: Diphtheria [Toxoid Containing Vaccine (DTP, DTaP) 3
doses]; Polio [(IPV) (OPV)3 OPV or 4 IPV]; Measles/Mumps/Rubella (MMR) 2 doses of measles
containing vaccine and 1 dose each of mumps and rubella (preferably as MMR); Hepatitis B [3
doses, 7th graders entering school after 9/1/00 – 3 doses of RecombivazHB, Engerix B or 2
doses of adult hepatitis B vaccine for children 11 to 15 years old]; Varicella [1 dose].
Before a child can be permitted to enter or attend CQA, parents or guardians must present
documentation that their child has received all required doses of vaccines or that their child has
received at least one dose of each of the required vaccines and is waiting to receive the
subsequent doses at the appropriate time intervals.
Parents may waive immunization in accordance with Public Health Law and exceptions to
immunizations shall be granted if a licensed physician or nurse practitioner certifies such
immunization may be detrimental to the student’s health, or if the student’s parent or guardian
holds genuine and sincere beliefs, which may include religious beliefs, contrary to such
immunization [see § 2164 (8) and (9) of the Public Health Law].
Defibrillator: CQA, in accordance with §917 of the Education Law, will maintain on-site AED
equipment to ensure ready and appropriate access for use during emergencies and shall
ensure that a staff member(s) is trained in the operation and use of such equipment for use in
CQA and at any school-sponsored events at other locations.
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Medication Delivery System Procedures: CQA will establish a secure, easy to understand, and
safe medication delivery system. The School nurse, with support from the Executive Director,
will communicate to parents, students and staff the requirements for the administration of
medications in the school. CQA will avoid misunderstandings by widely circulating the
requirements in the appropriate languages. These requirements for the administration of
medication in school will be communicated in the student-parent handbook; school
publications/calendars; inserts with report cards; mailings to physicians and/or local medical
societies; and individual parent/student counseling.
● Pharmacies: (1) Only those medications necessary to maintain the student in school and
which must be given during school hours will be administered in school. Any student
who is required to take medication during the regular school day or while participating in
school-sponsored activities (e.g., field trips, athletics) should comply with all procedures;
(2) Any prescribed medication that requires administration through a subcutaneous,
intramuscular, intravenous or rectal route; or prescribed medications being administered
through pumps, tubes or nebulizers; or oral, topical or inhalant medication needed by
non-self-directed students will be given by the nurse or licensed practical nurses under
the direction of the nurse. Administration of such prescribed medications will not be
performed by the other members of CQA staff; and (3) Designated staff in the school
setting, following assignment and in conjunction with approval by the nurse, may assist
self-directed students with the taking of their own oral, topical and inhalant medication.
The nurse as well as the school administration will assure that the staff person receives
the training and supervision needed to perform these tasks in a safe and effective
manner.
● Physician Orders: CQA requires written orders from a duly licensed prescriber and
written parental permission to administer the medication. All medications, including
nonprescription over the counter (OTC) drugs, shall be prescribed by a licensed
prescriber on an individual basis as determined by the student’s health status.
○ Written orders for prescription and nonprescription OTC medications should
minimally include: (1) Student’s name and date of birth; (2) Name of medication;
(3) Dosage and route of administration; (4) Frequency and time of administration;
(5) For prn (as necessary) medications, conditions under which medication
should be administered; (6) Date written; (7) Prescriber’s name, title, and
signature; and (8) Prescriber’s phone number.
○ The school nurse may request additional information, such as self-administration
orders, diagnosis and/or potential adverse reactions, however, medication
delivery should not be delayed pending this information, unless such information
is essential to the safe administration of the medication.
● Special considerations: Medication orders must be renewed annually or when there is a
change in medication or dosage: (1) The pharmacy label does not constitute a written
order and cannot be used in lieu of a written order from a licensed prescriber; (2) When
a properly labeled medication comes to the health office accompanied by a written
request from the parent for administration of the medication, but without a written order
from a licensed prescriber, the following procedure will be followed: (a) Contact parent
regarding need for written order from a licensed prescriber; (b) Contact licensed
prescriber to obtain verbal permission to administer medication; (c) Request fax or
written orders to be received within 48 hours; (d) Contact parent and discontinue
medication if written orders are not received in 48 hours; and (d) Document above steps.
● Parental Responsibility: (1) A written statement from the parent or guardian requesting
administration of the medication in school as ordered by the licensed prescriber is
required; and (2) It is the responsibility of the parent or guardian to have the medication
delivered directly to the health office in a properly labeled original container.
Request 18-2

●

●

●

Prescription medications: The pharmacy label must display: (1) Student name; (2) Name
and phone number of pharmacy; (3) Licensed prescriber's name; (4) Date and number
of refills; (5) Name of medication/dosage; (6) Frequency of administration; and (7) Route
of administration and/or other directions
OTC Medications: (1) Must be in the original manufacturer's container/package with the
student's name affixed to the container. The same applies to drug samples; (2) For
certain medications, especially controlled substances, standards of best practice include
counting the medication upon receipt and periodically thereafter. This is not a legal
requirement but constitutes a sound practice when handling controlled substances.
Discrepancies should be reported to the parent immediately. The school administration
should be informed of any discrepancies when such discoveries occur. Best practice
includes close supervision of medication taking; (3) Medications will not be transported
daily to and from school. Parents will be advised to ask the pharmacist for two
containers, one to remain at home and one at school; (4) Instructions will be left for
substitute nurses that are clear and concise on the handling of all aspects of medication
acceptance, handling, delivery and storage; and (5) Education of families regarding
CQA’s medication protocols is an ongoing responsibility of CQA.
Medication Administration: (1) All medications will be administered as close to the
prescribed time as possible. Given student schedules and compliance with coming to the
nurse in a timely fashion, medications accepted for school administration generally may
be given up to one hour before and no later than one hour after the prescribed time.
However, parents and licensed prescribers will be advised, so that they can advise CQA
if there is a time-specific concern regarding administration of the medication. Parents,
students, and the nurse will work together to ensure the student receives his/her
medication at the appropriate time; (2) If a student fails to come for a dose, the
administration will provide support to nurse, such as a security guard, administrative or
clerical staff to locate the student. If the medication has not been given for any reason
within the prescribed time frame, CQA will make all reasonable efforts to notify the family
that day, as the family may need to adjust a home dose accordingly; (3) If students
chronically fail to come for medications, the school nurse will contact the parent to
address the problem. The licensed prescriber will be informed of the poor compliance,
so that the medication protocol can be reviewed and possible adjustments made, i.e.,
home administration, extended release medication; (4) Ongoing communication and
collaboration between CQA and parents will occur to assist students in assuming
personal responsibility for their health behaviors; (5) A medication may be changed or
discontinued by a written order of the licensed prescriber at any time. If a parent
requests discontinuation of a prescribed medication without the prescriber's order to do
the same, CQA will send a confirmation to the parent with a copy to the prescriber of
CQA’s intention to discontinue the medication on the parent's request; and (6) When the
dose of a medication is changed by a licensed prescriber’s written order and a parent
request, and the old pharmacy bottle label has not been corrected, the nurse may label
the bottle with the correct dose until the new pharmacy labeled prescription bottle is
received. The importance of parent compliance with sending in a new bottle quickly will
be conveyed.

Storage of Medication: (1) No medication will be brought into CQA without knowledge of the
nurse. Procedures that facilitate this practice so that parents and students do not feel the need
to hide medication or to circumvent cumbersome procedures will be publicized; and (2) All
medications, except as otherwise arranged, will be properly stored and secured within a health
office cabinet, drawer or refrigerator designated for medications only. The site must include a
lock for the cabinet, drawer and refrigerator, as well as a lock to the outside health office door.
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Controlled substances will always be secured and will never be left open or accessible to the
public at any time. Even self-directed students will not be given unsupervised access to
controlled substances under the care of CQA. Whenever possible, medication storage units will
be secured to the wall or floor, and will not have breakable glass doors. If possible, all
medications will be stored in a health office. However, there may be instances when either
requests are made by a parent and physician for a student to carry and self-administer
medications because of the emerging nature of the health problem or the severity of the health
condition.
Carry and Self-administer Medication: If CQA nurse receives a request from a parent and
licensed prescriber to permit a student to carry and self-administer her/his own prescribed
medication, such decisions will be made on an individual basis and in accordance with the
following criteria: (1) Severity of health care problems, particularly asthmatic or allergic
conditions; (2) Licensed prescriber's order directing that the student be allowed to carry her/his
medication and self-administer; (3) Parent statement requesting compliance with licensed
prescriber's order; (4) Student has been instructed in the procedure of self-administration and
can assume responsibility for carrying properly labeled medication in original container on her or
his person or keeping in school; (5) School nursing assessment that student is self-directed to
carry and self-administer her/his medication properly; and (6) Parent contact made to clarify
parental responsibility regarding the monitoring of the student on an ongoing/daily basis to
insure that the student is carrying and taking the medication as ordered. This contact will be
documented.
Any student self-administering medication without proper authorization will be counseled by the
school nurse. In addition, the parents will be notified. In all instances, school administration will
also be informed. Periodic reevaluation of the effectiveness of the procedure will be instituted.
Emergency Medication: The requirements allowing registered professional nurses to administer
agents used in the emergency treatment of anaphylaxis include: (1) Following non-patient
specific standing orders and protocols authorized by a physician or a nurse practitioner and (2)
Maintaining or ensuring the maintenance of a copy of the standing order(s) and protocol(s) that
authorizes them to administer anaphylactic treatment agents.
Non-FDA Sanctioned Requests/Herbal Remedies, Dietary Supplements and Natural Products:
CQA will not honor requests for use of herbal remedies, dietary supplements and natural
products as they are not sanctioned by the FDA. Such matters will be explained to the parent
whose cooperation will be sought to have such medications administered outside of school. An
appropriate notation should be made on the student’s health record.
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R-19 - Transportation
CQA II will replicate CQA’s transportation policies. The NYCDOE is responsible for
providing transportation services to Central Queens Academy Charter School’s students. CQA’s
students will receive the same transportation services as other NYC public school students.
Busing is provided by the Office of Pupil Transportation (OPT). After CQA submits a
Transportation Request Form and uses ATS or NIPSIS to supply the DOE with the necessary
information about its students, the DOE will determine the eligibility for transportation of CQA’s
students. This eligibility is based on age and distance from the school, in accordance with the
Chancellor’s regulations (Regulation A-801). Given the uncertainty of bus scheduling, CQA will
not guarantee parents that a child will have yellow school bus service until such service has
been confirmed by OPT.
Special education students often have different eligibility for transportation as well. Their
eligibility is dictated by their Individual Education Program (IEP). Transportation for special
education students will be provided in accordance with all applicable State and Federal laws.
The school students will receive transportation services for which they are eligible under
Education Law § 2853(4)(b) and § 3635. If a student is not eligible for transportation,
transportation becomes the responsibility of the child/s parents or guardian.
Since CQA II may be in session on days when other NYC public schools are not, the
School may seek arrangements with the NYCDOE, if necessary, to provide transportation, at
cost, pursuant to § 2853(4)(b) of the Education Law, or shall make other necessary
transportation arrangements. Parents/guardians will be ultimately responsible for their children
being in school.
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R-20 - Insurance
CQA II will replicate the insurance coverage of CQA. An amendment or rider to the existing
policy will be secured for the new sites with the same coverage. The policy will be clear that the
same education corporation will operate in multiple sites and that each site will be covered.
Please see Responses 23(a) and (b) for further financial and non-financial information.
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R21ad - Fiscal Soundness
a. Budget Narrative Discuss in narrative form how the start-up budget plan, the first-year
operational budget and cash flow, and the five-year budget plans are fiscally sound and
that sufficient start-up funds would be available to the proposed school. Provide the
rationale for, or source of, the assumptions upon which the budgets rest, noting
specifically which expenses rely on funding from soft money and when the funding for
these expenses will transfer to recurring revenue streams, and explain how the budgets
support the implementation of the academic program described in the proposal. Please
note that schools that include at-risk designations, “preferences,” or set-asides in their
admissions policies (with the exception of one extra weight in the lottery) may not be
eligible for federal CSP grant funding.
CQA is fiscally sound. Over the past years, we have managed our budgets so that
revenues exceed expenses allowing us to build healthy reserves and prepare for growth. We
have maintained and exceeded our best practice goal of a 3 month reserve and are projecting
to close F19 with reserves of ~ 7 months. We plan to leverage our current Senior Leadership
Team and corporate structure to ensure efficiencies and continued fiscal soundness as we build
CQA II. In addition, leveraging these shared expenses will allow CQA II to use most of its
budget for instruction.
Most, if not all, of the budget assumptions for CQA II were modeled based on CQA I’s
successful budget results. Although CQA has a successful history of fundraising, we used
conservative revenue assumptions and did not include fund raising revenue in our budget
assumptions for CQA II or the CQA Ed Corp. We assumed a 2% per pupil escalator for each of
the 5 years and a CSP Planning & Implementation grant for CQA II totaling $550,000 across 3
years. Per Pupil $ expectations for SpEd, IDEA and Title Grants were kept flat.
Detailed expense assumptions may be found for each line item on tab 9 of the budget
template.
We anticipate CQA II to have net income of $213,056 at the end of the first year.
As part of this application we have included budget projections for CQA II as well as an
overall consolidated budget for the CQA Ed Corp.

b. Financial Planning
Explain the process the school will use to develop its annual budget including:
• Who will be involved;
• How needs will be identified and weighed;
• The timeline for creating and approving budgets; and,
• Procedures for monitoring and modifying budgets and on what interval.

Annual budgets will be prepared and presented to the Finance Committee and full board
for each school and will also be consolidated for the education corporation as a whole. The
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needs of each school will be identified and reviewed during the annual budget cycle and
reassessed during the monthly financial reporting cycles.
Monthly financial reports will be prepared and presented to the Finance Committee and
full board for each school and will also be consolidated for the education corporation as a whole.
Cash flows between schools will be specifically reported.
Budget Timeline
Development of the annual budgets for individual schools will begin late January/early
February based on collaborative strategy sessions between the CFO, school Principals and
Operations Directors. A working draft of each school’s budget and the consolidated budget will
be submitted to the Finance Committee of the Board of Trustees for their review by April 30.
The Finance Committee will review a final draft in May. Once the proposed budget has been
approved by the Finance Committee, it will be recommended to the Board for full approval and
adoption by June 30.
The financial planning process for CQA II will follow the same general procedure currently in
place for existing Central Queens Academy schools. The process is summarized in Central
Queens Academy’s Financial Policy and Procedure Manual (FPP) (excerpt below):

FPP excerpt:
Annual Budgeting
The CFO is responsible for creating and updating 5-year budget projections (as required) for the
School as well as the School’s annual operating budget and capital budget, with assistance
from the Principal and Operations Director. Critical school program revenue and expenses must
be represented in the budget to ensure reality is properly reflected. Historical information is used
when available and applicable. The iterative process is repeated until the overall budget fairly
represents the projected operations of the School. The operating budget is reviewed and
approved annually, first by the Finance Committee then by the School’s Board of Trustees and
modified as necessary. The budget must be approved and passed by June 30th before the start
of the new fiscal year. Once approved, the implementation of, and accountability for the budget
is the responsibility of the Executive Director with the assistance of the CFO, Principal and
Director of Operations.
After approval, the budget will be uploaded into the accounting system. This budget is
then used to run monthly budget analysis reports (detailed in the Financial Reporting section
below). Budget vs. Actual variances of $5,000.00 or more are described in the notes section of
the report. The CFO and Finance Manager, under the supervision of the Executive Director, are
responsible for making sure that significant differences are thoroughly researched and ultimately
identified as either permanent or temporary. The Executive Director or CFO will bring up for
discussion during finance committee meetings any revenues that are expected to fall below
budget by $10,000 or more and expenses that are expected to go over budget by $10,000 or
more. In the event that the variance significantly impacts the budget; the Executive Director,
with the assistance of the SLT will ensure that a contingency spending plan is prepared.
Financial Reporting
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The CFO and Finance Manager will complete a monthly accounting close ensuring that
all bank reconciliations are completed, and appropriate month-end adjustments have been
recorded and reviewed. The week before each Finance Committee meeting, the CFO will send
the following to the Executive Director, Principal, and the Finance Committee for review: (1) the
Budget vs. Actual Report for the operating budget (including forecast/projections); (2) the
Budget vs. Actual Report for the capital budget (including forecast/projections); (3) the Balance
Sheet, and (4) Other reports as deemed necessary. The Board Treasurer or the CFO will
present these reports to the entire Board at each meeting. Cash flow projections will also be
provided through the end of the fiscal year to identify the months that cash flow may run
negative.

c. Fiscal Audits
Describe the school’s plans for at least annual independent fiscal audits conducted by a
certified public accountant or certified public accounting firm licensed in New York State.
Please note that specific assurances as to fiscal audits are included in the attached
Assurances Regarding the Provision of Fiscal Audits and Dissolution.
Fiscal audits will continue to be performed on an annual basis by a certified public accountant to
a certified public accounting firm licensed in NYS. The audit will meet all Federal and local
auditing requirements and be conducted in accordance with Government Auditing Standards
issued by the Comptroller General of the United States. The audit will also meet all standards
required by charter schools in New York State.
Consolidated audited financial statements will be issued based on the financials of each entity.
The consolidated financial statement of the education corporation will contain individual
schedules for each school as well as the education corporation as a whole. Cash flows
between schools will be specifically reported.
CQA has had clean audits with no findings in every year of operation.

d. Dissolution Procedures:
Provide a brief narrative of the procedures that the school would follow, in addition to the
SUNY Closure Plan, in the event of closure and dissolution. Please note that specific
assurances as to dissolution are included in Appendix B: Assurances Regarding the
Provision of Fiscal Audits and Dissolution.
Central Queens Academy currently maintains a $75,000 balance in an Escrow Account
for Dissolution. This account is a Board of Trustees controlled dissolution account, whose sole
purpose is to pay for legal, final audit and wind up expenses which would be associated with the
dissolution of the charter should it occur.
CQA II has ensured in its budget plan that it has earmarked $75,000 for dissolution. The
budget reflects funding of $25,000 increments in the school’s first 3 years of instruction.
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Central Queens Academy will follow the Dissolution Procedures as set forth in our original
charter. If one school, but not all schools, operated by Central Queens Academy is closed the
following procedures will be employed:
The Board of Trustees of Central Queens Academy will delegate the Executive Director or other
responsible party to manage the dissolution process:
Immediately upon final action:
• The Executive Director will provide the Institute with the names of the dissolution team
members (employees and trustees), contact information, and responsibilities;
•The CFO and board treasurer will meet with auditors to assess the financial situation
and begin the process of identifying assets for transfer.
First Week to Second Week:
•The Principal will notify all parents in writing of the closure of the school and the ensuing
placement process. as well as an appropriate option to either transfer their children to
the other Central Queens Academy school or to seek an alternative choice for the
education of their child;
• The Principal will meet with the students to discuss the school’s closing and the
ensuing placement process;
•The Principal will host sessions for families and students about possible schools
available and identify the assistance that will be provided during the transfer process;
• The Principal will schedule a placement meeting with each enrolled student/parent to
discuss his/her placement;
•The Operations Director will ensure that all parents who choose to leave Central
Queens Academy entirely may receive copies of their children’s records;
• The Principal will notify New York City Department of Education of the school closing;
and
• If parents choose to send their children to the district, students and their families will
be referred to their appropriate home school district for transfer recommendations and
enrollment in available programs in their school district;
• Upon completion of the placement meeting with individual students/parents, depending
on parent choice, Operations Director will begin to transfer student records to the other
Central Queens Academy school, or to the New York City school district. Parents will be
notified of the transfer of these records and provided a copy;
Third Week to Fourth Week:
• The Operations Director will notify in writing school principals in schools likely to
receive transfers of the closure and provide contact information for school personnel
handling transfers;
•The Principal will prepare a written report for the Executive Director confirming the
scheduling of placement meetings for each student/parent;
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• The Principal will continue to schedule individual placement meetings for each student;
•The Operations Director will prepare a list of students and their relocation preferences
for the dissolution team;
•The Operations Director will provide written notice to appropriate NYCDOE departments
such as transportation, food services and school safety of the closure to ensure
adequate time for modifications to existing practices and procedures.
Fifth Week to Sixth Week:
•The Operations Director will continue to transfer remaining student records to the other
Central Queens Academy school, or to the New York City school district. Parents will be
notified of the transfer of these records and provided a copy;
•The Principal will conduct a final meeting with the NYCDOE to ensure that each student
has been properly enrolled in a local public school or has confirmed their enrollment in
the other Central Queens Academy school or a non-public school.
Transfer of Assets: Because the assets involved are the assets of the Education Corporation, a
transfer outside of the Education Corporation would not be required.
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R-21 f - Letters of Commitment.
f. Letters of Commitment
Attach letters of commitment for any funding from private contributions, grant funds, or other
philanthropic sources included in the school budget. List the amounts and the anticipated uses for the
funding.
Request is not applicable
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R-21g – Non SUNY Financials
Non-SUNY Financials
This request pertains only to applicants associated with one or more private or charter schools that
SUNY does not authorize. All other applicants should indicate, “Request is not applicable” in response
to this Request.
Attach the following documents covering the last five years for each private or charter school that
SUNY did not authorize including any out of state school that is currently associated with a replicating
applicant:
• IRS Form 990s;
• Audited financial statements; and,
• Management or Advisory Letters from the independent auditor (if applicable).
NOTE: This request seeks school level information about individual schools. Applicants seeking to
replicate a under a larger network should submit a business plan completed by the network in
conjunction with the proposal, which requests similar information at the network level. See the
Business Plan Overview and Requirements for Applicants located at:
www.newyorkcharters.org/category/creation-resources. If information responsive to this Request is
contained in a business plan, reference the business plan in this Response.

Request is not applicable
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Recruit local medical director to meet school health
requirements. Medical director role should include but
is not limited to: create policies for dealing with ill or
injured students, performing health appraisals and
clearing student to participate or return to play in
athletics, and writing non-patient specific orders for
emergency epineqhrine if school nurse (RN) available.

Submit to SED documentation of physician or nurse
practitioner relationship to school
Submit a copy of Medications Administration Plan to
SED

1-Aug-12

Provisions have been made for student immunizations
(including those who are exempt)
Written assurance that students who do not have such
records will be barred from school after 14 days.

1-Aug-12

Submit student immunization requirements and body
mass index / weight status and related survey
submission to NYSDOH.
Create plans / procedures for conducting required
vision, hearing and scoliosis screenings in the required
grade levels.
Ensure that Automated External Defibrillators (AEDs)
are available and trained staff member is available at all
school events.

1-May-12

1-May-12

1-May-12

Create 5 year
technology plan
Hire IT staff or consultant
Select phone service; choose to buy or lease phone
system
Select internet connectivity service
Obtain tablets for students
Purchase appropriate computer server equipment

1-Jul-12
1-Aug-12

Ensure that Basic Education Data System (BEDS)
Code is established.

1-Jul-12

Develop Attendance
Policy
Ensure that attendance is taken pursuant to 8 NYCRR
§ 104.1, which requires attendance data to be reviewed
annually
Determine how attendance will be captured, reviewed
and reported (including absent/tardy triggers)
Select database software or consultant to manage
attendance, enrollment, withdrawal, waiting list,
transportation, meals, report card creation

Confirm affirmation of eligibility for each Board
member, including criminal background check,
child abuse registry and conflict of interest issues
Submit to SED a letter requesting approval of and
School Trustee Background Information for new
Board members not included in original charter
application as "Founding School Trustees"All
eligibility checks must be completed 14 days prior
to Board member approval
Obtain from SED a template Disclosure of
Financial Interest by a Charter School Trustee.
Require that each Board member complete a
form, using financials from the previous calendar
year & submit to SED
Obtain insurance for Board & submit to SED

7/1/2012

1-Jul-12

1-Apr-12

Establish By-Laws & submit final to SED for final
review and approval
Ensure alignment w/NY State law
By-laws must be ratified within 30 days of charter
issuance
By-laws must include provision for terminating
Management / Service Contract (unless other
termination procedures have been established)

3/1/2012,
done?

Submit finalized Board calendar to SED
Create binder for Board minutes to be open to the
public
Ensure that public meeting notification is included

3/1/2012,
done?

Elect Board officers (Chair, President, Treasurer,
Secretary, etc.) and submit list to SED
Create final organizational chart for governance,
senior management and instructional leadership
& submit to SED
Ensure that Board members receive training on
role, responsibilities and authority, including fiscal
matters, oversight and accountability
Board must vote to approve all policies before
submission to SED for review
SED must approve some policies before
stakeholder distribution (see Policy Development
and Implementation section below for additional
details)

2/1/2012,
done?
1-Jul-12

1-Jul-12

1-Aug-12

R-23a - Supplemental Narrative

R-23b - Supplemental Attachments

