Written Administrative Policy Manual 
Provide the written administrative policy manual utilized by the charter marked as Appendix E.  4 AAC 33.110(a)(13)
Purpose and Authority
Soldotna Elementary Charter School is a public charter school operating within KPBSD. Soldotna Elementary Charter School will operate in accordance with applicable federal and state law, its approved charter application and charter contract, APC bylaws, and applicable KPBSD Board Policies and Administrative Regulations, except where an exemption or alternative procedure is authorized by law or expressly established in the approved charter or charter contract.
Except where specifically modified by the approved charter or charter contract, Soldotna Elementary Charter School will follow the then-current applicable KPBSD Board Policies, Administrative Regulations, procedures, and successor provisions. References to KPBSD policy in this Appendix are intended to incorporate subsequent District updates without requiring amendment of the charter solely because a referenced District policy is revised or renumbered; however, any District policy change that materially affects or conflicts with an express provision of the charter or charter contract will be addressed in consultation with KPBSD.
Where Soldotna Elementary Charter School intends to operate differently from an otherwise applicable KPBSD policy or requirement, that difference or requested exemption will be specifically identified in the charter application, charter contract, or subsequent amendment approved through the applicable charter-school process.
This approach is consistent with KPBSD's charter-school framework. BP 6187 provides that charter schools operate under a written contract, are exempt from KPBSD textbook-adoption, program, curriculum, and scheduling requirements, and may be exempt from additional KPBSD requirements when the exemption is set out in the contract. AR 6187 similarly establishes the charter contract as the governing operational framework and recognizes the charter school's authorized exemptions.
When this Administrative Policy Manual does not establish a school-specific procedure and no approved exemption or alternative applies, Soldotna Elementary Charter School will follow the applicable current KPBSD Board Policy, Administrative Regulation, District procedure, or administrative guidance. 
KPBSD Policy References: BP 6187; AR 6187.
Maintenance and Review of the Administrative Policy Manual
This Administrative Policy Manual will be maintained by the APC and school administrator as a living operational document. The APC may adopt or amend school-specific administrative policies when needed, provided that those policies remain consistent with applicable law and the approved charter contract.
The school administrator will keep the APC informed of changes in District policies and procedures that materially affect Soldotna Elementary Charter School. Questions concerning the applicability of a District policy or a potential conflict with the charter will be coordinated with KPBSD administration.
Primary KPBSD Policy References: BP 6187; AR 6187.
Governance and Administrative Responsibilities
The Academic Policy Committee provides governance and policy oversight consistent with Alaska charter-school law, the approved charter, APC bylaws, and KPBSD charter-school requirements.
The school principal is responsible for day-to-day administration of Soldotna Elementary Charter School. KPBSD AR 6187 provides that the principal is selected by the APC and selects, appoints, or otherwise supervises charter-school employees. AR 6187 also assigns the charter-school administrator responsibility for overseeing school operations, maintaining financial records, meeting with parents and teachers to review and improve operations, and meeting with the APC at least six times each year to monitor progress toward APC policies and goals.
The APC will govern through policy and oversight; routine supervision and management of employees and daily school operations will remain the responsibility of the principal.
KPBSD Policy References: BP 6187; AR 6187.
Personnel Administration	Comment by Ben Cheah: From Kari: Personnel Administration- Must follow the CBA regarding a staff member working for a charter school. 
Soldotna Elementary Charter School personnel practices will comply with applicable law, negotiated agreements, District personnel requirements, and the charter contract.
The school will follow the collective bargaining agreement (CBA) in effect for each applicable bargaining unit, including provisions governing recruitment, hiring, assignments, transfers, compensation, benefits, working conditions, evaluation, and employee rights. The principal will coordinate with KPBSD Human Resources to ensure staffing decisions and procedures comply with these agreements. 
KPBSD AR 6187 provides that teachers and employees may not be assigned to a charter school without their consent; applicable negotiated and collective-bargaining agreement provisions continue to apply unless an exemption is agreed upon by the District and bargaining unit; and charter-school teachers are evaluated in an equivalent manner to other District teachers.
The principal will be responsible for routine employee supervision and administration consistent with these requirements. The APC may establish overall staffing priorities through its governance and budget responsibilities but will not ordinarily participate in routine personnel supervision or individual employment matters.
KPBSD Policy References: AR 6187; applicable KPBSD 4000-series Personnel policies and negotiated agreements.
Student Administration	Comment by Ben Cheah: From Kair: “Student Administration- this does not follow KPBSD Charter School Policy”
Soldotna Elementary Charter School will use applicable KPBSD procedures for student attendance, records, discipline, health, safety, nondiscrimination, and other student administrative matters except where a charter-specific procedure has been approved.
Attendance will be administered consistent with KPBSD BP 5113 and AR 5113. Student records and confidentiality will be administered consistent with BP 5125 and AR 5125, including FERPA requirements. Student conduct and discipline will follow applicable KPBSD student-conduct policies and AR 5144 unless otherwise specifically addressed in the charter.
Admission to Soldotna Elementary Charter School will follow the enrollment provisions of the approved charter, as described in Section 6 and AppendiAppendicesx G and H. AR 6187 requires charter schools to enroll eligible students who timely apply unless applications exceed available program, class, grade, or facility capacity; if eligible applicants cannot all be accommodated, admission is determined through a random drawing.
KPBSD Policy References: AR 6187; BP/AR 5113; BP/AR 5125; BP/AR 5144.
Student Safety, Supervision, and School-Sponsored Activities
Soldotna Elementary Charter School will comply with applicable KPBSD student-safety, supervision, emergency, and school-sponsored-trip requirements.
AR 5142 assigns the principal responsibility for ensuring appropriate supervision of students during school hours, before and after school during authorized periods, recesses, and other intermissions. It also requires appropriate safety rules, safety instruction, and staff training related to supervision.
Hands-on STREAM activities involving tools, equipment, field investigation, engineering activities, or specialized materials will include developmentally appropriate safety instruction and supervision.
Field trips, outdoor learning, and community-based instructional activities will follow applicable KPBSD procedures for school-sponsored trips, including required approvals, supervision, permission, transportation, and safety procedures.
KPBSD Policy References: BP/AR 5142; BP/AR 6153; applicable KPBSD transportation procedures.
Instructional Administration
Soldotna Elementary Charter School intends to use the current KPBSD curriculum as the foundation of its instructional program, supplemented by the STREAM and other instructional adaptations described in the charter.
This represents an instructional choice of Soldotna Elementary Charter School rather than a requirement that all charter schools use District curriculum. BP and AR 6187 expressly exempt KPBSD charter schools from District textbook-adoption, program, curriculum, and scheduling requirements.
Where Soldotna Elementary Charter School uses District curriculum and assessments, instructional planning will be informed by applicable KPBSD curriculum and assessment policies. BP 6141 establishes KPBSD's framework for a comprehensive, research-based, sequential curriculum, while BP 6141.4 identifies assessment as an integral component of instruction and calls for multiple measures of student progress.
Significant modifications to the Soldotna Elementary Charter School instructional model will be reviewed through the APC and, where required, through the charter-amendment or District review process.
KPBSD Policy References: BP/AR 6187; BP/AR 6141; BP/AR 6141.4.
Special Education and Student Support Services
Soldotna Elementary Charter School will comply fully with federal and state special-education requirements and applicable KPBSD procedures.
KPBSD BP 6172 requires the District to provide services and procedural safeguards for eligible students with disabilities. BP 6159 provides for development and implementation of individualized education programs and placement in the least restrictive environment consistent with student needs.
Soldotna Elementary Charter School will coordinate with KPBSD departments and service providers regarding evaluation, eligibility, IEP development, related services, accommodations, intervention, Child Find, and other required student-support services.
KPBSD Policy References: BP 6172; BP/AR 6159; BP 6164.4; BP 6164.5.
Family Engagement and Communication
Soldotna Elementary Charter School will encourage regular, meaningful communication and partnership with families.
KPBSD BP 6020 recognizes parent involvement as an important component of student achievement and instructional planning. AR 5124.1 identifies practices including welcoming school environments, two-way communication, parent-teacher conferences, communication concerning student progress, and family participation in school activities and decisions.
Soldotna Elementary Charter School may use conferences, newsletters, electronic communication, APC meetings, family events, surveys, and individual communication to support these objectives.
KPBSD Policy References: BP 6020; BP 5124; AR 5124.1.
Complaints and Resolution of Concerns
Soldotna Elementary Charter School will encourage concerns to be resolved promptly and, where appropriate, at the level closest to the issue.
KPBSD BP 1312 encourages early and informal resolution of concerns when possible and provides formal complaint procedures when concerns remain unresolved. Complaints concerning personnel, instructional materials, discrimination, special education, or other matters governed by a specific District process will be referred to the applicable KPBSD procedure.
The APC will not substitute its own process for formal complaints, grievance, due process, or appeal procedure established by KPBSD policy or law.
KPBSD Policy References: BP/AR 1312; BP/AR 1312.1; BP 1312.2; BP 1312.3.
Fiscal Administration and Purchasing
Soldotna Elementary Charter School will operate under the annual program budget established through its charter contract and will provide financial and accounting information required by KPBSD.
AR 6187 requires the charter-school administrator to maintain financial records and requires the charter school to cooperate with KPBSD concerning restrictions governing receipt and expenditure of District funds.
Purchasing will follow applicable KPBSD fiscal and procurement procedures unless an approved charter provision provides otherwise. BP 3310 and AR 3310 establish District purchasing procedures, including appropriate administrative review and use of purchase orders, contracts, procurement cards, or other authorized purchasing mechanisms.
The APC will receive financial information sufficient to monitor the school's budget, financial condition, and alignment of expenditures with charter priorities.
KPBSD Policy References: AR 6187; BP/AR 3310; BP 3300; BP 3460.
Facilities and Operations	Comment by Ben Cheah: From Kari: No statement about facility sharing with Soldotna Montessori Charter School.
Soldotna Elementary Charter School facilities and operations will comply with applicable health, safety, building, security, and District operational requirements.
AR 6187 provides that a charter school may operate in an existing District facility or another facility within the Kenai Peninsula Borough when the Superintendent determines that the facility meets applicable public-school health and safety requirements. AR 6187 also establishes requirements governing charter schools sharing District facilities.
The principal will coordinate facility and operational requirements with KPBSD and, where applicable, the principal responsible for a shared District facility.
KPBSD Policy References: BP/AR 6187; BP 3515; applicable KPBSD 3000-series Business and Instruction Support Operations policies.
Technology, Records, and Confidentiality
Soldotna Elementary Charter School will follow applicable KPBSD technology, privacy, records, and information-security requirements.
Use of the District's electronic network and technology resources will be governed by BP and AR 6161.4. Student records will be maintained in accordance with BP and AR 5125 and FERPA. Employees and APC members will maintain the confidentiality of protected student, personnel, financial, and other information.
KPBSD Policy References: BP/AR 6161.4; BP/AR 5125; E 5125b; BP 3522.
School Calendar and Schedule
Soldotna Elementary Charter School will maintain a school calendar and instructional schedule that meets applicable state instructional requirements, collective-bargaining requirements, and provisions of the approved charter.
Soldotna Elementary Charter School intends to follow the KPBSD academic calendar, including student attendance days, holidays, school breaks, and District-wide in-service days, unless an alternative calendar is subsequently approved in accordance with the charter contract and applicable requirements.
KPBSD BP 6111 establishes the District's general school-calendar framework. However, BP and AR 6187 exempt charter schools from KPBSD scheduling requirements. Accordingly, any Soldotna Elementary Charter School-specific calendar or schedule authorized through the charter will govern, subject to applicable state requirements and the terms of the charter contract.
In developing the annual school-day schedule, Soldotna Elementary Charter School will work collaboratively with KPBSD to establish start and dismissal times that are compatible with District transportation operations. Because bus routes may serve multiple schools, final bell times may need to be coordinated with transportation schedules, route sequencing, and the start and dismissal times of other KPBSD schools. The school will retain flexibility to adjust its daily schedule, in coordination with the District, as transportation needs and route configurations change over time.
Any significant change from the KPBSD academic calendar will be reviewed by the APC and coordinated with KPBSD and, where required, addressed through the applicable charter-amendment or approval process.
KPBSD Policy References: BP 6111, BP 6112; BP/AR 6187.
Specialist Rotations, Collaborative Planning, and Professional Learning
The school intends to incorporate recurring specialist instruction in Science, Music, and Physical Education into the master schedule. These specialized teachers will provide direct, standards-aligned instruction to students and will allow classroom teachers to step away from primary instructional responsibility during scheduled specialist rotations.
The principal may use these predictable blocks to support individual planning, grade-level or team collaboration, review of student data, curriculum mapping, development of STREAM connections, and job-embedded professional learning. The goal is to increase meaningful collaboration and professional growth without reducing student access to core or specialist instruction.
Scheduling of specialist rotations, teacher preparation, collaborative planning, and professional development will comply with applicable KPBSD requirements and negotiated agreements. Collaborative or professional-learning time will not replace individual teacher preparation time required by an applicable collective bargaining agreement unless an approved agreement expressly permits that arrangement. The specific rotation and collaboration schedule may be adjusted annually based on enrollment, staffing, transportation, instructional priorities, and available resources.
Professional Development Scheduling Framework
Section 4 of the charter application provides the detailed professional-development schedule required by 4 AAC 33.110(a)(8). For administrative planning, the following recurring framework will be incorporated into the annual school calendar and master schedule. Exact dates, durations, and topics may vary from year to year based on the KPBSD calendar, enrollment, staffing, student data, and school priorities.

Table E‑1: Professional Development Schedule
	Timing / Frequency
	Administrative Scheduling Framework

	Before each school year (KPBSD In-Service Days)	Comment by Ben Cheah: From Kari: “Before each school year”  Will there be days added to the certified contract?
	Finalize the annual professional-development calendar with the KPBSD academic calendar and school master schedule; provide school-level orientation and coordinate classroom and specialist instructional priorities.

	KPBSD in-service days
	Participate in required District professional development and use available school-level time for charter-specific priorities when appropriate.

	Weekly / regularly scheduled blocks
	Use the master schedule and specialist rotations, where feasible, to support individual preparation, PLCs, grade-level collaboration, curriculum mapping, data review, and job-embedded professional learning.

	Beginning, middle, and end of year
	Conduct structured data-review cycles tied to universal screening, benchmark assessments, intervention effectiveness, and instructional planning.

	At least monthly / as needed
	Provide job-embedded professional learning responsive to student data, implementation needs, STREAM integration, differentiation, intervention, SEL, and other identified priorities.

	At least once each semester, as scheduling permits
	Provide opportunities for coaching, peer observation, instructional feedback, or structured sharing of effective practice.

	Spring / end of year
	Conduct vertical planning, program review, and identification of professional-development priorities for the following year.

	As approved and funding permits
	Support external workshops, conferences, certifications, and other training aligned with school and District priorities.


The principal will coordinate the annual professional-development calendar and master schedule, including specialist rotations, teacher preparation, collaborative planning, data-review cycles, and other professional learning opportunities. The APC will review the professional-development plan as part of its annual review of charter implementation. Professional-learning structures will comply with applicable KPBSD requirements and negotiated agreements and will not displace required individual teacher preparation time unless an approved agreement expressly permits that arrangement.
Policy Interpretation and Matters Not Addressed
This Administrative Policy Manual is intended to work together with, rather than reproduce, the complete KPBSD Policy Manual.
Unless expressly stated otherwise, all references in this Appendix to a KPBSD Board Policy, Administrative Regulation, administrative procedure, or other District requirement incorporate the current version of KPBSD requirements adopted, including subsequent amendments, replacements, or renumbering.
Accordingly, routine revisions to KPBSD policy will not, by themselves, require amendment of the charter. Soldotna Elementary Charter School will implement updated District requirements as they become applicable to the school, subject to any exemptions or alternative procedures expressly established in the charter or charter contract.
When an administrative matter is not specifically addressed by this manual, the charter, APC bylaws, or charter contract, the principal will apply the current applicable KPBSD policy or procedure and may consult with District administration when interpretation is necessary.
Nothing in this manual will be interpreted as creating an exemption from a legal or District requirement unless that exemption is authorized by law or expressly included in the approved charter or charter contract. 
Adoption and Amendment
This manual will become effective upon approval of the charter and adoption by the Soldotna Elementary Charter School Academic Policy Committee, subject to the final charter contract and applicable KPBSD and State requirements.
The APC may periodically amend school-specific administrative procedures as operating experience, changes in law, changes in KPBSD policy, or school needs require. Amendments that constitute a material change to the approved charter will follow applicable KPBSD charter-amendment requirements.
References
The following KPBSD Board Policies (BP), Administrative Regulations (AR), and Exhibits (E) provide the primary District policy framework referenced in this Administrative Policy Manual. These citations and links are provided for reference and transparency.
References to KPBSD policies and regulations relate to the most current version adopted or maintained by KPBSD, as amended, renumbered, or replaced from time to time, unless this charter or charter contract expressly identifies a different requirement or approved exemption. Accordingly, routine revisions to KPBSD policies referenced below will not, by themselves, require amendment of the Soldotna Elementary Charter School charter.
KPBSD Policy Manual. Current Board Policies, Administrative Regulations, and Exhibits maintained through KPBSD E-Governance. KPBSD Policy Manual
Charter School Governance and Administration
· BP 6187 – Charter Schools Policy. Establishes the District's charter-school framework, charter contract, exemptions, and general governance requirements. BP 6187 – Charter Schools Policy
· AR 6187 – Charter School Guidelines. Establishes procedures concerning charter applications, APC responsibilities, administrator responsibilities, staffing, finances, enrollment, facilities, and operation of KPBSD charter schools. AR 6187 – Charter School Guidelines
Student Attendance, Records, and Discipline
· BP 5113 – Absences and Excuses. BP 5113
· AR 5113 – Absences and Excuses. AR 5113
· BP 5125 – Student Records. Establishes District policy concerning maintenance, confidentiality, and access to student records. BP 5125 – Student Records
· AR 5125 – Student Records. Provides administrative procedures governing student records. AR 5125 – Student Records
· E 5125b – Notification of Rights Under FERPA. Provides the District's notice concerning parent and eligible-student rights under FERPA. E 5125b – FERPA Notification
· BP 5144 – Discipline. BP 5144 – Discipline
· AR 5144 – Discipline. AR 5144 – Discipline
Student Safety, Supervision, and School-Sponsored Activities
· BP 5142 – Safety. BP 5142 – Safety
· AR 5142 – Safety. AR 5142 – Safety
· BP 6153 – School-Sponsored Trips. BP 6153 – School-Sponsored Trips
· AR 6153 – School-Sponsored Trips. AR 6153 – School-Sponsored Trips
· BP 3515 – School Safety and Security. BP 3515 – School Safety and Security
Curriculum and Assessment
· BP 6141 – Curriculum Development. BP 6141 – Curriculum Development
· AR 6141 – Curriculum Development. AR 6141 – Curriculum Development
· BP 6141.4 – Assessment. BP 6141.4 – Assessment
· AR 6141.4 – Assessment. AR 6141.4 – Assessment
Special Education, Child Find, and Intervention
· BP 6172 – Special Education. BP 6172 – Special Education
· BP 6159 – Individualized Education Program. BP 6159 – Individualized Education Program
· AR 6159 – Individualized Education Program. AR 6159 – Individualized Education Program
· BP 6164.4 – Child Find. BP 6164.4 – Child Find
· BP 6164.5 – Intervention Teams. BP 6164.5 – Intervention Teams
Family Engagement and Communication
· BP 6020 – Parent Involvement. BP 6020 – Parent Involvement
· BP 5124 – Communication with Parents/Guardians. BP 5124 – Communication with Parents/Guardians
· AR 5124.1 – Family Engagement. AR 5124.1 – Family Engagement
Complaints and Resolution of Concerns
· BP 1312 – Public Complaints Concerning the Schools. BP 1312 – Public Complaints Concerning the Schools
· AR 1312 – Public Complaints Concerning Schools. AR 1312 – Public Complaints Concerning Schools
· BP 1312.1 – Public Complaints Concerning School Personnel. BP 1312.1 – Public Complaints Concerning School Personnel
· AR 1312.1 – Complaints Concerning School Personnel. AR 1312.1 – Complaints Concerning School Personnel
· BP 1312.2 – Complaints Concerning Instructional Material. BP 1312.2 – Complaints Concerning Instructional Material
· AR 1312.2 – Challenges to Instructional Materials. AR 1312.2 – Challenges to Instructional Materials
· BP 1312.3 – Public Complaints Concerning Discrimination. BP 1312.3 – Public Complaints Concerning Discrimination
· AR 1312.3 – Public Complaints Concerning Discrimination. AR 1312.3 – Public Complaints Concerning Discrimination
Fiscal Administration and Purchasing
· BP 3300 – Expenditures–Expending Authority. BP 3300 – Expenditures–Expending Authority
· BP 3310 – Purchasing Procedures. BP 3310 – Purchasing Procedures
· AR 3310 – Purchasing Procedures. AR 3310 – Purchasing Procedures
· BP 3460 – Periodic Financial Reports. BP 3460 – Periodic Financial Reports
Technology, Information Security, and Confidentiality
· BP 6161.4 – Acceptable Use Policy/Internet Safety Policy. BP 6161.4 – Acceptable Use Policy/Internet Safety Policy
· AR 6161.4 – Acceptable Use Policy/Internet Safety Policy. AR 6161.4 – Acceptable Use Policy/Internet Safety Policy
· BP 3522 – District Information Security Program. BP 3522 – District Information Security Program
· BP 5125 / AR 5125 / E 5125b – Student Records and FERPA. See Student Attendance, Records, and Discipline references above.
School Calendar and Scheduling
· BP 6111 – School Calendar. BP 6111 – School Calendar
· BP 6112 – School Day. BP 6112 – School Day
· Charter-school scheduling exemptions are addressed separately in BP/AR 6187.
 Personnel and Other District Requirements
· Personnel matters referenced in this Administrative Policy Manual are also subject to applicable KPBSD 4000-series Personnel policies, collective bargaining agreements, employment contracts, and District Human Resources procedures. Because these policies and agreements may change during the charter term, Soldotna Elementary Charter School will use the then-current applicable requirements unless an approved charter provision or agreement provides otherwise. KPBSD Policy Manual
· References to applicable 3000-series Business and Instruction Support Operations policies similarly mean the current KPBSD policies and procedures applicable to charter-school fiscal, facility, safety, technology, transportation, and operational activities. KPBSD Policy Manual
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