LaShawn Gardiner
\

From: Kedirile Knott <Kedirile.Knott@decal.ga.gov>
Sent: Thursday, January 26, 2023 11:35 AM

To: LaShawn Gardiner

Subject: Zoning Verification - CAST Christian School

You don't often get email from kedirile knott@decal.ga.gov. Learn why this is important

This email originated from outside of the organization. Please use caution when interacting with this email.

Good morning Ms. Gardiner,

I'm currently waiting on CAST Christian Schools’ Zoning Verification . Please note that the zoning letter must state that
Childcare Services/Daycare is permitted use. The applicant will also be required to get a building inspection and a fire
inspection. Once these inspections are completed, we’'ll require Certificates of Occupancy from both entities.

Please let me know if you have any further questions.

Warmest regards,

Kedi

o Georgia Dept
y  Oof Early Care
and Learning

Kedi Knott

Applicant Services Unit Consultant
Bright from the Start: Georgia Department of Early Care and Learning
2 Martin Luther King Jr. Drive
Suite 670, East Tower
Atlanta, GA 30334
770.357.7016

kedirile.magakgala@decal.ga.gov

www.decal.ga.gov

OO il R

CONFIDENTIALITY NOTICE: This e-mail is intended only for its addressee and may
the original message.

CONFIDENTIALITY NOTICE: This e-mail is intended only for its addressee and may contain information that is legally
privileged, confidential, or otherwise protected from disclosure. I you received this communication in error, please
notify the sender immediately by e-mail and delete the original message.



‘oiessau puSuo
9P pUR pRW-3 AQ KPRIPIWIWI JAPUIS AN 4NOU 5PC 0L W LONRILTLLWIOD SIYY PRA0RS NOA J1 *Z.S0PSIP WCJ; PA1IAI0M0 FSIWIHN0 J0 ‘Pauapyuos ‘cabapaud Aela| 5 304 UORBLLIOII UIEILOY SR PUR FS5UPPR SP 40} AJLO PRpADL 51 FRIL-3 S 13011 ON ALTTVIINIGLNO0D

CERE0e

TRy

SIOLLSEDLL

1Q I DUy I A O T
1291 pup 323 AdR3 € SLaupReIq 11095 L BIS 2u3 L0sy yBug Wﬁmﬁ.ﬂs vnnd
WRENSOD N 322ASS 1800y ‘ e) h—hﬁm Jo

| daqetfroan &

W ADG )
15 fruping oL mnc?éﬁil
31090 Bui 8gq - [e0Y MOLOI 17/ S UBNSYD - 1SYD sienosuy) =l

PR S U SULTRRL L V0T 537 B3R L 2URBUEEA U3 J0 SN0 WO paleUSIC e Sut




License Application Part A

Georgia Department of Early Care and Learning
2 Martin Luther King Jr. Drive, SE, Suite 670, East Tower, Atlanta, Georgia 30334

www.decal.ga.gov

LICENSE APPLICATION PART A

A license to operate a Child Care Leaming Center is issued to the governing body of the center,
meaning the person or entity that owns the center.

CHECK ONE: Child Care Learning Center: X License Commission

Owner/Applicant information: Facility/Site information
Christocrats Academy of Science & L
CAST - Christian School

Technology, Inc.
Name of Corporation/LLC/Individual, Name of Center

Govemment, Unincorporated Association,

General Partnership, Limited Partnership

Dr. Joseph A. Alexander

721 Morrow Road, Bldg.A, Forest Park, GA 30297 721 Morrow Road, Bldg.A, Forest Park, GA 30297

Mailing Address City/Zip County Site Address City/Zip County
404-240-3487 404-228-0830
Daytime Telephone Number Facility Telephone Number
info@christocratsacademyga.com
E-mail Address (required) Facility Fax Number
Type of Ownership {(CHECK ONE) Profit/Non-Profit (CHECK ONE})
Individual X Corporation LG Profit
Partnership Unincorporated Association X Non-Profit
Government

Location Change? _ Yes XNo
Note: If this is a change of ownership, a Change of Ownership Application is required. if this is a change
in location, please provide the facility’s current address:

Facility Name/ Current Address/Current License Number:

Is facility currently operating? 1Yes XNo

Corporation EIN __85-4034248 or Individual Owner SSN
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Have you ever been involved in the operation, confrol, of management, including but not limited o being an
owner or director of a Child Care Leaming Center, FCCLH or an Exempt program? Please include your
involvement in any corporation, LLC, partnership or other business entity involved in the operation control or
management of any such center or exemption, including but not limited to your role as Officer, Member,
Organizer, Partner, or Shareholder of such entity.

Xv¥es ~ No New Covenant
License or Exemption Number: Name of Facility: Christian School
Address of Facility (include city, state, zip): _ 1497 Needham Ave.. Bronx, NY 10469

Have any programs owned by you of a person involved in your corporation had a license revocation
occur? If so, what state and what year? __No

Corporation, LLC, and Limited Parinership owners must submit a copy of corporation papers including
Certificate of Incorporation, Articles, and By-1 aws, when appiicable

Person Legally Responsible for Business and Official Address for all Comespondence:
Name: Dr. Joseph A. Alexander

Street or P.O. Box: 7271 Morrow Road, Bldg. A
City/State/Zip: Forest Park, GA 30297
E-maif Address: info@christocratsacademyga.org

For Corporations and LLCs Only:

Name and Address of Agent for Service for Facility {person registered as Agent with the Secretary of State):
Name: Lolita Martin

Street of P.O. Box Address:_ PO Box 1321

City/State/Zip: Forest Park, GA 30298

E-mail Address: admin@christocratsacademy.com

Do you own the building in which the program is housed? _XYes _ No
Ii yes, please provide proof of cwnership such as a tax assessment bill.

If no, please provide the landlord’s name and address and include a copy of the current lease agreement:

Landiord’s Name’_NFW COVENANT FAITH AND MIRACIE ARENA
Mailing Address: __ 721 MORROW RD, FOREST PARK, GA 30297

Proposed Schedule

Proposed Months of Operation:___January - December

Proposed Days of Operation: Monday - Friday

Propoesed Hours of Operation: 6 am-7 pm

Note: Please list specific months, specific days of the week and actual clock hours.
Proposed Age Range of Children To Be Served

From © weeks Through 17 years

Note: Please list actual ages (i.e. 6 weeks through 12 years)

Page - 11 Geargia Dept of Early Care and Learning
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Check all that apply:

X Infants & Toddlers {Agas 0-2) __ Transportation/Field Trips
_X_Preschoaolers (ages 3-4) ___Evening Care (7:00 pm — 12 midnight}
_X School Age (Ages 5+) __Night Gare {12 midnight — 6:08-am)
__School Age Dnly __Mildly M Care

_X_Subsidized Care _ Swimmmg

The following items must be submitted with this application. Please check that all are attached:
X_Two (2) copies of readable Floor Plan {1 copy must be 8 2" x 117)
X Two (2) copies of readable Site Plan (1 copy must be 8 2™ x 117
_X Completed Floor Plan Checklist and Site Plan Checklist
_X_One (1) copy of detailed Operation Plan with completed checklist
X Large, seff-addressed stamped envelope for retumn of your plans
_X_ Copy of zoning approval from the agency with jurisdiction or letter stating no zoning is required
_X Copy of Certificate of Licensure Orientation Training
X _Compieted, signed and nolarized Affidavit for Lawful Presence Verification form
_X_Proof of ownership or signed lease agreement for facility

Has the center identified the facifity director? _ yes  no
if yes, please list director's name:__Carol Mcfarlane

Note: To obtain a valid license. the director and required employees must have received a satisfactory
Comprehensive Criminal Background Check clearance from DECAL within the preceding twelve (12) months.
For more information on Comprehensive Background Checks, please visit

hitprwww decal ga gov/CCS/CriminalRecordsCheck.aspx

1 nereby apply for a license and agree to the following:

A. | understand that submission of this appdicaticn is the initial step in obtaining a license. Upon receipt,
review, and approval of the completed application, a Child Care Consuttant will conduct an inspection
of the center. This inspection includes an assessment of required approvals, such as fire safety, and
evaluation of the physical plant, staffing, and services.

B. |understand that the issuance of a new license may be denied for failure to comply with licensing
requirements.

C. | understand that a child care license is not transferable.
D. 1 wilt ensure that the child care leaming center adheres to all licensing requirements.

E. 1assume responsibility for conducting the affairs of the child care leaming center herein described and
for meeting ali applicable regulations.

F. I understand that the child care leaming center is subject to unannounced inspections by DECAL at any
time during operation hours.

G. 1understand that a license 1o operate a child care leaming center is not transferabie to another
individual or location.

H. | understand that remodeling or modifying the child tare leaming center requires a plan review by
DECAL before new construction, alterations, or addiiions can begin.

I 1 understand that rule violations, which are determined by Bright from the Start: Georgia Department of
Eanly Care and Leaming to endanger the health and/or safety of children in care, may result in adverse
action by Bright from the Start.
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J. lunderstand that, pursuant to O.C.G.A. § 20-1A-4(9), Bright from the Start: Georgia Department of Early
Care and Leaming recommends that all child care providers licensed of registered by the Depariment
maintain insurance coverage sufficient to protect the provider's clients. | understand that if | do not
maintain liability insurance, | will have to notily parents, obtain a written acknowiedgment from parents,
and post a notice at the child care facility stating that | do not maintain fability insurance.

NOTE: For facilities serving CAPS recipients, please note that scholarships are not transferrable 1o the new
facility. In the case of ownership changes, new scholarships must be issued for the new owner to claim
reimbursement. Please reference CAPS policy 10.4.1.2. Contact CAPS Support at 1-833-4GA-CAPS or 1-
833-442-2277 for questions. Providers serving CAPS families must be Quality Rated by 2020.

False or misieading statements made on any part of the application will void this application and nullify any
license issued on the basis thereof. I/we understand and agree to the above statements.

Christocrats Academy of Science & Technology, Inc. 01/20/2021

Signature of Name of Corporation/LLClIndividual, Government, Date
Unincorporated Association, General Parinership, Limited Partnership

Page - 13 Georgia Dept of Early Care and Leaming Revised 5/2020



10.

11.

12.

13.

14.

185.

Instructions for Completing License Application Part A

Child Care Learning Center: A Child Care Learning Center is defined as providing group care, for pay,
without transfer of legal custody, for seven (7) or more children.

License or Commission: Check either License or Commission.

Commission: A certificate conferring authority to perform various acts or duties. Applicants are required
to complete the same process whether they are seeking a license or commission.

Applicant Information: The applicant information defines the person or entity that has legal ownership of
the business. This information will be the same for owner/applicant on page 1 and page 3.

Individual: Complete this section if one person owns all the assets of the business and is solely liable for
all debts of the business.

General or Limited Partnership: Complete this section if two or more people own the business.

Partnership: A voluntary contract between two or more persons to carry on a business for profit as co-
owners. Refer to the Formal Partnership Requirements document.

Corporation or LLC: Complete this section if a corporation owns the business. The name of the
corporation will be shown as applicant.

Mailing Address: The mailing address is the same as the principal mailing address of the corporation.
This information must be consistent with documents filed with the Secretary of State’s Office. The
Certificate of Incorporation, Articles of Incorporation, and the By-Laws must also be attached to the
application.

Unincorporated Association: Complete this section if an association such as a community association or
parent association owns the business.

Assaociation: An association indicates a collection or organization of persons who have joined together for
a certain or common purpose. The name of the association and the primary mailing address will be shown
as the applicant.

Limited Partnership: Complete this section if a Limited Liability Partnership (LLP) or Limited Liability
Company (LLC) owns the business. The name of the LLP/LLC will be shown as applicant. The Certificate
of Organization and the Articles of Organization are also required to be attached to the application. The
applicant information listed for the LLP/LLC must be consistent with documents filed with the Secretary of
State’s Office.

Name of Center: Write the name of the center exactly as you want it to appear on the
license/commission. Show the complete address where the center will be located, including the county
and zip code. Effective May 7, 2009, all applicants are required to furnish DECAL with e-mail contact
information so that the agency may contact the center and send information via e-mail. Please be sure to
list the e-mail address accurately in this section. See Rule #591-1-1-.16(g) in the Rules for Child Care
Learning Centers.

Type of Ownership: Check the one that applies to your center. Remember to attach supporting
documentation depending on the type of ownership.

Person Legally Responsible and Official Address for all Communication: This information is the same for
an individual owner as shown on Page 1 of Application Part A under Applicant Information. For facilities
owned by a corporation/LLC, this would be the Chief Executive Officer (CEO) or Board Chairman.
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16.

17.

18.

19.

Name and Address of Agent for Service for Facility: This section is to be completed only for corporations,
Limited Liability Partnerships, and Limited Liability Companies. The agent’s name and address must be
consistent with documents filed with the Secretary of State’s Office.

Miscellaneous Information: (A) Provide specific information about any exempt programs operated by you
in Georgia. (B) If you do not own the building where the business is to be located, provide the name and
complete address of the landlord. You are also required to attach a copy of the signed Lease Agreement
with the application. (C) Be specific on the proposed months of operation (January-December), the
proposed days of operation (Monday-Friday), and the proposed hours of operation (6:30 a.m.-7:00 p.m.).
(D) Be specific and show the actual ages of the children you propose to serve (6 weeks-12 years). (E)
Check all the services you propose to provide. *Attach the required copies of the Floor Plan, the Site Plan,
the Operation Plan, and the completed checklists, as well as a self-addressed, stamped envelope to the
application.

Owner(s) of Center: This information should be consistent with the Applicant Information on page 1. If
owned by an individual, the individual owner will sign on this line. If owned by a corporation, partnership,
Government, or unincorporated association, that name will go on page 3.

Board Chairman/President: This information should be consistent with page 2, Person Legally
Responsible, and should be a sighature - not a printed name.

Page - 15 Georgia Dept of Early Care and Learning Revised 5/2020



Formal Partnership Requirements

Georgia Dept
CD of Early Care
and Learning

BRIGHT FROM THE START

Formal Partnership Requirements

1. A license can only be issued to one individual, and cannot be shared.

For example, if John Smith and Susan Jones apply for a Child Care Learning Center license
to operate ABC Day Care, we can only grant a license to John Smith OR Susan Jones to
operate ABC Day Care at a specific location. If Mr. Smith elects to be the license holder, the
license would be held by John Smith d/b/a ABC Day Care. He would be listed as an individual
owner.

2. If two individuals wish to apply for a license as a partnership, the applicant(s) will be required to
provide the Department with a Partnership Agreement. A Partnership Agreement is a legal
document. Partnerships do not have to register with the Georgia Secretary of State, but they are
required to have a partnership agreement, business name and Employer ID Number. A
partnership agreement would include a business name. The license could then be granted to the
partnership.

For example, John Smith and Susan Jones form Smith Jones Partnership. Smith Jones
Partnership wants to open a child care learning center called ABC Day Care. We could issue a
license to Smith Jones Partnership d/b/a ABC Day Care if Smith Jones Partnership includes a
copy of their partnership agreement with the application. Partnerships would not be required to
have a registered agent.

3. A partnership agreement does not have to be done by an attorney. There are free forms online. If
the partnership is the last names of the partners. the department can accept anything they choose
to draw up. However, if they are using a fictitious name for the partnership name, they need to
register that fictitious name as a trade name. They would need to provide us with proof that this
has been done.

Page - 19

Using the examples from last time: John Smith and Susan Jones form Smith Jones
Partnership. in order for us to grant a license to Smith Jones Partnership, all we need to see
is a document with the title "Partnership Agreement" that is signed by Mr. Smith and Ms.
Jones. They could write it themselves.

However, if John Smith and Susan Jones form Kid Care Partnership, we can only grant a
license to Kid Care Partnership if we have 1) a document with the title "Partnership
Agreement" signed by Mr. Smith and Ms. Jones (it can be written by Mr. Smith and Ms.
Jones), and 2) proof that Mr. Jones or Ms. Smith registered the trade name Kid Care
Partnership with the state of GA. This is done by completing a filing with the appropriate
county superior court clerk and paying a fee. If we receive an application from Kid Care
Partnership, we would respond by asking for the partnership agreement and proof of
registration of the trade name.

Georgia Dept of Early Care and Leaming Revised 5/2020



Frequently Asked Questions for Lawful Presence Verification

1. Why do I have to complete the Affidavit for Lawful Presence Verification?

Effective January 1, 2012, Georgia law (0.C.G.A. Section 50-36-1) requires all applicants for a public benefit
to verify their lawful presence in the United States before receiving the benefit. A Bright from the Start license
or registration is a public benefit issued to the owner of a child care facility each year. Therefore, Bright from
the Start must have the required verification documents before the annual license will be issued. An applicant is
required to submit a completed and notarized “Affidavit and a copy of a secure and verifiable document or
affirm that these documents were previously submitted. You cannot pay your license fee or receive your new
license each year until the Affidavit or Affirmation for Lawful Presence Verification has been completed,
whichever is applicable.

2. Am I required to submit an Affidavit for Lawful Presence Verification every year?

Those owners who were previously verified as U.S. citizens does not have to re-submit lawful presence
verification. Their previous verification of U.S. citizenship continues to meet the requirements of the law. Child
care learning center applicants must affirm each year that the lawful presence documents were submitted if the
owner is the same,

Those owners who previously submitted the lawful presence documents and are not U.S. citizens are required to
submit the lawful presence documents every year. An Affidavit form is e-mailed on November 1% each year to
owners who were previously submitted the documents as a legal permanent resident, qualified alien or non-
immigrant.

3. What is an Affirmation for Lawful Presence Verification?

Completing an Affirmation is the process of confirming whether or not the owner previously submitted the
documents and was verified as a U.S. citizen by Bright from the Start. Those owners who have previously been
verified as a U.S. citizens are required to complete the Affirmation at www.decalkoala.com annually as part of
the license fee payment process.

4. Where can I find an Affidavit for Lawful Presence Verification Form?

An Affidavit form, pre-printed with your facility information, will be automatically e-mailed to those owners
who are not U.S. citizens each year on November 1% Those owners who are U.S. citizens will complete an
Affirmation at www.decalkoala.com. If the Affirmation indicates the applicant is a different person than last
year who has not previously completed an Affidavit for Lawful Presence Verification (Option 4), a pre-printed
Affidavit form will be e-mailed to the center.

5. What qualifies as a “secure and verifiable document”?
Only the documents approved by the Office of the Attorney General of Georgia are acceptable for processing.
The most common copies of “secure and verifiable documents™ are:
» U.S. issued passport or passport card
* U.S. military ID
» U.S. issued driver’s license
An entire list of acceptable documents can be found below.

6. Am I required to send an original document of one of the “secure and verifiable documents” on the
Attorney General’s list?

No, a photocopy of the document (front and back, if there is anything on the back of the document) is
acceptable and preferred. -



7. Where do I send the Affidavit for Lawful Presence Verification and the secure and verifiable
document?

The notarized Affidavit and copies of the front and back of the secure and verifiable document may be faxed to
404-463-7262 or scanned and e-mailed to ccsaffidavit(@decal.ga.gov. Fax and e-mail are preferred and will
allow the shortest processing time. If necessary, you may mail them to:

Bright from the Start
Georgia Department of Early Care and Learning
Attention: CCS Affidavits
2 Martin Luther King Jr. Drive SE, 670 East Tower
Atlanta, Georgia 30334

Do not submit the FAQ’s. instructions or list of secure and verifiable documents. These were sent to assist you
and are not part of the Affidavit.

8. What should I do if the owner listed on the Affidavit form is incorrect?
The owner information printed on the Affidavit is the information we have on file for this facility. If this
information is incorrect, please contact your licensing consultant immediately.

9. Can the Lawful Presence Verification form be notarized by a notary outside of Georgia?
Yes. The notary will list the appropriate state in the space provided.

10. Can the Lawful Presence Verification form be submitted with the notary’s stamp or seal or is one or

the other required?
Either the stamp or the seal may be used to notarize the Affidavit form. A form without a stamp or a seal will be

returned.

11. I already sent these forms to another department or division. Do I have to submit them again?
Yes, the law requires the department to obtain the forms for each benefit that will be issued.

Contact cesaffidavit@decal.ga.gov for assistance with the Affidavit or Affirmation for Verification of Lawful
Presence.




Bright from the Start: Georgia Department of Early Care and Learning
2 Martin Luther King Jr. Drive SE, 754 East Tower, Atlanta, Georgia 30334

0.C.G.A. § 50-36-1(e)(2) Affidavit For Lawful Presence Verification

License Number ) 3
Facility Name Christocrats Academy of Science & Technology
Facility Address 721 Morrow Road, Forest Park, GA 30298

Facility Owner New Covenant Faith & Miracle Arena, Inc.

By completing this affidavit under oath, as an applicant for the license listed below, as referenced in O.C.G.A. Sec. 50-36-1, 1
Lolita Martin
|printed name of person)
verify one of the following with respect to my application for a public benefit from Bright from the Start: Georgia Department of
Early Care and Learning, as referenced in O.C.G.A. Sec. 50-36-1:

n_ X I am a United States citizen 18 years of age or older. Submit a legible front and back copy of your current
secure and verifiable document(s) such as a driver’s license, passport, military ID or other document as
listed below.

2) X _ Tam alegal permanent resident of the United States, 18 years of age or older. Submit a legible front and back
copy of your carrent secure and verifiable document(s) such as a driver’s license, passport, military ID or
other document as listed below.

3) 1 am a qualified alien or non-tmmigrant under the Federal Immigration and Nationality Act, 18 years of age or
older, with an alien number issued by the Department of Homeland Security or other federal immigration agency.
Submit a legible front and back copy of secare and verifiable document from the list below that includes
your alien number,

My alien number issued by the Department of Homeland Security or other federal immigration agency is:
. (Required)

l also verify I have provided at least one secure and verifiable document, as required by O.C.G.A. Sec. 50-36-1(e)(1), with this
affidavit. The secure and verifiable document I have provided with this affidavit ijs: _ Driver's License (Identify
the document, such as driver’s license, Temporary Resident Card, passport, etc).

In providing the above information under oath, I understand that any person who knowingly and willfully makes a false, fictitious,
or fraudulent statement or representation in an affidavit shall be guilty of a violation of Georgia law, 0.C.G.A. Sec. 16-10-20, and
face criminal penalties as allowed by such criminal statute.

Completed in (city), __ (state).
- o _ Lolita Martin
Signature of Applicant Printed Name of Applicant
Mailing Address: P.O. Box 1321 ForestPark GA 30298
Street or P.O. Box City State Zip
Contact Phone Number 678-372-2459 E-mail Address admin@christocratsacademy.com
SUBSCRIBED AND SWORN BEFORE ME ON THIS THE DAY OF - .20

My Commission Expires:

NOTARY PUBLIC
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Application Part A Checklist

Applicant's Name: Christocrats Academy of Science & Technology, Inc.
Facility Name: CAST- CHRISTIAN SCHOOL _ County: Clayton

Owner/Applicant Information

X EIN or SSN
X Corporation/LLC information

Center/Facility Information
X Certificate of Incorporation/Certificate of Organization
X Articles of Incorporation/Organization
X Corporation by-laws or Operating Agreement

X Name Reservation Certificate, Trade Name
X Copy of Zoning Approval from agency with jurisdiction or letter stating no zoning required
(Must be dated within the past 12 months)
X Completed Agent for Service information (Must match Secretary of State Office documents)
X Owner of building is applicant? Yes X No
If no, Landlord information
X Copy of lease agreement with all signatures
N/A Copy of purchase agreement with all signatures
X Center’'s proposed operating schedule and age ranges served
X Months of operation
X Days of operation
X Hours of operation
X Age range of children to be served

Note: Parent policies and daily schedules should match the months, days, hours, and age
range of children to be served shown on Application Part A

Document Details

All appropriate signatures

Large, self-addressed, stamped envelope

LOM certificate

Completed and Notarized Affidavit for Lawful Presence Verification Form from owner and

verifiable documents (front and back copy)
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Background Check Guidelines

Georgia law (O.C.G.A. Title 20-1A-30 et.seq.) requires comprehensive satisfactory criminal records
checks on Directors and employees of all child care facilities as a condition of licensure. No person
with unsatisfactory results may become an employee or Director of a child care facility. As part of
the comprehensive background check process required to obtain a valid license, the Director and all
employees must also receive a satisfactory comprehensive fingerprint criminal record check clearance
from DECAL within the preceding twelve months. The background check must be conducted through
DECAL. Get instructions and forms at http.//www.decal.ga.gov/CCS/CriminalRecordsCheck.aspx

Who must have a background check and be fingerprinted?
e Director of licensed facilities
¢ All employees of a licensed facility
* Any Director of a licensed facility who becomes a Director of another licensed facility must
be re-fingerprinted if it has been more than (12) twelve months since the last satisfactory
fingerprint check results. If the fingerprint records check determination was processed less
then (12) twelve months earlier, a copy of current results must be submitted for verification.

Director is defined as the chief administrative or executive officer of a facility. This person is
responsible for the daily on-premises supervision, operation and maintenance of the facility.
Georgia law requires that a criminal records check clearance for an employee or Director be on file
before the person begins employment. This clearance must be on file for the Director before the
center can be initially licensed.

Employee is defined as any person other than a Director, employed by a facility to perform at any
of the facilities any duties which involve personal contact between that person and any child being
cared for at the facility and also includes any adult person who resides at the facility or who, with or
without compensation, performs duties for the facility which involves personal contact between that
person and any child being cared for by the facility.
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Physical Plant Requirements

Sample FIoOr Plan........ it mttmses st s rs s ssansssnsnserees 24
Licensed Capacity Requirements.........ccccciiiiiiinicssimninsincccsssmnnicinesisisinnissssssenes 25
[ T 1 ] o Ot 26
Window Space Requirements...........cccciiiiincnnnnnensninisnssssesisneisesssseessssesssesns 27
Staff:Child Ratios .........couuvinmemiiiiiircr e e e s e 28
Mixed-Age Groups For Child Care Learning Centers .........ccecceerririrccinircrcsnnescnnnes 29
Diaper Changing Areas .........c.cocvccmiiiiirinniinssssssssssssssssssssssssessssses s isssnsssssmnsnses 30
Storage Space/Bathrooms ... e essssssssssennns 31
Kitchen/Laundry/Building Safety and Repair ..........cccoeririmicccccinicrrcrn e 32
Floor Plan Checklist........cccciiiiiiiii s esens s ess s cnness s smnenees 33
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Licensed Capacity Requirements

Licensed Capacity Requirements are designed to ensure that the indoor environment provides
adequate space for growth and development through exploration, freedom of movement, etc.
According to the American Academy of Pediatrics, crowding reduces the ability to control the
spread of infection, and has a negative effect on children’s activities and state of mind. Inadequate
space can lead to aggressive, destructive, unfocused behavior.

To determine the licensed capacity of each child care room:

¢ Measure the length and width of a room from inside wall to inside wall. (Use the conversion
chart below to convert inches to decimals.)

To determine the square footage of each room and the total licensed capacity of the center:
e Multiply the length times the width to get the total square footage of the room/area.

e Space occupied by closets, door inserts, bathrooms and wall protrusions will not be
counted to determine the licensed capacity of a room. These areas will be deducted from
the total square footage of the room to get a measurement of usable floor space.

¢ Show the measurements of these areas on your floor plan.

To determine the capacity of the room divide the useable floor space by 35 square feet.
e Express the figure as a whole number by rounding decimals of .50 and above up, and
those of .49 and below down.

e After measuring all rooms used by children, add the capacity of each room together to get
the total licensed capacity for the center.

e Kitchens, bathrooms, closets, halls, storage areas or rooms, offices, rooms designated for
staff use and other single use areas shall be excluded in determining usable space.

CONVERSION TABLE (inches to decimals)

1 INCH=.08 7 INCHES=.58
2 INCHES=.17 8 INCHES=.67
3 INCHES=.25 9 INCHES=.75
4 INCHES=.33 10 INCHES=.83
5 INCHES=.42 11 INCHES=.92

6 INCHES=.50
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Example

18 Cudisles

ROOM SPACE
29'2” X 44’3”
292"
(27=.17) (37=.25)
29.17 X 44.25=1290.7 (ROUND UP) =1291 SQUARE FEET
(217)(3.25)
LESS THE ENTRANCE PROTRUSION:
Less the entrance protrusion:
7'6” X 4'4”
7'6 x 4
{6”=.50) (47=.33)
7.50 X 4.33=32.4 (ROUND DOWN) =32
(6=.50) (4=.33) 1291
=32
1259 SQ. FT.
1259 DIVIDED BY 35=35.9 (ROUND UP) =36 CHILDREN
WINDOWS
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Window Space Requirements

For Centers With No Central Heat and Air

The requirements in this section apply only to facilities that do not have a central air
conditioning unit or individual room air conditioners.

The window space in each child care room is determined in the following way:

e \When central heat and air is not provided, total window space per room must be 5% of
the useable floor space.

o Multiply useable floor space by .05 to determine required window space.

e At least 50% of required window space must be screened and operable.

+ To determine the total square footage of the window space, multiply the length of the
window times (X) the width of the window.

e Screens should fit tightly and should be free of open holes, rips, and/or tears to prevent
insects from entering the building when the windows are open.

For Centers With No Vent Fans Over The Diapering Surfaces

The requirements in this section apply only to facilities that do not have a vent fan over the
diapering surfaces.

¢ Operable window space must equal 2.5% of the useable floor space.
* Forexample, a room in a center that has 1,259 square feet of usable floor space
and will house diapered children with no vented exhaust fan present must have
[1,259 X 2.5%] 31 square feet of screened and operable window space.
e To measure screened and operable window space:
* Open the window to the maximum opening position.
* Measure the screened open area.
* For example, 2’2" X 2'0"=4.3 (round down) = 4 square feet of screened and
operable space for the window.
¢ Based on that calculation, if the room needs 31 square feet of screened and operable
space, then you would need [31+4] 8 screened and operable windows.
¢ Screens should fit tightly and should be free of open holes, rips, and/or tears to prevent
insects from entering the building when the windows are open.
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Staff:Child Ratios

Child Care Learning Center
Rule #591-1-1-.32(1)

AGE # ADULTS # CHILDREN

Birth to 18 months 1 6

(not walking)
One (1) year olds 1 8

(walking)
Two (2) year olds 1 10
Three (3) year olds 1 15
Four (4) year olds 1 18
Five (5) year olds 1 20

Six (8) year olds 1 25
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Mixed-Age Groups For Child Care Learning Centers

In mixed-age groups, the required staff:child ratios shall be based on the age
of the youngest group of children that makes up more than twenty percent (20%) of the total
number of children in the mixed-age group.

Children may be combined in mixed-age groups as follows:

For Centers with a licensed capacity of 19 or more children:

Infants and children younger than three (3) years of age cannot be mixed
with children three (3) years of age and older except as set forth below:

During the first hour of the center’s operation and the last hour of operation, infants
and children younger than three (3) years may be grouped with older children as
long as staff:child ratios and group size are met based on the age of the youngest
child in the group.

Children who turn three (3) years of age during the regular school year may remain
grouped with other two (2) year olds for the remainder of the school year provided
that the continued placement in the younger group is with the agreement of the
older child’s parent(s) and is developmentally appropriate for the child.

For Centers with a licensed capacity of 18 or fewer children:

Children of different ages may be mixed together in one room as long as the following
staff:child ratio requirements are met:
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The age of the youngest child present under three (3) years of age shall determine
the staff:child ratio for the group in which the child(ren) under three (3) years of age
are cared for.

Where all of the children in any group are three (3) years of age or older, the
age of the majority of the children in the group shall determine the staff:child ratio.
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Diaper Changing Areas

The diaper changing surface must:

be located in child care rooms.

be non-porous and easily cleaned.

be large enough to contain the child being diapered.

have guards (straps) or rails on sides to protect the child from falling. However, those
children who sleep in their cribs may be changed in them.

The diaper changing area must:

* provide for caregivers to wash their hands with liquid soap and warm running water
immediately before and after each diaper change.

* have lavatories with hot and cold running water adjacent to the diapering area. This
means that the sink should be within arm’s reach of the staff who is attending the child on
the diapering surface.

* have liquid soap and paper towels, single-use cloths, and storage for disinfectants to keep
them inaccessible to children.

* have a closed container for diaper disposal. This container must latch or be inaccessible
to children who are housed in the classroom.

* have ventilation. This can be provided by a functioning exhaust fan or by the required
amount of screened/operable windows.

Note: Position diaper changing tables so that staff members can see the entire classroom as
they diaper. This will enable staff to supervise all of the children during diapering activities.
If diapering tables do not face the classroom, a written supervision plan for extra staff will
be required. Diaper changing tables must be within arm’s reach of the diapering sink.
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Storage Space/Bathrooms

Children’s Storage

* Play equipment requiring little adult supervision must be on low open shelves in the
classroom.

* Individual storage spaces for children’s personal belongings (i.e., coats, bookbags, etc.)
must be accessible (within reach) of children (1 year of age and older). Storage spaces
should be large enough to accommodate the size of the child’s belongings.

* Diaper bags must be stored out of reach of children and should be accessible to the diaper
changing area.

* Sleeping equipment (i.e., mats, cots) can be stored in the classroom, but must be stored
to prevent children’s access and to allow maximum use of the play space.

Teachers’ Supplies

* Teachers’ supplies must be kept out of reach of the children. (Examples: Teachers’ purses,
White-out, adult scissors, staplers, bulletin board pins, aerosol cans, etc.)

Hazardous Items

* First aid supplies, cleaning supplies, tools, and medicines must be kept out of reach of the
children in a locked area (cabinets, closets, etc.).

Bathrooms

¢ Bathrooms must be fully enclosed.

¢ Bathrooms must have proper ventilation either through a screened and operable window or
a functioning exhaust fan.

¢ Installed toilets or lavatories of adult height that will be used by children in any room of the
facility must have steps or a platform.

* The building should be designed to allow for supervision of children during toileting.
Bathrooms must be in or adjacent to classrooms for children 2 years of age. This means a
shared wall or immediately across from the classroom door with a direct line of sight.

* For children 3 years of age and older, bathrooms must be no more than 40 feet from the
classroom door.

* A written supervision plan must be on file whenever bathrooms are not located in the
classrooms.

* Toilet facilities for four-year-old and older children must be screened for privacy (for
example: partitions or dividers between toilets).

* Supplies should be within children’s reach (i.e., tissue should be within the child’s reach
when seated on the toilet, and liquid soap and paper towels should be within the child’s
reach at the sink).

» The use of a stool or platform is permissible for the child to reach the sink and all
supplies.

* Refer to your copy of the Child Care Learning Center rule book for the required number of
sinks/toilets.

» Note that all applications received after December 22, 2009, are required to meet revised
Rule 591-1-1-.06(1) for the correct number of toilets.

* Two potty chairs are no longer allowed as a substitute for an additional toilet.
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Kitchen/Laundry/Building Safety and Repair

Kitchens

If you plan to use non-disposable eating and drinking utensils, kitchens must have proper
dishwashing facilities.

* This includes either a three compartment sink, or a two compartment sink with a
dishwasher that meets sanitizing criteria.

* An approved dishwasher must have a sani-cycle, or the dishwasher must maintain rinse
water at a temperature of 150 degrees Fahrenheit or higher.
If you have difficulty locating a suitable dishwasher, you may consider installing a booster water
heater, a separate hot water heater, or using an approved sanitizing agent.

* The refrigerator temperature must be 40 degrees or lower, and the freezer temperature
must be 0 degrees.

* Areas for food preparation must be non-porous, easily cleaned, and free of unsealed
cracks or seams.

* Areas for storage of food, eating utensils, and cookware must be provided.

* If your facility plans to serve catered food, the caterer must have a Food Service Permit

and a current inspection report and provide you with current copies of both documents to
maintain in your records.

Children cannot pass through kitchens or laundry areas to reach other parts of the facility or the
playground.

Laundry
* Must be separate from child care areas.
* Must contain covered storage for soiled linens.

* Children cannot pass through kitchens or laundry areas to reach other parts of the facility or
the playground.

Bwldlng Safety And Repair

Walls, floors, and ceilings should not have holes, cracks or tears, chipping paint, peeling
wallpaper, or sharp edges.

e Carpeting and vinyl must be pulled tightly and the seams secured to avoid any hazards,
such as tripping.

* Screens, guards, or other types of barriers must protect any type of heating or cooling
equipment accessible to children. Screens should not get hot to the touch.

* Itis important to develop a system of keeping the building in good repair.

Page - 32 Georgia Dept of Early Care and Learning Revised 5/2020



Floor Plan Checklist

For Child Care Learning Centers (CCLCs) with 7 or more children

Applicant(s) Name(s) _ Christocrats Academy of Science & Technology, Inc.

Contact Person Lolita Martin

Address 721 Morrow Road, Bldg A, Forest Park, GA 30297
Telephone Number(s) _ 678-372-2459 / 404-240-3487 / 404-228-0830
Facility Name CAST- CHRISTIAN SCHOOL

Address 721 Morrow Road, Forest Park, GA 30297
Telephone Number(s) _404-240-3487 / 404-228-0830

County Clayton

Instructions:

When preparing a drawing of your floor plan, be certain that all items are shown on
your plans and/or in the appropriate section of the checklist.

o Submit two (2) copies of a building floor plan drawing to the Applicant Services Unit.
These may be hand drawn or professionally prepared. One copy must be 8'/;” by 11” for
the Bright from the Start: Georgia Department of Early Care and Learning file. An
evaluated copy will be returned to you.

e Submit a copy of this completed Floor Plan Checklist.

e Submit a self-addressed, stamped envelope (sufficient in size with adequate postage)
for you to receive a copy of your reviewed plans and checklist.

* Applicant Services Unit will use the checklist to evaluate the plan using this key:
o M- Met

NM - Not Met

NA - Not Applicable

D - Discussion

? - Question/Further clarification needed

CCLC = Rules and Regulations for Child Care Learning Centers

o 0 O O O
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Office Office Office H
e s e Floor Plan Checklist
oni o o
o 4 L Please draw clearly and indicate the following information marked with a
“0” on your floor plan drawing.
Answer questions noted on each item
Do not skip any item on this checklist. Write N/A if it does not apply.
Review Review Review
Date Date Date

1. OLabel each child care room with a letter and specify the age group to be
housed in each room. (i.e., Room A- 6 weeks to 12 months) Please draw the
entrance to the facility. (Account for all ages listed on Application Part A)

2. Are there any partial walls (those not floor to ceiling)? __ Yes _X No
CIf yes, please draw partial walls with a broken line (----). Give dimensions
(height and length) of these walls. Write N/A if there are no partial walls.

3. ODraw the location of all doors (interior and exterior).

4. ODraw in the measurements of each child care room.

OCalculate and show the total square footage in each room.
Measurements are determined baseboard to baseboard.
OMeasurements must also be shown for deductions in the room such as
restrooms, closets, wall partition(s), wall inserts, heaters with protective
barriers, etc.). Use the directions in the Applicant's Guide.

(Example: 162" x 9'7"= 155 sq. ft)  CCLC #591-1-1-.19(1)

5. Are there any parts of the building or residence that will not be used for the
child care program? _X Yes__ No

OIf yes, explain the use of the other areas and draw in on your plan.
Child Care Learning Centers attached to a private residence should
show child care room(s) in relation to the private residence.
DChurch or school centers should show child care rooms in relation to
other rooms within the building and in relation to other buildings/offices
on the grounds. If none, write N/A.

6. ODraw the location of each bathroom in relation to the child care areas. The
rules require that children’s bathrooms be adjacent to the child care rooms.
OPlease note the distance (in feet/inches) to the nearest bathroom door
from
each classroom door (Or, if applicable, note that bathroom is accessed
directly from classroom, i.e., door is in classroom). Note: Bathrooms for
children age 2 and under must be located in or adjoining the classroom.
Bathrooms for 3 years and up must be 40 ft. or less from classroom door.

7. Are bathrooms fully enclosed? _X Yes No
NOTE: Bathrooms must be fully enclosed (i.e., no partial walls and no
half doors).

8. Will the program operate in a private residence? Yes _ X No
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9. DDraw the location of each bathroom in relation to the child care areas. The
rules require that children’s bathrooms be adjacent to the child care rooms.
OPlease note the distance (in feet/inches) to the nearest bathroom door
from
each classroom door (Or, if applicable, note that bathroom is accessed
directly from classroom- i.e., door is in classroom). Note: Bathrooms for
children age 2 and under must be located in or adjoining the classroom.
Bathrooms for 3 years and up must be 40 ft. or less from classroom door.

10. Do the sinks for children have warm, running water? _ X Yes __ No

11. Are the toilets and sinks child-sized? __ X Yes No
If not, explain your plan to make them accessible to children. (Example:
stools/platforms)

12. If you do not have central heat and air, draw the location of all windows.
0Give the measurements for the screened area of the window. If you do have
central heat/air, write N/A.  N/A

13. Are there any windows with glass 24" or less from the floor? ___ Yes X No

14. Are there any full length glass doors in the building? Yes _X No
If yes, do those windows/doors have an etching/label indicating
they are “tempered/safety glass™? Yes X No
0If not, indicate the method used to provide a protective barrier over the
windows/doors. (Example: plastic lattice, Plexiglas)

15.0Draw the location of the hot water heater(s).
If accessible to children, describe the barrier that will be used. (Example: In a
latched closet, or cabinet with a latch)

16.0Draw the location of laundry areas. If accessible to children, describe the
barrier that will be used. (Example: Latch/ lock on door)
If no laundry area is on site, describe your plan for laundry.)

17. ODraw the location of the diaper changing area in each room housing children
2 years of age and younger. Regulations state that children’s diapers or
disposable pull-ups may be changed in their own crib, or on a non-porous
diapering surface with guards or rails.

UDescribe which surface you will use and indicate what type of safety barrier
you will have to prevent falls.

Note: It is recommended that diapering tables be positioned so that staff can
see the classroom while diapering.

18. Do your diaper changing tables face a wall? Yes _ X No
0If yes, please provide a written supervision plan which requires additional
staff to be present in the classroom during diaper changing activities.

19. A sink is required next to each diapering area for hand washing.
ODraw the location of the diapering sink on the plan. The diapering sink must
be in the classroom and not inside the bathroom.

20. Do the diapering sinks have running heated water? _X Yes No

21. Are the diapering sinks with arm’s reach from the diapering surface?
X Yes No

Page - 35

Georgia Dept of Early Care and Learning Revised $/2020




22.

Are there any child care areas situated in a basement? Yes
X _No

23.

ODraw the location of the kitchen and label the kitchen sink and all major
appliances. (Example: Stove, microwave, refrigerator).

24,

What method of dishwashing will you use? (check one)

_____ Triple basin sink

___Two basin sink and dishwasher with Sani-cycle or capability of
maintaining a rinse water temperature of 150 degrees Fahrenheit

_X Two basin sink and use of all disposable service items for children’s
use, such as dishes, cups/glasses, utensils

25.

Are any ceiling heights less than 7 feet? Yes _ X _No
OIf yes, specify which rooms and indicate the height.

26.

What type of heating system (i.e., central, space heater, or floor furnace)
is used? Central
If floor furnace or space heater, please show on plan where are units
located. N/A
ODescribe the barriers that will be used to prohibit the children’s
accessibility N/A
(Barriers should not get hot to the touch.)

27.

Regulations require ventilation in diapering rooms, bathrooms, and
kitchen. This can be provided by functioning exhaust fans and a duct
system, or by operable, screened windows.

ODescribe below the type of ventilation to be provided in each area.

OIf windows are used in the diapering areas, please give the number of
windows and measurements of the operable, screened portion of each
window. (Example: 3 windows @ 24” x22” each)

1.  Diaper rooms: Exhaust fan or windows? Windows

2. Bathrooms: Exhaust fan or windows? Exhaust Fans

28.

Do you have any water fountains in the building? __ Yes _ X No
OIf yes, list the manufacturer’ s name and the model # of the water
fountains below.

OIf no, please describe how you will offer water to children. Example:
water pitcher and disposable cups. Water Pitchers & Disposable Cups

29.

What type of cooling system (i.e., central, window unit) is used? Central Air
OIf window unit or fans, please draw on plans where these are located.
ODescribe the barriers that will be used to prohibit the children” s
accessibility.

Note: Children should not be able to touch controi knobs.

30.

ODescribe the type of materials used for:
A. Floors (Example: Carpetitile) Carpet/Tile

31.

ODescribe the individual storage areas/cubbies for each child” s
possessions and draw their location in each room.

Children’s individual storage for outer garments and personal
possessions must be within children’s reach.

Diaper bags must be stored out of children’s reach.

The number of storage bins/cubbies must match the capacity of each
room.  Cubbies & Coat Hooks
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32.

Where will you store hazardous/bulk/seasonal supplies?
They must be inaccessible to children in a locked or latched storage
area. Locked Storage cabinets and closets

33.

ODescribe below your plan for food service Example: Cooking done on-
site, parent provided, catered). parent Provided

34.

If food is provided by a source other than the center, the food must come
from a facility with a food service permit and current food inspection
score.

0Give the name of the food service facility.

35.

What type of counter surface, such as Formica, stainless steel, etc., will
be used for food preparation? Formica & Stainless Steel

36.

Where will supplies of food be stored?
ODraw on plan - shelves or pantry  Storage cabinet

37.

Where will food service equipment, such as pots and pans, be stored? storage

38.

ODescribe type of protective shield or guard on kitchen lights and stove ~
hood light(s) that prevents glass from falling into food if a bulb breaks. pjastic

39.

Indicate the source of water supply:_X _County ____ City SHied |
Note: If not on city or county water, applicants are required to submit

written approval from county health department officials with Part B of

their application. If county officials will not give written approval, follow

their instructions to obtain approval from the agency with jurisdiction over

the well, such as the Environmental Protection Agency or Division.

40.

Indicate the source of sewage disposal:_A_ County ___ City ___ Septic
Tank

UIf a septic tank is used, applicants must submit written approval from
the local county health department officials with Part B of their
application.

OAsk the health official to document the number of children the septic
tank will accommodate.

PLEASE DO NOT WRITE BELOW THIS LINE

OFFICE USE ONLY:
Approval is based on submission of written materials; final approval will be
based on the on-site inspection.

[1 FLOOR PLAN APPROVED

[1 FLOOR PLAN APPROVED WITH THE FOLLOWING
STIPULATION(S)

[1 FLOOR PLAN NOT APPROVED- Address all items marked “NM”
or “?” and return revised plan with this ORIGINAL checklist for
review. Please include a large self-addressed, stamped envelope.

COMMENTS:

REVIEWED BY: DATE
REVIEWED BY: DATE
REVIEWED BY: DATE
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Sample Site Plan

SAMPLE SITE PLAN
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Playground Area Rules

The playground, just like the interior space, has specific requirements. The first requirement is that
it should be adjacent to the facility (indicate location on your site plan). If not, a safe route to the
playground must be approved by Bright from the Start: Georgia Department of Early Care and
Learning. Children should not cross driveways or parking lots to reach their playground. Children
less than 3 years of age may not pass through the rooms of older children to reach the playground.
Children 3 years of age and older may not pass through younger children’s rooms to reach the
playground. The entrance to the center cannot be through the playground unless that passageway
is fenced separately from the playground space.
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Playground Size

Here are rules for calculating useable playground space:

Child care learning centers are required to have 100 square feet of usable play space per
child for each group using the play area at any one time.

Child care learning centers with a capacity of 19 or more children must have enough
playground space to accommodate at least 1/3 of the center’s total licensed capacity.

Child care learning centers with a capacity of 7 to 18 children must have enough
playground space to accommodate the facility’s total licensed capacity at one time.

Document the exact dimensions of the playground in feet and inches on your plans.

To obtain the square footage, multiply the length times the width of the playground. To
determine the capacity, divide the total square footage by 100.

If the playground is not uniformly shaped (i.e., square or rectangular), please measure it in
segments.

Remember to deduct any areas that subtract from useable space such as areas for storage
buildings, swimming pools, and heating or cooling units.

If the playground is divided into individual sections to accommodate individual age groups,
each fenced area must comply with the rules.

Note: Please consider supervision when designing outdoor play areas. Children are not visible,
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and cannot be adequately supervised, on a playground that has hidden areas or on one
that wraps around a portion of the building.
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Ground Covering

e Choose from a variety of surfaces such as grass, wood chips, sand, etc.

e Hard surfaces, such as pavement or gravel, cannot exceed /4 of the total outside surface.
Therefore, your playground may not be constructed over concrete or asphalt without first
removing this hard surface.

e The playground area must not contain any hazards, such as, but not limited to:
Uneven turf

Briars/thorny plants

Holes

Mushrooms

Exposed tree roots

Active ant beds

Rocks

Shade

e Shade may be provided by:
* Trees
» Equipment with shade coverings
* Man-made structures (i.e., gazebos/canopies)
e Shade provided by your building cannot be the only source.

e Shade must be provided within each individually fenced area.
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Fencing

e Provide at least a 4-foot-high fence around the play area.

e Fencing material must be non-hazardous, without any protruding metal or wires. The

following are approved fencing materials, if they are at least 4 feet tall:

* Chain Link (with closed, bent wire - no sharp points exposed along the top or the
bottom)

*  Wooden (no gaps between boards, no splinters, no nail points or protruding nail
heads)

» PVCl/plastic picket fence (gaps between pickets must be less than 3 /2 inches)

* Wrought Iron (gaps between rails must be less than 3 /2 inches)

e Materials not approved: Barbed wire, chicken wire, farm wire (rectangular openings), lattice
(plastic or wood)

e A fence must be installed to prevent a child from becoming injured or from leaving the play
area by any other means than through an approved access route. The fence must be
secured at the top and meet the ground and be secured at its base. Securing the base
would prevent the entrance of rodents, etc.

e Any bolts used for installation should be turned toward the outside of the fence. If pointing
inside, the bolts must be cut down to no more than two threads, then filed smooth or
capped.

e Bolts and screws protruding from the playground entrance gate or from divider fences could
present a hazard to children on either side.

e Any barrier other than fencing must be approved by the Department.

e The location of the gas meter and/or the heating and cooling equipment must be indicated
on the site plan.

e The type of barrier/fence used to prevent children from coming into contact with this
equipment must also be noted on the site plan.

NOTE: If barriers (i.e., landscape timbers, PVC pipe perimeters) are used on the playground to
contain loose fill materials like sand/mulch, do not install the barriers close to the fence line as the
height of the barrier would reduce the overall height of the fence. This can also create a gap
(between the fence and the barrier) where children’s feet can slip causing a potential injury.
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Play Equipment and Surfaces

Provide enough age appropriate outdoor play equipment to offer a variety of activities.

Equipment must be in safe operating condition with no rusted, broken, or missing parts,
and with no protruding nails or screws.

Tires used for play must have holes bored in them so that water drains out.

Specific requirements for swings and climbing equipment include:
* Must be anchored securely in the ground.
» Chain hooks on swings must be clamped tight.
+ Slides should be installed in shaded areas.
» Aresilient or bouncy surface such as wood chips, sand, muich, or pea gravel must
be provided underneath and in the fall zone.
» The depth of the resilient surface is determined by the height of the equipment.
+ Six inches of resilient surface is required underneath and within the fall zone of
equipment five feet or higher.
» If the equipment is less than five feet in height, the required depth of the resilient
surface is three inches.
» Barriers may be needed to maintain loose fill materials at the proper depth (see note
above regarding placement of barriers).
» Any barrier, such as timbers or PVC pipes, built to contain the resilient surface must
be installed outside of the fall zone of the equipment.
If a synthetic material is to be used for the resilient surfacing, contact the Applicant
Services Unit for approval of the material prior to installation. You will be required to provide
testing specifications on the product you plan to install.

It is important to develop a system to check the playground equipment and to measure the
resilient surface regularly to ensure that both are maintained adequately.

Safety or encroachment zones of at least 6 feet should be created between pieces of
equipment as well as between the equipment and fencing.

Georgia Dept of Early Care and Learning Revised 5/2020



Fall Zones

e Use zones (also called “fall zones”) should surround equipment by six feet on all sides
in general. For swings, measure the height to the top of the swing bar; the use zone in
front and behind swings will be two times that height (a seven (7) foot tall swing would
have fourteen (14) foot use zone in front AND behind the swings). Use zones of
stationary equipment may overlap if the equipment is six (6) feet apart and 30 inches
high or less. If more than 30 inches high, overlap is allowed only if equipment is nine
(9) feet apart. Slides great than six (6) feet high require an exit use zone equal to their
height up to eight (8) feet.

e For more information please see the U.S. Consumer Product Safety Commission
Public Playground Safety Handbook (Publication #325, November 2010) available at
WWW.CPSC.QOoV
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Resilient Surfacing

Height of | Depth of Surfacing Best Practices

Equipment Needed
Less than 3 None, but on soft 9 inches if over 18
ft surface inches tall
3ft—51t 3 inches At least 9 inches
Higher than 6 inches At least 9 inches
5 ft

Swings fall zone should be in front of, behind, and on the sides of the structure

Example:
Chain = 5’9"
5'9" + 7=12'9" fall zone

Fall Zones - Slides ! [ -
—

o By =t G
RSN )
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Playground Maintenance Checklist

Date Repair or [Date
Checked |Removal Eepaired ofl Instructions:
Needed emoved | . Check the entire playground at least once each week.
- Train all personnel to be alert to playground hazards, and report them promptly.
- Avoid the use of hazardous equipment until repaired.
Review eview IReview
Date Date Date

Are there at least six to ten inches of deep resilient ground cover (sand, pea
gravel, wood chips, etc.) under all swings, merry-go-rounds, slides, and
climbing equipment? Is the resilient surface compacted or out of place?

Is the entire outside play area free of hazard, such as:
¢ Poisonous plants

Glass

Trip hazards

Uneven turf

Exposed bricks/cinder blocks

Exposed concrete edges

Open grating

Slippery areas

Dead tree limbs

Briars/thorny plants

Exposed tree roots/rocks

Accessible sharp fence wire

Accessible woods

Inadequate clearance between equipment

Poor drainage areas

Ants/Bees/Spiders

Are concrete supports of equipment sticking above the ground? Is
equipment anchored securely?

Are there outdoor equipment hazards such as:
¢ Exposed nails/screws/nuts/bolts/pipes
Splintered/deteriorated wood
Open/deformed “S” or “C” hooks/ rings/links, efc.
Crush/pinch points
Areas of entrapment
Unprotected protrusions
Broken/missing steps/rungs/hand
Broken/missing steps/rungs/hand
rails/handles/slides/ladders
Sharp edges
Broken seats/parts/equipment
Obstructions on slides
Equipment off track/unsecured to fulcrum
Frayed/broken ropes
Chipped/peeling paint
Worn swing hangers/chains
Broken supports/anchors
Bars/rungs/handholds stay in place when grasped; don’t wobble/turn
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Are there openings that could trap a child's head? (Gaps should be less
than 3'%; inches or greater than 9 inches.)

Are timbers rotting, splitting, termite infested, excessively worn, or
splintering?

Are portable toys such as tricycles and wagons in good repair? (No
sharp edges, no cracked plastic, etc.)

Are there protrusions on any equipment that can catch clothing?

Are there crush points or shearing actions such as hinges of seesaws
and undercarriages of revolving equipment that children could reach or
touch?

Are swing seats excessively heavy? Do they have protruding parts that
could pierce or catch part of a child’s clothing?

Is the fence at least 4 feet high and in good repair? Can gates be
secured? Any 4 inch gaps a child could squeeze through? Any sharp
wires that could cut or scratch a child?

Are there electrical hazards on the playground such as accessible air
conditioners, switch boxes, or power lines?

Do trees, grass, and shrubs need care/trimming?

Signature Of Person Conducting the Playground Check
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Site Plan Records

Facility Type: Child Care Learning Center (CCLC) (7 or more children)

Applicant(s) Name Christocrats Academy of Science & Technology, Inc.
Contact Person Lolita Martin
Address 721 Morrow Road, Bldg. A, Forest Park, GA 30297

Telephone Number(s) _678-372-2459 / 404-240-3487 / 404-228-0830

Facility Name CAST- Christian School

Address 721 Morrow Road, Bldg. A., Forest Park, GA 30297

Telephone Number(s) _ 678-372-2459 / 404-240-3487 / 404-228-0830

County Clayton

Instructions:

When preparing a drawing of your site plan, be certain that all items are shown on your

plans and/or in the appropriate section of this checklist.

1. Submit two (2) copies of a site plan drawing to the Applicant Services Unit. These may be
hand drawn or professionally prepared. One copy must be 8'/2" by 11” for the Bright from
the Start: Georgia Department of Early Care and Learning file. A copy will be returned to

you.
2. Submit a copy of this completed Site Plan Checklist.

3. Submit a self-addressed, stamped envelope, sufficient in size with adequate postage

to receive a copy of your reviewed plans and checklist.

4. Applicant Services Unit will use the checklist to evaluate your plan using the following

key:

« M — Met

« NM — Not Met

* NA — Not Applicable

« D — Discussion

- ? — Question/Further clarification needed
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Site Plan Checklist

(Office Use |Office Use [Office Use | |nstructions:

only only onty . Please drawi/clearly indicate the following information marked with a 0
on your floor plan drawing.
- Answer questions noted on each item.
- Do not skip any item on this checklist. Write N/A if it does not apply.
Review Review Review
Date Date Date

ODraw the location of parking for parents and staff. Assure that there is enough to
accommodate staff vehicles and the peak arrival and departure times for the safe
pick-up and delivery of children.

ODraw the measurements of each playground and the age range of children
that will use each playground. (Ex. 120 feet x 90 feet= 10,800 sq. feet)

If more than one playground is planned, show each playground and
designate each with a letter.

Note: Facilities are not required to have separate play areas for all age groups.
Refer to Applicant’s Guide for additional information. Give dimensions of any
heating/cooling equipment areas on the playground. These should be fenced off
from children’s access.

Note: For child care learning centers with a capacity of 19 or more children, the
total playground capacity must accommodate at least 1/3 of the center's overall
capacity. For child care learning centers with a capacity of 7 to 18 children, the

playground capacity must match or exceed the center's overall capacity.

Are there any buildings or storage areas on the playground? Yes _ X No
Oif yes, please draw the location on the plan and give measurements of the
building.

Are these buildings able to be locked? ____Yes ___ No nN/A
Is access blocked both beneath and behind the buildings? ___ Yes  No N/A

Is there a swimming pool (in ground or above ground) on site? Yes _X No
0If yes, please draw the location on the plan and describe below the method
used to make it inaccessible to children when not in use. (Example: Locked
fence)

ODraw the location of the playground in relationship to the building, and show the
route children will use to safely reach the playground from each room.

Note: In CCLCs with a capacity of 19 or more children, children less than 3
years old may not pass through older children's rooms to reach the
playground, nor may children ages 3 and older pass through the rooms of
younger children.

ODraw the location of the playground equipment (climbers, swings,

sandboxes, slides, etc.). A variety of age-appropriate equipment for all children

served must be provided.
ODraw the location of fencing and the gates used to protect children from traffic
and other hazards. Rules require the fence to be at least four feet in height. Fence
must be constructed with non-hazardous material and must have no gaps between
rails or posts that measure larger than 3 1/2 inches.

Type of fence? Chain Link

Height of fence?
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Describe the type of ground covering that will be on the completed playground.
(Examples: grass & mulch) Grass & Muich

Is there any concrete or asphalt beneath the grass/ground cover on your
playground? ____Yes _X No

ODraw any paved or concrete surface areas on the plan. Show the measurements of
paved or concrete surfaces.

Note: Rules require hard surface to be limited to no more than 1/4 of the total
outdoor play area.

Shade will be provided on each playground by: _Awning & Building

Shade can be provided by trees, awnings, covered sandboxes, etc.
Shade provided by the building cannot be the only shade.

State below the type and depth of resilient surface used beneath and in fall zones of
swings and climbing equipment (i.e., sand, wood chips).

Note: The required depth beneath and in the fall zone for equipment less than 5
feet high must be at least 3 inches. For equipment 5 feet and higher, the required
depth is at least 6 inches. Barriers may be needed to maintain the proper depth.

Refer to the Applicant’s Guide for distances required for fall zones, for resilient
surface materials, and for depth requirements.

Type N/A Depth

Climbers and swings must be anchored. Describe below how you will do this, such
as concrete footings.
Note: Anchoring material must be securely covered.

Is the gas meter and/or heating and cooling equipment located on the playground?
Yes _X No

DIf yes, please indicate the protective barrier to prevent children’s access and draw
the location of the equipment and barrier on your plan.

Note: This barrier must be at least 4 feet high.

Describe your specific plan for keeping the playground safe and the depth of the
resilient surfacing material maintained. See Applicant’'s Guide for information about
Playground Maintenance. (Plan for daily maintenance like measuring resilient
surface and long-term work like grass cutting, adding resilient surface, painting
equipment, etc.) Landscaper & Director will ensure grounds are regularly maintained
A sample playground checklist form is found in the resource section.

PLEASE DO NOT WRITE BELOW THIS LINE
OFFICE USE ONLY:

Approval is based on submission of written materials; final approval will be based on the on-
site inspection.

[] SITE PLAN APPROVED
[1] SITE PLAN APPROVED WITH THE FOLLOWING STIPULATION(S)
[I1L1[1] SITE PLAN NOT APPROVED- Address all items marked “NM” or “?” and

return revised plan with this ORIGINAL checklist for review. Please
include a large self-addressed, stamped envelope.

COMMENTS:
REVIEWED BY: DATE:
REVIEWED BY: DATE:

REVIEWED BY: DATE:
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Definitions
The Operation Plan covers the day-to-day operation of your center. The following items and
documents must be included in the Operation Plan.

Personnel Policies/Handbook: This is the handbook given to your staff and should cover all
information in your policies and procedures as well as all requirements for your staff.

Policies and Procedures/Parent Handbook: This covers all information that your parents need
to know about the day-to-day operation of the center and should be organized in an easily
readable format that parents can turn to for answers about the type of services you will provide.

Schedules: Each classroom is required to have posted a daily schedule of age-appropriate
activities that children are involved in at the center.

Menus: Menus are a required posted item and a sample menu for your center must be
submitted.

Emergency Plans: Your parental policies and procedures may state that emergency plans have
been developed and are posted for parent viewing. You must submit for review your step-by-
step plans for each of the emergency situations listed on the operation plan checklist.

Transportation Plan: Written plan required for routine transportation or field trips.

Operation Plan Checklist: Please include your checklist in its entirety when submitting your
operation plan materials for review.

Forms: Sample forms have been provided for many of the items required. Any forms that you
will be using other than the sample forms provided by DECAL must be submitted for review.
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Guidelines for Creating Policies & Procedures

Use this form for guidance in writing Center Policies and Procedures, which may also be used as
your Parent Handbook. To create your Center Policies and Procedures, include the following
information plus all items required in the operation plan checklist.

o0 A w N

10.

1.

12.

13.

14.

Ages of Children Served
Months of Operation
Days of Operation
Hours of Operation

Dates center is closed, (i.e., holidays, inclement weather, vacation closing, etc.)

Admission requirements, including parental responsibilities for supplying and maintaining
accurate required record information and escorting child to and from the center

Standard fees, payment of fees, fees related to absences and vacations, and other charges
such as insurance, transportation, etc.

Transportation provided, if any, must include procedures to be followed if no one is home or at
the designated drop-off site to receive a transported child from school, home pickup/delivery,
or special events such as dance lessons, swim lessons, etc. If no transportation is offered,
this must be stated in the Center Policies and Parent Handbook so that parents will know.

. Guidance and discipline techniques must include statement of general philosophy of

classroom management, statement of discipline techniques to be used, and statement
of disallowed discipline techniques as described in rules and regulations

Handling emergency medical care including place(s) the children will be taken for
emergency medical care, identification of the facility's primary medical resource, and
method used to transport the child to this location

Description of information required before administering medication and recording noticeable
adverse reactions to the medication. Include times medication will be administered, how to
obtain and complete the medication form, how long authorization is in effect (i.e., limited to no
more than two weeks unless written authorization from the physician), and procedure for
delivery and pickup of medication

Policies and procedures for notifying parents of child's illness, injury, exposure to a notifiable
communicable disease; parents' responsibility to inform center of a communicable disease;
exclusion of sick child with 101 degrees or higher oral temperature and any other symptom
such as diarrhea, sore throat, etc.

Exclusion of children with communicable disease as defined in the chart of communicable
diseases and their recommendation for re-admission (chart should be posted in the center)

Protection of children inside the facility in the event of severe weather and evacuation of the
building in the event of fire, gas leak, bomb, and physical plant problems (i.e., describe the
steps you will take to protect the children while in the center or on the vehicle. Note: The
emergency plans for fire and severe weather should also be posted in the center.

Description of any special procedures to be followed in the caring for a child, including any
special services, which the center agrees to provide to a child with special needs.
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15.

16.

17.

18.

19.

20.

21.
22.

23.

A description of the meals and snacks served; provisions for food provided by parents, and
how exceptions, such as for allergies, or food from home, will be handled; description of food
service

Written parental authorization for child to participate in field trips, special activities away from
the center and water related activities occurring in water that is more than two feet deep, if the
center participates in any such activity, and if the center is to provide routine transportation for
the child to and from school, home or center, i.e., for field trips written permission of each trip,
method of transportation for swimming activities include location, fees if any, equipment
needed by children, certification of lifeguard.

Evidence of age-appropriate immunizations or a signed affidavit against such immunizations
within 30 days of child's enrollment

Requirements to report any suspected child abuse, neglect, exploitation, or deprivation to the
Department of Family and Children Services

Requirements to report any suspected case of notifiable communicable disease to the local
county Health Department

If infant care is provided, policies and procedures on written feeding plan, which includes
parents' instructions for feeding of formula or breast milk, updating of plan, provision of
formula/breast milk bottles which are identified with child's name and current date, handling of
leftover formula/breast milk, provision of baby food, provision of diapers, use of pacifier

Information on facility’s safe sleep policy

Details if you want parents to provide articles such as combs, toothbrushes, sheets, covers,
change of clothing.

Statement to inform parents of posted notices to include the license, copy of rules, review of
evaluation report, communicable disease chart, statement of parental access, names of
persons in charge, current weekly menu, emergency plans for severe weather and fire, and
statement for visitors. If you have no liability insurance coverage for the children, you must
post a notice alerting parents of this fact. There is a sample form for this.
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Personnel Policies

The policies listed below are stipulated in the rules and should be included in your personnel
policies/ employee handbook. This language can be copied word for word.

Contagious Diseases: Staff, or any other persons being supervised by the staff, shall not be
allowed in the center who knowingly have, or present symptoms of a fever or diarrhea.

Smoking: Staff or other persons shall not smoke or use tobacco within the center premises, on
the center playgrounds, or in any vehicle being used to transport children during the hours that
the center is in operation. (Note: Current Fire Safety laws prohibit smoking on the premises of
the child care center.)

Prohibited Substances: Staff, chaperons, and students in training shall not be under the
influence of or consume alcohol, marijuana, or other controlled substances on the center
premises during the hours of operation or any other time or place where there are children
present for whom the center staff is responsible.

Assignment of employees: Staff with diaper changing responsibilities shall not be simultaneously
assigned to kitchen food preparation duties.

Work Schedules: Staff shall not regularly be scheduled to perform child care duties for more than
twelve (12) hours within any twenty-four (24) hour period.

Substitute Employees: The center shall provide for substitute staff when regular staff is absent
from work. All substitute employees shall be at least eighteen (18) years of age. Substitute
caregiver staff shall be informed of these rules and the center's policies for the age group for
which they will be providing care. Substitute service staff shall be informed of the center's
policies and procedures necessary to the proper performance of their job duties in compliance
with these rules.

First Aid and CPR: At least fifty percent (650%) of the caregiver staff and the Director shall have
current evidence of training in first aid and cardiopulmonary resuscitation (CPR). There must
always be an employee with evidence of current First Aid training and CPR on the center
premises whenever children are present, on any center-sponsored field trip, and on any center
vehicle transporting children.
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Employee Files

During your Initial Licensing Study, the following items must be in the center Director’s
file and in each center employee’s file.

Application for Employment: There is a sample form for this. If not using the DECAL sample,
make sure that all information on the sample is included on your application (i.e., questions
about CPR and First Aid, information regarding whether the person has ever been investigated
or charged with abuse, neglect, etc.). Make sure that all questions are answered and that staff
do not leave any blanks.

Ten-Year Work History: There is a sample from for this. This should go back ten years, even if the
person has not consistently worked for ten years (i.e., student, homemaker, unemployed). The ten
year history should reflect what the person has been doing for the past ten years. If the person did not
work between two jobs, have them write “no work” or “unemployed” so that the entire ten year period
is covered.

Credential/Degree Verification: Effective December 1, 2012, a copy and/or written verification
of the credential or degree awarded to Directors and lead teachers (see qualification
requirements) must be on file.

Orientation: There is a sample form for this. This covers training prior to being placed in a
classroom, and includes information regarding the center's rules, DECAL’s rules and
regulations, etc. The orientation training form must be signed and dated by the person(s)
conducting the orientation as well as by the employee.

CPR and First Aid Verification: Must be geared towards infant/child (not adult only), and must
include the date and signature of the instructor. Make sure that trainers are BFTS approved. A
copy of this should be placed in each employee’s file. Note: At least 50% of the caregiver staff
are required to have this training at the point of licensure and ongoing. The Director and the
person responsible for driving the vehicle are also required to have this training. If the driver
does not have training, a certified person is required to be on the vehicle with them at all
times.

Comprehensive Background Check (CBC): This is the criminal background and fingerprint check
that all employees must undergo and pass. A copy of the satisfactory CBC report letter must be in
each employee’s file.

Any Additional Training: Sample forms are available to keep track of training. Directors are
required to have the approved 40-hour Director’s training prior to licensure.
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Children’s Files

The following items are to be in each file. Sample forms are provided in your Applicant’s
Guide. Please check all children’s files that were under former ownership for completeness
and accuracy. If you are changing enroliment applications over to your facility information,
please complete all changes by date of initial licensing study.

Note: Children’s files must be maintained for a period of one year after the child is no longer in
care at the facility.

1. Enrollment Form: This should be completed prior to the children being left in your care.
Make sure that all questions are answered and that no answers are left blank. Ask that
parents not use NA. All questions are applicable and should be answered or have NO or
NONE, (i.e., allergies).

2. Emergency Medical Authorization: Again, all questions must be answered, with NO
answers left blank. The forms must be completed prior to the child being left in your care.
Make sure that the Doctor's name and phone number are completed and readable.

3. Parental Agreement: This lists the services that you provide and what both you and the
parent agree to. You may want to add information such as receiving, reading, and
understanding the parent handbook to the list.

4. Parent Acknowledgement Page: Signed document which indicates that parents have been
provided a copy of the facility’s policies and procedures, have been encouraged to
participate in facility activities, and have been told that they will be advised of their child’s
progress.

5. Parent Notice of No Liability Insurance: This lets parents know that you do not have liability
insurance to protect their child in the event of an injury, etc. If you do carry this insurance,
you do not need this form in children’s files.

Other forms:

Incident Report

Infant Feeding Plan (a copy should also be kept in the child’s assigned room)
Authorization for Medication

Vehicle Emergency Medical Information (a copy should also be kept on the vehicle)
Transportation Agreement (a copy should also be kept on the vehicle)

Field Trip Permission Form
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Schedules

A daily schedule is required by the rules to be posted in each classroom. These schedules
should be age-appropriate and individual to each classroom. One schedule is not appropriate
for an entire center because children of different ages and abilities will require longer or
shorter times for different activities.

Schedules should show all hours of operation, from the time the center opens until the time
the center closes. Refer to your Application Part A to ensure the schedules match the hours
of operation and the ages served.

Schedules are to include indoor and outdoor play; a balance of quiet and active periods; free
choice and teacher-directed activities; individual, small group, and large group activities; and
cover the seven interest areas—large muscle activities, small muscle/manipulative activities,
language and reading, arts and crafts, dramatic play, rhythm and music, and science and
nature. Schedules should reflect children’s activities—not the caregivers’ activities.

Schedules must also show the required amount of outdoor time. The rules require one and
one-half hours of outdoor play daily for children ages 1 year and older, and one hour a day
for infants.

Schedules must show snacks and meals, reflecting a minimum of 2 hours between each
meal and snack.

Schedules for centers that provide care for school-age children must prepare a part-day
schedule reflecting children’s activities before and/or after school hours, and a full-day
schedule will be required.
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Weekly Menu

A weekly menu reflecting the meals and snacks served at the facility is required by the rules to
be posted near the front entrance for parent viewing. Substitutions should be posted on the
menu as they occur.

Your menu should include clearly identified food and drinks and fulfill required components and
creditable food items described in the U.S. Department of Agriculture (USDA) guidelines.

Each meal and snhack that is to be served is to be on your weekly menu.

If you are providing evening or night care, those meals and snacks should be reflected as well.
Staff must follow the infant feeding plans completed by the parents for children under one year
of age. The feeding plan should be updated by the parents each time the child's feeding
requirements change.

If your center will serve catered food, a copy of the establishment's food service permit, as well
as a copy of its most recent inspection report, should be submitted. You will still be required to
post a menu which lists the catered food served.

If parents will be providing meals, the center must adhere to the "Criteria for Sack Lunches"
memo (see Resource section of Applicant’'s Guide). Parents will be required to provide meals
which meet USDA requirements, and the center will be required to maintain additional foods
on hand to supplement children’s meals as needed. The center must also adhere to the food
preparation area requirements listed in the rules.

Page - 60 Georgia Dept of Early Care and Learning Revised 5/2020



Emergency Plans

Each facility must have step-by-step procedures stating how emergencies are handled. Each
item listed on the Operation Plan Checklist should be written out as a separate plan. When

writing your emergency plans, your plans should be specific to your program and to your
building.

e Start from the beginning of the emergency and continue until the emergency situation is over
o Make sure plans are step-by-step

* Give staff specific jobs

» Decide where you would go if you had to evacuate the building and grounds

e Ensure that your plans are usable by your staff

¢ Include reporting the incident to DECAL within 24 hours or the next business day after the
incident.

Emergency plans should be developed for the following:
e Fire
e Severe Weather
e Loss of Heating
e Loss of Cooling
e Loss of Water
¢ Loss of Electricity
e Structural Damage to the Building
e Serious Injury to a Child
e Death of a Child
e Loss of a Child From the Facility
s Loss of a Child From a Field Trip
s Threatening Event
¢ Natural Disaster
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Transportation

If the center provides transportation, a written transportation plan must be included with the
operation plan and be a part of its Policies and Procedures. Also include written procedures for
any alternate transportation used, such as contracted transportation.

Types of transportation plans to be included:

* Routine transportation
* Field trip transportation

Each transportation plan must include:

* Name of licensed driver and evidence of current driver's license
* Written transportation agreement with the parent

* List of children to be transported

* Checklist for the accounting of children

* Transportation record

* Vehicle emergency medical information

* Annual vehicle inspection form

* Evidence of First Aid and CPR training for the driver

* Field trip permission form
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Operation Plan Checklist

Facility Type: Child Care Learning Center (CCLC) serving seven (7) or more children

The Operation Plan Checklist has been created from the rules and regulations for use as a
guide in the development of the center's Operation Plan. Sample forms have also been
created based on the rules and regulations and are included in the Resource Section of this
Applicant’s Guide.

If using the sample forms developed by DECAL, indicate this on the checklist by writing SF on
the top of the page, rather than sending copies of the sample forms.

Sample forms are provided only for items starred (*). The center must develop its own forms
for items that are not starred and submit a copy for review and approval.

Applicant(s) Name _ Christocrats Academy of Science & Technology, Inc.

Contact Person Lolita Martin

Address 721 Morrow Road, Forast Park, GA 30297

Telephone Number(s) 404-240-3487 /404-228-0830/ 678-372-2459

Facility Name CAST- Christian School

Address 721 Morrow Road, Forest Park, GA 30297

Telephone Number(s) 404-240-3487 /404-228-0830 / 678-372-2459

County Clayton

Instructions:

1. Submit copies of forms and/or documentation to show compliance with each item listed
below along with this checklist to the Applicant Services Unit. Keep one copy of the
checklist and attachments for your files.

2. Submit a self-addressed, stamped envelope, sufficient in size with adequate postage to
receive a copy of the evaluated checklist.

3. Allitems listed below should be represented on the operation plan, or answered on the
checklist, which is attached to your plan. Applicant services Unit will use the checklist to
evaluate your plan using the following key:

M - Met
« NM - Not Met
NA - Not Applicable
D - Discussed
s ? - Question/Further clarification needed
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Forms & Checklists

This section includes a list of forms and records required for the daily operations of a child care
facility and checklists of the required contents.

Sample forms are available in this document and on the DECAL website for use as guides.

If a center does not use the sample forms provided and develops its own form(s), please write
SF next to each heading, and include a sample copy for review with the checklist.

For forms the center develops on its own, do not write in the gray boxes and do not send
copies of the DECAL sample forms.
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Staff Forms

A record must be established for each center staff person, including the Director. In some cases, the
Director will also be the licensee. Submit the forms you will use to capture the required information listed

below.

Write SF on the top of the document if you are using the Sample Form from the Applicant Guide for this
item. Only items with a star (*) have sample forms.

Office | Office | Office
Use Use Use
Only Only Only

Review| Review |Review
Date Date Date

*Staff Application Form

Must include the following:

Name

Date of Birth

Current address

Current telephone number

Employment History (10 year)

Education (Copies/written verification of credential/degree is required for Directors and lead
teachers)

Qualifying work experience (commensurate with position)

Proof that staff members do not have a criminal record.

The following three (3) statements are also required on staff applications:
1. Staff has never been shown by credible evidence, e.g., a court or jury, a
department’s investigation, or other reliable evidence to have abused, neglected
or deprived a child or adult or to have subjected any person to serious injury as a
result of intentional or grossly negligent misconduct as evidenced by an oral or
written statement to this effect obtained at the time of application.

2. Applicant has not made any false statements on the application regarding

qualifications.

e Under the American with Disabilities Act of 1991, all programs are required to
reasonably accommodate individuals with a disability. The reasonable accommodation
requirement applies to the application process, any pre-employment testing, interviews,
and actual employment, but only if the program supervisor is made aware that an
accommodation is required. If job applicants are disabled and require accommodation,
they may request it at any time during the interview process. They are obligated to
inform the program Director of their needs, if they will impact their ability to perform the
job for which they are applying.

3. Applicants have read the description of the position for which they are applying,
and they are, in all respects, able to adequately perform the duties as described.
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* Staff Daily Attendance Form
Forms for each employee must be kept by the center for a six-
month period.

*Qrientation Form

Orientation must be conducted with new staff member prior to
assignment to children or task. Such instruction shall require new staff
member to be generally familiar with the health and safety

requirements that are set forth in the specified sections for caring for
children.

Forms used to document staff orientation must include:

Center policies and procedures

Emergency weather plans

Employee’s assigned duties and responsibilities

Reporting requirements for suspected cases of:
¢ child abuse, neglect, or deprivation
e communicable diseases
e serious injuries

All rules and regulations

Childhood injury control

Rules and procedures for administering medicine

Practices to reduce the risk of Sudden Infant Death Syndrome (SIDS)

Hand washing

Fire safety

Water safety

Prevention of HIV/Aids and blood borne pathogens

Child care training requirements

Signature and date of person conducting orientation

Signature and date of person receiving orientation
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Children’s Records

A record containing the following information must be maintained for each child enrolled. Submit a sample
of your form for approval. It must include the five (5) items listed below, if all are applicable.

During the licensure visit, the organization of records will be evaluated. Forms must be available for
parents to complete.

If sample forms from the Applicant’s Guide are used, write SF next to each item covered by that form.

£ ”"E:?S“ gy oabel Children’s Records Checklists

Review [Review eview
Date  [Date  |Date

*Child Enroliment Form
The form must include the following:

Identifying information about the child to include:
o Name
Date of birth
Gender
Address
Living arrangement, if not with both parents
Name of guardian, if applicable
Name of school

Identifying information about the parents or guardian to include:
e Names of both parents
o Name of guardian, if applicable
e Home and work addresses
¢ Home and work telephone numbers

Name(s) and information about the person(s) to whom the child may be released.
Such information shall contain:

e The authorized person’s address

o Telephone numbers

e Relationship to child and to parent(s) or guardian
¢ Other identifying information

Emergency contact information to include:
¢ Name and telephone number of person(s) to contact in emergencies when
the parent or guardian cannot be reached

Evidence of age-appropriate immunizations or a signed affidavit rejecting such
immunizations

Primary care physician’s or clinic’s name and telephone number

Statement regarding:
e Known allergies or other physical problems
e Mental health disorders or developmental disabilities which would limit
the child’s participation in the center's program and activities

Description of any special procedures to be followed in caring for the child,
including any special services which the center agrees to provide to a child with
special needs.

*Parental Agreements with Child Care Facility Form
Signed agreement between the center and the parent to include:
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Description of general services to be provided by the center to the child, including
whether the center is providing meals and snacks

Description of the information that will be required from the parent before the
center will dispense any medication and the parents’ acknowledgment that they
will provide all the necessary information

Note: Policies must be implemented which require staff to match identifying
information provided by the parents to the person picking up the child.

*Authorization for Medication Form

If center will not dispense routine medication write NA on the form. The
information on this form must match the information in the parent handbook.
Include the following information:

¢ Date
Full name of the child
Name of medication
Prescription number, if any
Dosage
Dates medication is to be given
Time of day medication is to be dispensed
Signature of parent
Verification that medication was dispensed according to the parents’ authorization,
shall include:
» Date, time, and amount of medicine given

» Adverse reactions noted, if applicable
« Signature/initials of persons administering the medication

*Report of Incident Requiring Professional Medical Attention Form

This form must include:
e Child’s name
Type of illness or injury
Date of iliness or injury
Details of how illness or injury occurred
Names of staff present
Method of notifying parent
Services provided to the child

*Transportation/Field Trip Forms

If transportation is not provided by the center, write NA on the top of this form
and submit plan for emergency transportation. Form must include description
of all transportation services provided from this list, include plans if none of the
services are provided:

Routine (school, home pick-up delivery, etc.)

Field trips

Contractual transportation services

Emergency only

Facility owned/leasing vehicle

Staff members’ vehicle

Parents’ vehicle

None provided (submit plan for emergency transportation, such as personal
vehicle, ambulance/911)
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*Transportation Agreement Form

This form is required if the center will provide routine transportation for the child
to or from school, home, or center. It is not required for field trips. The form
must specify the following:

* Routine pick up location
Routine pick up time
Routine delivery location
Routine delivery time
Name of any person authorized to receive the child and the procedure to be

followed if the authorized person is not present at the drop-off site to receive
the child

*Transportation Record Form

This form must include:
e A checklist for accounting for the loading and unloading of children at any
location
e The signature of person conducting the check
o Facility’s checklist including staff signature and date that the vehicle used for
regular transportation is:
e Clean
¢ Free of hazards
» In safe repair
¢ Equipped with a recommended dry chemical, type la-10bc fire extinguisher, required
first aid supplies, and functioning heater.

*Vehicle Emergency Medical Information Form

This form must be placed in the vehicle for each child being transported by
the center. For each child it must include:
o List of the child’s allergies, special medical needs, and conditions
e Current prescribed medications that the child is required to take daily for a
chronic condition
e Name and phone number of the child’s doctor, the local medical facility that
the center uses in the area where the center is located
e Telephone numbers where the parents can be reached.

*Weekly Transportation Checklist for Accounting of Children Form

This form must include this information for each child:
Names of child transported

Pick up location

Pick up time

Delivery location

Delivery time

Length of time on the vehicle

Alternate delivery location if parent is not at home
Name of person to receive child

Identification of the center’s
*  Name
*  Driver
*  Telephone
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*Annual Transportation Vehicle Safety Inspection Certification

You must submit a completed inspection form with Application Part B.
This form must include verification of a satisfactory annual safety check of:
Tires

Headlights

Horn

Tail suspension

Exhaust system

Steering

Windshield and windshield wipers

*Field Trip Permission Form
*If field trips are not provided, write NA on this form. If trips are provided, this
form must be completed and include:
e Name/address of the trip destination
Date of the trip
Time of departure
Estimated arrival time back at the center
Parent’s signature and date of approval

*Transportation Training

Child Care Learning Centers that provide any type of transportation shall
obtain two (2) clock hours of transportation training, biannually, for the
Director and for each staff person responsible for or who participates in
the transportation of children. The training shall include, but is not limited
to:

o Areview of the transportation rules as stated in 591-1-1-.36

e Areview of approved transportation forms and procedures

e Instruction on the usage and completion of the forms and procedures

*Infant Feeding Plan Form

This form is required for children under the age of 1 and must include:
» Amount of formula to be given
¢ Instructions for the introduction of solid foods
¢« Amount of food to be given
o Notation of any type(s) of commercial premixed formula that may not be
used in an emergency because of food allergies
« Parent’s signature and date

*Safety Drill Information Form

Center must prepare and provide a copy of a form to be used to document
drills for fire, tornado and other emergency situations.

¢ Fire drills must be conducted monthly

¢ Tornado and other emergency situation drills must be conducted every six

months
¢ Document must show the dates and times of the drills
e Document must be kept on file for two years
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Policies and Procedures Manuals

This section provides instructions and a checklist for the program’s written Policies and

Procedures Manual. The Manual will also be the Parent Handbook given to parents during
enroliment.

All information that is included must be specific to your program.

Please indicate on the checklist the page number (PG) where each item can be found
in the Parent Handbook.

No sample form is available for the Policies and Procedures for Parents section.
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Policies and Procedures Manuals Checklist

Policies and Procedures must be written, because they govern the operations of the center.
They should match Application Part A for the ages served, and the months, days, and hours
of operation. Everything in this checklist table must be also be covered in the policy
documents available to parents (i.e., Parent Handbook, Policy Manual). The information must
be kept current, be available to parents, and show the page number where it's found in the
Policy and Procedures Manual. Please indicate on the checklist the page number (PG) where
each item can be found in the Parent Handbook.

[Office Use |Office Use [Office Use . . . .

Only Only Only Policies and Procedures Required Information
Review  [Review  Review The information listed below must be included in the center's Policies
iDate Date Date

and Procedures

Ages of children served; should match information on Application A PG: 3

Months of operation; shouid match Application A PG: 4

Days of operation; should match Application A PG: 4

Hours/time of operation; should match Application A PG: 4

Days/times center is closed; including holidays PG: 4

Description of enrollment and admission requirements specifying
parents’ responsibilities for:
e Supplying & updating needed information to the center PG: 4
e Escorting the child to and from the center; PG: 7

Fee and payment schedule that specifies
e Standard fees
o Fees related to absences and vacations
e Other charges and fees, such as transportation and late fees; PG: 10

Description of the facility’s transportation and field trip services.

+ [f transportation/field trips are not provided, clearly state in the document
what forms of transportation will not be provided at the program
If a public school bus picks up and delivers to the facility, state it
If transportation is provided to or from school or home, include the details
and procedures to be followed if no one is at drop-off site to receive child

¢ [f program offers field trips, tell parents what vehicle their child will ride in
such as parent cars or center van PG: 11

Description of behavior management and discipline actions used by
the center. PG: 10

Description of meals and snacks served, including guidelines for food
brought from the child’s home; should match Application A and the
sample menu PG: 12

Statement granting permission to the child’s parents to access all areas
in the facility used by the child. PG: 7

Summary of child abuse reporting law requirements PG:15

Nondiscrimination statement PG: 5

Description of center-sponsored religious/cultural activities, if any PG:16

Description of facility’s safe sleep policy PG:12

Description of center’s diapering procedures, if it is licensed
for infant/toddler care; write N/A if not applicable PG: 13
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Description of center’s toilet training procedures, if it is licensed
for infant/toddler care; write N/A if not applicable PG: 8

Description of center’s feeding procedures, if it is licensed
for infant/toddler care; write N/A if not applicable PG: 12

Description of procedures for handling emergency medical care, including
place(s) the children will be taken for emergency medical care PG: 14

Description of procedures for administering medication and recording
noticeable adverse reactions to the medication PG: 14
e |f the program will not administer routine medication clearly state
it

Description of procedures for how center will notify parents of;
e lliness PG: 14
+ Clearly state that a child shall not be accepted nor allowed to remain
at the center if the child has an oral temperature that is the
equivalent of 101 degrees or higher and another contagious
symptom, such as, but not limited to, a rash or diarrhea or a sore
throat
Injury PG: 13
* Include minor injuries that do not require professional medical
attention
* Include serious injuries that do require professional medical
attention)
Exposure to a notifiable communicable disease, such as chicken
pox PG: 13
* Explain how and what form of communication center will use to
notify parents that their child was exposed
+ Letter
« Sign on door
Noticeable adverse reactions to prescribed medication(s) PG14
e Policy on exclusion of sick children PG: 14
e Protection of children during emergencies PG:14
+ Stating that “emergency plans have been developed and are
posted for parent viewing” is acceptable
o Severe weather/tornado PG:17
Fire PG:17
Physical plant problems, such as power failure, that affects
climate control or causes structural damage PG:18
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Staff Policies Handbook

Centers must prepare and provide a complete, organized copy of the Staff Policies Handbook.
This section provides descriptions and a checklist of the items that must be included in a center’s
Staff Handbook.

Additionally, the Handbook can include information about other policies, such as dress code, time-
off, and child care rate reductions.

Please indicate on the checklist the page number (PG) where each item can be found in the Staff
Handbook.
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Staff Policies Handbook Checklist

The following seven (7) policies are specified by the rules and must be included in the Policies
and Procedures Manual and the Staff Handbook so that staff members are aware of them. Other

information relevant to staff also can be included. Please indicate on the checklist the page

number (PG) where each item can be found in the Staff Handbook.

For Office  |[For Office
Use Only  [Use Only

[For Office
|Use Only

Staff Policies Handbook Checklist

Review Date [Review Date

eview Date

Hygiene/ Contagious Diseases
Staff, or any other persons being supervised by the staff, shall not
be allowed in the center that knowingly have, or present
symptoms of a fever or diarrhea. PG: 27

Tobacco Use/Smoking
Staff, or other persons, shall not smoke or use tobacco within the
center premises, on the center playgrounds, or in any vehicle being
used to transport children during the hours that the center is in
operation. PG: 12

Alcohol/lllegal Drugs/Prohibited Substances
Staff, chaperones and students in training shall not be under the
influence of or consume alcohol, marijuana, or other controlled
substances on the center premises during the hours of operation
or any other time or place where there are children present for
whom the center staff is responsible. PG: 12

Diapering Area Rules/Hygiene Practices
Staff with diaper changing responsibilities shall not be simultaneously
assigned to kitchen food preparation duties. PG: 27

Staff Work Schedules
Staff shall not regularly be scheduled to perform child care
duties for more than twelve (12) hours within any twenty-four
(24) hour period. PG: 14

Substitute Staff
The center shall provide for substitute staff when regular staff is
absent from work. All substitute employees shall be at least
eighteen (18) years of age. Substitute caregiver staff shall be
informed of these rules and the center’s policies for the age group
for which they will be providing care. Substitute service staff shall
be informed of the center's policies and procedures necessary to
ensure the proper performance of their job duties in compliance
with these rules. PG: 14

Staff First Aid and CPR Training
At least fifty percent (50%) of the caregiver staff shall have current
evidence of first aid training and cardiopulmonary resuscitation.
There must always be an employee with current evidence of first aid
training and CPR on the center premises whenever children are
present and on any center-sponsored field trip. PG: 15
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Schedules, Lesson Plans, and Menus

This section covers a program’s daily schedules, classroom lesson plans, and menus.

The content must be specific to the program. There are sample forms for use as templates.
Centers must complete the sample forms to reflect the plans for developmentally appropriate
activities, schedules, and menus accurately, and submit them for review and approval.

Daily Schedules: Please provide a daily schedule for each classroom in the facility, including a full-
day after-school schedule, a half-day after-school schedule, and an infant schedule.

The full day after-school schedule must cover the times children attend the program when they are
out of school for holidays and during spring/summer breaks.

Outdoor Play Schedules: Please ensure that outdoor play times allow for each classroom to meet
the minimum time required by the rules, without overcrowding the playground. Therefore, programs
with limited playground space must ensure that outdoor times are staggered so that the playground
capacity is not exceeded by having multiple classrooms outside at the same time.

Lesson Plans: Please provide a sample lesson plan for each age group in the program. This will
include a full-day after-school lesson plan, a half-day after-school lesson plan, and an infant
lesson plan. If there are multiple classrooms with children of the same ages, please submit one
lesson plan for that age group—if each room will be doing the same activities.

Menu: Please use the sample meal planner form provided. Complete and submit it with sample
menu of foods to be served for one full week. Be sure to meet all required components for each
meal and snack. The submitted sample menu must include the meal times that are indicated in the
center’s Parent Handbook and on Application Part A, such as breakfast, morning snack, lunch,
and afternoon snack.

Page - 77 Georgia Dept of Early Care and Learning Revised 5/2020



Schedules, Lesson Plans, and Menus Checklists

Eromes e B Schedules, Lesson Plans & Menus Checklist
IReview Date |[Review Date |[Review Date

Daily Schedules

Submit daily schedules for all classrooms and all ages served, beginning when
center opens and ending at time center closes. Information must match times
listed on Application Part A for opening and closing. They much include:

e Age-appropriate activities for all hours of operation, from center opening
until closing. Schedules are to inciude a balance of quiet and active
periods, free choice and teacher-directed activities, large and small
muscle activities, language experiences, arts and crafts, dramatic play,
rhythm and music, and nature and science experiences.

¢ Required amount of outdoor play:
e One-and-a-half hours for one year and older.
¢ Atleast one hour for children under one year.
Ensure that groups rotate appropriately so that playgrounds are not over
capacity.

o At least two hours required between meals and snacks

» Part-day/full-day schedules for school age, if applicable.
e Half-day schedule for after-school
¢ Full-day schedule for summer or holidays when children are present
all day

Lesson Plans
Submit samples of completed lesson plans for each age group that:

» Represent a daily planned program of varied and developmentally
appropriate activities that promote the following areas of development:
¢ Physical development (fine & large motor)
e Emotional and social development
e Language and literacy development
o Cognitive development

e Show that staff members use a variety of teaching methods to
accommodate the needs of children with different learning styles and
abilities, such as knobbed puzzles, chunky paint brushes, and diverse
types of materials to meet various physical abilities.

Weekly Menus

Submit menus that include:

o Clearly identified, specific food items and drinks, such as apple,
orange, or banana—not just “fruit’; vegetable, chicken noodle, or
tomato soup—not just “soup.”

¢ Required components and creditable food items, drinks, and quantities
described in USDA guidelines. Refer to Applicant Guide and use the
meal planner form to meet USDA guidelines, for example meat/protein,
bread, milk, and 2 vegetables or 1 fruit and 1 vegetable for lunch.

¢ Morning snack, lunch, afternoon snack, and any other meals or snacks
served.

Page - 78

Georgia Dept of Early Care and Learning Revised 572020




Emergency Plans

This section covers instructions, content, and checklists for a program’s Emergency Plans
covering these nine (9) required categories:
o Fire
Tornado/Severe Weather
Serious Injury/Death
Loss of Child
Bomb Threat
Chemical or Radiation Exposure
Presence of Dangerous Person
Relocation Procedures Following Emergencies
Communication with Families During Emergencies
Plans for Continuing Operation Following Emergencies

The plans must be written and specific for the program. No sample forms are available.

Write them now, train staff with them, and use them as reference when an emergency
happens.

The emergency plans for fire and severe weather must be posted on the parent information

board near the entrance to the building. If they are also provided in your Policies and Procedures
document, they should be the same.

Please make sure the plans for each area are specific and complete. They should cover the plan
from the beginning of the emergency until the end. They should list the responsible parties for
each action, for example:

o The Director will pull the fire alarm

o [Each lead staff will grab their classroom roster, etc.
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Emergency Plans Checklist

Written plans for emergency situations should be detailed and specific to your center. You will write them
now, train your staff with them, and use them as a reference when an emergency happens.

These should include step-by-step procedures to include graphics and written procedures for the following:

Office | Office | Office Emergency Plans Checklist
Use Only |Use Only| Use Only

Review | Review | Review
Date Date Date

Fire and Building Evacuation

Tornado/Severe Weather, including protection inside the building

Physical Plant Problems, including:

____loss of heating

__ loss of cooling system

____loss of water

__ loss of electricity

___ structural damage

___place(s) children may be taken in emergency until parents can be
notified, if applicable

Child Serious Injury or Death

Loss of Child who wanders away from facility or on field trip

Bomb Threat

Chemical or Radiation Exposure

Dangerous Person

Relocation Procedures Following Emergencies, including
__ transporting infants and toddlers

____transporting children with disabilities

____transporting children with chronic medical conditions
Communication with Families During Emergencies, including
____plans to reunite if unable to return to the center

Plans for Continuing Operation Following Emergencies if unable to
return to the center for a period of time

OFFICE USE ONLY: PLEASE DO NOT WRITE BELOW THIS LINE

Operation Plan approval is based on submission of written materials. Final approval will be based on the on-site
inspection.

[1 PLAN APPROVED

[1 PLAN APPROVED WITH THE FOLLOWING STIPULATIONS

[Nl PLAN NOT APPROVED: Address all items marked NM or ? Return revised plan & applicable forms with this
original checklist and a self-addressed, stamped envelope

COMMENTS:

REVIEWED BY: DATE:

REVIEWED BY: DATE:

REVIEWED BY: DATE:
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Welcome to Christocrats Academy of Science & Technology, Inc.

Dear Parent or Caregiver,

We are delighted that you have decided to enroll your child in our Christ-centered early care and
education programs.

Our early child care learning center is a wonderful opportunity for all our children ranging from 6
weeks to 17 years old: it gives them the foundation they need for Kindergarten, advancement through
school age programs, and a lifetime of learning. Our highly trained and dedicated teachers and
administrators have created safe and structured classrooms with joyful and enriching lessons for our
students. Your child will learn important skills, like how to work with other children, ask questions,
solve problems, and learn new vocabulary.

In this booklet, you will find important information about what you and your child can expect from
our learning center, and how to prepare for a successful school year.

Christocrats Academy of Science & Technology, Inc. has a demonstrated commitment to
providing families like yours with affordable, full-day, high-quality education. We hope you are as
excited as we are for this year, and we wish you and your child the best as you join our education
system.

Sincerely,

Archbishop Joseph A. Alexander, Ph.D., D.D.
Founder, Chancellor, and Chair of the CAST Board of Christian School Education
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CAST Contact Information

The CAST Executive Office is the headquarters of the CAST school system. Policies to manage and
oversee all campuses comprising the CAST school system are made through this office by the
Director of Finance and Administration and the Chief Operating Officer. If you have a concern or
question regarding the overall CAST school system, you may direct them to this office.

Christocrats Academy of Science & Technology, Inc. Executive Office Address:
1179 Boston Road, Rear Suite
Bronx, NY 10456
Telephone: 718.328.6072 x 100
Fax: 718.620.2040

Director of Finance and Administration: Minister Rachel Macarthy
Chief Operating Officer: Ms. Sylvia Cleare

Months of Operation: open year around January through December. We are closed per the Clayton
County School District calendar.

Days and Hours of Operation: From 6:00 a.m. until 6:00 p.m., Monday through Friday. Before
School care 6:00 to 8:30 a.m. After School care 3:30- 6:00 p.m.

Attendance: Students must arrive by 8:30 a.m. or they will not be admitted to class. This is to insure
children stay on a daily routine. This is also to ensure that we have enough food prepared for lunch
and we have the staff we need to govern the children. If a child has a scheduled doctor’s appointment
and will need to be late, parents are to inform the director of the appointment ahead of time. Upon
returning a written doctor’s excuse is required. Pre-K children must arrive by 8:30 a.m.

Dates the academy will be closed: (Please note: Full tuition is still required these weeks.)

New Year’s Day (January)

Memorial Day (May)

Independence Day (Fourth of July)

Labor Day (September)

Thanksgiving Day and the Day following (November)

e Christmas Eve and Christmas Day (December)

Note: This facility will close on Friday if the holiday falls on Saturday. We will close on Monday if the

holiday falls on Sunday. Weekly rates apply year-round including legal holidays and any student
absences.

Parents are notified of inclement weather closings via www.remind.com text or voice mail messages.

Admission requirements:

The follow documents are required to enroll students
e Enrollment Form

¢ Emergency Medical Authorization Form

e Birth Certificate

e Medication Authorization Form (if Applicable)

e Field Trip Permission Form

e Immunization Form or Religious Exemption Form

e Food Allergy Action Plan (if Applicable) Page 4



It is the parent and/or legal guardian’s responsibility to supply and update information. We must be
able to reach parent and/or legal guardians at all times. Georgia Department of Early Care and
Learning rules and regulations require an adult to escort and sign child(ren) 5 and younger in and out
of this facility. Registration for the school year begins in January of each year for the following
August. The Registration Fee must be paid at the time of registration in order to secure a spot for the
upcoming fall. After acceptance by the family of enrollment and the payment of the registration fee,
the school will hold placement for the child and the policies of this handbook apply to any changes in
enrollment status or other situations that may arise from the time of enrollment until the new school
year begins.

NON-DISCRIMINATION
This center does not discriminate in the enrollment of children. Children will be admitted to the
center regardless of the basis of race, color, creed, age, religion, sex, national origin, handicap,
or status as a veteran and in compliance in compliance with the Americans with Disabilities Act.
The Learning Station is obligated to serving all children regardless of their level of need and will
make every reasonable accommodation. In the event your child has a special need that requires
extensive support, we must assess our ability to provide quality care to your child. In the event
we are not suitable, you will be referred to local community support.
As the parent/guardian, it is critical that you partner with us to provide the best care for your
child. It is expected that you will adhere to all center policies and support your child’s
education. In the event you are unable to partner with us in this regard, we will request that you
terminate your services with our center.
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Re-Enrollment Procedure

In the spring, we will send you a re-enrollment letter informing you that the re-enrollment period has
started and ask you to make a $100 deposit toward the non-refundable Annual Fee discussed in the
Tuition and Fees section below. If you will be re-enrolling your child for the next school year, you
should follow the instructions in the letter to complete payment along with completing a new Student
Personal Data Form. Full payment of the annual fee is required by July 15t of the upcoming school
year. A new Financial Contract and School Meals Application will also need to be completed for the
new school year. Questions about this process can be directed to the appropriate school office.

Dress Code

The Standard Uniform

During the academic year from September to June, CAST students are encouraged but not required
to wear the standard CAST uniform. Students are not required to wear the standard uniform during
summer school.

The standard uniform is described below and can be purchased from any store where school uniforms
are sold. Please note that by “Solid” below, we mean that the item of clothing must not contain any
designs or patterns. If you cannot afford the standard uniform, you may send your child to school in
any clothing appropriate for learning.

GENTLEMEN LADIES

Trouser: Solid navy blue Jumper: Navy Blue Solid navy blue with four pleats.
Must be at least knee- length.

Sweater: Solid navy blue with school emblem [Sweater: Navy Blue Solid navy blue with school emblem
Shirt: Solid white, button-down shirt (not [Shirt (for Pre-K to Grade 5): Solid white button-down shirt with
Polo-Shirt) Peter Pan collar
Neck Tie: Solid maroon (no bow tie) Neck Tie: Solid maroon crisscross tie
Stockings Solid white or solid navy blue only

Shoes for all students: Solid black or solid dark blue dress shoes.

Students 2 years and younger are required to wear light blue t-hirts.
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Arrival

The Early Learning program begins at 8:30 a.m. As a courtesy to parents, CAST offers early drop-
off beginning at 6:00 a.m. for an additional fee described in the Tuition and Fees section below.
However, you may drop your child off any time after 8:00 a.m. without being charged the early
drop-off fee. We nevertheless encourage students to arrive by at least 8:15 a.m. We want to establish
good habits in relation to school right from the start, so we ask you to bring your child to school
on time. Latecomers miss an important part of the day. They often have difficulty finding a place
in an activity that is already in progress and adjusting to the rhythm of the group.

Parents of preschool children and parents whose children’s school fees are subsidized by any agency
are required to sign their children in and out daily.

Settling In Policy

Parents and caregivers are encouraged to stay with their children for as long as necessary or until the
child has settled in. No child will be left in a distressed state. Staff will work with parents to ensure the
child feels comfortable, safe, and happy. Parents are permitted to access all areas in the facility used by
the child.

Separation and Adjustment Period

Before school begins, you should start leaving your child with a babysitter (or someone other than
family members). You might also ask a classmate from CAST over to your house so that your child will
have a friend when school begins.

On the first day of school, set the tone for your child’s adjustment to a new building, class, friends,
and teachers. All children need the understanding and support of their parents/caregivers during this
period. You can best help your child in the following ways:

1. It is a natural reaction to have your child cling to you and or cry. Let him/her react to
the new situation in his/her own way.

2. Let the teacher take the initiative in dlrectlng your child into an activity or a group.

Some children need to observe and stand back before joining in.

3. Your child may sense your attitude/anxiety and body language. Many times it is the
parent who has a difficult time separating. If you are relaxed, positive, and encouraging, you child will
soon be too.

4. When you are ready, say “good-bye” to your child. Don’t just leave. We always
reassure the children that Mommies and Daddies will always come back to pick them up. Once you

leave, please wait in the hall near the office until your child’s teacher comes out with a report.

The separation process at CAST is gradual, gentle, and handled on an individual basis.
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Clothes

We would like an entire set of extra clothing a pair of underwear, and a box of wipes clearly labeled in
a shoebox (also labeled) for emergencies. Because “play is the work of childhood,” please dress your
child in washable and comfortable shoes. We encourage children to participate in all activities offered,
from finger painting to playing with clay; we try to spend some time outside each day unless it is bitterly
cold. No sandals; they cause turned ankles and stubbed toes. Girls will probably be more comfortable
wearing pants in the winter. If you have boots for your child, send an extra pair of shoes to be worn
indoors. Please label all sweaters, raincoats, winter jackets, etc. as many children have similar
clothing. IN GENERAL, ALL CLOTHING SHOULD BE EASY FOR YOUR CHILD TO GET OFF AND
ON BY HIMSELF OR HERSELF.

Toilet Training

We will be happy to reinforce any toilet training that you have begun at home. However, please
remember that you, as parents are primarily responsible for leading the toilet training process.
Personal hygiene (washing hands, wiping bottoms, and flushing toilets) is part of this training. Our
accident policy is as follows: if your child is toilet trained, we will help your child change his/her
clothes after an accident, assist in cleaning their legs, but we do not wipe genital areas.

Dismissal, Pickup, and Afterschool

Dismissal

The instructional day for CAST Early Larning program ends at 2:50 p.m., and you or an authorized
person may pick up your child at this time. Children remain in their home classroom after dismissal
until 3:00 p.m.

Pickup (And Signing Out)

At the beginning of the school year, we will require you to submit a Student Personal Data Form for
each student you enroll in our school. Among other things, this form will confirm whether your child
is permitted to leave the school on his or her own or whether the child must be picked up by
authorized pick-up persons. We require each student to have 3 authorized pick-up persons:

1) the person who enrolls the child in the school, 2) the child’s emergency contact, and 3) any 3rd
responsible adult. The form will also ask you to submit photos each authorized pick-up person.

If you indicate that a child must be picked up on the Student Personal Data Form, your
child will only be released to the authorized pick-up persons who appear on the form.
You may not designate an authorized pick-up person by telephone. Each authorized pick-up person
must be 18 years old or older. Since we must release the child into the care of an adult, any person
picking up a child must physically enter the school building to pick the child up from a classroom or
other waiting area.
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Afterschool

Children who have not been picked up by 3:00 p.m. will be escorted to an afterschool class, whether
or not they participate in afterschool. Children who are not formally enrolled in afterschool but are in
afterschool for the day because of a late pick up will be charged $10 per hour. If you fail to sign your
child out when you are required to (either because your child participates in our pre-school
program or any part of your child’s school fees are paid by a government agency), we will
charge you the maximum rate of $30 per day instead of the $10 per hour late fee.

The school building closes at 6:30 p.m. It is very important that you or anyone you authorize to
pick up your child ALWAYS comes on time. Afterschool ends at 6:00 p.m. Pick up is between 6:00
p.m. and 6:30p.m. Late pick-up (after 6:30 p.m.) will result in a late pick-up fee that is due by the next
business day.

Procedure If We Cannot Reach Authorized Pick-up Persons

If we cannot make contact with any authorized pick-up person by 6:30 p.m., then we will call the
nearest local police precinct to inform them of the situation and request that your child be escorted by
the police to the precinct.

Under no circumstances will CAST employees transport vour child to vour home, vour

workplace, the employee’s home, or any other location—unless you list the employee as
an emergency contact person or authorized pickup person on the Student Personal

Data Form.

Attendance Policy

Our attendance policies are based on the principle that regular school attendance maximizes the
student interaction with teachers and peers and is a major component of academic success.

CAST only offers full-time enrollment to its students. To be considered a full-time enrollee, a student
must be attending classes for the entire school day (from 8:30 to 2:50).

Students are tardy if they arrive to school after 8:30 a.m., and students will have made an early
departure if they leave school before 2:50 p.m. Lateness will be monitored daily and where necessary,
parent contact will be made to identify ways to help families bring students on time.

Based upon our values, priorities, and evaluation of community needs, we have determined that
absences, tardiness, and early departures will be considered excused or unexcused according to
standards discussed in our Comprehensive Attendance policy located on the For Parents section of
our website, www.christocratsacademy.com.
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Tuition and Fees

The following chart describes tuition and fees charged by CAST for CAST

Grade Level Annual Annual [Early Drop- Afterschool ate  Pickup [School
Tuition Fee Off Fee Fee Per Hour ([Trips
6 weeks to 5 $7,300 $160 monthly $10
Gradesl- 12 $160 monthly  $400 monthly $10

*The Bright from the Start for the child care learning center is fully subsidized by Georgia Department of Early Care and Learning and Department
of Education. The program will be offered in 2021-22. Please see the Tuition Sheet for actual tuition rates.

Disciplinary Procedure

When a child misbehaves or makes a decision that is harmful to self or others, we gently admonish

the child about the error and encourei&e him or her to adopt befter behavior.
oving Up Ceremonies

Each year, CAST hosts a moving up ceremony at the end of the school year to promote students to
kindergarten.

Family Engagement Guide for Parents

One of our mission statements is to assist parents in the education of their child.

1) Newsletters at the start of each theme- This will include what children will be
learning in the new theme and what parents can do at home to enhance what children are doingin
school.

2) Parents can be used as resource personnel- We will invite parents who are able to
share information with children. They will also be invited to read to the class or assist with class
projects.

3) Communicate with parents- Teachers will make phone calls, text, or send notes to
parents to inform them about some positives about their child and also their concerns.
4) Parent teacher conferences- Teachers will meet with parents to discuss the

children’s progress and what they can do at home to support their child's learning.

We have an open-door policy as a way of encouraging open communication with our families and creating a
climate in which every aspect of the school is open and helpful to the parents.

Parents/Guardians are welcome to speak freely with administration daily because they are a part of the
teaching learning process in the classroom. Additionally, we will always strive to provide materials in the
parents first language.

Home Tasks

Home tasks are tasks that the student should complete at home under the supervision of a parent or
caregiver. This work at home offers the child many opportunities to develop good study and work
habits, and independence in thinking. Children learn to take advantage of opportunities for exploring
further resources in their learning experiences. The parent’s role is to guide, assist, stimulate and
inspire the work of their children.

Partners in the Home Tasks Program
The Teacher: )
¢ Makes the task clear and definite to the students.

e Explains to students how the task will help them.
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e Shows students in general how the task may be done.
o Checks the tasks regularly.

The Student:
e Does the task to the best of his/her ability and through his/her own efforts.

The Parent:

e Provides a suitable place for the child to complete tasks.

o Shows an interest in the task that is being done.

o Offers help but only where the child does not have the ability to do the task by himself/herself.

School Trips

At this time, CAST does not offer Field trips. Parents will be responsible for transporting students to
and from school.

Schoolway Messaging System

Schoolway is a communication platform that allows CAST to send you short messages about what’s
happening at our school. Through Schoolway, we can send you information about school
emergencies, reminders about events, surveys, ete. It’s much faster than making telephone calls, and
it eliminates the need for us to send home paper announcements that you may never see because they
get lost in your child’s bookbag. And best of all, it’s FREE for you to use!

You can download the Schoolway app right to your smartphone or visit the CAST Schoolway website
at myschoolway.com/CAST if you don’t have a smartphone.

Inclement Weather Policy

In the event of inclement weather, CAST will normally follow the closing and delayed
opening schedule being implemented by the Clayton County public schools. However, we will
always communicate our plan of action with you through Schoolway or www.remind.com.
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School Meals
Meals are to be provided by the students parent or caregiver and are to meet the guidelines of
the USDA food policy.

Meal Times
~:30am Breakfast
9:30 Morning Snack
11:00am Lunch
3:45 Afternoon Snack

We kindly ask that you not give your child sugared drinks before school. Sugared drinks include Kool-
Aid, colored drinks, Arizona, some Capri-suns, or any 5% or 10% juice drinks. Milk and 100% juice
are appropriate.

Policy on Food Brought by Parents and Caregivers

o If you would like to host a lunch party for your child’s birthday during the school day and serve a
special food item, you must coordinate with the school’s administration at least 2 months in advance
so that we can update our menu, get the ingredients, and prepare the food in our kitchen. You may
otherwise still bring store-bought cake, pastries, andcandies to distribute to your child’s classmates
without violating this policy—but do not bring any homemade goods.

» Any cultural events where parents are encouraged to cook a special dish representing their culture
will be hosted by the CAST Parent-Teacher Association and will be held on evenings or weekends to
allow students to participate in the events with their parents.

Special Dietary Needs
At the beginning of each school year, or at the time of enrollment, parents are responsible for
communicating any special dietary needs of their child, including food allergies, to the school office.

Infants

It is imperative that infant bottles are pre-made. In addition, names and dates should be on
your child’s bottles each day. Parents/guardians of infants (not on table food) are responsible
for bringing their child’s formula or use the center’s formula (Enfamil). All infants under 12
months must bring pre-packed baby foods only. Baby cereal is provided by the center. It is my
belief that infants should be fed on demand. If parents have another feeding schedule in mind,
we will need to discuss, so that the infant's needs will be adequately met.

QUIET / NAP TIME:

All children will have a rest period from 12:00 p.m. to 2:00 p.m. everyday. No child is forced to
sleep; however, they must remain quiet. They must remain on their cots during quite time.
Please try not to schedule pick-ups or visits during this time to lessen disturbance to resting
children. All older children will rest on their cot with individual linens. Nap time is very
important for the development of young children. It is a state requirement that all children
have a rest time every day.
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Changing Diapers

Diapers shall be changed on a diaper changing surface that is used for no purpose other than changing
clothes in each room where infants or any other children wearing diapers are served. If diapers are changed
on a changing surface, the surface shall be smooth, nonporous, and equipped with a guard or rails to
prevent falls. Between each diaper change, the diaper change surface shall be cleaned with disinfectant/
bleach water solution and dried with a single use disposable towel/Infants and children shall not be left
unattended while being diapered or having their clothes changed on the diapering changing surface. Any
items which might harm the child will be kept out the reach of the child. The following items shall be
provided at the diapering area: liquid soap, individually dispensed, single-use hand towels, single- use
wash cloths, and covered storage container for soiled items. Staff shall wash their hands with liquid soap
and warm running water immediately before and after each diaper change they perform. Staff with diaper
changing responsibilities shall not be simultaneously assigned to kitchen food preparation duties.

Personal Items

Students should not bring cellular phones, toys, or games to school. If they bring such items, they are
responsible for them. CAST will not be responsible for locating any cell phone, toy, or game that is brought to
school and is misplaced or stolen.

Some other personal items are easily lost, stolen, and/or broken. School personnel will investigate all such
cases; however, CAST is not responsible for replacing or bearing any costs associated with a personal item that
is lost, stolen, or broken on school property or during school hours.

Student Illness

Your child's health is very important to us. A medical history of your child as well as a current copy of
his/her immunization record showing that standard immunizations have been administered is
required. Please be considerate of others and keep your child home if he/she has:

A stomach virus within the past 24 hours (nausea, vomiting, diarrhea, etc.)

A fever or has had one during the previous 24 hour period.

An oral temperature that is the equivalent of 101 degrees

A cold, heavy nasal discharge, constant cough, orheadache.

Earache or sore throat.

Swollen or inflamed eyes.

Skin rash or sores.

Any symptoms of a possible communicable disease. Any child diagnosed with a contagious disease
should be reported to the school in order for a notice to be posted for parents.

We will not allow any child with symptoms of illness in the school without a signed doctor’s note. If
we notice any unreported rashes, we will immediately call you to pick up your child. If child has
been exposed, parents or caregivers will be notified via phone, text, email or letter.
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Medical Records

It is mandatory that all students have updated medical records on file on or before October 31st. Students
without records on file will not be permitted in school after October 31,

Minor Injuries

We are constantly mindful of the safety of our students; however from time to time, children
experience bruised knees or minor cuts or scrapes which require first aid attention. This care, which
includes washing with soap and water, use of band-aids and/or ice packs will be promptly
administered by our staff. You will receive a written notification from your child’s teacher giving you
the details of the minor accident. A copy of this report is also kept in your child’s file. Please also take
special notice to ensure that your child’s nails are cut short and well-groomed to avoid accidents.

Emergencies and Medical Treatment

Our staff are certified in First Aid/CPR protocol. However, if your child experiences a health
emergency beyond a minor cut or scrape, we will contact you immediately to seek instructions from
you about the course of action you want us to take. If we cannot contact you, we will reach out to the
emergency contact person for instructions. If we cannot reach the emergency contact person, we will
contact the family physician you listed on the Student Personal Data Form, if any. If we cannot make
contact with you, the emergency contact person, or your family physician, we will take the steps
necessary in our discretion to secure emergency medical treatment for your child.

Recall that you authorize us to seek emergency medical treatment for your child in Paragraph 4 of the
Statement of Agreement on the back of the Student Personal Data Form or emergency contact card
that you must sign every academic year. You, not CAST, will be responsible for the costs of this
treatment.

Safety

CAST takes safety seriously. Emergency plans have been developed and are posted for parent viewing.
Visit the For Parents section of our website for a copy of our detailed Safety Plan.

Administering Medicine
CAST staff are generally prohibited from administering medicine to students.
Students needing occasional medications, such as penicillin, ete. for colds, earaches, and sore throats,
are to take these medications at home if possible. Medication that is prescribed three (3) times a day
can be given before the student comes to school, after school, and again at bedtime. However, if

medication MUST be given at school, it must be personally delivered by the parent/caregiver and
accompanied by a written authorization from the parent/caregiver that includes the name of the

medication and instructions for its administration (time and dosage).
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Reporting Child Abuse, Neglect or Deprivation

Child Abuse Reporting Rules went into effect July 1, 2012

House Bill 1176 amended O.C.G.A. 19-7-5 Mandatory Reporting of Child Abuse. O.C.G.A. 19-7-5 is
designed for the protection of children whose health and welfare are adversely affected and further
threatened by the conduct of those responsible for their care and protection. O.C.G.A. 19-

7-5 has been amended as follows:

>

‘Child service personnel’ means persons employed by or volunteering at a business or an
organization whether public, private, for profit, not for profit, or voluntary, that provides care,
treatment, education, training, supervision, coaching, counseling, recreational programs, or
shelter to children.

If a person is required to report child abuse pursuant to this subsection because that person
attended to a child pursuant to such person’s duties as an employee of or volunteer at a
hospital, school, social agency, or similar facility, that person shall notify the person in
charge of the facility, or the designated delegate thereof, and the person so notified shall report
or cause a report to be made...

“From an ethical and moral standpoint, volunteers who work with children already have an
obligation to report suspected child abuse. (Georgia) House Bill 1176 simply makes this
obligation a requirement by law.”

(Source: Sam Olens, Attorney General)

To whom do you report?

The law states:

“An oral report shall be made immediately, but in no case later than 24 hours from the time
there is reasonable cause to believe a child has been abused, by telephone or otherwise
and followed by a report in writing, if requested to a child welfare agency providing
protective services, as designated by the Department of Human Services, or in the absence of
such agency, to an appropriate police authority or district attorney.”
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FACILITY SPONSORED RELIGIOUS AND CULTURAL ACTIVITIES

Parents will be notified in writing regarding all religious and or cultural activities. Parents

mustprovide written documentation if they decline for their child (ren) to participate in such
activities.

Questions, Suggestions & Complaints

Address issues with any school principal with the Director of Finance and Administration. You can
contact principals and the Director of Finance and Administration using the CAST Contact Info
sheet at the beginning of this handbook.

Address issues with the Director of Finance and Administration to the CAST Board of Christian
School Education. You may contact us by mail:

Christocrats Academy of Science & Technology, Inc. 1497 Needham Avenue

ATTN: CAST Board of Christian School Education Dropbox Bronx, NY 10469

Parent Teacher Association

You are our partner! The Parent Teacher Association is a vital part of the CAST family, and we need
parents to be ACTIVE members to contribute thoughts, ideas, and resources to build our school and
help us walk in excellence. The Parent Teacher Association will work closely with the school

administration to develop policies and implement new programs for the benefit of the students. The
PTA schedule is set at the beginning of every school year.
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EMERGENCY PLANS

Shelter-In Procedures (Tornado/Severe Weather i.e. thunderstorm, ice storm, etc.)

1.An emergency radio with extra batteries is located: In utility closet.
2.If a severe weather watch is issued staff will gather children at the shelter-in place located in their classroom.

3.Lead teachers will take a head count to ensure all children are accounted for. Names of any missing children
or missing personnel must be given to the Director.

4.Children will sit with their backs to the wall and heads tucked between knees during a tornado warning.
5.Staff will keep children calm by reading books and singing songs.

6.Ensure the Director or designee has a fully charged, working cell phone. If possible, the Director will contact
all parents to let them know of the situation.

7.No children are permitted to leave the Center while a severe weather watch is in effect without the legal
parent or guardian.

8.When the threat has passed, staff may continue with the daily schedule.
Lightning
LIf outside, move indoors immediately.

2.Avoid use of telephone, electrical appliances, and plumbing as much as possible. (Please note: Wires and
metal pipes can conduct electricity.)

3.Move away from windows. Cover windows with shades or blinds, if available.

Fire

1. If heavy smoke or flames are seen or if the fire alarm is sounded staff will line children up at the nearest exit
door.

2. A head count will be conducted of all children.

3. Teachers should search their rooms and close all doors before leaving. Additionally, the Director or designee
will search all areas within the Center and ensure all occupants have been safely evacuated.

4. Children will be escorted outside in a single file line.
5. Children will be taken to the designated assembly area located at: the soccer field.
6. Emergency personnel (911) will be contacted by the Director after all persons have been evacuated.

7. At the assembly area, teachers will immediately take a head count of each classroom to ensure that everyone
is present and accounted for. Lead teachers shall report the final head count to the Director or designee.
Names of any missing children or missing personnel must be given to the Director and emergency official.

8. Ensure the Director or designee has a fully charged, working cell phone to contact parents and/emergency
personnel.

9. Parents will be contacted (i.e. phone, email, text) to be made aware of the situation.

10. If the building cannot be reentered then all children will be taken to the designated evacuation area located
at the detached church gymnasium address:721 Morrow Rd., Forest Park, Ga 30297.

11. If necessary, all parents and emergency contacts will be contacted via phone to arrange for pick up.

12. If the program will be closed for an extended time, then DECAL will be notified within 24 hours by the
Director or desi in charge.
irector or designee in charge Page 17



Structural Damage
1. Staff will line children up at the nearest exit door.
2. Ahead count will be conducted of all children.

3. Teachers should search their rooms and close all doors before leaving. Additionally, the Director or designee
will search all areas within the Center and ensure all occupants have been safely evacuated.

4. Children will be escorted outside in a single file line.
5. Children will be taken to the designated assembly area located at: Soccer Field.
6. Emergency personnel (911) will be contacted by the Director after all persons have been evacuated.

7. Atthe assembly area, teachers will immediately take a head count of each classroom to ensure that everyone
is present and accounted for. Lead teachers shall report the final head count to the Director or designee. Names
of any missing children or missing personnel must be given to the Director and emergency official.

8. Parents will be contacted (i.e. phone, email, text) to be made aware of the situation.
9. Building will only be reentered if emergency personnel gives the “All Clear”.

10. If the building cannot be reentered then all children will be taken to the designated evacuation relocation
site at the detached church gymnasium address:721 Morrow Rd., Forest Park, GA 30297.

11. Medical supplies including children’s medication and emergency contact information should be taken when
facility relocates.

12. If necessary, all parents and emergency contacts will be contacted via phone to arrange for pick up.

13. DECAL will be notified within 24 hours by the Director or designated person in charge.
Loss of Water

1.Bottled water will be provided to wash hands, flush toilets, and for drinking
2.A supply of bottled water is kept: In storage closet. .

3.The Director or designated person in charge will contact Clayton County Water Authority for assistance if
applicable. The phone number is: 770-960-5200.

4.Parents will be contacted (i.e. phone, email, text) to be made aware of the situation.

5.If the water will not be restored within 1 hour then all parents and emergency contacts, if necessary, will be
contacted via phone to arrange for pick up.

6.The program will remain closed until water is restored.

Loss of Electricity

1.Flashlights are kept in an emergency kit in each classroom and in utility closets for emergency use.
2.Curtains and blinds will be opened to provide light.

3.The Director or designated person in charge will contact Georgia Power for assistance. Number:
1-888-891-0938.

4.1f the Center also loses the cooling system, then see emergency plan below.
5.Parents will be contacted (i.e., phone, email, text) to be made aware of the situation.

6.The Director will decide if the Center can operate safely. If necessary, all parents and emergency contacts will be
contacted via phone to arrange for pick up.

7.If the program will be closed for an extended time, then DECAL will be notified within 24 hours by the Director

or designated person in charge.
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Loss of Heat

1.Children will be made comfortable by putting on coats and outer garments.

2.The Director or designated person in charge will contact a HVAC company for assistance.
3.Parents will be contacted (i.e., phone, email, text) to be made aware of the situation

4.1f the temperature of the building drops to 65 degrees Fahrenheit or lower the program will then close. All
parents and emergency contacts, if necessary, will be contacted via phone to arrange pick up.

Loss of Cooling System

1.Children will be made comfortable by removing excess clothing and opening windows.
2.The Director or designated person in charge will contact a HVAC company for assistance.
3.Parents will be contacted (i.e., phone, email, text) to be made aware of the situation.

4.If the temperature of the building rises to 85 degrees Fahrenheit or higher the program will then close. All
parents and emergency contacts, if necessary, will be contacted via phone to arrange pick up.

* If the program will be closed for an extended amount of time due to the loss of any above utilities DECAL will be
notified.
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WELCOME TO CAST- Christian School

We are excited to have you as part of our team. You were hired because we believe you can contribute to the
success of our organization and share our commitment to achieving our goals as described in our mission statement.

Christocrats Academy of Science & Technology
Mission Statement

Educating students of all races and ethnic backgrounds for God’s Kingdom and service to the humanity. Helping
parents fulfill their obligation of raising their children in the fear and admonition of the Lord. Assisting each
student in reaching his or her God—given potential in the best possible time.

Creating a Christ-centered environment for each student’s growth and development according to God's plan.
Preparing students to make the choices of life according to the truth as revealed by the Word of God,

The primary goal of Christocrats Academy of Science & Technology (“CAST” or the “School™) is to live our
mission statement and continue to be a leader in Christian School Education. We achieve this through dedicated
hard work and commitment from every employee. Our hope is for all employees to succeed in their jobs and to be
part of achieving our goals.

This employee handbook contains our key policies, goals, benefits, and expectations as well as other information
you will need. You should use this handbook as a ready reference as you pursue your career with CAST.

We at CAST extend our warmest welcome to you. We pledge our prayer, support, and help as you minister to the
spiritual, mental, and emotional needs of our students.

Sincerely,

Archbishop Joseph A. Alexander, Ph.D., D.D.
Founder, Chancellor, and Chair of the CAST Board of Christian School Education



INTRODUCTION

CAST is a school where students of all backgrounds can learn, grow, and develop in a Christian environment with a
commitment to excellence. The faculty, with support from Church leadership, provides meaningful opportunities to
encourage all students to excel and reach their God- given potential. We recognize that each student is gifted by
God, and the goal of true education must be to help all students develop their gifts for God’s glory and the benefit of
humanity. Also, of utmost importance, leaders in the field of education must set appropriate examples for students
who are looking for role models to follow. We commit to encourage and train each student to make life choices
based on the unchanging values of the Christian faith,

Philosophy

It is the conviction of the CAST Board of Christian School Education that children should be brought up in the way
they should go so that when they are mature they will not depart from it. Consequently, CAST is an integral part of
New Covenant Christian Church, aimed at providing an alternative educational institution devoid of the problems
that exist in the public school system.

We believe:
o  That there is no true education without the Word of God and that the Word of God is the foundation of all
learning.

That morality and basic ethics principles should be a part of the educational process.
That all school staff should set an example for students because children naturally imitate adults as their
leaders or mentors.

»  That communication with God in the form of prayer in school is an essential part of the growth and
development of our students.

Statement of Faith

CAST stands for Bible Redemption and is built upon the sure foundation of the Lord Jesus Christ, His essential
deity, His supernatural birth, His atoning sacrifice for all who have sinned, His resurrection for our justification, and
His ascension to the right hand of God within the veil, where He continues His powerful ministry in the presence of
God as our advocate. We believe the second coming of Christ to be personal, literal, and imminent. Amen.

We believe the Bible is the infallible Word of God, containing the true revelation of the Holy Trinity and of man’s
fall, guilt, and final doom unless he repents and receives the Lord Jesus Christ. It is sufficient for every human need.
We receive it, believe it, teach it, and aim to live it.

We believe the Church is a composite body of believers called out of the world, saved, kept, and sanctified for the
Master’s use, to be His witnesses and light bearers to all the world.

We believe that there is no other way of salvation except by believing in and receiving the Lord Jesus Christ,
whereby we become sons of God; that all who do not so receive Christ and who continue in sinful unbelief are
hopelessly lost.

We believe and teach that every Christian believer should receive and be filled with the Holy Spirit, the Comforter,
who reveals Christ, convicts of sin, regenerates the sinner, and empowers the believer for victorious living and
effective service.

We believe in the nine (9) gifts of the Holy Spirit to the believer; that it is the Holy Spirit that gives these gifts, as
He, the Holy Spirit sees the need; that the gifts are given to believers to benefit them as members of the body of
Christ and to benefit the church for the glory of God. (1 Corinthians 12: 7, 11).



We believe that the gift of unknown tongues must be interpreted through the Holy Spirit when spoken in public, in
the assembly of believers, in the church, so that the body of Christ might be edified (1 Corinthians 14: 2-11). When
spoken in private and personal prayer, this is to the edification of the individual believer. Therefore, it is between the
believer and the Lord.

Purpose of Handbook

There are several things that are important to keep in mind about this handbook.

First, it contains only general information and guidelines. It is not intended to be comprehensive or to address all
the possible applications of, or exceptions to, the general policies and procedures described. For that reason, if you
have any questions concerning eligibility for a particular benefit, or the applicability of a policy or practice to you,
you should address your specific questions to your immediate supervisor. Neither this handbook nor any other
CAST document confers any contractual right, either express or implied, to remain employed by the School. Nor
does it guarantee any fixed terms and conditions of your employment. Your employment is not for any specific time
and may be terminated at will, with or without cause and without prior notice, by CAST. Similarly, you may resign
for any reason at any time. No supervisor or other representative of CAST (except the Chancellor) has the authority
to enter into any agreement for employment for any specified period of time, or to make any agreement contrary to
the above.

Second, the procedures, practices, policies, and benefits described here may be modified or discontinued from time
to time. We will try to inform you of any changes as they occur.

Third, this handbook and the information in it should be treated as secret and confidential. No portion of this
handbook should be disclosed to others, except CAST employees and others affiliated with CAST whose knowledge
of the information is required in the normal course of business.

Finally, some of the subjects described here are covered in detail in official policy documents. You should refer to
these documents for specific information, since this handbook only briefly summarizes those benefits. Please note that
the terms of the written insurance policies are controlling.



CAST ADMINISTRATIVE STRUCTURE

The goal of the CAST administration is to facilitate the educational process for children and to support and foster a
wholesome work environment for staff members. The following organizational chart and role descriptions are
provided by way of general information only. In all instances, employees should consult their individual job
descriptions for an in-depth explanation of the scope of their duties.

Christocrats Academy of Science & Technology
Board of Christian School Education

Director of Finance and Administration
(Minister Rachel Macarthy) Located in
NCCS Executive Office

Principal Chief Operating Officer
(Varies by school) (Ms. Sylvia Cleare)
! Located in NCC'S Executive

Dean of
Students All Custodial Food
Teachers Staff Service
Staff
School
Secretaries

Director of Finance and Administration
The Director of Finance and Administration has oversight over all financial and administrative matters concerning
the School, including matters pertaining to payroll and human resources.

Chief Operating Officer
The Chief Operating Officer implements the directives of the Director of Finance and Administration and provides
direct oversight of the school secretaries and food service staff.

Principal

The Principal is responsible for the well-being of the CAST faculty and staff as well as the growth of the School’s
brand. This position includes oversight of the faculty growth, coordination of the orientation and mentoring of new
teachers, and the development of academic programs in the School. He/she is responsible for the administration of



the School and for the direction of all of the School’s programs. In the event of the Principal’s temporary absence,
the Dean of Students or Chief Operating Officer may be called upon to assume the Principal’s responsibilities for
the duration of the absence.

The Dean of Students

The Dean of Students provides on-site spiritual, emotional, and disciplinary support.

School Secretaries

School Secretaries are responsible for collecting tuition payments, maintaining student records, and responding to
questions from parents and others who inquire about CAST. As shown in the diagram above, school secretaries
report primarily to the Chief Operating Officer, although each building Principal may provide oversight of their
work and give them directives from time to time as the supervising authority present on site.

Head Teachers

The Head Teachers implement the School’s curriculum. They are primarily responsible for communication with
their students’ families and for all assessments and school reports. They are responsible for reporting their students’
progress to their colleagues and administration. Head teachers are responsible for the day-to-day mentoring of the
assistant teacher(s) in their classes.

Assistant Teachers
Assistant Teachers are responsible for classroom maintenance during school hours. Under the guidance of their head
teacher, they work with small groups of children. They assist with class prep work and the daily classroom set-up.

Custodial Staff

The Custodial Staff ensure that the School’s premises are clean and safe to facilitate a positive learning and working
environment.

Food Service Staff

The Food Service Staff prepare meals (breakfast, lunch, and snack, as applicable) for students. As shown in the
diagram above, food service staff report primarily to the Chief Operating Officer, although each building Principal
may provide oversight of their work and give them directives from time to time as the supervising authority present
on site.

EQUAL EMPLOYMENT OPPORTUNITY POLICY

CAST is committed to a policy of equal treatment and opportunity in every aspect of its relations with its
employees. Equal employment opportunity is provided to all employees and applicants for employment without
regard to race, age, gender, color, ethnicity, national origin, alienage or citizenship status, unemployment status,
marital status, pregnancy, childbirth, or disability.



This policy applies to all terms and conditions of employment, including, but not limited to, recruitment and hiring,
compensation, placement, promotion, benefits, and termination. An employee who requires an accommodation for a
particular issue—such as for physical and mental health conditions or for pregnancy, childbirth, and related medical
issues—should seek approval from his or her immediate supervisor for the accommodation.

AMERICANS WITH DISABILITIES ACT
In accordance with the Americans With Disabilities Act, employees with disabilities will be provided with
reasonable accommodations. Employees requiring such accommodations must advise their immediate supervisor as
soon as possible and provide medical records requested to make determinations about their ability to carry out their
essential job responsibilities. CAST will maintain the confidentiality of medical information and records of
employees with disabilities in accordance with applicable laws and regulations.

ANTI-HARASSMENT POLICY

CAST endeavors to maintain a cooperative and professional environment that values mutual respect for all
employees. For this reason, inappropriate behavior and unlawful harassment on the basis of race, age, gender, color,
ethnicity, national origin, alienage or citizenship status, unemployment status, marital status, pregnancy, childbirth,
or disability will not be condoned.

Prohibited harassment is any unwelcome conduct that is subjectively offensive and would be objectively offensive
to a reasonable person in the position of the object of the conduct.

Some examples of what may constitute sexual harassment are: threatening to take or taking employment actions,
such as discharge, demotion, or reassignment, if sexual favors are not granted; demands for sexual favors in
exchange for favorable or preferential treatment; unwelcome and repeated flirtations, propositions, or advances;
unwelcome physical contact; whistling; leering; improper gestures; tricks; horseplay; use of stereotypes; offensive,
insulting, derogatory, or degrading remarks; unwelcome comments about appearance; sexual jokes or use of
sexually explicit or offensive language; gender- or sex-based pranks; and the display in the workplace of sexually
suggestive objects or pictures. The above list of examples is not intended to be all-inclusive.

Discriminatory harassment, including sexual harassment, will not be tolerated by CAST. This policy applies to all
harassment occurring in the work environment, whether on or off CAST’ premises, and applies regardless of the
gender of the individuals involved. This policy covers all employees of CAST, including applicants for employment
and third parties over whom CAST has control.

An employee who believes that he/she has been subject to discrimination or harassment should report the conduct to
his/her immediate supervisor; or in the event the supervisor is the offending party or is unresponsive, the report
should be made to the Director of Finance and Administration; or if concerning the Director of Finance and
Administration, the report should be made to the Board of Christian School Education in accordance with the
“Complaint Procedure” section below. Upon receipt of a complaint, CAST will conduct a prompt investigation and
take such appropriate action as may be warranted. All such complaints will be treated as confidential to the greatest
extent possible consistent with effective investigation and remediation.

An employee who is aware directly or indirectly that discrimination or harassment is occurring or has occurred
against another employee is obligated to report such discrimination or harassment to his or her immediate
supervisor, or if concerning the immediate supervisor, to the Director of Finance and Administration; or if
concerning the Director of Finance and Administration, the report should be made to the Board of Christian School
Education in accordance with the “Complaint Procedure” section outlined below.,

CAST employees and applicants for employment are protected from coercion, intimidation, interference, retaliation,
or discrimination for filing a complaint or assisting in an investigation under this policy. Any employee who
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believes that he/she has been subjected to any acts of retaliation should immediately report such conduct to his or
her immediate supervisor, or if concerning the immediate supervisor, to the Director of Finance and Administration;
or if concerning the Director of Finance and Administration, the report should be made to the Board of Christian
School Education in accordance with the “Complaint Procedure” section outlined below.

Employees with questions or concerns related to equal employment should feel free to contact the Director of
Finance and Administration. All such communication, to the extent possible, will be kept confidential.

COMPLAINT PROCEDURE

CAST employees are encouraged to bring their complaints in writing to their immediate supervisor by email; or if
concerning their immediate supervisor, to the Director of Finance and Administration by email. The email addresses
for each Principal, the Chief Operating Officer, and the Director of Finance and Administration can be found on the
staff directory of the School’s website. A complaint against any employee should be made in writing to the Board of
Christian School Education and submitted via mail addressed to: Archbishop Dr. Joseph A. Alexander, President
721 Morrow Rd, Forest Park, GA 30297.

CAST will give careful consideration to each of these in a continuing effort to improve relations with employees.
Employees may be sure that their complaints will be handled in a fair and thorough manner.

ANTI-NEPOTISM POLICY

No person may hold a job or position at CAST over which a member of his or her immediate family exercises any
direct supervisory or managerial authority, unless such job or position is voluntary and unpaid. No person may make
a decision to hire any member of his or her immediate family. For purposes of this anti-nepotism policy, immediate
family includes: husband, wife, domestic partner, father, father-in-law, mother, mother-in-law, brother, brother-in-
law, sister, sister-in-law, son, son-in-law, daughter, daughter-in-law, niece, nephew, aunt, uncle, first cousin, and
separated spouse.

VIOLENCE IN THE WORKPLACE
CAST strongly believes that all employees should be treated with dignity and respect. Acts of violence will not be
tolerated. Any instances of violence must be reported to the Principal and/or the Director of Finance and
Administration. All complaints will be fully investigated, and CAST will promptly respond to any incident or
suggestion of violence.

POLICY CONCERNING SMOKING, ALCOHOL, AND DRUG USE
In accordance with Georgia Division of Family and Children Services, Georgia Department of Early Care and
Learning Rules and Regulations, and Georgia Department of Education laws, CAST has adopted a policy that
prohibits smoking of any kind on all parts of its property.

Furthermore, the manufacture, distribution, dispensing, possession, sale, purchase, or use of a controlled substance on

all parts of CAST property is prohibited. For the purpose of this policy, “controlled substance” includes alcohol and
all drugs. Being under the influence of a controlled substance, except those drugs which are prescribed by a
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licensed healthcare professional or sold legally over-the-counter, during working hours and on any part of CAST
property is prohibited. CAST employees are prohibited from making controlled substances of any kind (including
prescribed or over-the-counter medication) available to CAST students, whether on or off CAST property.

EMPLOYMENT ELIGIBILITY

In order to be eligible for employment with CAST, prospective employees must provide the following along with an
application for employment:

e  Proof of identity and employment authorization in accordance with applicable laws; Proof of fingerprinting
by the Department of Investigation;

e A satisfactory Criminal Background Check;

o Official copies of their educational records (official transcripts, diploma, State teaching licenses, etc.); and
A health form listing the individual’s complete immunization history, results of a TB test, and the date of
the most recent Tetanus shot.

Before a permanent offer of employment is made to any employees who will have contact with children, CAST will
conduct a thorough background check that includes contacting references, searching criminal records, and
completing a review through the Georgia Sex Offender Registry. CAST may make conditional offers of
employment to new employees before the background check process is completed, subject to the findings of the
background check.

EMPLOYEE CATEGORIES
As used in this Handbook, employees are those who perform compensated work for CAST in any capacity other
than as independent contractors. Each employee’s job description will clarify the category into which the respective
position falls under this rubric.

Full-Time Employees

Full-time employees are those who work at least 35 hours a week. Full-time employees are further classified as
exempt or non-exempt employees under the Fair Labor Standards Act of 1938 (“FLSA”). FLSA requires that most
employees in the United States be paid at least the federal minimum wage for all hours worked and overtime pay at
one and one-half the regular rate of pay for all hours worked over 40 hours in a workweek.

Exempt employees are those in certain administrative, executive, professional, and computer positions who are paid
on a salaried basis and who are exempt from the provisions of FLSA. Under FLSA, as applied to CAST’ staffing
structure, exempt employees include head and assistant teachers (professionals) and principals and deans of students
(administrators). Exempt employees are not eligible for overtime compensation regardless of hours worked.
However, exempt employees as salaried employees are entitled to their full compensation for the week if they
perform any work in the week, subject to the employer’s policies on paid leave. For instance, a salaried employee
who did not report to work on a day when she was otherwise required to report to work would receive her full
compensation for the week, but CAST would charge that day against her paid leave. Similarly, CAST would reduce
by 20% (the equivalent of 1/5) the weekly compensation of a salaried employee who, after already having exhausted
all of her paid leave, did not report to work one day out of a 5-day workweek when she was required to report to
work each of the 5 days comprising that workweek.

Non-exempt employees are those whose employment is subject to FLSA. Non-exempt employees are paid an hourly
rate consistent with the minimum wage requirements of federal and state law. Hourly workers who work more than
40 hours in any workweek are paid overtime compensation at the rate of one and one-half times their regular hourly
rate. Hourly workers (including secretaries, food service staff, and custodial staff) are prohibited from working
overtime without the prior express written approval of the Director of Finance and Administration.
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Part-Time Employees
Part-time employees are classified as exempt or non-exempt and work a regular schedule of 20 to 35 hours per
week. It is not a common practice of CAST to employ persons on a part-time basis.

Temporary Employees

A temporary employee is hired for a specified project or time frame and works an irregular schedule of less than 20
hours per week. A temporary employee in a non-exempt position is paid by the hour while a temporary employeein
an exempt position is paid according to the terms of hire for that individual. Temporary employees do not receive
any additional compensation or benefits provided by CAST. It is not a common practice of CAST to employ persons
on a temporary basis.

PERSONNEL RECORDS

To keep necessary CAST records up-to-date, it is extremely important that you notify the Director of Finance and
Administration of any changes in:

Name; Marital status;

Mailing address; E-mail address;

Telephone number;

Number of eligible dependents; W-4 deductions; and
Person to contact in case of emergency.

MEDICAL EXAMINATION

All employees are required to file with the School a report of a complete physical examination provided by a
medical doctor at the time of initial employment and every two years thereafter. Medical Statement (form DSS-
2901) and Health Assessment (form DSS-2926) listing the employee’s complete immunization history, results of a
tuberculosis test, and the date of the most recent Tetanus shot must be submitted to the CAST Executive Office at
the time of initial employment.

SPECTAL NOTE REGARDING COMMENCEMENT OF THE FALL SEMEMSTER
For the avoidance of doubt, the fall semester for CAST employees begins the last week of August—the week before
the school opens to receive students each year in September. This is a week of professional development and
planning, and all CAST employees are required to report to work Monday through Friday of this week in
preparation for the upcoming school year. Following this week of preparation, employees return to work the
Wednesday after Labor Day when the school opens for students.
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PROFESSIONAL DEVELOPMENT DAYS

During the School year, CAST hosts several professional development days as indicated on the School calendar.
Participation in professional development is mandatory for every School employee, and on a professional
development day each School employee should report to work as they normally would—despite the fact that the
School is closed to students.

CAST employees are required to complete Georgia Department of Social Services approved training as follows:
15 hours of health and safety
First aid/CPR

WORKWEEK

Because of the nature of education, work schedules may vary depending on the position. However, the standard
workweek is at least 35 hours for each CAST employee. CAST is open from 7:00am to 6:00pm, Monday through
Friday. Employees with questions regarding their work hours should consult their job descriptions and with their
immediate supervisors. All employees must notify their immediate supervisor if they must leave the building during
the school day.

In addition, teaching staff are expected to be available for parent-teacher conferences, Christmas programs, Easter
programs, and other events which occur outside of normal working hours as may be determined by the Principal or
the CAST Executive Office. Hourly workers are strongly encouraged, but not required, to attend Christmas
programs, Easter programs, parent-teacher conferences, and other after-work CAST events as they promote unity
and cohesiveness among the CAST staff. However; since their attendance is voluntary, hourly workers will not be
compensated for participation in these events.

ATTENDANCE AND PUNCTUALITY

All CAST employees are expected to begin work promptly at the start time for their respective positions. When
possible, appointments should be scheduled outside of working hours. In the rare event that you are late, you should
notify your immediate supervisor in advance as much as possible. If you will be absent, you must notify your
immediate supervisor at least 24 hours before the absence.

All notifications of absence or lateness must be directly between you and your supervisor. Do not ask friends or
relatives to call on your behalf, and do not leave messages with co-workers. If your supervisor is not available, you
must give the information to someone in the respective school office or the CAST Executive Office.

TIME RECORDS

The attendance of all employees is recorded daily and submitted to the Director of Finance and Administration.
Attendance records are CAST records, and care must be exercised in recording the hours worked and leave taken.

All employees must record the time they arrived and departed each day on through the timekeeping system used by
CAST. Each employee is responsible only for his’her own recordkeeping. Employees are not to clock in or out for
other employees.

Employees should begin work immediately after clocking or signing in. Failure to do so is considered falsification of
timekeeping records.

Lunchtime is 30 minutes unless otherwise approved by the employee’s immediate supervisor. The lunch break for
hourly workers is not compensated time, so hourly employees are required to clock in and out for their lunch breaks.

If you forget to clock in or out, you must notify your immediate supervisor so the time may be accurately recorded
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for payroll.
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LATE PICK-UP POLICY

The School day at CAST ends at 2:30 p.m., when classes are dismissed. Teachers should remain on the premises
with their classes until 3:00 p.m. when their workday ends.

Children who have not been picked up by 3:00 pm should be escorted by their teachers to an afterschool class,
whether or not they participate in after school. After school teachers should report the names of any children who do
not participate in afterschool but have been brought to their classes to the School secretary. The School secretary
should contact the parents/guardians of these children to remind them that pick-up is at 3:00 p.m. and that they will
be subject to a fee for late pick-up. The School secretary should also find out what time the parent(s) intend to pick
up their child(ren) and remind them that the School building closes at 6:00 p.m.

At 6:00 p.m., the School is closed to all students. Any children who have not been picked up by this time will be
taken to the School office, and the School secretary will escort these children to the nearest local police precinct.
Regardless of any previous arrangements or prior understandings, the nearest local precinct is the only place where
children should be taken after 6:00 p.m. if they have not been picked up. Under no circumstances should students be
taken to any person’s home by CAST staff or remain on CAST premises after 6:00 p.m. when afterschool has
concluded.

APPEARANCE AND CONDUCT

CAST expects employees to maintain a neat, well-groomed appearance at all times. Employees should avoid
extremes in dress.

The orderly and efficient operations of CAST require that employees maintain proper standards of conduct at all
times. Employees must maintain proper standards of conduct toward their work, their co-workers, or CAST’
students and their parents or guardians.

PERFORMANCE REVIEW

CAST will annually measure each employee’s job performance against the duties listed in the job description
provided at the outset of employment relationship or, if applicable, any subsequent job description furnished to the
employee during the course of the employment. After every evaluation, job objectives will be reassessed and
reviewed, or rewritten if needed. In either case, the immediate supervisor will review and discuss the objectives with
each employee. Employees will be asked to sign a statement indicating their agreement with and understanding of
the objectives.

Wage increases may be based upon the annual review, as well as past performance improvement, dependability,
attitude, cooperation, disciplinary actions, and adherence to all employment policies. But in no event is a wage
increase guaranteed to any employee by virtue of the result of the annual performance review. Wage increases are
subject to funds availability.

All other performance reviews apart from the annual review are unannounced and can occur at least twice a year.
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PAYROLL
CAST employees are paid semi-monthly (2 times per month). Paychecks are distributed on the 15% and 30'™ days of
each month. If the normal payday falls on a weekend or an CAST-recognized holiday, paychecks will be distributed
on the workday immediately following the scheduled payday.

CAST operates on a July 1 to June 30 fiscal year. Salary and leave calculations (with the exception of Sick Leave)
must be made on the basis of this fiscal year, not the calendar year.

Except for extreme emergencies in the sole discretion of CAST, no salary advances will be made.

Teaching Staff

Pre-Kindergarten 3

Due to the nature of providing early childhood services, K3 teaching staff are required to work 12 months. Such
staff will receive their full yearly salary over the course of 12 months, the equivalent of 24 pay periods.

Pre-Kindergarten 4 through Grade 12

K4 -12 teaching staff are required to work 10 months, from September to June. Such staff will receive their full
yearly salary over the course of 12 months, the equivalent of 24 pay periods. Teachers who elect to work for the
summer, who must notify the Principal of their intent to do so before May 1, will be compensated based on the
summer rate set by the CAST Executive Office.

Teachers who receive compensation during the summer months as part of their annual salary but do not return in the
fall will be required to return the compensation in full to the School no later than September 15" of that year, as
reflected in a brief agreement each teacher will sign before funds are released. For the avoidance of doubt, this
agreement is not an employment agreement and confers no special rights to any teacher to remain in the employ of
the School. The agreement is for the sole purpose of ensuring that any monies owed to the School will be paid per
the terms of the agreement, under penalty of law.

Non-Teaching Staff

Non-teaching staff will receive their full yearly salary over the course of 12 months, the equivalent of 24 pay
periods. Non-teaching staff are required to work 12 months.

Direct Deposits
Employees with accounts at New Covenant Dominion Federal Credit Union may elect to have their checks directly
deposited into their credit union accounts.

Each payday, employees who choose to participate in the direct deposit program will still receive a pay stub for their

records - much like a voided check with all the same information which would appear on a regular check. Direct
deposit will be initiated one pay period following the receipt of the signed authorization form from the employee.

Payroll Deductions
As required by law, CAST will deduct social security, Medicare, and income taxes from each employee’s
compensation each pay period.

Apart from the legally required deductions, CAST may make deductions expressly authorized in writing by
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employees for the following purposes:
e repayment of a salary advance or salary overpayment; insurance premiums and prepaid legal plans;
e  health benefits;
e  contributions to a bona fide charitable organization; United States bonds;
L

tuition, room, board, and fees for pre-school, nursery, primary, secondary, and/or post-secondary
educational institutions;

day care, before-school and after-school care expenses;

loan payments to New Covenant Dominion Federal Credit Union or other financial institutions once the

employee presents a notarized document evidencing the debt and the amount and frequency of payments;
and

e similar payments for the benefit of the employee.

In addition, CAST may make deductions for wage garnishments and levies for child support and taxes, which do not
have to be pre-authorized by the employee as long as they are made in accordance with the statutes and regulations
authorizing them.

Tuition Discounts

Children who are related to CAST employees by blood or marriage are eligible for discounts on tuition. The base
rate of the discount is forty (40) percent, and this rate increases by two (2) percent for every year of service the
employee renders to the School until the discount reaches the cap of sixty (60) percent. Once the sixty (60) percent
cap is reached, the discount continues at that rate for as long as the employee remains employed by the School.
CAST reserves the right to vary from this policy on a case-by-case basis in its sole discretion.

The employee tuition discount cannot be combined with any other offer for reduced tuition. Existing arrangements
for employee tuition discounts will continue to be honored, until and unless otherwise communicated to the
employee by the School.

Ordained members of New Covenant Christian Church may be eligible for full-tuition scholarships for their
children, in the sole discretion of New Covenant Christian Church.

New Hires

Any employee who is hired and begins work during the fiscal year (any time after July 1) will be compensated as
follows:

For the first fiscal year, they will be paid at a rate of their annual compensation (calculated by dividing the total
salary by 24 pay periods) until the end of the fiscal year. Thus, the employee would not receive the total amount of
the annual salary since the annual salary can only be earned once an employee completes his or her work
requirements over the course of a full fiscal year.

For example, an employee begins working for the school on November 1*' with an annual compensation of $25,000.
To calculate the employee’s compensation for the first fiscal year, divide 325,000 by 24. The resulting number is
$1041.67, representing the employee’s gross

earnings each pay period. As a result, for the 16 pay periods between November 15 and June 30, the employee’s
gross earnings will be $1041.67 * 16, or $16, 666.72.

In the next fiscal year and for as long as the employee remains employed by the School, the employee will be paid
their full annual salary over 12 months.
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BENEFITS

Health Insurance

Each full-time employee is eligible to participate in the School’s medical insurance plan. New employees become
eligible to participate in the plan after thirty (30) days of employment. Eligible employees must enroll prior to the
plan year (during the plan’s open enrollment period) or when there is an enrollment event (such as being newly hired
outside of the open enrollment period) to be eligible for that year.

CAST will determine the amounts, if any, to be contributed by eligible employees to the premiums and the other
employee benefits, costs, and obligations under the health insurance plan no less than thirty (30) days prior to the
initial coverage date for each health insurance contract, or for new employees, within the first thirty (30) days of
employment.

The contracts of insurance with CAST” health insurers govern the terms of the insurance provided by CAST.
Summaries of the contract terms will be provided to covered eligible employees, and each eligible employee should
familiarize himself or herself with the basic terms of these policies. Subject to the requirement of applicable law,
insurance coverage by be modified or terminated at any time by CAST.

Short-Term Disability Benefits

All employees are covered by short-term disability insurance for up to twenty-six (26) weeks for off-the-job injuries.
Additional information, forms, and answers to questions may be obtained from the Director of Finance and
Administration. Employees are required to pay part of the cost of this benefit through payroll deduction. During any
period in which an employee is receiving short-term disability benefits, he or she will not be paid by CAST.

Workers Compensation Benefits

Certain employees are covered by Workers” Compensation Insurance when engaged in the performance of their
duties. Accidents occurring or injuries sustained in the performance of duties, even if they seem of minor nature at
the time, should be reported immediately to the employee’s supervisor and the Director of Finance and
Administration. The Director of Finance and Administration must be notified as soon as possible following the
accident, but no later than thirty (30) days after the accident in order for the forms to be filed with the insurance
company.

Retirement Plan

Each full-time employee is eligible to participate in the retirement plan offered by CAST. The retirement plan takes
the form of a Savings Incentive Match Plan for Employees Individual Retirement Account (SIMPLE IRA), to which
employees may make contributions from their pre-tax compensation. In accordance with SIMPLE IRA rules
prescribed by the Internal Revenue Service and the Department of Labor, CAST will make matching contributions
of 2% of the yearly compensation for each employee who elects to participate in the SIMPLE IRA and makes
monthly contributions to the plan.

For more information on the SIMPLE IRA, please see the plan document available through the CAST Executive
Office.
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PAID TIME OFF POLICY

Vacation Days

Use of vacation leave requires prior approval of the employee’s immediate supervisor. Requests for vacation leave
must be made using the “Vacation Leave Request” form available on the School’s website. Absent specific approval

from an immediate supervisor, no new employee is eligible to use vacation time prior to 6 months of employment at
CAST.

Any employee that becomes ill during a scheduled vacation cannot change a vacation day to a sick day; scheduled
vacation days count as vacation days even if an employee would ordinarily take a sick day.

CAST vacation time for all employees, regardless of the distinctions below, is “use it or lose it:” unused vacation
time does not accrue and will expire at the end of the School’s fiscal year on June 30. No employees will be paid for
any unused vacation days at the end of their employment relationship with CAST. All employees must note vacation
days in the timekeeping system.

Vacation benefits vary based on whether the employee is classified as teaching staff or non-teaching staff. Vacation
Days: Teaching Staff

Pre-Kindergarten 3

During the fall and spring semesters, CAST observes three week-long recesses as indicated on the school calendar:
1) Christmas Recess, 2) Winter Recess, and 3) Spring Recess. Teachers are not required to report to work during
these recesses but will be compensated for these weeks as part of the CAST vacation package. Since K3 teachers
must work 12 months, they are entitled to an additional 10 days of paid vacation time which must only be taken
during the month of August when the School is closed to students. This vacation time may be taken consecutively.

Pre-Kindergarten 4 to Grade 12

During the fall and spring semesters, CAST observes three week-long recesses as indicated on the school calendar:
1) Christmas Recess, 2) Winter Recess, and 3) Spring Recess. Teachers are not required to report to work during
these recesses but will be compensated for these weeks as partof the CAST vacation package. Since K4-12 teachers
are not required to work over the summer, CAST paid vacation time to K4-12 teachers is limited to these three
recesses.

Vacation Days: Non-teaching Staff

CAST offers non-teaching staff ten (10) paid vacation days. Principals get an additional five (5) paid vacation days,
for a total of fifteen (15) paid vacation days. No non-teaching staff member may take more than five (5) days of
vacation leave consecutively. No employee may take vacation leave during the last week of August, the week prior
to the week that school reopens for students in the fall semester. Non- teaching staff are required to report to work
during school recesses in accordance with the schedule set by the employee’s supervisor, which schedule may be
abbreviated in the supervisor’s discretion.

Every School office must remain open for the entire month of August, even when the School is closed to students.
This is to encourage and allow parents to enroll their children and pay tuition and fees with ease prior to the start of
the fall semester. As a resuit, school secretaries and Principals must coordinate vacation leave carefully during this
month to ensure that the office is always staffed by at least one employee during business hours for the entire month
of August.
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Sick Leave

All full-time employees are eligible for paid sick leave for absences from work due to:

e the employee’s mental or physical illness; injury or health condition; need for medical diagnosis, care, or
treatment, or need for preventative medical care;

o the care of a family member needing such medical diagnosis, care, treatment, of preventative medical
treatment. For purposes of sick leave, a family member is considered to be the employee’s child,
grandchild, spouse, domestic partner, grandparent, parent or child of the employee’s spouse or domestic
partner, or sibling (including a half, adopted, or step-sibling).

e the closure of CAST premises due to a public health emergency (as declared by the Georgia Public Health
Department) or to care for a child whose school or childcare provider is closed due to a public health
emergency.

Each full-time employee is entitled to 40 hours (5 days) of paid sick leave in each calendar year. Existing employees
are eligible to use their sick leave on January 1 of each year. New employees become eligible to use their sick leave
120 days (4 months) after their employment with CAST begins. Sick leave must be taken in no less than four (4)
hour increments.

Each employee is required to verify their use of sick leave using the forms made available through the CAST
Executive Office. CAST will require employees who use sick leave for three consecutive workdays to provide
medical documentation from a licensed health care provider.

No employee may accumulate more than 40 hours (5 days) of sick leave in a calendar year, and unused hours will
not be carried over into the next calendar year.

No employees will be paid for any unused sick leave at the end of their employment relationship with CAST.

Paid Holidays

CAST observes the following holidays, during which the school is closed and no employees are required to report to
work:

New Year's Day

Dr. Martin Luther King, Jr. Day President’s Day

Good Friday Memorial Day Independence Day Labor Day Columbus Day Veteran’s Day Thanksgiving Christmas
Day

When a holiday falls on a weekend, consult the school calendar to determine what day will be observed, which is at
the discretion of CAST.

Special Note Regarding Paid Holidavs and Non-Salaried Emplovees: Employees who are paid by the hour are
ordinarily not entitled to pay for days they are not required to report to work. However, CAST provides ali of the
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foregoing holidays as paid holidays to hourly workers as part of its paid time off policy.

Special Note Regarding Paid Holidays and Salaried Emplovees: As explained earlier in this Handbook’s discussion
of employee categories, salaried employees such as teachers, deans of students, and principals are entitled to their
full pay for a week in which they perform any work. Consequently, when CAST’s observance of a holiday shortens
the typical 5-day workweek, salaried employees are still entitled to be paid as if they had worked a full 5-day
workweek.

Personal Days

In Georgia, employees are only entitled to compensation for time worked. As such, CAST does not provide paid
personal days to any of its employees.

School Closures
When the School is closed to students for a full day as indicated on the School calendar:
e Teaching staff are not required to report to work on any day on which the School is closed to students, with
the exception of professional development days.
e  Non-teaching staff are required to report to work.

When the School closes early for students as indicated on the School calendar:
e Teaching staff may leave after dismissing their classes, with permission from the Principal.
e  Non-teaching staff may leave at the early closing time, provided that they have completed their duties for the
day and have received permission from their immediate supervisors. Office staff should remain in the
building until all children have been picked up or have left the building.

INCLEMENT WEATHER POLICY

In the event of inclement weather, CAST will follow the Clayton County Department of Education’s schedule for
school closures. With the exception of custodial staff, CAST employees are not required to report to work when the
school is closed due to inclement weather. CAST employees may verify school closures by calling the school office
for their respective locations, where a recorded announcement of the closure will be available by 4:30 a.m. Delays in
school openings because of inclement weather will also be communicated through a recorded announcement at each
school office. With the exception of custodial staff, employees are only required to report to work at the time of the
delayed opening as per the announcement.

LEAVE UNDER THE FAMILY AND MEDICAL LEAVE ACT
The Family and Medical Leave Act (FMLA) provides eligible employees with up to 12 workweeks of unpaid leave
for certain family and medical reasons during a 12-month period. During this leave, an eligible employee is entitled
to continued group health plan coverage as if the employee had continued to work. At the conclusion of the leave,
subject to some exceptions, an employee generally has a right to return to the same or to an equivalent position.

Employee Eligibility Criteria
To be eligible for FMLA leave, an employee must have been employed by CAST:
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for at least 12 months (which need not be consecutive);
for at least 1,250 hours during the 12 month period immediately preceding the commencement of the leave;
and

e at a worksite (a) with 50 or more employees; or (b) where 50 or more employees are located within 75
miles of the worksite.

Events Which May Entitle an Employee to FMLA Leave
FMLA leave may be taken for any one, or for a combination of, the following reasons: the birth of the employee's
child or to care for the newbom child;
e the placement of a child with the employee for adoption or foster care or to care for the newly placed child;
e to care for the employee's spouse, child, or parent (but not in-law) with a serious health condition;
¢ and/or the employee's own serious health condition that makes the employee unable to perform one or more
of the essential functions of his or her job.

A "serious health condition" is an injury, illness, impairment, or physical or mental condition that involves inpatient
care or continuing treatment by a health care provider. A more detailed definition of "serious health condition" can
be found in the U.S. Department of Labor's Certification of Health Care Provider Form (Form WH-380), available
online at the Department of Labor’s website and upon request from the CAST Executive Office.

How Much FMLA Leave May Be Taken
An eligible employee is entitled to up to 12 workweeks of unpaid leave during a 12-month period for any FMLA
qualifying reason(s). The 12-month period is CAST's fiscal year of July 1 to June 30.

Limitations on FMLA Leave

Leave to care for a newborn or for a newly placed child must conclude within 12 months after the birth or placement
of the adopted child.

When both spouses are employed by CAST, they are together entitled to a combined total of 12 workweeks of
FMLA leave within the designated 12 month period for the birth, adoption, or foster care placement of a child with
the employees, for aftercare of the newborn or newly placed child, and to care for a parent (but not in-law) with a
serious health condition. Each spouse may be entitled to additional FMLA leave for other FMLA qualifying reasons
(i.e., the difference between the leave taken individually for any of the above reasons and 12 workweeks, but not
more than a total of 12 workweeks per person).

For example, if each spouse took 6 weeks of leave to care for a newborn child, each could later use an additional 6
weeks due to his’her own serious health condition or to care for a child with a serious health condition.

Intermittent or Reduced Work Schedule Leave
Intermittent leave is leave taken in separate blocks of time. A reduced work schedule leave is a leave schedule that
reduces an employee's usual number of hours per workweek or hours per workday.

Leave to care for a newborn or for a newly placed child may not be taken intermittently or on a reduced work
schedule unless CAST agrees to an individual leave request. Leave because of an employee's own serious health
condition, or to care for an employee's spouse, child, or parent with a serious health condition, may be taken all at
once or, where medically necessary, intermittently or on a reduced work schedule.
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If an employee takes leave intermittently or on a reduced work schedule basis, the employee must, when requested,
attempt to schedule the leave so as not to unduly disrupt the School’s operations. When an employee takes
intermittent or reduced work schedule leave for foreseeable planned medical treatment, CAST may temporarily
transfer the employee to an alternative position with equivalent pay and benefits for which the employee is qualified
and which better accommodates recurring periods of leave.

Special Rules Concerning Teachers: If a teacher wishes to take intermittent leave, and that leave would cause the
teacher's absence from the classroom more than 20 percent of the time (i.e., more than 1 day out of a 5 day work
week), the teacher may be required either to take continuous leave throughout the treatment period or to be placed in
an equivalent position that would not be disruptive to the classroom. Also, a teacher may be required to extend leave
through the end of a term if she/he would otherwise have returned within the last two or three weeks of the term,
depending on the date on which the leave commenced and the duration of the leave.

Requests for FMLA Leave
An employee should request FMLA leave by completing the FML A Leave Request Form and submitting it to his or
her immediate supervisor. The forms are made available from the CAST Executive Office.

When leave is foreseeable for childbirth, placement of a child, or planned medical treatment for the employee's or
family member's serious health condition, the employee must provide CAST with at least 30 days advance notice, or
such shorter notice as is practicable (i.e., within 5 business days of learning of the need for the leave). When the
timing of the leave is not foreseeable, the employee must provide CAST with notice of the need for leave as soon as
practicable (i.e., within 2 business days of learning of the need for the leave).

Required Documentation
When leave is taken to care for a family member, CAST may require the employee to provide documentation or
statement of family relationship (e.g., birth certificate or court document).

An employee may be required to submit medical certification from a health care provider to support a request for
FMLA leave for the employee's or a family member's serious health condition. Medical certification forms are
available from the Chief Operating Officer’s office.

If CAST has reason to doubt the employee's initial certification, the School may: (i) with the employee's
permission, have a designated health care provider contact the employee's health care provider in an effort to clarify
or authenticate the initial certification; and/or (ii) require the employee to obtain a second opinion by an independent
CAST-designated provider at CAST" expense. If the initial and second certifications differ, CAST may, at its
expense, require the employee to obtain a third, final, and binding certification from a jointly selected health care
provider.

During FMLA leave, CAST may request that the employee provide recertification of a serious health condition at
certain intervals in accordance with the FMLA. In addition, during FMLA leave, the employee must provide the
School with periodic reports regarding the employee's status and intent to return to work. If the employee's
anticipated return to work date changes and it becomes necessary for the employee to take more or less leave than
originally anticipated, the employee must provide CAST with reasonable notice (i.e., within 2 business days) of the
employee's changed circumstances and new return to work date. If the employee gives CAST notice of the
employee's intent not to return to work, the employee will be considered to have voluntarily resigned.

Before the employee returns to work from FMLA leave for the employee's own serious health condition, the

employee may be required to submit a fitness for duty certification from the employee's health care provider, with
respect to the condition for which the leave was taken, stating that the employee is able to resume work.
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FMLA leave or return to work may be delayed or denied if the appropriate documentation is not provided in a
timely manner. Also, a failure to provide requested documentation of the reason for an absence from work may lead
to termination of employment.

Use of Paid and Unpaid Leave

FMLA provides eligible employees with up to 12 workweeks of unpaid leave. If an employee has accrued paid leave
(e.g., vacation, sick leave, personal leave), however, the employee must use any qualifying paid leave first.
"Qualifying paid leave" is leave that would otherwise be available to the employee for the purpose for which the
FMLA leave is taken. The remainder of the 12 workweeks of leave, if any, will be unpaid FMLA leave. Any paid
leave used for an FMLA qualifying reason will be charged against an employee's entitlement to FMLA leave. This
includes leave for disability or workers' compensation injury/illness, provided that the leave meets FMLA
requirements. The substitution of paid leave for unpaid leave does not extend the 12-workweek leave period.

Designation of Leave

CAST will notify the employee that leave has been designated as FMLA leave. The School may provisionally
designate the employee's leave as FMLA leave if it has not received medical certification or has not otherwise been
able to confirm that the employee's leave qualifies as FMLA leave. If the employee has not notified CAST of the
reason for the leave, and the employee desires that leave be counted as FMLA leave, the employee must notify his
or her immediate supervisor within 2 business days of the employee's return to work that the leave was for an FMLA
reason.

Maintenance of Health Benefits
During FMLA leave, an employee is entitled to continued group health plan coverage under the same conditions as
if the employee had continued to work.

To the extent that an employee's FMLA leave is paid, the employee's portion of health insurance premiums will be
deducted from the employee's salary. For the portion of FMLA leave that is unpaid, the employee's portion of health
insurance premiums may be

e paid at the same time as if made by payroll deduction; or

e  paid pursuant to a system voluntarily agreed to by CAST and the employee.

If the employee's payment of health insurance premiums is more than 30 days late, CAST may discontinue health
insurance coverage upon notice to the employee.

Return from FMLA Leave
Upon return from FMLA leave, CAST will place the employee in the same position the employee held before the
leave or an equivalent position with equivalent pay, benefits, and other employment terms.

Limitations on Reinstatement

An employee is entitled to reinstatement only if he/she would have continued to be employed had FMLA leave not
been taken. Thus, an employee is not entitled to reinstatement if, because of a layoff, reduction in force, or other
reason, the employee would not be employed at the time job restoration is sought.
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CAST reserves the right to deny reinstatement to salaried, eligible employees who are among the highest paid 10
percent of CAST' employees employed within 75 miles of the worksite ("key employees") if such denial is
necessary to prevent substantial and grievous economic injury to CAST' operations.

Failure to Return to Work Following FMLA Leave

If the employee does not return to work following the conclusion of FMLA leave, the employee will be considered
to have voluntarily resigned. CAST may recover health insurance premiums that it paid on behalf of the employee
during any unpaid FMLA leave except that CAST' share of such premiums may not be recovered if the employee
fails to return to work because of the employee's or a family member's serious health condition or because of other
circumstances beyond the employee's control. In such cases, CAST may require the employee to provide medical
certification of the employee's or the family member's serious health condition.

JURY DUTY
CAST supports employees called to fulfill their civic obligation to serve jury duty. Upon receipt of the notice to
serve jury duty, the employee should immediately notify his/her supervisor, as well as the Director of Finance and

Administration. Additionally, a copy of the notice to serve jury duty should be submitted to the CAST Executive
Office.

CAST will pay each employee who is called to serve jury duty the state-mandated jury fee of $40 for each day of the
first three (3) days of jury service. Thereafter, so long as the employee continues to serve on a jury, the employee
will not be paid by the School but may be paid by Georgia judicial system. Any employee may elect to use their paid
vacation leave to serve on a jury, consistent with the limitations set forth in the “Paid Time Off” section above, but
in no event will CAST require any employee to use paid leave during a time of jury service.

Upon the employee's return, the employee must notify the Director of Finance and Administration and must submit
a signed Certificate of Jury Service indicating the number of days served and the amount paid per day.

Employees released from jury duty with at least four (4) hours remaining in their workday should return to work for
the remainder of the day. If the jury duty falls at a time when the employee cannot be away from work, CAST may
request that the court allow the employee to choose a more convenient time to serve if he/she makes a request in
accordance with the court's procedures. The employee must cooperate with this request.

CELL PHONES

CAST understands and appreciates that employees utilize their cellular phones for business purposes. At the same
time, cell phones are a distraction in the workplace. To ensure the effectiveness of instructional time, teachers are
asked to leave cell phones at their desk. Or, on the unusual occasion of an emergency that requires immediate
attention, the cell phone may be carried in vibrate mode.

Cell phone use for personal purposes in the workplace or during work hours should be kept to a bare minimum.

CAST prohibits employee use of cellular phones, for any purpose, while driving a CAST vehicle or while driving a
non-CAST vehicle to conduct CAST business.

REIMBURSEMENT AND PURCHASES

Employees may occasionally use their own resources to conduct CAST business. Where practical, employees are
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expected to absorb, without reimbursement, minor expenditures under $5. No reimbursement will be made for any
item purchased or service rendered without specific advance authorization from the employee’s immediate
Supervisor.

All requests for reimbursement must be made in writing using the CAST Voucher Form. Receipts should be
attached to the Voucher Form for all expenditures, and reimbursement will not be made in the absence of a receipt.

Furthermore, all purchases must be well-planned. All requests for purchases should be clearly detailed on the CAST
Requisition Form and signed by the employee’s immediate supervisor. Requisition Forms should be submitted at
least 5 business days before the items are needed.

EQUIPMENT

CAST will provide you with the necessary equipment to do your job. None of this equipment should be used for
personal use nor removed from the relevant CAST school building - unless doing so is approved by your immediate
supervisor or the Director of Finance and Administration and the job specifically requires use of CAST-owned
equipment off of CAST premises.

SAFETY
Safety is everyone's job at CAST. CAST provides a clean, hazard-free, healthy, safe environment in which to work
in accordance with the Occupational Safety and Health Act of 1970. As an employee, you are expected to take an
active part in maintaining this environment. You should observe all posted safety rules, adhere to all safety
instructions provided by your supervisor, and use safety equipment where required. Your workspace/classroom
should be kept neat, clean, and orderly. It is your responsibility to know the location of all safety and emergency
equipment, as well as the appropriate safety contact phone numbers.

All safety equipment will be provided by CAST. Employees should not damage this equipment. As an employee,
you have a duty to comply with the safety rules of CAST, to assist in maintaining a hazard-free environment, to
report any accidents or injuries, and to report any unsafe equipment, working condition, process or procedure,
immediately to your supervisor.

Furthermore, CAST requires all those handling food to wear a hairnet and comply with all other food safety rules, as
mandated by applicable law.

All employees are prohibited from creating or perpetuating safety hazards.

EMERGENCY PROCEDURES

There is no more important responsibility for CAST employees than ensuring the safety and well-being of our
students. Therefore, understanding and following the procedures described below is vital.

Iliness and/or Student Accidents

1. The faculty or staff member will notify the School Secretary, who will in turn notify the child’s parents/guardians
to arrange for pickup or receive further instructions from the parents. The School
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Secretary will also notify the Principal. CAST employees are prohibited from administering medication to
students—including serving hot tea for illnesses such as the common cold and stomachaches—but providing basic
first aid services (such as cleaning and bandaging a minor scrape) may be appropriate.

2. Ifthe parents cannot be reached, the person listed on the child’s emergency contact form and the family physician
will be contacted. The telephone numbers are found on the child's emergency contact form in each classroom and on
file in the school office.

3. If the emergency contact or physician cannot be reached and the injury is severe, the child is to be taken to the
emergency room of the hospital with which his/her doctor is affiliated. This hospital informationis

indicated on the child’s emergency contact form.

4. Ifthe above steps cannot be taken, the child is to be taken to the nearest emergency room where first aid treatment
will be carried out. The accompanying CAST employee will await further instructions from the child's parents and the
School.

Employee Accidents

1. In case of an accident on premises, the injured staff member must immediately notify the School Secretary and
seek first aid care.

2. The School Secretary must immediately notify the Principal and Director of Finance and Administration, and a
Worker’s Compensation Accident Report must be completed.

3. Ifthe staff member is taken to the emergency room, the emergency contact on file will be notified.

Emergency Evacuation Procedures

1. All persons must exit the building when the alarm goes off, including all visitors to the school. Donot assume it
is a drill, even if you have prior knowledge that one is scheduled to take place.

2. The evacuation signal is the regular fire alarm.

3. Each teacher must accompany his/her class during an evacuation. Turn out lights and close windows and doors
upon leaving the room. Teachers must enforce the following regulations:

a. No books or other possessions are to be carried from the room.

b. All persons should walk quietly, not run.

4. The employee through each outside door should appoint an assistant to hold the doors open.

5. The last employee off each floor will quickly check restrooms to ensure that all persons have leftthe building.
He/she shall close the stairwell doors.

6. Clearance to reenter the building will be given by the Principal, or in her absence, the Dean of Students. Under
no circumstances are children, visitors, or employees to reenter until instructed bythe appropriate person.

Abuse

CAST employees shall not abuse children, including:

Physical abuse (striking, spanking, kicking, punching, or otherwise causing physical trauma to a child)
Sexual abuse (inappropriate touching, fondling, exposure, display of pornography)

Verbal abuse (humiliating, degrading, threatening, or making sexually inappropriate comments to a child)
Neglect (withholding food, water, or basic care)

The law requires certain professionals and school officials to report suspected child abuse or maltreatment to the
Georgia Division of Family & Children Services 24-hour, toll-free hotline at 1-855-GACHILD (422-4453). This
hotline is available 24 hours a day, 7 days a week. The law also assigns civil and criminal liability to professionals
who do not comply with their mandated reporting responsibilities. School professionals and officials are required to
immediately make such reports when, in their professional capacities, they have reasonable cause to suspect abuse
or maltreatment. But, of course, anyone can report and must report any suspected abuse or maltreatment at any time.
Reasonable cause to suspect child abuse or maltreatment means that, based on your observations, professional
training, and/or experience, you feel the parent or person legally responsible for a child has harmed that child or
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placed that child in imminent danger or harm.

As soon as you suspect abuse or maltreatment you must report your concerns by telephone to SCDSS. All reports
are confidential. Within 48 hours of calling SCDSS, you must file a written report with the Georgia Division of
Family & Children Services. Reporting is an individual responsibility and no supervisor or administrator may
interfere with the individual reporting responsibility. Nor may a mandated reporter be absolved of responsibility by
relying on a supervisor or administrator to meet her or his individual reporting responsibility. If you are in a
situation about which you are unclear or uncertain, you should speak immediately with the Principal or Director of
Finance and Administration.

All employees, including teachers are required to report the following:

Suicide: If an employee is told by a student that he or she is contemplating suicide or if an employee comes upon
evidence of intent (e.g., a note) to commit suicide, the employee should report this to the Principal or Dean of
Students immediately.

Physical evidence of crime: If an employee obtains physical evidence that a student has committed or is committing
a crime, the employee must turn that evidence in to the Principal or the Dean of Students within 2 school days (2
calendar days, excluding weekends and holidays, if the evidence is obtained at the time of a vacation or at the end of
the school year.) The employee may keep the source of the evidence anonymous. Intent to Harm: If a student
expresses the intent to seriously harm another individual, an employee must inform the Principal or Dean of
Students, who will then take appropriate action.

Drug and Alcohol use: Drug and alcohol use, in or out of school, is illegal, a violation of school policy, and a risk to
students' well-being. Employees’ must report suspected cases of use or possession to the Principal or Dean of Students.
Self-Harm: Employees must report evidence or student reports of self-harming behaviors or the intent to inflict self-
harm to the Principal or Dean of Students.

CONFIDENTIAL NATURE OF WORK
All CAST records and information relating to CAST and its employees and students are confidential and employees
must, therefore, treat all matters accordingly. No CAST or CAST-related information, including without limitation,
documents, notes, files, records, oral information, computer files, or similar materials (except in the ordinary course
of performing duties on behalf of CAST) may be removed from CAST' premises without permission from an
employee’s immediate supervisor. Additionally, the contents of CAST's records or information otherwise obtained
in regard to business may not be disclosed to anyone, except where required for a business purpose. Employees must
not disclose any confidential information, purposefully or inadvertently through casual conversation, to any
unauthorized person inside or outside of CAST. Employees who are unsure about the confidential nature of specific
information must ask their supervisor for clarification.

COMPUTER INFORMATION SYSTEMS

CAST provides some of its employees with laptop or desktop computers, voicemail, e-mail, and Internet access to
enable them to conduct the affairs of the School and to facilitate the flow of information among employees, students,
parents, and others.

School Property

The School's computers, voicemail, e-mail, Internet access, and any other communication or information system that
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may be available to employees as a result of their employment ("Information Systems") are the property of the
School and should be used for School purposes only. Voice mail, email, and Internet usage assigned to an
employee's computer or telephone extensions are solely for the purpose of conducting School business. Some job
responsibilities require access to the Internet and the use of software. Only people appropriately authorized, for
CAST purposes, may use the Internet or access additional software. If you need access to software that is not
currently on the School network or your designated computer, please talk with your Principal or the Director of
Finance and Administration. Employees may not share passwords or otherwise provide unauthorized persons with
access to the Information Systems. Employees also may not establish connections that would allow unauthorized
persons to gain access to the School's Information Systems, either through the Internet or otherwise. To protect data
and software on the School's computers, only authorized employees and vendors are permitted to load software onto
computers. No unauthorized software is allowed on School computers. You may not copy School software for
personal use. You will be held responsible for any software or other copyright infringements attributable to you in
violation of this policy.

In addition, technology is either assigned to a particular member of the School community for the duration of the
school year or is made available from a pool that can be signed-out for a shorter duration, based on a project or some
other specific need. All of us must take responsibility for the technology that has been assigned to us. Taking CAST
portable technology off-campus is permissible if authorized by one’s supervisor but, in doing so, one assumes
responsibility for loss due to theft or accident. The specific technology distribution, based on position, is the
responsibility of your Principal, who you should feel free to consult regarding specific aspects of the policy.

Internet Usage

Internet use during working hours is authorized to conduct CAST business only. This applies to the use of any
CAST machines off premises after working hours as well. Additionally, under no circumstances may CAST
computers or other electronic equipment be used to obtain, view, or reach any pornographic, or otherwise immoral,
unethical, or non-business-related Internet sites.

Email Usage

CAST email addresses are to be used for CAST business only. Similarly, employees are prohibited from conducting
CAST business through personal email addresses and must use CAST email for CAST business. Do not conduct
personal business using the School computer or email. Be conscious of maintaining a professional tone in your
emails.

No Expectation of Privacy

Employees should have no expectation of privacy with respect to their use of any of the Information Systems or of
any of the information contained therein. CAST can access information maintained on any Information System at
any time. Employees should be cognizant of this in both the tone and content of their use of School Information
Systems. CAST may (but will not necessarily) ask for an employee's assistance in accessing Information Systems
information that the employee read or created. Moreover, employees should be aware that voicemail and e-mail
messages that are sent or received remain on the system and can be accessed even if an employee has deleted them.
It is against School policy to prepare, receive, or maintain personal or private information on any Information
System that belongs to CAST.

Social Media

With the rapid growth and application of social media, CAST recognizes the need to have a policy which ensures
that employees who use social media either as part of their job, or in a personal capacity, have guidance as to the
school’s expectations where the social media engagement is about the School, its products and services, its people,

30



and/or other business related individuals, organizations, and information. The School’s Three R’s of Social Media
Engagement are therefore ‘guardrails’ designed to protect the interests of employees and the School. In brief, the
Three R’s ask that when engaging in social media: be clear about who you are representing, take responsibility for
ensuring that any references to CAST are factually correct and accurate and do not breach confidentiality
requirements, and show respect for the individuals and communities with which you interact. It is important to note
that this policy does not apply to employees’ personal use of social media platforms where the employee makes no
reference to CAST-related issues such as but not limited to CAST events, employees, or students and their families.
No references to such CAST-related issues should be made in employees’ personal use of social media platforms
under any circumstances.

Personal Communication with Students

As a general rule, faculty and staff members should not communicate with current students of CAST through
personal means of communication, including home phones, cell phones, personal e-mail accounts, or social media.
In rare cases when it is necessary to share personal numbers with students e.g. class trips, foreign travel, etc., faculty
and staff should exercise professional judgment and discretion and should inform the Principal about the
communication.

EMPLOYEE DISCIPLINARY PROCEDURE
Any violation of the policies enumerated in this Handbook or other employee misconduct may subject an employee
to disciplinary action, as outlined below. CAST reserves the right to forego these disciplinary procedures and to
discharge or reassign employees immediately dependent on the nature and seriousness of the infraction.

Step 1: Informal discussion

Step 1 creates an opportunity for the immediate supervisor to schedule a meeting with an employee to bring
attention to the existing performance, conduct, or attendance issue. The supervisor should discuss with theemployee
the nature of the problem or the violation of CAST policies and procedures. The supervisor is expected to clearly
describe expectations and steps the employee must take to improve performance or resolve the problem. Bringing
the matter to the staff member's attention is often enough to prompt him or her to correct it willingly.

Step 2: Oral Warning

If a private, informal discussion with the employee does not result in corrective action, the immediate supervisor
should meet again with the employee and review the problem; permit the employee to present his/her views on the
problem; and advise the employee that the problem must be corrected and that failure to do so will result in further
disciplinary action, up to and including termination. Within five (5) business days of this meeting, the supervisor
will draft a short memo summarizing the events of this meeting, which will be placed in the employee's personnel
file and forwarded to the Director of Finance and Administration and the employee.

Step 3: Written Warning

If the employee fails to alter his/her behavior after an oral warning, the immediate supervisor should meet with the
employee in private and once again discuss the need for remediation and the possibility of termination. The
supervisor should issue a written warning (signed by the supervisor and the employee) to the employee and place a
copy in the employee’s personnel file. If the employee refuses to sign, a copy of the written warning will still be
placed in the employee’s file with a notation of the employee’s refusal to sign.
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Step 4: Suspension and Final Written Warning

There may be performance, conduct, or safety incidents so problematic and harmful that the most effective action
may be the temporary removal of the employee from the workplace. When immediate action is necessary to ensure
the safety of the employee or others, the immediate supervisor may suspend the employee pending the results of an
investigation.

Suspensions that are recommended as part of the normal progression of this progressive discipline policy and
procedure are subject to approval from the Director of Finance and Administration.

Depending on the seriousness of the infraction, the employee may be suspended without pay in full-day increments
consistent with federal, state, and local wage-and-hour employment laws. Unpaid suspension of salaried/exempt
employees is reserved for serious workplace safety or major misconduct problems, not less serious concerns about
attendance or performance.

Pay may be restored to the employee if an investigation of the incident or infraction absolves the employee.

During Step 4 and based on the results of an investigation (if applicable), the immediate supervisor and the Director
of Finance and Administration will meet with the employee to review any additional incidents or information about
the performance, conduct, or attendance issues as well as any prior relevant corrective action plans. Management
will outline the consequences for the employee of his or her continued failure to meet performance or conduct
expectations.

A formal performance improvement plan (PIP) requiring the employee’s immediate and sustained corrective action
will be issued within five (5) business days of a Step 4 meeting. A warning outlining that the employee may be
subject termination if immediate and sustained corrective action is not taken may also be included in the written
warning.

Step 4 may not be necessary in all instances, and in some cases, CAST may proceed directly to Step 5 from Step 3.

Step 5: Dismissal

In general, dismissal is recommended only when the employee does not respond to one or more of the above steps.
Notwithstanding the foregoing, the School reserves the right to discharge any employee immediately, or to
otherwise modify or omit any one or more steps in the disciplinary procedure, in its sole discretion. CAST reserves
the right in its sole discretion to determine the appropriate disciplinary action for employee misconduct or non-
performance.

RESIGNATION

All employees planning to leave the employ of CAST are requested to give written notice before departing.
Principals should give notice of at least two (2) months; teachers should give notice of at least one (1) month; all
other employees should give notice of at least two (2) weeks. Departing employees shall provide written notice to
their immediate supervisors and the Director of Finance and Administration, specifying the final date of
employment. Once minimum notice has been given, any subsequent unexcused and/or unexplained absences will be
charged as vacation days. All fringe benefits end on the last day of employment.

In some instances, management may determine that the resignation should take effect immediately. In that case, the
employee will receive compensation for any work performed following the notice of termination that has been

approved by the immediate supervisor and Director of Finance and Administration.

CAST reserves the right to treat failure by an employee who has been on sick leave, vacation leave, or personal
leave to return to active employment on the date previously approved by the employee’s immediate supervisor as a
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voluntary resignation.

Departing employees are required to return all CAST property (e.g., teachers’ manuals, tools, keys, etc.) to the
immediate supervisor in substantially the same condition in which it was received, normal wear and tear expected.
The employee’s final paycheck will be mailed during the next regularly scheduled pay period following the
employee’s departure, or if applicable, by direct deposit.

DISMISSALS

Every CAST employee has the status of "employee-at-will," meaning that no one has a contractual right, express or
implied, to remain in CAST’ employ. CAST may terminate an employee's employment, or an employee may
terminate his/her employment, without cause, and with or without notice, at any time for any reason. No supervisor
or other representative of CAST (except the Chancellor) has the authority to enter into any agreement for
employment for any specified period of time, or to make any agreement contrary to the above.

Immediate Dismissals/Misconduct
Any employee whose conduct, actions, or performance violates or conflicts with CAST’s policies may be terminated
immediately and without warning.
The following are some examples of grounds for immediate dismissal of an employee:
e  Breach of trust or dishonesty
Conviction of a felony
Willful violation of an established policy or rule Falsification of CAST records
Gross negligence Insubordination
Violation of the Anti-Harassment and/or Equal Employment Opportunity Policies
Use, manufacture, or distribution of drugs or alcohol on CAST property, or distribution of drug or alcohol
to CAST students whether on or off School property
Time card or sign-in book violations
Undue and unauthorized absence from duty during regularly scheduled workhours Deliberate non-
performance of work
Violation of the Paid Time Off Policy
Larceny or unauthorized possession of, or the use of, property belonging to any co-worker, visitor, or
patron- of CAST
e Possession of dangerous weapons on the premises
e  Unauthorized possession, use or copying of any records that are the property of CAST Unauthorized
posting or removal of notices from bulletin boards
o Excessive absenteeism or lateness
e  Marring, defacing or other willful destruction of any supplies, equipment or property of CAST Failure to
call or directly contact your supervisor when you will be late or absent from work Fighting or serious
breach of acceptable behavior
Violation of the smoking, alcohol, and drug use policy Theft
Violation of Confidentiality Policy
Gambling, conducting games of chance or possession of such devices on the premises or during work hours
Leaving the work premises without authorization during work hours Sleeping on duty
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This list is intended to be representative of the types of activities that may result in dismissal. It is not intended to be
comprehensive and does not change the employment-at-will relationship between any employee and CAST.

In the event of a dismissal, all benefits end on the last day of employment. Departing employees are required to
return all CAST property (e.g., teachers’ manuals, tools, keys, etc.) to the immediate supervisor in substantially the
same condition in which it was received, normal wear and tear expected. The employee’s final paycheck will be
mailed during the next regularly scheduled pay period following the employee’s departure, or if applicable, by direct
deposit.

REFERENCES
Should an employee receive a request for a reference, he/she should refer the request to the Principal or the Director
of Finance and Administration. No CAST employee may issue a reference letter or provide an oral reference to any
current or former employee without the permission of the Director of Finance and Administration.

Under no circumstances should any CAST employee release any information about any current or former CAST
employee over the telephone. All telephone inquiries regarding any current or former employee of the School must
be referred to the Principal or the Director of Finance and Administration.

In response to an outside request for information regarding a current or former CAST employee, the Director of
Finance and Administration will furnish or verify only an employee's name, dates of employment, job title, and
department. No other data or information regarding any current or former CAST employee, or his’her employment
with CAST, will be furnished unless 1) CAST is required by law to furnish any information or 2) the employee
provides CAST with written authorization to provide this information and both the employee and the prospective
employer agree in writing to release CAST from liability in connection with the furnishing of this information.
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RECEIPT OF EMPLOYEE HANDBOOK

I acknowledge that I have received a copy of Christocrats Academy of Science & Technology’s (“CAST”)
Employee Handbook that outlines the goals, policies, benefits, and expectations of CAST, as well as my
responsibilities as an employee.

I have familiarized myself with the contents of this handbook. By my signature below, I acknowledge, understand,
accept and agree to comply with the information contained in the Employee Handbook provided to me by CAST. I
understand this handbook is not intended to cover every situation that may arise during my employment, but is
simply a general guide to the goals, policies, practices, benefits, and expectations of CAST.

I understand that the CAST Employee Handbook is not a contract of employment and should not be deemed as such.
Further, I understand that CAST is an "at will" employer and as such employment with CAST is not for a fixed term
or definite period and may be terminated at the will of either party, with or without cause, and without prior notice.
No supervisor or other representative of CAST, (except the Chancellor) has the authority to enter into any agreement
for employment for any specified period of time, or to make any agreement contrary to the above, In addition, I
understand that this Handbook states CAST” policies and practices in effect on the date of publication. I understand
that nothing contained in the Handbook may be construed as creating a promise of future benefits or a binding
contract with CAST or benefits or for any other purpose. I also understand that these policies and procedures are
continually evaluated and may be amended, modified, or terminated at any time.

Emﬁloyee Signature

Employee Name (Print)

Date
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