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Introduction 

Civicorps Elementary School is a vibrant and nurturing small school driven by a strong 
and unifying mission that has attracted a committed community of students, parents, 
teachers, school leadership, Civicorps Schools staff and the Civicorps Board of 
Directors. The mission of Civicorps Elementary School is to promote citizenship and 
build a civil society by creating educational models and programs that draw upon the 
power of service as a way of learning. As an elementary school , we prepare our 
students for their lifelong roles as citizens by instilling them with academic, civic and 
artistic literacy. Academic Literacy is defined as the ability to read , write , calculate , 
reason and to communicate with precision and depth. Civic Literacy is the ability to "let 
one's life speak" through participating thoughtfully , responsibly and passionately in the 
life of the community. This is done while fostering an overriding concern for the common 
good and an orientation toward service. Artistic Literacy is graceful personal expression , 
creative thinking and problem solving, the development of a discerning eye and a 
sensitive ear. 

Our curriculum and instruction is innovative, research-based . Our young scholars 
engage in learning through dynamic experiences grounded in an atmosphere of mutual 
respect and trust. These shared values and practices have empowered the community 
even as it has faced some significant challenges over the last five years . The most 
significant of which is that school has had seven different principals from 2006-2010. 
This turnover has taken its toll on the teachers, parents, and on the community. It has 
made the delivery of a consistent educational program very difficult and has meant that 
the teachers have had to drive their own instruction with little support. 

Civicorps Schools , the parent organization for the elementary school , has also 
undergone a significant change. Its founding executive director who led the agency for 
27 years , resigned in 201 0. 

As its first response , the Board of Directors took action and in March 2010, put into place 
a strong transitional leader- Yolanda Peeks, a Board member and veteran public school 
administrator, who volunteered her time. This dedicated and experienced professional 
facilitated an inclusive and transparent process for selecting the principal for 2010-11 . It 
is significant to note that teachers and parents were instrumental in the process for the 
selection of the principal for the first time in Civicorps Elementary School's existence. 
The Principal , Dr. Desiree Braganza began her tenure in June 2010, and has quickly put 
into place an excellent standards-driven curriculum framework and instructional plan ; a 
mechanism for data-driven instruction ; professional development strategies and 
schedules; and support systems for teachers . In addition , the students and staff follow 
new daily procedures that provide the optimum environment for teaching and learning 
and a new supervision plan and schedule that ensures staff receive ongoing feedback 
for continuous improvement. Dr. Braganza also works closely with the Parent Teacher 
Corps and has set a climate of order and fairness for the community . 

Next, the board appointed Bill Zenoni as interim Chief Executive Officer, who has set a 
calming tone and , in collaboration with managers, has establ ished positive directions for 
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the programs and staff of the larger agency. The principals and program directors are 
empowered and invigorated by this new opportunity . 

The Civicorps Board of Directors has become more involved in the supervision and 
oversight of the agency 's fiscal and programmatic health . These changes and 
improvements create great promise and already measurable results . The leadership at 
Civicorps Schools has worked diligently to balance the budgets of the programs without 
compromising their quality . The strategic plan focuses on the immediate stabilization 
and ultimate long-term growth of programs. 

Throughout the challenges of the last five years a committed core of teachers and 
parents at Civicorps Elementary School have been determined to continue to improve 
the school. The community is devoted to the school's mission , climate , and educational 
approach . The parents love the school in large part because of the caring and nurturing 
environment, rigorous curriculum, the personal attention their children receive , and the 
habits of active citizenship and social responsibility they see their children developing at 
the school. The children love the school because it is a vibrant, comfortable place that 
challenges and engages them . 

As this Performance Report demonstrates, the entire school community has embraced 
the new leadership and positive changes, and are confident the right people , systems, 
structures and supports are in place to achieve higher academic results and 
accompl ishments for all students. 

Student Enrollment and Demographic Information 

1. Provide data on the number of applications annually received per grade and the 
number of students per grade on the waiting list for school years 2006-07 to 2010-11 . 

TABLE 1: LOTTERY INFORMATION 2006-7 to 2010-11 

Number of 
Number of Number of 

School Campus 
Date of Grades of 

Applicants (per 
Slots students on 

Lottery Applicants Available waiting list (per 
grade) 

(per grade) grade) 
Civicorps Elementary February K 64 40 24 
School 2007 
1086 Alcatraz Ave, 

1 48 40 8 
Oakland, CA 94608 

2 31 40 0 

3 22 25 0 

4 20 25 0 

5 23 25 0 
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Number of 
Number of Number of 

School Campus 
Date of Grades of 

Applicants (per 
Slots students on 

Lottery Applicants Available waiting list (per 
grade) 

(per grade) grade) 
Civicorps Elementary February K 51 40 11 
School 2008 
1086 Alcatraz Ave, 

1 11 (10) 40 1 
Oakland, CA 94608 

2 14 (18) 40 0 

3 7 (14) 40 0 

4 3 (3) 25 0 

5 7 (9) 25 0 

Number of 
Number of Number of 

School Campus 
Date of Grades of 

Applicants 
Slots students on 

Lottery Applicants Available waiting list (per 
(per grade) 

(per grade) grade) 
Civicorps Elementary February K 93 40 53 
School 2009 
1086 Alcatraz Ave, 

1 
Oakland, CA 94608 

23 (B) 40 15 

2 12 (5) 40 7 

3 10 (5) 40 5 

4 5 (17) 50 0 

5 25 25 0 
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School Campus Date of Grades of Number of Number of Number of 
Lottery Applicants Applicants Slots students on 

(per grade) Available waiting list 
(per grade) (per grade) 

Civicorps Elementary February K 63 40 23 
School 2010 
1086 Alcatraz Ave, 

1 7 40 1 
Oakland, CA 94608 

2 5 30 0 

3 5 30 0 

4 2 30 4 

5 25 25 0 

Provide a breakdown of your student population . Include data on student demographics, 
home languages, students with disabilities, English Language Learners, Free and 
Reduced lunch status and homeless students for your charter term (2006-07 to 2010-

lli 

TABLE II: SCHOOL DEMOGRAPHIC PROFILE 

Ethnicity/Race 2006-07 2007-08 2008-09 2009 -10 
% White 14.8 15.4 12 11.9 

Provide data on the percentage of suspensions and expulsions for your charter term 
(2006-07 to 2009-1 0) 
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TABLE Ill: DISCIPLINE 
School Year 

Charter School 

-2006-07 2007-08 2008-09 2009-10 
Enrollment 183 182 205 189 
% Su spensions 1 1 1 2 
% Expulsions 0 0 0 0 

Provide data on the number of teachers hired each year and teacher retention between 
school years 2006-07 to 2009-10. 

TABLE IV: TEACHER RETENTION 

2. Describe the strategy and processes that you have put in place to ensure your school 
enrolls a diverse student population (i.e. representation of English language learners ; 
students with disabilities or of homeless status)? 

In order to ensure that there is a racial and ethnic balance at the school reflective of 
Oakland and the larger East Bay community , Civicorps Elementary School is committed 
to a student and family recruitment strategy that includes, but is not necessarily limited 
to , the following elements: 

• Outreach to and networking with community-based organizations such as 
churches, neighborhood groups and public and private agencies that serve 
the various racial , ethnic, and interest groups of the Oakland commun ity ; 
Distribution of promotional materials and announcements in a variety of 
media including print, TV and/or radio targeted toward diverse populations 
and in a variety of languages, if needed; and , 

• Inclusion in the district's annual open enrollment process for Oakland 
parents. 

Promotional materials and events include a full description of the services offered to 
English Learners as well as students with disabilities and Special Education students. 
Civicorps partners with Children 's Hospital of Oakland to offer family counseling services 
for students in transitional housing . 

3. Describe the admissions and lottery process. Please expla in how you ensure that 
these processes are aligned with the requirements found in Education Code §47605. 

Civicorps Elementary School does not discriminate in its admiss ions practices and 
policies on the basis of race , ethnicity, national origin , primary language, gender, sexual 
orientation , or disability. To fully achieve its mission to nurture active, engaged citizens , 
Civicorps Elementary School seeks to recruit for diversity within its student population to 
reflect the population of within the larger San Francisco Bay Area and from a community 
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of families who are committed to the school 's mission , instructional and operational 
philosophy and practices. 

Admission to the school is open to any resident of the State of California , although 
admission preferences are given in the following order: 

• Admission preference shall first be given to students attending the charter school 
and students with siblings admitted to the school. 

• Next preference will be given to children of a member of the school faculty , staff 
or board . 

• Next preference will be given to all remaining students residing within the school 
district. 

Each year, Civicorps Elementary School begins collecting applications in January. The 
charter school accepts all students who apply but seeks a gender balance in its 
classrooms . In order to be admitted into the applicant pool , a student and family must 
participate in an orientation process that includes an introduction to the school's mission 
and policies. If more applications are received than there are available slots , a public , 
random lottery is held in a public location to determine the following school year's 
enrollment. Parents and students are informed of their entrance into Civicorps 
Elementary School via the public lottery session or by phone or mail if they are not 
present at the lottery. Based on the lottery, an annual wait list is formed and as 
openings become available , students on the waitlist are given preference to enroll in the 
charter school. Once admitted , students need not apply each year. However, if 
students leave the school and do not have a sibling enrolled or parent on staff, the 
student will enter the lottery process again. 

Admission to Civicorps Elementary School is via lottery. There are no residency 
requirements so residents of all Bay Area communities may apply . Priority is given only 
to siblings of currently enrolled students . The lottery takes place on the last Wednesday 
in February and the applications must be received by the prior Wednesday. 

Applications received after the deadline will be processed on an as received basis . 

Within a week of each lottery , families will be notified of their successful application or 
their position on the waitlist . Families will be asked to return a form confirming their 
acceptance of the place. If this is not returned then the place will be offered to the next 
person on the waitlist. · 

At the beginning of the summer, successful applicants will receive a registration 
package. This will include the application for the aftercare program and other important 
forms that must be completed and returned to the school before students start school. 

What procedures are in place for wait-listed students not included in the first 
round of lottery offers? 

Wait-listed students are enrolled on a first come, first served basis as space becomes 
available in the grade or classroom. 

What are the school's procedures for withdrawals and transfers? 
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Student withdrawals and transfers are at the discretion of the student's parent or 
guardian . Parents or guardians are requested to complete an OUSD Charter School Exit 
Form giving the reason for the withdrawal or transfer. Civicorps Elementary faxed this 
form to the OUSD enrollment office . 

4. Provide a description of the school 's "areas of growth" and "strategies for 
improvement" regarding the recruitment of students, retention of teachers. and/or 
suspensions/expulsions. 

Areas of Growth Strategies for Improvement 
1) Based of the enrollment data from the 0 Outreach to immigrant communities 
past five years , Civicorps Schools by advertising through local 
recognizes the need to conduct more businesses that serve culturally 
extensive community outreach to our diverse clientele. 
Latino community and/or English Learner 0 Partner with local community 
(EL) community. The percent of Civicorps organizations that serve immigrant 
students who are EL students ( 5%) is populations 
under representative of the Bay Area 
community that we serve. 

2) Retaining experienced and highly 0 Institute a competitive teacher 
qualified teachers salary scale 

0 Provide support , formative and 
summative evaluations to all new 
teachers for at least two years 

0 Create a culture of a professional 
learning community where teachers 
refine their practice and support 
each other through grade cluster 
collaboration 

0 Create a teacher leadership team 
to provide coaching and 
professional development for all 
teachers. 

3) While the goal of any school is to reduce 0 Create a positive school climate 
incidences of suspension and expulsions , plan 
these statistics may remain the same or 0 Implement the strategies of a 
increase in the coming year at Civicorps Responsive Classroom schoolwide 
Schools as specific CA education codes 0 Convene SST meetings and 
that protect student and staff safety will be immediately implement 
priorities and more consistently applied . interventions and supports for 

students in crisis or who have 
chronic behavioral issues. 

5. Describe how the charter school 's instructional approach and educational philosophy 
support the school 's mission 

The mission of Civicorps Elementary School is to promote citizenship and build civil 
society by creating educational models and programs that draw upon the power of 
service as a way of learning . As an elementary school , we prepare our students for their 
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lifelong roles as citizens by instilling them with academic, artistic and civic literacy. 
Academic Literacy is defined as the ability to read , write , speak, calculate , reason , and 
conduct processes of inquiry with clarity and precision. Artistic Literacy is defined as the 
ability to learn and creatively express oneself through the visual , performing, literary arts, 
and technology . Civic literacy is defined as the ability to "let your life speak" by 
participating thoughtfully , responsibly , and passionately in the life of the community with 
concern for the common good. 

These beliefs shape the guiding principles of Civicorps Schools and are embodied in the 
model we create through : 

• 
• 
• 

• 
• 

• 

academic excellence; 
artistic literacy; 
the values, ethics, and spiritual development necessary to thoughtful 
citizenship in a pluralistic, democratic society; 
service as a way of learning ; 
participation in the life of the school and the community through 
stewardship of the environment; and 
creative partnerships in sustaining public education . 

The instructional approach at Civicorps Elementary School is based on the belief that 
the dimensions of student learning are best nurtured through an integrated curriculum 
with a variety of instructional strategies that are relevant to students' needs and 
experiences and that ultimately result in educating active, responsible citizens who 
engage in broader positive change for their communities , states , and the nation. In 
addition to language arts and mathematics, students spend significant amounts of time 
learning science , social studies, and visual and performing arts. 

How Learning Best Occurs: Educational Philosophy and Practices 
The educational philosophy of Civicorps Elementary School draws from a passionate 
belief that public schools were created to educate citizens who actively participate in a 
democracy. From the writings of educational philosophers such as John Dewey, we 
draw inspiration for an educational philosophy that is grounded in learning that is active 
and experiential , integrated in its curriculum focus , supportive of students' holistic 
development and focused on the larger purposes of preparing students to actively 
participate in society as citizens, workers and environmental stewards . 

To put our educational philosophy into practice , we have designed an instructional 
program that incorporates several proven methods of instruction to fulfill our mission of 
serving the whole child . This program will serve all students including young adults with 
exceptional needs through implementation of the following practices: 

Caring School Community 
Service and Project-Based Learning 
Arts Integration 
Authentic Assessment 

Caring School Community 
In order to provide our students with the knowledge and skills needed to become active 
and responsible citizens, we intentionally organize Civicorps Elementary School to foster 
a caring school community . Research suggests the importance of small schools and a 
caring environment to nurturing students' academic, social and emotional development. 
The school size is small and teacher to student ratios are low so that school 
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administrators , teachers and students can get to know each other well. We make very 
conscious attempts to build community at both the classroom and school-wide levels so 
that students and teachers can participate fully in the life of the school as a community . 
The manner in which the school is governed , conflicts are managed and resources are 
allocated becomes central to our sense of community. Participation in school becomes, 
in effect , a dress rehearsal in participatory democracy, a model community. 

Service and Project-Based Learning 
Service-learning , the teaching strategy central to Civicorps Elementary School 's mission 
and guiding principles, links academic learning through the medium of service to real life 
needs in the school and the larger community . It is a learned activity , involving planning , 
action , reflection and evaluation . As such, we weave it into the fabric of our academic 
life and every student is provided age-appropriate opportunities to give back to the 
community . Its value is truly democratic, giving every student the opportunity to practice 
citizenship and leadership by doing real work in their communities rather than waiting to 
come of age as citizens when they are able to vote. Service acts as a catalyst that alters 
the dynamics of a traditional classroom, strengthens academic performance and 
transforms the tone of a school. 

Arts Integration 
Civicorps Elementary School strongly supports arts education in at least two ways: first, 
as a subject in its own right for students to understand and demonstrate an appreciation 
and skillful use of the arts as a tool for understanding, creative problem solving , 
expression and communication. Second, when the visual and performing arts are 
integrated with core academic subjects as a tool for teaching and expressing new 
knowledge and skills in order to support all K-5 students in demonstrating mastery of the 
state standards and school-wide civic literacy outcomes. Core subjects and the arts are 
integrated through the collaborative work of the teaching staff and artists in residence 
within our bi-annual school-wide thematic service-learning projects. In addition, the 
integration of the arts and the core curriculum is achieved through the work of the visual 
arts teacher who provides consultation and push-in lessons that assist all classroom 
teachers in using the arts as an instructional tool for math , science , social studies, and 
language arts instruction . 

Authentic Assessment 
Authentic assessments such as projects, portfolios and showcases of learning serve 
both as a means to evaluate our students at Civicorps Elementary School and also as 
an educational practice that motivates learning and drives instruction . Staff use data 
from a variety of standards-based assessments , including standardized tests, school
developed assessments of civic and artistic literacy , and teacher-developed 
performance and content tasks to evaluate and improve their instruction and curriculum 
and to document students based on grade-level, standards-based rubrics . 

Civicorps Elementary School has identified ten school-wide student outcomes we 
require all students to know and be able to do upon promotion from our school. These 
outcomes state that all students will be able to understand and demonstrate : 

1. The ability to effectively and critically read , critique, and appreciate a range of 
literature , sources , and data. 

2. The ability to communicate effectively and creatively- with a range of 
audiences- through writing , speaking , listening, and the use of visual forms. 
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3. Problem solving using multiple strategies, mathematical logic and language, 
and the use and real-world applications of mathematical concepts and 
processes. 

4. The processes and methods of scientific inquiry (including experimentation , 
data collection, analysis, problem solving , and writing/communication) , and 
real-world applications of scientific concepts , thinking skills , technologies, and 
processes. 

5. The ability to research, investigate, describe , and analyze present and 
historical events from multiple perspectives and apply historical concepts , 
thinking skills , and processes to real-world situations . 

6. An appreciation and skillful use of the arts as a tool for understanding/meaning 
making , creative problem solving , expression , and communication . 

7. An appreciation and skillful use of technology to facilitate and/or enhance 
learning , expression , and communication . 

8. Positive health habits and behaviors/strategies for maintaining mental and 
physical wellness. 

9. An appreciation of community as well as skills for responsible participation and 
leadership within a variety of interdependent community contexts . 

10. An appreciation of the diversity of "ways of being" in the world as well as skills 
for identifying , pursuing , building, and maintaining full, rich , and meaningful 
lives. 

Our integrated, challenging curriculum not only fulfills our mission to prepare active 
citizens , but also demonstrates our belief that students should spend their time engaged 
in relevant teaching and learning experiences rather than receive direct test preparation 
instruction . 

6. Provide a chart outlining your school 's curriculum for each subject at each grade level. 

Please see attached Grade Level Scope and Sequences. 

7. Describe the methods and strategies by which your school assures that students with 
disabilities are provided a free appropriate public education in the least restrictive 
environment and English Language Learners are supported . Explain how you ensure 
that all students with disabilities and English Language Learners in your school : 

• Have access to the general education curriculum 
• Integrate with their non-disabled peers and/native English speaking peers as 

applicable 

Support for Students with Special Needs. Civicorps Elementary School works in 
cooperation with the Oakland Unified School District and its Special Education Local 
Plan Area (SELPA) to ensure that a free and appropriate education is provided to all 
students with exceptional needs. 

The student study team collaborates with special education professionals provided 
through our SELPA to ensure that appropriate individualized goals are set for all 
students with disabilities. In addition , the team ensures that action plans include clearly 
delineated objectives, due dates, and the assignments of those team members 
responsible for implementation. 
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Academically, Civicorps Elementary School meets the needs of its English Learners 
through an inclusion model. To provide support to English language learners, all 
teachers at Civicorps Elementary School use instructional strategies that include project
based learning, culturally relevant pedagogy and heterogeneous grouping . CLAD or 
BCLAD certification or working toward the completion of certification is required of all 
teachers. Civicorps Elementary School complies with all applicable state and federal 
laws regarding testing and service provision to English Learners. 

8. What specific student performance achievement goals have been established for 
your students, including those specified in the charter? 

Civicorps Elementary School set the performance achievement goal of improving its API 
score by five points per year. In addition , please see attached goals. 
Please see attached Assessment Calendars for grades K-1 , 2-3 , and 4-5. 

9. How is the school measuring progress towards achieving these goals? 
*Question is getting at "how" the school measures progress towards meeting goals. 
Civicorps measures progress toward student goals by schedul ing both formative and 
summative assessments during the school year (see assessment calendar) . Results of 
these student assessments are then shared with both students and parents and goals 
are set for each student. Student data is also analyzed , discussed and reflected on 
through grade cluster collaboration meetings where teachers engaged in Results 
Oriented Cycles of Inquiry (ROCI) . The aforementioned process serves to inform 
instruction and to fine tune assessments . 

10. How has your school performed against these goals? How have the subgroups 
performed? *Question is getting at "what is the progress of students to date" towards 
meeting goals. 

The table below presents the API scores for Civicorps Elementary School over the last 
five years . 

Civicorps Elementary School API Scores 
2005-6 2006-7 2007-8 2008-9 2009-10 

701 723 695 702 757 
base +22 -28 +7 +55 

Civicorps Elementary School met its goal to increase the API score by five points per 
year three out of the five years reviewed: 2006-7 , 2008-9 and 2009-1 0. The scores have 
been inconsistent due to challenges in leadership at the school and at Civicorps 
Schools. The leadership issues have now been addressed and strategies are in place to 
ensure the academic success of all students. What parents have recognized most about 
the school has been the excellent teaching staff. Teacher retention over the years has 
been approximately 75 percent from year to year and two of the teachers have been at 
the school five years or more. 

Even with the changes in leadership- seven principals in five years- the student 
retention rate from those who started Kindergarten and graduated 51

h grade was 60 
percent on average for years 2006-7 thought 2009-10. One hundred percent of those 
students who start at Civicorps as Kindergartners perform at basic or above in Language 
Arts , Mathematics and Science by the time they are fifth graders. 
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CST Language Arts -- Civicorps Elementary School I 

Year 2006-7 2007-8 2008-9 2009-10 
Grade 2 3 4 5 2 3 4 5 2 3 4 5 2 3 4 5 I 

N 32 24 20 28 30 28 21 15 39 39 25 22 33 38 36 21 I 

Advanced 3% 0 10% 14% 4% 4% 24% 7% 15% 8% 28% 18% 31 % 13% 14% 19% 
Proficient 16% 13% 30% 18% 10% 18% 33% 33% 36% 15% 24% 14% 18% 26% 25% 24% 
Basic 23% 42% 30% 29% 34% 25% 29% 33% 21 % 28% 24% 50% 33% 32% 31 % 29% 
Below Basic 32% 29% 10% 21 % 21 % 18% 10% 27% 18% 23% 20% 9% 6% 11 % 25% 14% 
Far Below 26% 16% 20% 18% 31 % 35% 4% 0 10% 26% 4% 9% 12% 18% 5% 14% 

CST Mathematics -- Civicorps Elementary School 
Year 2006-7 2007-8 2008-9 2009-10 

Grade 2 3 4 5 2 3 4 5 2 3 4 5 2 3 4 5 
N 32 24 20 28 30 28 21 15 39 39 25 22 33 38 36 21 

Advanced 0 9% 15% 21 % 7% 7% 24% 33% 18% 9% 24% 14% 31 % 26% 11 % 5% 
Proficient 22% 33% 30% 18% 4% 14% 38% 27% 36% 10% 36% 27% 15% 32% 31 % 24% 
Basic 19% 29% 10% 14% 26% 18% 14% 33% 18% 28% 28% 36% 24% 21 % 36% 29% 
Below Basic 53% 25% 35% 18% 48% 36% 24% 7% 23% 38% 12% 23% 21 % 18% 19% 38% 
Far Below 6% 4% 10% 29% 15% 25% 0 0 5% 15% 0 0 9% 3% 3% 4% 

CST Science -- Civicorps Grade 5 I 

Year 2006-7 2007-8 2008-9 2009-10 ! 

N 28 15 22 21 
Advanced 11 % 8% 5% 19% 
Proficient 18% 21 % 14% 10% 
Basic 43% 21 % 64% 29% 
Below Basic 18% 43% 17% 24% 
Far Below 10% 7% 0 18% 

12 



Because Civicorps Elementary School's largest subgroup is African American students, the teaching staff is committed to serving 
these students' academic needs with particular concern for equity and excellence for all in a un ited effort to narrow and close 
achievement gaps. 

CST African American Students -- Civicorps Elementary School 
Year 2006-7 2007-8 2008-9 2009-10 

Grade 2 3 4 5 2 3 4 5 2 3 4 5 2 3 4 5 
N 25 13 14 22 27 23 12 11 27 33 18 15 16 25 27 21 
% 
of 76% 54% 70% 79% 90% 82% 57% 73% 69% 85% 72% 68% 48% 66% 75% 100% 

Enrollment 
ELA 
Advanced I 17% 8% 36% 27% 12% 17% 50% 45% 44% 21 % 50% 27% 31% 28% 30% 43% 
Proficient 
Math 
Advanced / 16% 23% 36% 36% 13% 17% 58% 55% 44% 15% 50% 40% 19% 52% 41 % 29% 
Proficient 
Science 
Advanced/ - - - 23% - - - 27% - - - 7% - - - 28% 
Proficient 

-

Civicorps Elementary School African American API Scores 
2005-6 2006-7 2007-8 2008-9 2009-10 

656 669 670 667 732 
base +13 +1 -3 +65 

Civicorps Elementary School Socioeconomically Disadvantaged API Scores 
2005-6 2006-7 2007-8 2008-9 2009-10 

643 653 655 629 705 
base +10 +2 -26 +76 
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And , when compared with the Oakland Unified School District neighborhood schools in 
proximity to Civicorps Elementary School with similar student demographics (socio
economic status, race) , Civicorps Elementary School consistently outperformed its 
public school counterparts for 2010 Growth : 

Elementary School English Language Learners Free/Reduced Lunch API 
Hoover 27% 82% 672 

Santa Fe 12% 72% 685 
Sankofa 7% 85% 717 
Lafayette 26% 83% 645 
Civicorps 4% 65% 757 

Statewide Average 24% 51 % N/A 

The school has met these goals only two out of the last five years. Upon reflection of this 
trend , the current assessment has been redesigned this year to include measurable 
pupil outcomes (MPOs). 

11 . How is the school using data from these assessments to make programmatic 
decisions? How are teachers using assessment information to modify instruction? 

Civicorps' approach to teaching and learning is founded on the following theory : if we 
provide rich , rigorous culturally relevant standards-based curriculum to our students in a 
way that continually takes into account and responds to students' academic strengths 
and needs, their achievement will accelerate and they will achieve standards mastery. 

Civicorps faculty implement a research-based , strategic and integrated approach to 
teaching and learning called the Results-Oriented Cycle of Inquiry (ROCI) . ROCI is 
comprised of knowing the standards ; diagnosing focal student needs; setting and 
working toward long and short term learning goals; backward planning from standards 
and assessments; investing students in their goals ; teaching effectively ; and 
continuously analyzing data to ensure learning goals are being met. The principal works 
with lead teachers, coaches , classroom teachers and parents to implement this 
approach . The following figure displays the cycle for learning and improvement. 
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Civicorps Schools strive to develop culturally responsive mindsets. We develop results
oriented leaders who act with an unwavering determination and focus to accelerate the 
learning of the lowest performing students and achieve educational equity. With 
leadership focused on results, leading people toward results, we will close the 
achievement gap. 

12. Describe how your education program diagnoses and addresses the needs of the 
following students: English Language Learners, students with disabilities, gifted 
students , and students in need of remediation . 

Support for English Learners. All Civicorps Elementary School parents are asked to 
complete a Home Language Survey in the student enrollment packet. If a language 
other than English is indicated on the Home Language Survey , students will be 
administered the California English Language Development Test (CELDT) within the first 
30 days to evaluate their listening, speaking , reading and writing abilities in English. The 
unofficial results of this test are made available to parents and teachers immediately and 
official results from the state are mailed to parents as soon as the school receives them. 

Support for Students with Disabilities. To identify students who may be in need of 
special education services, charter school faculty ask parents and students upon 
enrollment if they have an Individualized Educational Program (IEP) . The school staff 
also forward enrollment lists to the OUSD SELPA to check to see if any of its students 
have an open IEP. Should students appear to require additional assistance, the 
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Civicorps Elementary School faculty create a student study team (SST) comprised of 
teachers , family members , the student (when appropriate) and other support providers to 
identify strategies to better support the student's success . The processes governing 
SSTs is described in our Family Handbook to be updated and distributed annually to all 
fam ilies and students. In coordination with the local SELPA, professional development 
in supporting and identifying students with disabilities and utilizing resources for students 
is provided to Civicorps Elementary School teachers annually . 

Support for Academically High-Achieving Students. Academically high-achieving 
students are identified through teacher recommendation , progress reports , test scores , 
and/or other assessment measures. These students are challenged to meet and exceed 
grade level standards and school-wide outcomes by creating appropriate goals during 
Parent-Teacher-Student conferences and through conversations with school faculty . 
Civicorps Elementary School faculty support these students through differentiated 
instruction and additional assignments during or after school. 

Support for Academically Low-Achieving Students. Civicorps Elementary School 
holds high expectations for all students and is committed to supporting students who are 
not achieving expected outcomes. Academically low-achieving students are identified 
through diagnostic measures , teacher recommendation , progress reports , test scores , 
and/or other assessment measures . Should students appear to require additional 
assistance , they attend after-school tutoring and small group work. If deemed 
necessary, the faculty create a student study team (SST) comprised of teachers , family 
members, the student (when appropriate) and other support providers to identify 
strategies to better support the student's success . Please see Appendix for a detailed 
description of the Student Study Team process at Civicorps Elementary School. 

13. Regarding its curriculum, instruction , interventions, assessments and/or attainment 
of its stated goals , provide a description of the school 's "areas of growth" and "strategies 
for improvement. " 

Please see attached capacity building plan . 
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Learning Community 

14. What is the mission of your charter school for the renewal period (2011-2016)? 

Mission and Guiding Principles 
The mission of Civicorps Elementary School is to promote citizenship and build civil 
society by creating educational models and programs that draw upon the power of 
service as a way of learning . As an elementary school , we prepare our students for their 
lifelong roles as citizens by instilling them with academic, artistic and civic literacy. 
Academic Literacy is defined as the ability to read , write , speak, calculate , reason , and 
conduct processes of inquiry with clarity and precision. Artistic Literacy is defined as the 
ability to learn and creatively express oneself through the visual , performing , literary arts, 
and technology. Civic literacy is defined as the ability to "let your life speak" by 
participating thoughtfully , responsibly , and passionately in the life of the community with 
concern for the common good. 

These beliefs shape the guiding principles of Civicorps Schools and are embodied in the 
model we create through : 

• academic excellence; 
• artistic literacy; 
• the values, ethics, and spiritual development necessary to thoughtful 

citizenship in a pluralistic , democratic society ; 
• service as a way of learning ; 
• participation in the life of the school and the community through 

stewardship of the environment; and 
• creative partnerships in sustaining public education . 

15. List the professional development opportunities you provide to teachers and 
administrators. 

• A two week long Summer Institute (agenda attached) 
• Monthly staff meetings 
• 3-4 Grade Level Collaboration Meetings and/or Professional Development 

Meetings per month. 
• Full day Professional Development days one day per month (on average) 

• How are professional development activities selected? 

Civicorps Elementary School leadership team identifies areas for professional 
development based on student data , school goals and staff, parent and community 
input. The principal ensures that the areas are aligned with the school's plan . 

• How are they evaluated? 
Professional development activities are evaluated through informal and formal staff 
surveys. 

16. Describe how the school is training administrators and teachers to understand and 
use assessment data . 

Professional development foci include establishing a staff culture of inquiry. Teachers 
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are being trained by the principal on the use of cycles of inquiry (assessment, reflection, 
discussion and collaborative planning) based directly on student data. 

School Climate and Culture 

17. Provide a description of: 
The steps the school takes to be aware of and responsive to the needs and 
concerns of At-risk students. (These are students who are at risk of not being 
successful in school and ultimately failing or dropping out. They are behind in 
basic skills, or they are frequently absent, or they have been suspended, or they 
have become pregnant, or they have been adjudicated as delinquent.) 

We have a Student Success Team (SST) which meets regularly to coordinate 
interventions and resources for students referred by classroom teachers and parents. 

• The services that are offered by the school and the services that are provided by 
outside providers to meet the unique needs of At-risk students . 

Civicorps Elementary partners with Children's Hospital of Oakland for on-site counseling 
services as well as free family referrals to their clinic . 

We have a two-year partnership with Experience Corps, a national organization that 
harnesses the experience of retired professionals for targeted Language Arts student 
tutoring during the school day. 

Our students participate in an afterschool homework and tutoring program that includes 
a class facilitated by Extreme Learning , a technology based learning company that 
provides each student with a laptop loaded with targeted, California standards-based 
electronic learning resources (ELRs) . An instructional coach guides the class and 
students are pre and post tested to track growth. Results are shared with students, 
parents and teachers. 

Fall semester teacher-parent conferences lead to individual student learning plans that 
describe teacher interventions and parenUfamily supports . 

18. Provide information on other educational activities your school provides students 
(i.e.: after-school programs, summer school) . Explain the purpose behind the activities 
and the outcomes measured . 

Civicorps Elementary offers a dynamic and innovative education program based on 
research-based best practices in education . What follows is a description of our 
curriculum and instruction framework derived from our three pillars of academic, artistic 
and civic literacy as well as links to our learning partners. 

ACADEMIC LITERACY 
Our academic program is both rigorous and engaging . Grade level curricula are aligned 
to the California State Standards in every subject area , from Language Arts to Science 
and our scholars receive instruction that is differentiated to meet their individual needs. 
We offer balanced literacy and Mathematics , comprehensive units in Science and Social 
Studies and ongoing formative assessments to ensure that our students are learning to 
their fullest potential. Throughout their years at the school , scholars look forward to the 
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signature activities of each grade level , such as expeditionary field trips and service
learning projects that are integrated into the core curriculum . 

Language Arts 

Civicorps scholars participate in a "workshop" method of instruction which allows 
teachers to tailor instruction to a child 's individual needs and interests . Our program 
offers a balanced literacy approach which includes instruction in writing , guided reading , 
phonics and vocabulary development. 

Writer's Workshop was developed by Columbia University's Teachers College and 
allows each child to become an author of original work. The workshop process organizes 
best practices in the teaching of writing to provide each child with writing instruction that 
meets his or her individual needs. 

Writer's Workshop has five main components: 

1. A teacher mini-lesson to provide direct instruction in a writing skill 

2. Independent practice in a writer's notebook or writing folder at home and in school 

3. Guided writing practice in small groups 

4. Writing conferences to provide one-on-one feedback from the teacher with student 
writing 

5. Working through the writing process to publish written work 

A very important tool in Writer's Workshop is each child 's writer's notebook. The 
notebook is a place for our young writers to gather ideas and begin storytelling. 

Civicorps' scholars learn to take these small ideas and elaborate to tell interesting and 
meaningful stories. Scholars will write a first draft, revise their ideas, edit, and publish a 
written piece about once every six weeks. Each class will then celebrate the author's 
writing by providing opportunities for the writers to share their published pieces. 

Reader's Workshop organizes the best practices in the teaching of reading to provide 
each child with instruction that meets his or her individual needs. 

Reader's Workshop has five main components: 

1. A teacher mini-lesson to provide direct instruction and modeling in a reading skill or 
strategy 

2. Independent reading at a child's just right level 

3. Guided reading in small teacher directed groups with text at reader's instructional level 

4. Reading conferences to discuss a child's just right book and provide direction for 
independent practices 

5. Teaching writer's reflection to provide time to think and respond to questions about 
how we have grown as readers . 

Mathematics 

Our math program utilizes Scott Foresman California Math which was written specifically 
to meet the California Content Standards in Mathematics, with contributions from leading 
mathematics educators from across California and the nation . Civicorps' approach to 
math instruction is workshop base with an emphasis on critical thinking and student led 
solutions . Our teachers supplement our math textbooks with learning resources from 
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Math Coach and Marilyn Burns Math among others. 

The components of Math Workshop include: guided practice , guided Math small group 
or individual work with teacher, work stations/independent practice, Math Facts/Fact 
Fluency , Do Now/Exit Tickets , Mental Math/Math Journaling and 
Assessment/Observational and Conferencing Notes. 

Science 

FOSS (Full Option Science System) 

FOSS is a research-based science curriculum for grades K-8 developed at the Lawrence 
Hall of Science , University of California at Berkeley . FOSS is also an ongoing research 
project dedicated to improving the learning and teaching of science. The FOSS project 
began over 20 years ago during a time of growing concern that our nation was not 
providing young students with an adequate science education . The FOSS program 
materials are designed to meet the challenge of providing meaningful science education 
for all students in diverse American classrooms and to prepare them for life in the 21st 
century . Development of the FOSS program was , and continues to be, guided by 
advances in the understanding of how youngsters think and learn . Our scholars 
participate in at least two hands-on labs every month. 

http: I lwww. fossweb. com/ 

OBUGS 

Civicorps Elementary is proud to partner with The Oakland Based Urban Gardens 
(OBUGS) program supplements the regular school curriculum by providing hands-on 
garden-based activities based on California standards in Science, Math, Language Arts , 
Health and Nutrition , Ecology and Art. Each class receives 60 minutes of instruction in 
our edible classroom each week. 

http://obugs.org/ 

Social Studies 

Civicorps Elementary provides a California standards based Social Studies curriculum 
for all grades. Social Studies standards are often interwoven into Service Learning 
projects throughout the year. Grades four and five follow the Houghton Mifflin Social 
Studies series . Students are assessed through theme tests and on grade level 
standards based report cards. 

CIVIC LITERACY 

We place a premium on service as a way of learning and believe that citizenship is at the 
heart of a healthy democratic society. Around Civicorps, our students are known as 
"Citizen Leaders" and "Citizen Learners" and are actively engaged in ongoing service 
projects that help bring to life the abstract idea of citizenship. A culture of mutual care 
and respect is nurtured through structured opportunities to build community , make 
positive connections with peers and adults and learn the valuable skills necessary for 
conflict resolution . Our weekly Community Meetings serve as a forum for school-wide 
discussion and celebration. 

Service Learning through Social Studies and Science 
An important pillar of our school's charter is civic education through Service Learning . 
Each of our classes participates in interdisciplinary signature projects during the year as 
well as classroom activities and projects that connect to the California Social Studies 
and Science standards. 
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Art and Service Learning 

Each grade has an in-depth Signature Project that fuses their studies in the 4R's, 
literacy, service learning and the arts . These projects are based on grade level California 
State Standards in Visual Arts , Social Studies , and Science. In addition , Signature 
Projects use K-12 Service-Learning Standards for Quality Practice (established by the 
National Youth Leadership Council) . 

ARTISTIC LITERACY 

Students participate weekly in Visual Arts classes in order to learn the foundational skills 
and knowledge of artistic literacy. Students create their own unique works of art , study 
the lives and work of various artists and attend assemblies that highlight the particular 
art forms they are studying . In addition , the arts are woven into the framework of the 
academic program . Since students need the same skills to make scientific observations 
as they do to draw a still life, we work to ensure that students transfer their knowledge 
and skill they learn in art classes to other aspects of the program . 

Art 

Artful Thinking is a program that was developed by Harvard Project Zero in collaboration 
with the Traverse City, Michigan Area Publ ic Schools (TCAPS). The program was one 
component of a larger TCAPS grant from the US Department of Education that aimed at 
developing a model approach for integrating art into regular classroom instruction. The 
purpose of the Artful Thinking Program is to help teachers regularly use works of visual 
art and music in their curriculum in ways that strengthen student thinking and learning . In 
addition , we provide direct Art instruction to classes twice a week in 45 minute sessions 
as well as Arts integration activities in the regular classroom. 

Civicorps' Visual Arts program aims to teach our scholars to think as artists. Students 
are encouraged to seek visual solutions to the creative questions and challenges put 
before them. Through guided practice students will learn to use the materials and tools 
of the art studio to express their own sense of creativity . Students will be given the 
opportunity to explore a variety of artistic media and discover their self-expression . 

PROGRAMS 
Physical Education 

Civicorps Elementary partners with Plavworks to provide 60 minutes of physical 
education instruction once per week. Playworks is a national nonprofit organization that 
supports learning by provid ing safe, healthy and inclusive play and physical activity to 
schools at recess and throughout the entire school day. Our Playworks coach not only 
teaches PE, but also supports our teachers with their own PE instruction during the 
week. Playworks also organizes games and activities for students during all recesses. 

Counseling 

Civicorps Elementary partners with Children's Hospital of Oakland to provide group 
therapy and student and family referrals for counseling services. 

Special Education 

Students who may have specific learning disabilities are referred to the school's 
Individual Education Planning (IEP) Team. The team members include an administrator, 
resource special ist, health educator, speech therapist, classroom teacher(s) , specialists, 
parent(s), and when appropriate, the student. A student found eligible for special 
education services may receive services for remediation and support . 
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Resource 

The Resource Program provides additional help to academically able students who have 
an identified learning disability. Our part-time resource specialist provides individual 
remediation and support to identified students in the general educational classroom. 

Speech 

Speech and language therapy is provided for children who need assistance with 
language acquisition , comprehension , or verbal communication . Children are referred to 
the speech therapist for misarticulation of sounds, non-fluency, hearing difficulties , 
physical anomalies, (such as cleft palate), insufficient voice production , and language 
problems. Students are enrolled in individual or small group therapy on a weekly basis. 

Student Study Team (SST) 

The Student Study Team consists of an administrator, classroom teachers, parents , and 
support personnel as needed . The goal of the Student Study Team is to review a 
referred student's progress, gather pertinent information concerning the student's health 
and school history , and make appropriate recommendations . Student Study Teams 
meets monthly. Staff or families may request a meeting of the Student Study Team to 
review a student's progress . 

Afterschool Program 

The regular school day extends into an afterschool enrichment program. Students 
receive academic support in the form of structured homework assistance, academic 
support and multi-disciplinary activities, including Visual Arts , arts and crafts , Science 
exploration, and physical activity among others. Other important program components 
include daily nutritious snacks, rest and relaxation and organized play . The afterschool 
program is fee based and registration is required . Our afterschool partners include the 
Museum of Children 's Art (MOCHA). Extreme Learning and Circus Arts . 

Extreme Learning helps California school districts meet and exceed federal , state, and 
local academic performance targets by providing schools with standards based , high 
quality, low cost, K-12 academic support and enrichment programs. Extreme Learning is 
successful because of its unique, proven approach that fuses traditional tutoring with the 
utilization of technology tools . 

http://www.extremelearn .com/ 

19. Describe the school's approach to student discipline. Provide an example of a 
policy/procedure that exemplifies the approach . 

The staff of Civicorps Elementary School decided by consensus that Civicorps would be 
a Responsive Classroom school and use the principles of the approach in developing 
our school-wide plan . This was a result of the School Capacity Building Plan goal of 
creating a school-wide positive climate plan . 

The guiding principles of Responsive Classroom are: 

• The social curriculum is as important as the academic curriculum 
How children learn is as important as what they learn: Process and content go 
hand-in hand 

• The greatest cognitive growth occurs through social interaction 
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• To be successful academically and socially , children need to learn and practice 
specific social skills . Five particularly important skills (often referred to in 
Responsive Classroom as CARES) are: 

Cooperation 
Assertion 
Responsibility 
Empathy 
Self-Control 

Knowing the children we teach-individually , culturally, and developmentally-is 
as important as knowing the content we teach 

• How we, the adults at school , work together is as important as our individual 
competence: Lasting change begins with the adult community (2007, Northeast 
Foundation for Children, Inc.) 

In order to align our plan with these principles, staff have been involved in professional 
development and are using the Responsive Classroom language and techniques in their 
practice . Some important components that are being incorporated throughout the school 
include: 

• Morning Meeting - gathering as a whole class each morning to greet one another, 
share news, and warm up for the day ahead 
• Rule Creation - helping students create classroom rules to ensure an environment that 
allows all class members to meet their learning goals 
• Interactive Modeling- teaching children to notice and internalize expected behaviors 
through a unique modeling technique 
• Positive Teacher Language- using words and tone as a tool to promote children's 
active learning , sense of community, and self-discipline 
• Logical Consequences - responding to misbehavior in a way that allows children to fix 
and learn from their mistakes while preserving their dignity 
• Guided Discovery - introducing classroom materials using a format that encourages 
independence, creativity, and responsibility 
·Academic Choice - increasing student learning by allowing students teacher-structured 
choices in their work 
• Classroom Organization - setting up the physical room in ways that encourage 
students' independence, cooperation , and productivity 
·Working with Families- creating avenues for hearing parents' insights and helping 
them understand the school's teaching approaches 
• Collaborative Problem Solving- using conferencing , role playing , and other strategies 
to resolve problems with students 

20. How does the charter school collaborate with parents to encourage active 
participation in their student's education? 

Civicorps Elementary School values the essential contributory roles that parents have in 
shaping students' academic success and there is continuous, informal two-way dialogue 
between families and teachers. In addition, the following are the more formal ways that 
communication is maintained . 

Regular communication through weekly communication folders 
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Monthly Family Newsletters 
A partnership with the schools' Parent Teacher Corps (PTC) 
Back to School Night 

• Showcase of Learning 
Family Art and Science Nights 
Three Parent Teacher Conferences per year 

21 . Describe the methods and strategies by which your school assures the provision of 
services to homeless children in compliance with all federal laws and regulations . 

Civicorps Elementary School is committed to adhering to federal and state laws and 
regulations for providing services to homeless children . 

22 . Regarding the professional development, school climate and culture and/or parent & 
community participation, provide a description of the schools "areas of growth" and 
"strategies for improvement. " 

Areas of Growth Strategies for Improvement 
1) Strategic professional development . Craft a capacity building plan that 

includes a schoolwide needs 
assessment for curriculum and 
instruction 

. Create a Professional Development 
goals and a calendar for the year 
based on the needs assessment . Identify lead teacher capacity for 
facilitating in-house professional 
development opportunities 

2) Improve school climate and parent and . Create a positive school climate 
community participation plan for student conduct . Involve parents and guardians in 

the implementation of the plan . Report on the progress of the 
Climate Plan on a monthly basis 
through school newsletters 

. Develop leadership capacity of 
Parent Teacher Corps (PTC) 
leaders 

. Work in collaboration with the PTC 
to improve parents participation 
and to recruit volunteers 

23 . Describe the process for selecting your Governing Board members. List all current 
board members, board committees and provide a current resume for each individual. 

Potential new board members of Civicorps Schools submit a letter of interest and 
resume . The President of the Board of Directors then designates an appropriate 
interview committee of no more than three board members. The committee interviews 
the potential new board member either as a group or separately to determine whether 
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the person is appropriate for the Board . The committee then meets to determine 
whether or not they wish to recommend the applicant to the entire Board . The Board 
then votes on the nomination of the new board member. In order to be elected to the 
Board of Directors, the applicant must receive 2/3 of the votes of the existing board 
members. 

The Civicorps Schools Board of Directors is composed of leaders in education, business, 
and the community. These volunteers provide valuable strategic guidance to Civicorps 
Schools. 

Thomas Mead, President. Thomas D. Mead is a Senior Vice President at Webcor 
Builders, a $1 .5 billion commercial general contractor based in San Mateo and the 
largest in the Bay Area. Mr. Mead is responsible for all hospitality projects, as well as 
many high-rise residential projects and institutional projects. A 30-year veteran of the 
construction industry, Mr. Mead is active in many nationwide construction and 
community-based projects. 

Eric Premack, Vice President. Eric Premack is the founder and Co-Director of the 
Charter Schools Development Center (CSDC) , a leading provider of policy expertise and 
technical assistance to charter schools, charter-granting agencies, and policy 
makers. Mr. Premack has played a leading role in the development of the chartered 
school concept since its inception in his native Minnesota in the 1980s and has helped to 
draft and implement chartered school legislation in over 25 states, at the federal level, 
and overseas. He is known for his broad and deep expertise in all aspects of charter 
school matters and his in-depth grasp of education policy. 

Craig Y. Bloom, Secretary. Dr. Bloom is currently in private practice in Oral and 
Maxillofacial Surgery (OMS) in Berkeley, California and serves as Chief of OMS at Alta 
Bates- Summit Medical Center. He is currently an associate professor of OMS at the 
University of the Pacific and Highland Hospital Alameda Medical Center in Oakland , CA. 
Previously he has served as Chairperson of Oral and Maxillofacial Surgery at the 
University of California, Irvine. He lives with his wife and 2 daughters in Lafayette, 
California. 

Anne Scheer, Treasurer. Anne Scheer is the Chief of Maintenance and Skilled Trades 
at the East Bay Regional Park District (EBRPD) in Oakland , California. She oversees 
the Maintenance and Skilled Trades Department, including a staff of 65 regular full-time 
employees and a $12.4 million budget. She is responsible for all major maintenance of 
the District's 68 parks encompassing 98,000 acres of open space. Ms. Scheer has 
worked her way up at EBRPD, starting in fire services in 1978; working as a Park 
Ranger until 1983, then shifting to office work as an Administrative Analyst II for 11 years 
before her promotion to Trades Manager in 1994. Ms. Scheer has been in her present 
position since 2002. She holds a Bachelor's of Science degree in Conservation and 
Resource Studies from the University of California, Berkeley. 

Robbie Yohai. Mr. Yohai is a licensed real estate broker and developer. Currently, he 
is the Managing General Partner for Linden Associates and President of Schaefer 
Heights, Inc. in Oakland, California. 
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Stephen Davenport. Stephen Davenport is a 1953 graduate of Oberlin College and 
received his MA from Trinity College in 1965. He has a long career in education 
including teaching since 1957, serving as the Head of School fo r the Country School in 
Connecticut (1973-77) and the Athenian School in Danville, California (1977-87), and 
consulting to independent schools from 1987 to 2000. Steve has published articles in 
The New York Times. Mr. Davenport 's most recent work, Saving Miss Oliver's, is a novel 
of leadership, commitment and change. It is about what happens in an all girls boarding 
school when the long-time, beloved , autocratic headmistress is fired . 

Rita Isaacs. Rita Isaacs spent eight years in international film sales, followed by four 
years of consultancy in corporate and systems design and administration for 
international film , television and video start-up companies in Los Angeles. After the birth 
of her second child , Ms. Isaacs retired to spend the next 15 years homemaking and 
volunteering . She has served on the parent boards of preschool , elementary, middle and 
high schools as well as on various parent organizations in the city of Piedmont. She also 
served as Vice President of the Board of Directors at Temple Sinai in Oakland, assisted 
on their capital campaign , and chaired their 2000-2002 Endowment Campaign. Ms. 
Isaacs and her husband , lan , have three children : David , Mickey, and Marjorie . 

Yolanda Peeks. Yolanda Peeks has been a member of the Civicorps Board since 
1995, but was an active supporter for many years earlier in her role as district liaison to 
the partnership between the Oakland Unified School District and Civicorps. Ms. Peeks 
served Oakland students for over 30 years as teacher, principal , assistant then 
associate superintendent of curriculum & instruction, and executive director. Dedicated 
to participating in efforts to expand successful learning and rewarding life opportunities 
for youth , Ms. Peeks has volunteered for many years with non-profits such as Partners in 
School Innovation, the Marcus A. Foster Educational Foundation , East Bay Reading 
Association , Bay Area and National Writing Projects and continues her civic mission to 
this day through Civicorps Schools. 
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Civicorps Schools 
Board of Directors Recruitment Matrix 

Civicorps Schools 
Board of Directors 

Areas of Expertise 
Education Law Public Relations/ Business Capital/Facilities 

Marketing* 
1.Yolanda Peeks 1. Eric Premack 1. 1. Tom Mead 1. Robbie Yohai 
2. Steve Davenport 2. 2. 2. 2. 
3. Eric Premack 3. 3. 3. 3. 

State and Local Health and Technology Finance Community Partners 
Government Well ness 

1. Eric Premack 1. Dr. Craig 1. 1. Eric Premack 1. Rita lssacs 
Bloom 

2. 2. 2. 2. 2. Anne Scheer 
3. 3. 3. 3. 
4. 4 . 

Civicorps Schools Board of Directors Committees FY 2010-11 

Audit Committee Finance Committee Development Committee Program Committee 

Craig Bloom, Chair Robbie Yohai, Chair vacant, Chair Steve Davenport, Chair 

Brian Hickey (Staff Liaison) Bill Zenoni (Staff Liaison) Rebecca Grove (Staff Liaison) Desiree Braganza , Tessa Nicholas 
Tom Mead Anne Scheer (Staff Liaisons) 

Craig Bloom Robbie Yohai Yolanda Peeks 
Eric Premack Steve Davenport 
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BOARD MEMBERS' JOB DESCRIPTION AND CODE OF CONDUCT 

The board expects of itself and its members ethical and respectful conduct. This 
commitment includes proper use of authority and appropriate decorum when acting as 
board members . Accordingly : 

1. Board members shall support the Reason for Existing policies (mission , vision , core 
values, strategic goals, etc.) of the organization. 

2. Board members shall keep abreast of major issues that affect the Reason for 
Existing policies of the organization . 

3. Board members are expected to attend and actively participate in board meetings 
and board retreats . Board members are also expected to serve on at least one 
board committee or working groups. Board members should notify the board chair or 
committee chair (or executive director's office) if he/she is unable to attend a 
meeting. 

4. Board members will be expected to comply with the Board Fundraising 
Responsibilities policy . 

5. Board members are expected to cover their own expenses in connection with 
participating in board meetings, committee meetings, board retreats , and other 
organizationally related functions . Board members shall contact the board chair if 
such expenses will cause them a financial burden . 

6. Board members must avoid any conflict of interest with respect to their fiduciary 
responsibility . If a board member has any perceived confl icts , they should be 
disclosed to the board . 

A. There must be no self-dealing or any conduct of private business or 
personal services between any board member and the organization . 

B. When the board is to decide upon an issue, about which a member has an 
unavoidable conflict of interest, that member shall absent herself or himself 
without comment from not only the vote , but also from the deliberation 
(unless asked to stay by the board) . 

C. Board members must not use their positions to obtain employment in the 
organization for themselves, family members or close associates . 

D. Should a board member be considered for employment with the 
organization , he/she must take a leave of absence or resign from the 
board . If the board member is hired, he/she must resign from the board . 
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E. Board members will annually disclose at the beginning of each fiscal year 
their involvements with other organizations, vendors, or other associations 
that might produce a real or perceived conflict of interest. 

7. Board members may not attempt to exercise individual authority over the 
organization except as explicitly set forth in board policies . 

A. Board members' interactions with the executive director or with staff must 
recognize the lack of authority in any individual board member except when 
explicitly board authorized. 

B. Board members will use the appropriate channels to give feedback on the 
performance of all staff. The executive director's performance will be 
assessed only by the board's official process. 

8. Board members will respect the confidentiality appropriate to issues of a sensitive 
nature especially in all matters discussed in "Executive Session" and concerning staff 
personnel issues. 

9. Board members may not speak for the organization to the press and the community 
on sensitive issues unless authorized by the board, the chair or the executive 
director. Once the board has reached a decision on any organizational issue, the 
board will speak with one voice. 

10. Board members may request a leave of absence by submitting it in writing to the 
chair. The chair may authorize leaves of absences for up to three months or until the 
end of the board member's term, which ever comes first. 

11 . Board members may be removed from office if he or she misses three of four 
consecutive board meetings (including board retreats) or for not fulfilling their duties 
as stated in the organization's governance policies or bylaws. The board chair or 
board governance committee shall recommend to the full board the removal of any 
board members. 

12. In the event a board member can no longer serve on the board but wishes to 
continue to support the organization , the board chair may appoint said board 
member to an advisory or honorary board . 

13. Board members will treat other board members, the executive director, staff, 
volunteers, clients , and donors fairly and with respect. 

14. Board members shall make sure that when interacting with staff and volunteers of 
the organization , their actions comply with all applicable personnel policies including 
the organization 's Sexual Harassment Policy , Health and Safety Policy, Conflict of 
Interest Policy, and Drug Free Workplace Policy . 

15. Board members will advocate for the organization 's Reason for Existing policies and 
share their professional expertise when called upon . 
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BOARD COMMITTEE PRINCIPLES 

Committees ordinarily will assist the board by preparing policy alternatives and 
implications for board deliberation. Accordingly : 

1. Board committees are to help the board do its job, not to assist or advise staff. Staff 
shall set up their own committees to carry out their roles and responsibilities . 

2. Board committees may not speak or act for the board except when formally given 
such authority for specific and time-limited purposes . Expectations and authority will 
be carefully stated in order not to conflict with authority delegated to the executive 
director or board chair. 

3. Board committees cannot exercise authority over the executive director except when 
formally given such authority for specific and time-limited purposes . Expectations 
and authority will be carefully stated in order not to conflict with authority delegated to 
the full board or the board chair. 

4 . This policy applies to all board committees (standing and ad hoc committees) which 
are formed by board action . 

5. All committee meetings are open to all board members. Only board members on the 
committee will be allowed to vote at committee meetings. 

6. This policy does not apply to committees formed under the authority of the executive 
director. 

7. The Chief Executive Officer or his/her designate shall be an ex-officio member of all 
committees. He/she may be asked to leave if a committee deems it necessary to 
hold an executive session (board members only) . 

BOARD COMMITTEES 

A committee is a board committee only if its existence and charge comes from the 
board, regardless of whether board members sit on the committee. The only board 
committees are those set forth in this policy . 

1. Board Governance Committee 

A. Products 

1. Recommend a slate of board members for election annually . 

2. Recommend candidates to fill board member and board officer 
vacancies. 

3. Recommend changes in the process for nominating and electing 
board members and board officers . 
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4. Recommend changes in the existence, structure , and duties of board 
committees . 

5. Recommend changes in board officer positions and duties. 

6. Recommend changes in the terms and rotations of board members 
and officers. 

7. Monitor and recommend changes in all Board Operating policies. 

8. Provide a comprehensive orientation for new board members. 

9. Recommend to the full board , when necessary , the removal of board 
members. 

B. Authority - makes recommendations and reports to the board on the 

"Products" listed in 2.A above. 

C. Committee Size and Selection- three to five voting members selected by the 
board president. The CEO or his/her designate will be a non-voting member. 

D. Committee Chair- Vice Chair Governance. 

2. Finance Committee 

A. Products 

1. Approve the overall specifications of the audit prior to engaging the 
CPA firm . 

2. Monitor financial operations to insure that they are in compliance with 
the following ED Operating policies: Financial Condition, Budgeting, 
Asset Protection , Grants and Contracts , and Investment Policy. 

3. Recommend changes in the following ED Operating policies: Financial 
Condition , Budgeting, Asset Protection, Grants and Contracts, and 
Investment Policy. 

B. Authority - makes recommendations and reports to the board on the 
"Products" listed in 3.A above. 

C. Committee Size and Selection - size of the committee and appointment of its 
members are at the discretion of the board president in consultation with the 
committee chair. Committee may include up to two non- board members. 
The ED or his/her designate will be a non-voting member. 

D. Committee Chair- vice chair and treasurer. 
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3. Audit Committee -- Recommends for board approval a firm of Certified Public 
Accountants (CPAs) to perform the organization 's annual fiscal audit. 

4. Ad Hoc Committees will be formed as the board deems necessary. 

A. Products - determined by the board . 

B. Authority - determined by the board. 

C. Committee Size and Selection - size of the committee and selection of its 
members are at the discretion of the board president in consultation with the 
committee chair. 

D. Committee Chair- appointed by the board president. 

25. How are parents, teachers, and community members involved in the governance of 
the school? 

Parents, teachers and community members are urged to participate actively in school 
level activities of Civicorps Elementary School though the Parent Teacher Corps (PTC) . 

Additionally , a parent from Civicorps Elementary School is nominated by the PTC to 
serve on the Civicorps Schools Board of Directors. 

26. Provide an organizational chart that reflects all levels of staffing an management of 
your charter school. 

Please see attached. 

Instructional Leadership 

27. How does your school monitor teacher and staff implementation of the school 's 
curriculum, including its alignment with the California State Standards? 

The California State Standards form the foundation of Civicorps Elementary School's 
curriculum, teaching , assessments , and professional development. Multiple approaches 
are used to ensure alignment, implementation , and mastery including : 

"' Grade Level Scopes and Sequences (attached) 
"' Administrator classroom walkthroughs 
"' Curriculum and Instruction Implementation Rubrics 
"' Formal and informal teacher evaluation 

• What steps are taken if school administrators and teachers are not effectively 
implementing the school's curriculum? 

After receiving extensive coaching and professional development support , teachers who 
are not effectively implementing the school 's curriculum are placed on a corrective action 
plan with specific goals to help improve their performance. Teachers are also offered 
additional support and resources to ensure a successful completion of goals. Teachers 
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who do not meet their goals are released from their contracts . 

28 . Regarding its governance and/or instructional leadership , provide a description of the 
school 's "areas of growth" and "strategies for improvement. " 

The school currently has a school leadership team consisting of the principal , an upper 
grade lead teacher, a lower grade lead teacher, and a curriculum, instruction and 
assessment lead teacher. As we develop this team we hope to provide all the members 
more guided opportunities for leadership and access to professional development 
through conferences and workshops. The school provides these teachers with a yearly 
stipend for their service . 

The Board of Directors has also identified areas for improvement and has recently 
opened Board meetings to the public. Civicorps now informs the community of Board 
meetings including notification of meetings on www.cvcorps.org , posts agendas 72 
hours prior to the meetings and offers opportunity for public comment. 

The Board of Directors recently passed a resolution to consider a nominee from the 
Civicorps Elementary School Parent Teacher Corps and an alumna( e) of the Civicorps 
Academy for positions on the Board . 

29 . Describe all ongoing efforts to ensure fiscal soundness and legal compliance. 
• Address the financial system and monitoring processes that are used . 
• Specify the reports generated and the frequency ; identify the party 

responsible for generating the reports and his/her qualifications,_ 
• Describe the fiscal review and monetary processes , including but not limited 

to policies regarding a) cash flow, b) purchasing, c)payroll and d) audits ; 
identify the party responsible and his/her qualifications for the role . 

Civicorps Schools uses the Modified Accrual method of reporting . Fiscal closes are 
performed monthly at which time actual revenues and expenses are presented against 
monthly and annual budget (Budget Vs Actual Reports) . Wendy Wang , assistant 
controller (over 15 years experience) , compiles the monthly Budget Vs Actual Reports 
and forwards them to Brian Hickey (over 15 years experience) , Interim CFO, for review. 
Upon booking any necessary adjusting entries arising from the Interim CFO's review the 
monthly Budget Vs Actual Report is forwarded to the principal for review and comments . 
A sit down meeting is conducted to discuss the Budget Vs Actual results as often as 
monthly , but not less frequently than quarterly . 

Civicorps Schools has an annual financial statement audit performed by Wilson , Markle, 
Stuckey Hardesty & Bott. Wendy Wang , Assistant Controller and Brian Hickey, Interim 
CFO are responsible for preparing the necessary reports and schedules to facilitate the 
audit. All significant findings (if any) and reviewed by the board of directors and a 
remediation plan is developed . Civicorps Schools and Civicorps Elementary of obtained 
a clean opinion in conjunction with each of the past 5 years . 

Cash flow is monitored by the Civicorps School's Financial Department, the Chief 
Financial Officer, Chief Executive Officer, and Board of Directors. Should a cash flow 
issue arise, a cash flow report is generated and used to by the principal and financial 
staff to resolve it. 
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All purchases of goods and services require signature approval of the principal. A 
signed purchase order or invoice is provided to the finance department as evidence of 
approva l. All checks over $5 ,000 require two signatures. Civicorps utilizes the Positive 
Pay system at Bank of America . The CFO reviews all purchases for validity and 
accuracy prior to signing checks. 

Payroll is processed semi-monthly by lmie Lam, Payroll Specialist (over 15 years of 
experience) . Each exempt school employee is responsible for submitting a semi
monthly timesheet which documents paid time off utilized during the period . Hourly 
employees are responsible for submitting a semi-monthly timesheet which documents 
daily hours worked . All exempt and non-exempt timesheets are signed by the respective 
employee and immediate supervisor. Payroll is submitted on-l ine using an internet
based software from Paychex, a payroll processing service. Prior to submitting payroll a 
Pre-process Report notating gross pay and detail of deductions for each employee is 
reviewed against employee timesheets , new hire and termination forms, and personal 
action forms (documenting changes in rates of pay) for accuracy by the assistant 
controlle r. Once accuracy is confirm , payroll is submitted on line and a Final Payroll 
Report is generated and transfer is made to the payroll account to fund payroll . 

31 . Describe how key non-academic operations are conducted , including (but not 
limited to) : Strategic Planning , Operations, Facilities, Food Services, After-school 
Programming , Garden Management. 

Strategic Planning is the responsibility of the Chief Executive Officer and the Board of 
Directors. The Board appoints a subcommittee to work closely with staff to design and 
monitor the strategic planning process. The strategic planning process is inclusive and 
extensive, drawing input from a wide range of stakeholders including parents, students , 
community partners, funders , and staff. The strategic planning committee uses the input 
to develop the details of a strategic plan , gathering additional input and feedback 
throughout the finalization stages . 

Once implementation of the strategic plan is underway, key staff communicate directly 
with the Board to report progress toward and achievement of key milestones, 
accomplishments and to plans to overcome any stalls or roadblocks. 

The daily operations at Civicorps Elementary are overseen by the Principal. The 
Principal is responsible for proposing all hiring and all other personnel decisions at the 
school. All new hires and terminations must be approved by Human Resources and the 
Chief Executive Officer prior to being initialized . Teacher pay rates are determined by 
utilizing our Civicorps Elementary Teacher Pay Schedule. This pay schedule considers 
years of service and level of education (e.g.; masters) when determining where a 
teacher falls on the schedule. The schedule is developed by human resources and the 
principal and approved by the CEO. 

Potential vendors are identified and proposed by the Principal but approved by the 
finance department. All significant service providers are required to sign a vendor 
agreement which sets forth the parameters of their services . Any changes to regular 
vendors require justification and CEO approval. 

Vendors are instructed to send invoices to company headquarters. Upon receiving an 
invoice which relates to Civicorps Elementary , accounts payable will determine if it has 
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been approved for disbursement (e.g.; approved contract, recu rring utility bill , signed 
PO) . If accounts payable cannot determine the invoice has been approved by the 
Principal a request for approval is forwarded to Civicorps Elementary School staff. 

The Civicorps Elementary School Principal supervises a full time custodian to do both 
cleaning and light maintenance. An outside contractor supports cleaning two days per 
week. The Principal works closely with finance to ensure funds are set aside to support 
facility re lated costs. Any unforeseen repair and maintenance issue outside of the scope 
of the budget is addressed with the finance staff. Any necessary budget modifications 
are proposed to and approved by the full Board of Directors . 

Civicorps Schools offers healthy lunches to its students. Civicorps partners with 
Revolution Foods, Inc which delivers prepared nutritious meals daily . Both breakfast 
and lunch are offered at the school and a healthy snack is provided to those attending 
the after school program . PUC Schools administers our free and reduced lunch 
program. 

Our after-school program is funded by the ASES grant and paid tuition . Tuition charged 
to each participant is based on the family 's ability to pay. Tuition is collected at the 
school and reconciled against the monthly tu ition report by the after-school coordinator. 
The tuition funds are forwarded to the Finance Department with the monthly tuition 
report on a monthly basis. 

32. Regarding its financial management and operations provide a description of the 
school 's "areas of growth" and "strategies for improvement. " 

Areas of Growth Strategies for Improvement 
1. The budget review and monitoring . Monthly budget-to-actual 
process needs consistency. accounting for each program. 

2. Budget modifications . Requirement to notify Board of 
significant changes to approved 
budget 

3. Development of reserve . Commitment to save funds in 
reserve to address fluctuations in 
funding streams 

An area of growth for the school is refining the budget process . In the recent past , rapid 
changes in state and federal funding for the charter school and other agency-wide 
funding sources such as contracts have made it very challenging to monitor the 
organization 's financial status and have stretched Board and staff capacity. To address 
changes to approved budgets, monthly monitoring has been introduced . Currently 
Budget vs. Actual reports are issued to key school staff monthly (4th Tuesday of the 
month) . A monthly budget vs . actual meeting is conducted with key finance and school 
staff to monitor financial activities or any proposed budget modifications (4th Thursday of 
the month) . All proposed budget modifications are approved by the Board . School staff 
is held accountable to stay within the limits of their budget. School Principal is must 
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request a budget modification at the time she becomes aware that spending will exceed 
that which was budgeted . 

33 . Provide 5-year budget. See attached. 

FACILITIES I ADA-ONLY APPLIES TO NON-OUSD FACILITIES 

34. If applicable, are your current lease(s) still valid? Do they extend through the end of 
your requested charter term (2011 -2016)? If the lease(s) do(es) not extend though the 
end of your charter term please describe your plans for a facility(ies) solution(s) which 
includes either: 1 page maximum 

• A letter of intent, signed by the building owner, to lease or sell the proposed 
facility to your organization ; or 

• A memorandum of understanding, signed by the building owner that describes 
the status of negotiations with your organization regarding the possible lease or 
purchase of the building , describes any foreseeable conditions, circumstances or 
considerations that may affect the decision to lease or sell the building to your 
organization, specifies any decision-making process that may be required before 
an agreement can be finalized , specifies a date by which a decision to lease or 
sell is likely. 

Please see attached Facilities Lease Agreement 

35 . Describe the condition of your current facility . 
The current facility has nine classrooms, an art room , a community meeting area with a 
stage , a kitchen , a teacher resource room , two playgrounds, an activities storage room , 
a main office , and additional offices for administration . The school has been renovated 
to serve young children safely and efficiently. The bathrooms are newly remodeled and 
have low flush toilets. 

Is the facility meeting the needs of your staff and students? Now that the school 
stabilization plan is to serve the number of students the school facility can appropriately 
accommodate , the building is meeting the needs of staff and students. In 2010-11 , 
Civicorps Elementary School downsized from eleven to nine classrooms in use. 

Will it continue to accommodate your growth needs? The school does not have 
plans to grow in size within the current facility . 
What procedures are in place for handling facility repairs? The Principal is 
responsible as site manager to coordinate facility repa irs with the arch diocese 
(lessor) and Civicorps Schools. 

• Describe your systems for ongoing maintenance of the facility and if applicable, 
provide a copy of the contract for provision of maintenance services for the 
facility . Civicorps Elementary School employs a full time custodian and 
contracts for additional services for regularly scheduled "deep cleaning ." Please 
see attached contracts . 

Future Plans 
36. Discuss the key challenges or risks that you see for your school in the next five year 
period . 

The challenge for Civicorps Elementary School will be to recover from its turnover in 
leadership and to establish , practice, and refine its exciting new approach of clear 

36 



standards, well-articulated academic plans that incorporate the use of data collection 
and analysis for decision making and instruction. In particular, Civicorps Elementary 
School seeks to produce consistently high test scores to better serve students and 
families academically. 

Describe what you are doing or plan to do to address each of the major 
challenges that you have identified . 

The leadership of Civicorps Schools is stabilizing programs and establishing its updated 
pol icies , procedures and staffing models. The agency has recovered and is making 
positive progress after facing great turbulence in leadership . Now the leadership focus 
and commitment of the Board of Directors, agency staff and the elementary school are 
to engage in and adhere to best practices of shared leadership, inclusiveness, 
transparency and consistent, effective program procedures. As this report 
demonstrates, the policies and procedures are being put into place and will now be 
established , practiced , and refined . 

37 . As applicable: Describe any proposals for additional campuses your school may be 
approved for and/or are considering seeking approval for during this renewal period 
(2011-2016) . 

Civicorps is not considering additional campuses at this time. 

38 . As applicable: Describe any material revisions to your charter and rationale for this 
renewal period (2011-2016) . This request will be considered as part of the renewal 
process. 

Civicorps has no material revisions to its charter. 

Material revisions include, but are not limited to , adding additional grades, 
potentially growing student enrollment beyond the capacity , changing the 
school's mission , purchasing a new facility , etc. 

In order to have the material revision to your charter approved , your school 
needs to : 
State the revision (s) the school 's Board of Directors wishes to make to the 
charter. 
Describe the reasons for the request(s) . 
Describe the changes in the operations of the school that will be impacted by the 
proposed revision(s) . Indicate how student enrollment, curriculum, staffing, 
governance, facilities , budget may or will be impacted in the current school year 
and in the subsequent school years. 

If the revis ion(s) directly affects the students , explain if and how the proposed 
revision has been discussed with the parents. 

If appropriate, describe how student achievement may be impacted by the 
proposed revision(s) . 
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CIVICORPS SCHOOLS 

CIVICORPS ELEMENTARY SCHOOL 

(K-5) 
CHARTER RENEWAL PETITION 

FOR A TERM OF JULY 1, 2011 - JUNE 30, 2016 



CIV!CORPS SCHOOLS 

Office of Charter Schools 
Oakland Unified School District 
4551 Steele Street, Room 11 
Oakland, CA 94619 

December 13, 20 10 

To Whom It May Concern: 

1 01 Myr11e Street 
Oakland, California 94607 

Tel 5r0 9~2 r ,r,r, 
~ax· 510 ~CJ2 , 

The Civicorps Schools Board of Directors hereby authorizes the submission of 
the 2011 -2016 charter renewal petition for Civicorps Elementary School (K-5) 
to the Oakland Unified School District Board of Education. Thank you for your 
consideration in this matter. 

Tom Mead 
President 
Civicorps Schools Board of Directors 

ij Printecl on Recyclecl Paper 



Civicorps Elementary School Charter School Petition/Peticion de Escuela Tipo Charter 

We, the undersigned parents, support the renewal of Civicorps Elementary School's charter as authorized by the Oakland 
Unified School District. We hereby petit ion the Board of Education to grant a charter renewal pursuant to Education Code 
Section 47605. The petitioners listed below certify that they are parents or guardians of pupils who currently 
attend are meaningful/ Jnterested in aving their students attend the charter school. The petitioners authorize 
the Lead Petitioner, . 1 mo I to negotiate any amendments to the attached charter necessary to 
secure approval by the governing board. 

Nostros, los padres fi rmantes, apoyamos Ia renovacion al charter de Ia Civicorps Elementary School en el Oakland 
Unified School District (D istrito Escolar Unificado Oakland) . Nostros porIa presente peticionamos al Consejo de 
Educacion del Distrito para otorgar Ia renovcaion segun Seccion de Codigo de Educacion 47605. Los peticionarios 
listados cerlifican que ellos padres o guardians de alum nos que son interesados significativamente a tener a sus 
estqcJiante asi ·rIa escuela del fletamento (charter). Los peticionarios autorizan a Los Peticionario Principal, 

0 I r f y~ para negociar cua!quier enmienda al fletamento anexo necesaria para a.segurar Ia 
aprobacion por el Distrito. 

/ 
Name of Parent Street Address Z ip code Ch ild(ren) Grade (201 0-11) _ o/i il r atu1e ( 

/I Da~ J 
1\iom de Par,;J re/l\/lad re p om icil io . Cod igo Postal Name(s) h i Grado (2Q1 o-·1 'I )f fin!;ha . !J Fe !ha 

N L\ \ ~1\.1\ ~\ ·\±t;v1~_t'~.- ll-l·J7«' ; ;~ (t{·l\ Q,f L\ Lt;tpot·~ 1~-u.tiitl, ~ ·Hvvvt)I. \ <;:(:- a,.. .:.::; \C.\ J Vvv•·clJ-0\ iu I b(rt; 
il . . .':> • fi - -.:\ 
~\ 1-.. 0"'1 7( hi?--~--t" 1,/ !0~n CY"' >r qL{ GOS I~' . . ~ 

,\..v; \c. hi\ (:;~ r· :~""·~ l I , r ;-,_1- IV\;,·.,,''-· tf·:-·,:., .~ iD/ G/1u 
~~!\', ,,~/V\l .[Yc ~>·v't(:c I ' l( -, ,-- Vc. ·. I-f" I' ' ·,...;_ ( . (I) I ' 1 ~'LI ( !:· (" 

--.- - If' /) I ( .· I I ;;/ f-tl?~r- Jv{y, ,.,(j_·-...J·t~ I'YI t !f)IL/r-
"'1 i( .----.z -~ - ~;"'T I l)Y-4- l':'iA·() ,.,_ ;· · ..:S..~~ J 1 ~~- ·--.,- c!' . f 

I I ( / -h :....), <;:+:·. -n ((""t "" 0 "'~~ ~:{ 1.--'( ·- . .. ~ t- y { .· ..... 
( rj,, 1)',<.:: .\\f f[ ' ,~· .. ·. , , '\ 

--' ' 
>'Y 'f' t::> __.-.., _.,.. /. / -t •fS,..c• -\. ' / //, '-./ I r \ ·-,I ·; 

·s -\ ""'·\_•,,TL i·~,c:-\ (_c_\~ \ ( r c 'S \;~)L ,_\cl '-~ \L~ 
·' 

ci '-IG.:· l C' (' \,\ :. I· V\~-\ \-'-- \ -l.- 1~\'C) i ~~ '\~~~l~ ( . ~p I 'C/ ._, / /'C" 
.[\ \ ,. ' /._ , ciC~ 

, ..... 'Y-l':,..\.. ( . c\t.Jl;o·? K1 fl...l"'-t · f\,!..v;_«-;'- ~ .\-\1 .i ~ _) L~ \dill. 1\o 
-..:"-'-" ~~\" , ·,. 1 \:: 12 \lv c. . \ . ~ <)z\-, 

\ -... fYI ~ <. 7/-, ·''1' ) ~./h c;.; !. -<;,c··, ._ s+ rj'y[-'[' ~~ f\J ·: f<- mh _ (>.;-d-. h• 'j- /k/'1---~· tc/ 1 J !u 
lONo·i~ -7a <, /7/c iUV!-• (p ~,., ../ '>f i/rJ f) Cfil{c t) B •(I 1 J:., rf1 /._, ~~ £____--- ·;£:./7;/ro 'i-tfrfl i>ll· I C.c<.f.t , .?- Cr>; • .V~· ..-

I 

vk.tc{e I :')C I Htln \r. ~' :~· i L CJ·"; t?'O ·7 
f .. . \ ~· ~~- [ 

I 

Silt.:fv·J; CltV,~{-d.d!cif&~ f.,,, -t ~:1 f:::- u ·' r -... - /1 , . I.' .. :/:. .'" iv/7/i(; 

~r-on .. to 1~1 Cn::~-t: ./ 4X'D k _':);;VI . ~~ t~l f) /fY: q ifLc ~ ·1?_ .' ! •' f /----cf._.·L !=i .rr+ .. ~:::~--r> , / , / c'J/f / r D 
' . , !~, ... , ,- . r 

PriJWHO[ Aut. 6f 'f <)U4 t\Li) \--'(.)(0~ L' y'f-' . ~ li1 / · C~;p' tv."~~ rt-,,:· r>t·,..l l,-i · ) )lo F• ~: .. -:.)··r /-c:,.,.~- -< ... I(/ :,, - ,u 

t. \ t~l:(; d-JuLrLd Ia_'\ \ -J-;1 o v ... r , · . (rr\J.. , ~--· ~ ({Li-t !' CF(; T?L .. r O-lt'V v/ ·,_;' v {.\-- ,;/; C.,;~- -1!), 1 . .jlf(j: f , ,...._ -r A t:_..; . /. ) ')'0·,(;.'-f( 
1'-:S(-\ -;{ t . ¥7/- ;,l(-;·v, .. flA '·( ~///\he; ~-hn} -- ......_ (. (!;--- • d; ( ";(-,, (\/ .('n I ito i! o· Y;-·}/( , 'I'it-.er· '1:· 1(:.71 

.... )c'uV-~--(2~'\c, U\ 1 \\<-<:..(2'_ 1:S..~ A\ c~~")-\2c"2 q + -1-cJ -z__ j.2\i ... l\0\~(\l c:, 1- 1 L. i ::~,. r ?.(-_ L) .. C~-'~! J{)· 8 ;0 
~ \ ~ -zc,b.;::'/V'- h1 \ \-v- ·~ .f' '·':>'S'c -:,.( .. l nr. n "'' 0,o .. -v---< ll<.le..- c\ Li '(j:. -r '7..--t ~:Kt.tr 1-fr·nn--1 \- ' r'?k: 2 ~~-/ttl) I 

\' . -·· - / . .. \';{ ·-ti~ t.t ' f/ I. y)· l'-

(?,;;.,;. ·~~ --~ f/1 c/7 c:v~ 1 cr.: r Co r-v1 c.,,;- tj ,!;£..' 0 5\1 ;;., ~/i't-i'. 15~tYi!Z // ' ;.·~ . //j // ' - . ,;.: ..., .. .;....- ,. /lVIII!) ' 1 ) c '/!{' -~/I (.-'jo (/7 
'j p / :·- ' I I -I ' . 

~ ~ 

' !J 



Civicorps Elementary School Charter School Petition/Peticion de Escuela Tipo Charter 

VVe, the undersigned parents, support the renewal of Civicorps Elementary School 's charter as authorized by the Oakland 
Un ified School District. We hereby petition the Board of Education to grant a charter renewal pursuant to Education Code 
Section 47605. The petitioners listed below certify that they are parents or guardians of pupils who currently 
attend are meaningfully in_terested in hf .aving their students attend the charter school. The petitioners authorize 
the Lead Petitioner, NO! mo 1-far 'to negotiate any amendments to the attached charter necessary to 
secure approval by the governing board. 

Nostros, los padres fi rmantes , apoyamos Ia renovacion al charter de Ia Civicorps Elementary School en el Oakland 
Unified School District (Distrito Escolar Unifi cado Oakland). Nostros por Ia presente peticionamos al Consejo de 
Educacion del Distrito para otorgar Ia renovcaion segun Seccion de Codigo de Educacion 47605. Los peticionarios 
listados certifican que ellos padres o guardians de alumnos que son interesados significativamente a tener a sus 
estl)c;iian!Js /t(sti'-f.r.la escuela del fletamento (charter). Los peticionarios autorizan a Los Peticionario Principal, 

/1 } -'(](· , para negociar cualquier enmienda al fletamento anexo necesaria p ara asegurar Ia 
aprobacion por el Distrito. 
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Civicorps Elementary School Charter School Petition/Peticion de Escuela T ipo Char'£er 

We, the undersigned parents, support the renewal of Civicorps Elementary School's charter as authorized by the Oakland 
Unified School District. We hereby petition the Board of Education to grant a charter renewal pursuant to Education Code 
Section 47605 . The petitioners listed below certify that they are parents or guardians of pupils who currently 
attend are meaningfully irJterested in hpving their students attend the charter school. The petitioners authorize 
the Lead Petitioner, /VC/;((}1] HOrr , to negotiate any amendments to the attached charter necessary to 
secure approval by the governing board. 

Nostros, los padres firmantes , apoyamos Ia renovacion al charter de Ia Civicorps Elementary School en el Oakland 
Unified School District (Distrito Escolar Unificado Oakland). Nostros porIa presente peticionamos al Consejo de 
Educacion del Distrito para otorgar Ia renovcaion segun Seccion de Codigo de Educacion 47605. Los peticionarios 
listados certifican que e/los padres o guardians de alumnos que son interesados significativamente a tener a sus 
e~tydia t~s isff! a escuela del fletamento (charter). Los peticionarios autorizan a Los Peticionario Principal, 
I~ u . . I r para negociar cualquier enmienda a/ fletamento anexo necesaria para asegurar Ia 
aprobacion por el Distrito. 

I Name of Parent Street Address Zip code Child(ren) Grade (2010-11) Signature Date 
1 Nom de Padre/Madre Domicilio Codigo Postal Name(s) Grado (2010-11) Firma Fecha 
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Civicorps Elementary School Charter School Petition/Peticion de Escuela Tipo Charter: 

We, the undersigned parents, support the renewal of Civicorps Elementary School 's charter as authorized by the Oakland 
Unified School District. We hereby petition the Board of Education to grant a charter renewal pursuant to Education Code 
Section 47605. The petitioners listed below certify that they are parents or guardians of pupils who currently ·· 
attend are meaningfully; ir;Jterested in hpving their students attend the charter school. The petitioners authorize 
the Lead Petitioner, /VOtC(}(} HOrr , to negotiate any amendments to the attached charter necessary to 
secure approval by the governing board. 

Nostros, los padres firmantes , apoyamos Ia renovacion al charter de Ia Civi corps Elementary School en el Oakland 
Unified School District (Distrito Escolar Unificado Oakland). Nostros porIa presente peticionamos al Consejo de 
Educacion del Distrito para otorg ar Ia renovcaion segun Seccion de Codigo de Educacion 47605. Los peticionarios 
listados certifican que ellos padres o guardians de alumnos que son interesados significativamente a tener a sus 
el§tt;u;liar(t)i;S fl!J/!!fa escuela del fletamento (charter). Los peticionarios autorizan a Los Peticionario Principal, 
'V{)fffiU ( , para negociar cualquier enmienda al fletamento anexo necesaria para asegurar Ia 

aprobacion por el Distrito. 

Street Address Zip code Child(ren) Grade (201 0-11) Signature 
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Civicorps Elementary School Charter School Petition/Peticion de Escuela Tipo Charter 

We, the undersigned parents, support the renewal of Civicorps Elementary School 's charter as authorized by the Oakland 
Unified School District VVe hereby petition the Board of Education to grant a charter renewal pursuant to Education Code 
Section 47605. The petitioners listed below cerlify that they are parents or guardians of pupils who currently 
attend are meaningfui[Yt f.r~ere~ted in ;wing their students attend the charter school. The petitioners authorize 
the Lead Petitioner, I ~~ '1 / L 

1 
, - to negotiate any amendments to the attached charter necessary to 

secure approval by the governing board. 

Nostros, los padres firmantes, apoyamos Ia renovacion al charter de Ia Civicorps Elementary School en el Oakland 
Unified School District (Distrito Escolar Unificado Oakland) . Nostros porIa presente peticionamos al Consejo de 
Educacion del Distrito para otorgar Ia renovcaion segun Seccion de Cod igo de Educacion 47605. Los peticionarios 
listados certi fican que ellos padres o guardians de alumnos que son interesados significativamente a tener a sus 
eJf,q,dian!Js aj;lj_ti(a escuela del fletamento (charter). Los peticionarios autorizan a Los Peticionario Principal, 
!VOtm H 'r· J para negociar cualquier enmienda al fletamento anexo necesaria para asegurar Ia 

aprobacion por el Distrito. 

Name of Parent Street Address Zip code Child(ren) Grade (2010-11 ) Signature Date 
I 

Nom de Padre/Madre Domicilio Codigo Postal Name(s) Grado (201 0-11 ) Firma Fecha 
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Civicorps Elementary School Charter School Petition/Peticion de Escuela Tipo Charter 

We, the undersigned parents, support the renewal of Civicorps Elementary School's charter as authorized by the Oakland 
Unified School District. We hereby petition the Board of Education to grant a charter renewal pursuant to Education Code 
Section 47605. The p etitioners listed below certify that they are parents or guardians of pupils who currently 
attend are meaningfu% interested in having their students attend the charter school. The petitioners authorize 
the Lead Peti tioner, A . 107 a {frtr f ' to negotiate any amendments to the attached charter necessary to 
secure approval by the governing board. 

Nostros, los padres firmantes , apoyamos Ia renovacion al charter de Ia Civicorps Elementary School en el Oakland 
Unified School District (Distrito Escolar Unificado Oakland). Nostros porIa presente peticionamos al Consejo de 
Educacion del Distrito para otorgar Ia renovcaion segun Seccion de Codigo de Educacion 47605. Los peticionarios 
listados certifican que ellos padres o guardians de alumnos que son interesados significativamcmte a tener a sus 
ej\1!//antz;; afL~Pr .!J! escuela del fletamento (charter). Los peticionarios autorizan a Los Peticionario Principal, 

Q~")') fJr I , para negociar cualquier enmienda a/ fletamento anexo necesaria para asegurar Ia 
aprobacion por el Distr ito. 

Name of Pa rent Street Address Zip code Child(ren) Grade (2010-1 '1) Signatu re Date 
Nom de Pad re/IVIadre Domici lio Cod igo Postal Nanie(s) 1 Grado (~010-11 ) FiriT]a Fecha 
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Civicorps Elementary School Charter School Petition/Peticion de Escuela Tipo Charter 

We, the undersigned parents, support the renewal of Civicorps Elementary School's charter as authorized by the Oakland 
Unified School District. We hereby petition the Board of Education to grant a charter renewal pursuant to Education Code 
Section 47605 . The petiiioners listed below certify that they are parents or guardians of pupils who currently 
attend are meaningfully_. ip terestecl infhaving their students attend the charter school. The petitioners authorize 
the Lead Petitioner, /VC]!C()O t(Or , to negotiate any amendments to the attached charter necessary to 
secure approval by the governing board. 

Nostros , los pad res firmantes, apoyamos Ia renovacion al charter de Ia Civicorps Elementary School en el Oakland 
Unified School District (Distrito Escolar Unificado Oakland). Nostros porIa presente peticionamos al Consejo de 
Educacion del Distrito para otorgar Ia renovcaion segun Seccion de Cod igo de Educacion 47605. Los peticionarios 
listados certifican que ellos padres o guardians de alumnos que son interesados significativam•;mte a tener a sus 
e&tudiante~ psistir Ia escuela del fletamento (charter) . Los peticionarios autorizan a Los Peticionario Principal, va;ma tT(JYt ' para negociar cualquier enmienda a/ fletamento anexo necesaria para asegurar Ia 
aprobacion por el Distrito. 

Name of Pa rent Street Address Zip code Child(ren) Grade (201 0-11) Signature Date 
Nom de Paqr~e/Madre Domicilio Codigo Postal Name(s) Grado (201 0-11) Firrn9 ,· Fecha 
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Civicorps Elementary School Charter School Petition/Peticion de Escuela Tipo Charter 

We, the undersigned parents , support the renewal of Civicorps Elementary School's charter as authorized by the Oakland 
Unified School District. We hereby petition the Board of Education to grant a charter renewal pursuant to Educati on Code 
Section 47605. The petitioners listed below certify that they are parents or guardians of pupils who currently 
attend are meaningfully interest~d in fiaving their students attend the charier school. The petitioners authorize 
the Lead Petitioner, N{/fm{l H{/1,-..t , to negotiate any amendments to the attached charter necessary to 
secure approval by the governing board. 

Nostros, los padres firmantes, apoyamos Ia renovacion al charter de Ia Civicorps Elementary School en el Oakland 
Unified School District (D istrito Escolar Unificado Oakland). Nostros porIa presente peticionamos al Consejo de 
Educacion del Distrito para otorgar Ia renovcaion segun Seccion de Codigo de Educacion 47605 . Los peticionarios 
listados certifican que ellos padres o guardians de alumnos que son interesados significativamente a tener a sus 
estudiant sistir . a escuela del fletamento (charter). Los peticionarios autorizan a Los Peticionario Principal, .. rn V , para negociar cualquier enmienda al fletamento anexo necesaria para asegurar Ia 
aprobacion por el Distrito. 

Name of Parent Street Add ress Zip code Child( ren) Grade (201 0-11) Signature Date 
Nom de Padre/Madre Domicil io Cod igo Postal Name(s) Grado (20 1 0-1 1) Firma Fecha 

Rnf?<_Oo c:;.Jy.nV\ 1~2[-, D>nr.! / ~P- g L\ c; '7.,)) \\\ ·\u, 
...... 

i<ch_-~ 1 ~ / c~ / 1 o L .-

! ;V;;r~Q (i ~ l (1i 1 ..I '_L ~- J/1. ( I i.tt. ,.J {{ / '.!.r~7 '<-:51 14 910 ,')·.~ S:VO {// ft ( PD? . ;:z__ ·--g c:~~!ti:r?A (/ J,~//;)1/) 
LCLt tl. \ '--i C\. 

'\ ' . . Lt-...) I \ \. ,C( . vl <::.: ~-t't4S F5S0< s+ .13 Ci'-i (o 0 'S':S fL...c)o./1 2, ' ~h----- ~---.J_z_'-J. -/0/fj/{. 

);;/ 5 ~/. c;.} f1 //7 , 5"''3'7 Lc?~d""""- /.2(. q..., i ..:/:J /-l'e'-Vu$~7 ? 
---~c-:~~ :::::::-.-/-;'rt;;.// c 

.C&i/1 (Jkt '6. ~ hf i(l 66&-r ~~t±OtYou~ 11../oD 'b P--ii\/b '(J 7_ (I/ )(/);l}v,O~-'J'ff!hAJ A . /D (;/·-/ 6 
r '7v"Y't ( m C:v:t {, .1 ·I 1 ~ j~t:rt) -{-t-;;VYJ:!..r i J (/f. crv·::} 6·1 ~UA'l r. ,I, )a-h· ~ l't" 

biJH1 1;. /6' /tv, \. 

~ ');,' (h."" ',;::Je{ hzt: rh ,, ·· . . u/)e ~'c'!II 
,.,. n- , 7 

I ~~)I ·~·'\+r){ft _t-1.Lf0b_k 1:~~.~Vka h. 2- ' w ff/i:t~>;j.Jv,;;~"-£_ ' !tl-':r(( 0 
An /-he~ /-) I hI n I :rzbO rlr:YriJNJ Jt!Otct-k:r;. rd q t.;{;;:J[1 .. - ---: ~- P;!t:t r _2.. . ;.·;i-cL<[eul. · l-<~ j ;JID 

/I - I .PYc:t VI tjS, -~ 
.- I . -/ ' I 

I C f71 /C.' - i 
{I /I {_ (/U(_Z.·-Lf~b 

I . 'L .: ;// L.j f / / ;; I .,y Arl (!("''-/!/'(!_ Cfc I ' .u.,r, ~ <;)_ ', /I 

- - I { 1/fpf/f (_ "; <.. ( •- i I • , . / "'---, <·· , )tr r... . ,I, ~.J1 V> 

' (__ !i' L!- /C)' C I (I(.J/ I I I - -· lk. t J' /~r ?//r ---r:;\ "if.-.... , •,:, ..... ft:t • .- , .//'( Vl0~) ' ...._ 
' I ' I . 1 ·. -., c.::;:AJU;:; ~6\.-0\ 2<-r to ur Ai'-'l~ttv: ~~?-'ti.>V O( L-{ &\).p '\ -.hQ_lY'rv 7 / l ~~f!:7.--- lq <5'/t; ... ; 

t hn s+,t,JA f\ r· ,\t.. tv....:u \SOL{ Uvi»'~9\ CJ i ~L..--/-:;:2 -Jo, Jc-\A'V 2 "t::l~~~ .. ~""' lo)9\ t.;D 

) ~<.{'~A.\ () 
(~ -f) V'\\2 2.. \i.cY <2.C'':.-:> 'Jl....\ \() t -, ''"rlS -1--E'-r ,.Dr ;tqc C(t.-f8fJo ·(' ~' J6hML L.Jd- iO I /~/ , r--:. ,:)0: ,)~t'(\ ,:._ 

tiel rn.rA 12 t; 11/cl n ') t71 ·-1- .j·~~A''"' '-':"· :-3035 I l? t· n ~v- rueit 9'-/06 2 D/ Nti vtcl rr rP-- ~ I/ ..ARL-1/r- . Jo/~ J t u 
'3JeA::>· -. \(') f'i?.-~ \ / ..... -> ~B ,._:~ pft.fi'Vlrrt· c~'-\ ·=tLtU"t g4(v\c1 (\\ 'i.. l~-•V r- ..... \ \1-'\ 2- 11' li L £..\ ,L . .L.L -- (.)/ / ' lt> c;, '//J 

k' r:v)l i I !L IJ /1.) i.LhS,. 15 ){' IJ /tit f.r::u_ A-vr. -# 1-1- tNfc)3 Pt(? 'I '} -4;: '"'(fi:(~ I - w' I 'II; t '· ( \, Cf .7', _-Kf~f·t.l .. --ccr";. · :::-if 
~· '- I! '\ ~ 

), 



Civicorps Elementary School Charter School Petition/Peticion de Escuela Tipo Chart~ 

We, the undersigned parents, support the renewal of Civicorps Elementary School 's charter as authorized by the Oakland 
Unified School District. We hereby petition the Board of Education to grant a charter renewal pursuant to Education Code 
Section 47605. The petitioners listed below certify that they are parents or guardians of pupils who currently 
attend are meaningfully interested in f having their students attend the charter school. The petitioners authorize 
the Lead Peti tioner, fl(Jf((JO /11Jr , to negotiate any amendments to the attached charter necessary to 
secure approval by the governing board. 

Nostros, los pad res fi rmantes, apoyamos Ia renovacion al charter de Ia Civicorps Elementary School en el Oakland 
Unified School District (Distri to Escolar Unificado Oakland) . Nostros porIa presente peticionamos al Consejo de 
Educacion del Distrito para otorgar Ia renovcaion segun Seccion de Codigo de Educacion 47605. Los peticionarios 
listados certifican que ellos p adres o guardians de alum nos que son interesados significativam,ente a P.:ener a sus 
esfL,Jdiant'},s CJ~i~tl!fla escuela del fletamento (charter) . Los peticionarios autorizan a Los Peticionario Principal, 

L11 r(}u H a I ' para negociar cualquier enmienda al fletamento anexo necesaria p ara asegurar Ia 
aprobacion por el Distrito. 

Street Address Date 
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E xPER I E NCE 

c oRPs® 

Oakland Unified School District 
Office of Charter Schools 
4551 Steele Street 
Oakland, CA 94619 

November 24, 2010 

To Whom It May Concern: 

Experience Corps (a program of Aspiranet) supports the charter renewal of 
Civicorps Elementary School and encourages the Office of Charter Schools to 
approve its operational plans for 2011-2016. Experience Corps is an award 
winning intergenerational program which connects adults 55+ to meaningful 
service opportunities as tutors and mentors in local elementary schools, with a 
focus on supporting K-3 literacy. The overall mission of Experience Corps is to build 
stronger schools where generations are connected for mutual benefit. Through this 
generational exchange, children succeed, older adults thrive, and communities are 
made stronger. 

Experience Corps has been a proud partner of Civicorps for the last five years, 
working together to provide Civicorps students with 1:1 or small group tuto ring and 
mentoring andjor classroom support, both of which have shown measurable impact 
both on student performance but also on the overall climate and learning 
environment of the school. Experience Corps has received a great deal of support 
and input from Civicorps - both from the principal as well as their enti re staff. As a 
highly invested partner, their dedicated team continues to provide their students 
with a well-rounded, supportive and community-minded education. As such, we 
strongly support thei r charter renewal. 

Should you have any questions or like additional information, I can be reached at the 
number below. 

Sincerely, 
~~··, 

// ~/ ./)' 
c..---~,c: ~ (----

David Moren 
Associate Director, Experience Corps Oakland 

·A-S r I RJ\ n e t 
161·1 Teleg ra ph Avenue, Suite 406, Oakland, California 94612 tel: 510-495-4966 fax: 510-238-9255 

www.experiencecorps.org www.aspiranet.orQ 

Expenence Corps together With ASP IRAN E T 
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Kids Cultivating Healthy Futures 

Oakland Unified School District 
Office of Charter Schools 
4551 Steele Street 
Oakland, CA 94619 

December 1, 2010 

To Whom It May Concern: 

OBUGS supports the charter renewal of Civico:ps Elementary School and encourages the 
Office of Charter Schools to approve its operational plans for2011 -2016. OBUGS 
provides garden-based instructional sessions to all students attending Civicorps 
Elementary School through its In-School in the Garden Program. The program features 
hands-on, age-appropriate lessons in science, nutrition, gardening and ecology . Civicorps 
provides support for the OBUGS program with in-kind contributions of classroom and 
garden facilities, as well as the development of program schedules and delivery of garden 
lessons. Civicorps staff has also helped with the outreach and recruitment of students and 
parent volunteers for the program. 

Heather Davis 
Executive Director 

Oakland Based Urban Ga rd ens 
1724 Mandela Parkway Suite #1 • Oak land, CA 94607 

te l 510-465-4660 fax 510.465.4667 • obugs@obugs.org 



Oakland Unifi ed School District 
Office of Chmi er Schools 
4551 Steele Street 
Oakland, CA 94619 

November 24, 2010 

To Whom It May Concern: 

Revolution Foods supports the charter renewal of Civicorps Elementary School and encourages 
the Office of Chmier Schools to approve its operational plans for 2011-2016. Revolution Foods 
has been a proud pminer of Civicorps Elementary School since 2008. Each year we have the 
privilege of working with the bright students at Civicorps as well as the extremely dedicated 
staff. Revolution Foods has been consistently impressed and inspired by the students and 
community of Civicorps Elementary School. We are proud to be their partner in providing 
nutritious lunches, and support the programs they operate to develop healthy well-rounded 
students. 

In the last two years, Revolution Foods has seen first-hand the dedication of staff and parents 
who work diligently to create an environment of hands-on learning for their students. From the 
onsite vegetable garden to their interest in working with Revolution Foods to plan unique 
nutrition education activities, the Civicorps community is constantly implementing programs to 
strengthen the health of their students and school. Revolution Foods happily supports Civicorps 
Elementary School in all present and future endeavors. 

:c;;:r;;~~~.: ~ f~~ ) 
Revolution Foods 
Mobile: 831 .818.1 143 
of f ice : 510.596.9024 x 119 
www . revolutionfoods. com 

Revolution Foods , Inc. • 8383 Capwell Drive • Oakland, CA 94621 
Phone: 510.596.9024 Fax: 510.569. 2674 • www.revolutionfoods.com • info@revolutionfoods.com 



jlssurances 

Civicorps Elementary School (K-5) located at 1086 Alcatraz Avenue, Oakland, 
CA 94608: 

1. Shall meet all statewide standards and conduct the student assessments 
required, pursuant to Education Code §60605, and any other statewide 
standards authorized in statute, or student assessments applicable to students in 
non-charter public schools. [Ref. California Ed. Code§ 47605 (c)(1)] 

2. Shal l be deemed the exclusive public school employer of the employees of the 
charter school for the purposes of the Educational Employment Act (Chapter 
10.7 (commencing with §3540) of Division4 of title 4 of Title 1 of the Government 
Code. [Ref. California Ed. Code §47605(b)(5)(0)] 

3. Shall be nonsectarian in its programs, admissions policies, employment 
practices, and all other operations. [Ref. California Ed. Code§ 47605(d)(1)] 

4. Shall not charge tuition. [Ref California Ed. Code§ 47605(d)(1 )] 
5. Shall admit all students who wish to attend the school, and who submit a timely 

application, unless the school receives a greater number of applications than 
there are spaces for students, in which case each applicant will be given equal 
chance of admission through a random lottery process. [Ref California Ed. Code 
§ 47605(d)(2)(B)] 

6. Shall not discriminate against any student on the basis of ethnic background, 
national origin, gender, or disability. [Ref California Ed. Code§ 47605(d)(1 )] 

7. Shall adhere to all provisions of federal law relating to students with disabilities, 
including the IDEA, Section 504 of the Rehabilitation Act of 197 4, and Title II of 
the Americans with Disabil ities Act of 1990, that are applicable to it. 

8. Shal l meet all requirements for employment set forth in applicable provisions of 
law, including, but not limited to credentials, as necessary. [Ref. Criteria for 
Review§ 11967.51 (f) (5)] 

9. Shall ensure that teachers in the school hold a Commission on Teacher 
Credentialing certificate, permit, or other document equivalent to that which a 
teacher in other public schools are required to hold . As allowed by statute , 
flexibility will be given to non-core, non-college preparatory teachers. [Ref. 
California Ed. Code§ 47605(1)] 

10. Shall at all times maintain all necessary and appropriate insurance coverage. 
11 . Shall follow any and al l other federal, state, and local laws and regulations that 

pertain to the applicant or the operation of the charter school including but not 
limited to: 

The charter school shall maintain accurate and contemporaneous written 
records that document all pupil attendance and make these records 
available for audit and inspection. 

The charter school shall on a regular basis consult with its parents and 
teachers regarding the Charter School's education programs. 

The charter school shall comply with any jurisdictional limitations to 
locations of its facilities. 



The charter school shall comply with all laws establishing the minimum 
and maximum age for public school enrollment. 

The charter school shall comply with all applicable portions of the No 
Child Left Behind Act. 

The charter school shall comply with the Public Records Act. 

The charter school shall comply with the Family Educational Rights and 
Privacy Act. 

The charter school shall meet or exceed the legally required minimum of 
school days. 
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Civicorps Elementary School Renewal Petition 
Submitted to the Oakland Unified School District on December 14, 2010 

INTRODUCTION 

Since opening its doors 27 years ago, Civicorps has been an innovative leader in serving youth 
and communities through education reform , youth development, environmental stewardship and 
service . Civicorps' comprehensive program model enhances participants ' academic, leadership, 
employment and life skills, self-esteem, civic responsibility and environmental awareness. 
Through service-learning - the practice of linking academic learning with service that meets real 
community needs - students apply and advance their academic learning through serving their 
community . This arrives at the heart of the civic mission of public education : educating and 
preparing individuals to be active, contributing members of our democracy. 

The goal of the Civicorps Elementary School (K-5) is to reinvest in the civic mission of public 
education and to provide a rigorous educational experience for students of all backgrounds and 
abilities . Our curriculum and instruction is innovative, research-based and founded on three 
pillars: rigorous academics, artful thinking and service learning . Our young scholars engage in 
learning through dynamic experiences grounded in an atmosphere of mutual respect and trust. 

Civicorps Elementary School shares the values of the District- Ach ievement, Equity , and 
Accountabil ity -- and actively supports the district in the achievement of its goals: 

1. All students are reading proficient by the end of third grade 
2. All students are algebra proficient by the end of ninth grade 
3. All students graduate by the end of twelfth grade 
4. All students take responsibility for themselves and the common good 
5. All students possess the skills and resiliency necessary for success in the workforce 

Civicorps Schools began operating its Corps member Academy (young adults ages 18-24) under 
its K-12 charter #99 in 2000. The K-5 elementary school was launched the following year at the 
current site at 1086 Alcatraz Avenue in North Oakland . The organization officially changed its 
name from East Bay Conservation Corps to Civicorps Schools in 2004. In September 2005, 
Civicorps Schools renewed its K-12 charter #99 . In October 2006, the Civicorps Corpsmember 
Academy Charter petition # 948 (now at 101 Myrtle Street in West Oakland) was approved with 
the stipulation that a separate charter be obtained for grades K-8. In April 2007 , charter #99 
was amended to include only grades K-8 . Finally, in October 2007, Civicorps Middle School 
charter petition #1145 was approved. The Civicorps Middle School was launched that same 
year with a fifth grade class at the Alcatraz site. Because the agency already held a K-8 
charter, there was overlap in the grades served by charters #99 and #1145 . As the direction of 
the organization has shifted to focus on mastering the model and delivery system while 
stabilizing all of the school stakeholders, Civicorps Schools has decided to forgo its middle 
school charter (#1145) . Furthermore, Civicorps seeks to reduce the grades it will serve within 
the term of this charter from K-8 to K-5. 

Because of its intention to focus on mastering the model and delivery system while stabilizing all 
of the school stakeholders, Civicorps Schools has decided to forgo its middle school charter. 
Furthermore, Civicorps seeks to reduce the grades it will serve within the term of this charter 
from K-8 to K-5. This demonstrates the Board of Directors commitment to promoting 
consistency through a combination of support and an inclusive and transparent accountability 
system for the school. 

1 



Civicorps Elementary School Renewal Petition 
Submitted to the Oakland Unified School District on December 14, 2010 

Element A. EDUCATIONAL PROGRAM 
California Education Code Section 47605(b)(5)(A) A description of the educational program of 
the school, designed, among other things, to identify those whom the school is attempting to 
educate, what it means to be an "educated person" in the 21st century, and how learning best 
occurs. The goals identified in that program shall include the objective of enabling pupils to 
become self-motivated, competent and lifelong learners. 

The School's Mission 
The mission of Civicorps Schools is to promote citizenship and build civil society by creating 
educational models and programs that draw upon the power of service as a way of learning . 
Civicorps Elementary School's mission is to reinvest in the civic mission of public education and 
to provide a rigorous educational experience for students of all backgrounds and abilities. As an 
elementary school, we prepare our students for their lifelong roles as citizens by instilling them 
with academic, artistic and civic literacy. 

Academic Literacy is defined as the ability to read , write , calculate , reason and communicate 
with precision and depth. 

Civic Literacy is the ability to "let one's life speak" through participating thoughtfully , responsibly 
and passionately in the life of the community . This is done while fostering an overriding concern 
for the common good and an orientation towards service. 

Artistic Literacy is graceful personal expression , creative thinking and problem solving , the 
development of a discerning eye and a sensitive ear. 

We believe that each of these forms of literacy is necessary for twenty-first century learners to 
grow into adults who can successfully grapple with the complexities of our world and effect 
positive change. 

Student Population to Be Served 
The school actively recruits a student body that brings together the socio-economic and ethnic 
diversity of Oakland and the broader San Francisco Bay area . The school plans to serve an 
average of approximately 190 students in grades K-5 during the next term of its charter. The 
goal is to stabilize the community of student, parents, teachers and community partners. 
Adjustments to the configuration of grades served by this school will be considered material to 
this petition and require submission to the authorizing agency of a material revision request 
pursuant to Education Code Section 47607. 

According to the District's Parent Guide 2010-2011 , 38 ,627 students attended Oakland public 
schools in 2009-10 with another 7, 776 students attending District approved charter schools in 
Oakland. OUSD boasts one of the most diverse student populations in California . With a 
projected enrollment of 190, Civicorps Elementary School represents roughly two percent of the 
charter school students in Oakland. 

The most recent enrollment of the school indicates its reflection of general population residing 
within the geographical boundaries of the District and community where the school is located . 
In the current school year, 2010-11, Civicorps Elementary School serves 82 males and 95 
females , 105 of who qualify for free or reduced lunch . Eighty-two percent of the students are 
African American , seven percent Latino , four percent white , with the remaining six percent 
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dispersed across the following categories : American Indian, Asian Indian, Samoan , Chinese, 
Filipino , Japanese and other Asian . Since the Elementary School serves a large group of low 
income and African American students, it takes its commitment to bridging the achievement gap 
very seriously . The needs of the student population drove the school leadership's decision to 
focus on grades K-5 only in order to improve and enhance the consistent implementation of the 
school 's support and delivery systems and to solidify the model. 

What it Means to be an Educated Person in the 21 51 Century 
Civicorps Elementary School's refocus has been influenced by the research of Dr. Tony 
Wagner. In The Global Achievement Gap 1, Wagner, the Co-Director of the Change Leadership 
Group (CLG) at the Harvard Graduate School of Education , articulates what his group's 
research has determined students need from education in the 21 st Century: 

All students need new skills to thrive in a global knowledge economy. In order to get 
good jobs and to be active and informed citizens in our democracy, today's students
and tomorrow's workers - need to learn how to think critically and solve problems, work 
in teams and lead by influence, be agile and adaptable, take initiative and be 
entrepreneurial, communicate clearly and concisely, access and analyze information 
effectively, and be curious and imaginative. All of today's students will need to master 
the skill that Socrates taught- not just the elites. 

In the age of the Internet, using new information to solve new problems matters more 
that recalling the old information. Being an independent, lifelong learner and knowing 
how to access and analyze information, which is growing exponentially and is constantly 
changing, is far more important than rote learning of specific academic content. 
Students today must be prepared to apply what they've learned to new situations and 
challenges, rather than merely recite what they've memorized. 

Today's youth are differently motivated when we compare them to previous generations. 
Having grown up tethered to the net, young people today are curious multitaskers who 
hunger for immediate gratification and connectedness. They are creative and want to 
make a difference. They need and value mentoring and coaching from older adults
but only when those adults are respectful of their abilities and their dreams and can 
relate authentically, rather than from a position of power. 

How Learning Best Occurs: Educational Philosophy and Practices 
The educational philosophy of Civicorps Elementary School draws from a passionate belief that 
public schools were created to educate citizens who actively participate in a democracy. From 
the writings of educational philosopher John Dewey, we draw inspiration for an educational 
ph ilosophy that is grounded in learning that is active and experiential , integrated in its curriculum 
focus , supportive of students' holistic development and focused on the larger purposes of 
preparing students to actively participate in society as citizens, workers and environmental 
stewards. 

To put our educational philosophy into practice , we have designed an instructional program that 
incorporates several proven methods of instruction to fulfill our mission of serving the whole 
child . This program will serve all students including young adults with exceptional needs 
through implementation of the following practices: 
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Small Size Caring School Community 
Service and Project-Based Learning 
Arts Integration 
Authentic Assessment 

Small Size Caring School Community 
In order to provide our students with the knowledge and skills needed to become active and 
responsible citizens , we intentionally organize Civicorps Elementary School to foster a caring 
school community . Research suggests the importance of small schools and a caring 
environment to nurturing students' academic, social and emotional development. The school 
size is small and teacher to student ratios are low so that school administrators, teachers and 
students can get to know each other well. We make very conscious attempts to build 
community at both the classroom and school-wide levels so that students and teachers can 
participate fully in the life of the school as a community. The manner in which the school is 
governed, conflicts are managed and resources are allocated becomes central to our sense of 
community . Participation in school becomes, in effect , a dress rehearsal in participatory 
democracy , a model community . 

Service and Project-Based Learning 
Service-learning , the teaching strategy central to Civicorps Elementary School 's mission and 
guiding principles, links academic learning through the medium of service to real life needs in 
the school and the larger community . It is a learned activity , involving planning , action , 
reflection and evaluation. As such , we weave it into the fabric of our academic life and every 
student is provided age-appropriate opportunities to give back to the community . Its value is 
truly democratic, giving every student the opportunity to practice citizenship and leadership by 
doing real work in their communities rather than waiting to come of age as citizens when they 
are able to vote. Service acts as a catalyst that alters the dynamics of a traditional classroom , 
strengthens academic performance and transforms the tone of a school. 

Arts Integration 
Civicorps Elementary School strongly supports arts education in at least two ways: first , as a 
subject in its own right for students to understand and demonstrate an appreciation and skillful 
use of the arts as a tool for understanding, creative problem solving , expression and 
communication. Second, when the visual and performing arts are integrated with core 
academic subjects as a tool for teaching and expressing new knowledge and skills in order to 
support all K-5 students in demonstrating mastery of the state standards and school-wide civic 
literacy outcomes . Core subjects and the arts are integrated through the collaborative work of 
the teaching staff and artists in residence within our bi-annual school-wide thematic service
learning projects. In addition , the integration of the arts and the core curriculum is achieved 
through the work of the visual arts teacher who provides consultation and push-in lessons that 
assist all classroom teachers in using the arts as an instructional tool for math , science , social 
studies, and language arts instruction . 

Authentic Assessment 
Authentic assessments such as projects, portfolios and showcases of learning serve both as a 
means to evaluate our students at Civicorps Elementary School and also as an educational 
practice that motivates learning and drives instruction . Staff use data from a variety of 
standards-based assessments, including standardized tests , school-developed assessments of 
civic and artistic literacy, and teacher-developed performance and content tasks to evaluate and 
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improve their instruction and curriculum and to document students based on grade-level , 
standards-based rubrics . 

Support for English Learners. All Civicorps Elementary School parents are asked to 
complete a Home Language Survey in the student enrollment packet. If a language other than 
English is indicated on the Home Language Survey , students will be administered the California 
English Language Development Test (CELDT) within the first 30 days to evaluate their listening , 
speaking , reading and writing abilities in English. The unofficial results of this test are made 
available to parents and teachers immediately and official results from the state are mailed to 
parents as soon as the school receives them. 

Support for Students with Disabilities. The School recognizes its legal responsibility to 
ensure that no qualified person with a disability shall, on the basis of disability, be excluded from 
participation, be denied the benefits of, or otherwise be subjected to discrimination under any 
program of the School. Any student, who has an identified disability that substantially limits a 
major life activity including but not limited to learning, is eligible for accommodation by the 
school. Civicorps is a member of the OUSD Special Education Local Plan Area (SELPA) and 
shall comply with all applicable State and Federal Laws in serving students with disabilities , 
including, but not limited to , Section 504 of the Rehabilitation Act ("Section 504"), the Americans 
with Disabilities Act ("ADA") and the Individuals with Disabilities in Education Improvement Act 
(IDEIA) . The School shall comply with all state and federal laws related to the provision of 
special education instruction and related services and all OUSD SELPA policies and 
procedures ; and shall utilize appropriate OUSD SELPA forms . The School Shall not 
discriminate against any pupil To identify students who may be in need of special education 
services , charter school faculty ask parents and students upon enrollment if they have an 
Individualized Educational Program (IEP). The school staff also forward enrollment lists to the 
OUSD SELPA to check to see if any of its students have an open IEP. Should students appear 
to require additional assistance, the Civicorps Elementary School faculty create a student study 
team (SST) comprised of teachers, family members, the student (when appropriate) and other 
support providers to identify strategies to better support the student's success. The processes 
governing SSTs is described in our Family Handbook to be updated and distributed annually to 
all families and students. In coordination with the local SELPA, professional development in 
supporting and identifying students with disabilities and utilizing resources for students is 
provided to Civicorps Elementary School teachers annually. 

Support for Academically High-Achieving Students. Academically high-achieving students 
are identified through teacher recommendation , progress reports , test scores , and/or other 
assessment measures. These students are challenged to meet and exceed grade level 
standards and school-wide outcomes by creating appropriate goals during Parent-Teacher
Student conferences and through conversations with school faculty . Civicorps Elementary 
School faculty support these students through differentiated instruction and additional 
assignments during or after school. 

Support for Academically Low-Achieving Students. Civicorps Elementary School holds high 
expectations for all students and is committed to supporting students who are not achieving 
expected outcomes. Academically low-achieving students are identified through diagnostic 
measures, teacher recommendation , progress reports, test scores , and/or other assessment 
measures. Should students appear to require additional assistance, they attend after-school 
tutoring and small group work. If deemed necessary , the faculty create a student study team 
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(SST) comprised of teachers , family members, the student (when appropriate) and other 
support providers to identify strategies to better support the student's success . Please see 
Appendix for a detailed description of the Student Study Team process at Civicorps Elementary 
School. 

Responsive Classroom 
The staff of Civicorps Elementary School decided by consensus that Civicorps would be a 
"Responsive Classroom" school and use the principles of the approach in developing our 
school-wide plan . This was a result of the School Capacity Building Plan goal of creating a 
school-wide positive climate plan . The guiding principles of Responsive Classroom are: 

• The social curriculum is as important as the academic curriculum 
• How children learn is as important as what they learn: Process and content go hand-in 

hand 
• The greatest cognitive growth occurs through social interaction 
• To be successful academically and socially, children need to learn and practice specific 

social skills . Five particularly important skills (often referred to in Responsive Classroom 
as CARES) are: 

Cooperation 
Assertion 
Responsibility 
Empathy 
Self-Control 

• Knowing the children we teach-individually , culturally , and developmentally-is as 
important as knowing the content we teach 

• How we, the adults at school, work together is as important as our individual 
competence: Lasting change begins with the adult community (2007, Northeast 
Foundation for Children , Inc.) 

In order to align our plan with these principles , staff have been involved in professional 
development and are using the Responsive Classroom language and techniques in their 
practice. Some important components that are being incorporated throughout the school 
include: 

• Morning Meeting - gathering as a whole class each morning to greet one another, share news, 
and warm up for the day ahead 
• Rule Creation- helping students create classroom rules to ensure an environment that allows 
all class members to meet their learning goals 
• Interactive Modeling- teaching children to notice and internalize expected behaviors through a 
unique modeling technique 
·Positive Teacher Language- using words and tone as a tool to promote children's active 
learning , sense of community , and self-discipline 
• Logical Consequences- responding to misbehavior in a way that allows children to fix and 
learn from their mistakes while preserving their dignity 
• Guided Discovery - introducing classroom materials using a format that encourages 
independence, creativity, and responsibility 
·Academic Choice - increasing student learning by allowing students teacher-structured 
choices in their work 
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• Classroom Organization - setting up the physical room in ways that encourage students' 
independence, cooperation , and productivity 
·Working with Families- creating avenues for hearing parents' insights and helping them 
understand the school's teaching approaches 
• Collaborative Problem Solving - using conferencing , role playing , and other strategies to 
resolve problems with students 

Parents are encouraged to actively participate in their student's education through the following 
strategies: 

Regular communication through weekly communication folders 
• Monthly Family Newsletters 

A partnership with the schools' Parent Teacher Corps (PTC) 
Back to School Night 

• Showcase of Learning 
Family Art and Science Nights 
Three Parent Teacher Conferences per year 

Civicorps Elementary offers a dynamic and innovative education program based on 
research-based best practices in education . What follows is a description of our curriculum 
and instruction framework derived from our three pillars of academic, artistic and civic 
literacy as well as links to our learning partners . 

ACADEMIC LITERACY 
Our academic program is both rigorous and engaging. Grade level curricula are aligned to 
the California State Standards in every subject area, from Language Arts to Science and 
our scholars receive instruction that is differentiated to meet their individual needs. We offer 
balanced literacy and Mathematics, comprehensive units in Science and Social Studies and 
ongoing formative assessments to ensure that our students are learning to their fullest 
potential. Throughout their years at the school , scholars look forward to the signature 
activities of each grade level , such as expeditionary field trips and service-learning projects 
that are integrated into the core curriculum . 

Language Arts 

Civicorps scholars participate in a "workshop" method of instruction which allows teachers 
to tailor instruction to a child 's individual needs and interests. Our program offers a 
balanced literacy approach which includes instruction in writing , guided reading, phonics 
and vocabulary development. 

Writer's Workshop was developed by Columbia University's Teachers College and allows 
each chi ld to become an author of original work. The workshop process organizes best 
practices in the teaching of writing to provide each child with writing instruction that meets 
his or her individual needs. 

Writer's Workshop has five main components: 

1. A teacher mini-lesson to provide direct instruction in a writing skill 

2. Independent practice in a writer's notebook or writing folder at home and in school 

3. Guided writing practice in small groups 

4. Writing conferences to provide one-on-one feedback from the teacher with student 
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5. Working through the writing process to publish written work 

A very important tool in Writer's Workshop is each child 's writer's notebook. The notebook 
is a place for our young writers to gather ideas and begin storytelling . 

Civicorps' scholars learn to take these small ideas and elaborate to tell interesting and 
meaningful stories . Scholars will write a first draft, revise their ideas, edit, and publish a 
written piece about once every six weeks. Each class will then celebrate the author's writing 
by providing opportunities for the writers to share their published pieces . 

Reader's Workshop organizes the best practices in the teaching of reading to provide each 
child with instruction that meets his or her individual needs. Reader's Workshop has five 
main components: 

1. A teacher mini-lesson to provide direct instruction and modeling in a reading skill or 
strategy 

2. Independent reading at a child's just right level 

3. Guided reading in small teacher directed groups with text at reader's instructional level 

4. Reading conferences to discuss a child 's just right book and provide direction for 
independent practices 

5. Teaching writer's reflection to provide time to think and respond to questions about how 
we have grown as readers . 

Mathematics 

Our math program utilizes Scott Foresman California Math which was written specifically to 
meet the California Content Standards in Mathematics , with contributions from leading 
mathematics educators from across California and the nation. Civicorps' approach to math 
instruction is workshop based with an emphasis on critical thinking and student led 
solutions. Our teachers supplement our math textbooks with learning resources from Math 
Coach and Marilyn Burns Math among others. 

The components of Math Workshop include: guided practice , guided Math small group or 
individual work with teacher, work stations/independent practice, Math Facts/Fact Fluency , 
Do Now/Exit Tickets, Mental Math/Math Journaling and Assessment/Observational and 
Conferencing Notes. 

Science 

FOSS (Full Option Science Systemi 

FOSS is a research-based science curriculum for grades K-8 developed at the Lawrence 
Hall of Science , University of California at Berkeley . FOSS is also an ongoing research 
project dedicated to improving the learning and teaching of science. The FOSS project 
began over 20 years ago during a time of growing concern that our nation was not 
providing young students with an adequate science education . The FOSS program 
materials are designed to meet the challenge of providing meaningful science education for 
all students in diverse American classrooms and to prepare them for life in the 21st century . 
Development of the FOSS program was , and continues to be, guided by advances in the 
understanding of how youngsters think and learn. Our scholars participate in at least two 
hands-on labs every month . 

2 http://www.fossweb.com/ 
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OBUGS 

Civicorps Elementary is proud to partner with The Oakland Based Urban Gardens 
(OBUGS) 3 program supplements the regular school curriculum by providing hands-on 
garden-based activities based on California standards in Science, Math , Language Arts , 
Health and Nutrition , Ecology and Art. Each class receives 60 minutes of instruction in our 
edible classroom each week. 

Social Studies 

Civicorps Elementary provides a California standards based Social Studies curriculum for 
all grades. Social Studies standards are often interwoven into Service Learning projects 
throughout the year. Grades four and five follow the Houghton Mifflin Social Studies series. 
Students are assessed through theme tests and on grade level standards based report 
cards. 

CIVIC LITERACY 

We place a premium on service as a way of learning and believe that citizenship is at the 
heart of a healthy democratic society. Around Civicorps, our students are known as "Citizen 
Leaders" and "Citizen Learners" and are actively engaged in ongoing service projects that 
help bring to life the abstract idea of citizenship. A culture of mutual care and respect is 
nurtured through structured opportunities to build community , make positive connections 
with peers and adults and learn the valuable skills necessary for conflict resolution . Our 
weekly Community Meetings serve as a forum for school-wide discussion and celebration . 

Service Learning Through Social Studies and Science 
An important pillar of our school 's charter is civic education through Service Learning . Each 
of our classes participates in interdisciplinary signature projects during the year as well as 
classroom activities and projects that connect to the California Social Studies and Science 
standards. 

Art and Service Learning 

Each grade has an in-depth Signature Project that fuses their studies in the 4R's, literacy, 
service learning and the arts. These projects are based on grade level California State 
Standards in Visual Arts , Social Studies, and Science. In addition , Signature Projects use 
K-12 Service-Learning Standards for Quality Practice (established by the National Youth 
Leadership Council) . 

ARTISTIC LITERACY 

Students participate weekly in Visual Arts classes in order to learn the foundational skills 
and knowledge of artistic literacy. Students create their own unique works of art, study the 
lives and work of various artists and attend assemblies that highlight the particular art forms 
they are studying . In addition , the arts are woven into the framework of the academic 
program. Since students need the same skills to make scientific observations as they do to 
draw a still life, we work to ensure that students transfer their knowledge and skill they learn 
in art classes to other aspects of the program. 

3 http://obugs.org/ 
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Art 

Artful Thinking is a program that was developed by Harvard Project Zero4 in collaboration 
with the Traverse City , Michigan Area Public Schools (TCAPS). The program was one 
component of a larger TCAPS grant from the US Department of Education that aimed at 
developing a model approach for integrating art into regular classroom instruction . The 
purpose of the Artful Thinking Program is to help teachers regularly use works of visual art 
and music in their curriculum in ways that strengthen student thinking and learning. In 
addition , we provide direct Art instruction to classes twice a week in 45 minute sessions as 
well as Arts integration activities in the regular classroom . 

Studio Thinking Framework- Eight Habits of Mind 

Develop Craft Learning to use and care for tools (e.g. , viewfinders , brushes) , materials 
(e.g ., charcoal , paint). Learning artistic conventions (e.g., perspective, color mixing). 

Engage & Persist Learning to embrace problems of relevance within the art world 
and/or of personal importance, to develop focus and other mental states conducive to 
working and persevering at art tasks. 

Envision Learning to picture mentally what cannot be directly observed and imagine 
possible next steps in making a piece. 

Express Learning to create works that convey an idea, a feeling , or a personal 
meaning. 

Observe Learning to attend to visual contexts more closely than ordinary "looking" 
requires , and thereby to see things that otherwise might not be seen . 

Reflect Question & Explain: Learning to think and talk with others about an aspect of 
one's work or working process. Evaluate: Learning to judge one's own work and working 
process and the work of others in relation to standards of the : field. 

Stretch & Explore Learning to reach beyond one's capacities , to explore playfully 
without a preconceived plan, and to embrace the opportunity to learn from mistakes and 
accidents. 

Understand Art World Domain: Learning about art history and current 
practice. Communities: Learning to interact as an artist with other artists (i .e., in 
classrooms, in local arts organizations, and across the art field) and within the broader 
society . 

Civicorps' Visual Arts program aims to teach our scholars to think as artists . Students are 
encouraged to seek visual solutions to the creative questions and challenges put before 
them. Through guided practice students will learn to use the materials and tools of the art 
studio to express their own sense of creativity . Students will be given the opportunity to 
explore a variety of artistic media and discover their self-expression . 

4 http://www.pz.harvard .edu 
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PROGRAMS 
Physical Education 

Civicorps Elementary partners with Playworks to provide 60 minutes of physical education 
instruction once per week. Playworks is a national nonprofit organization that supports 
learning by provid ing safe, healthy and inclusive play and physical activity to schools at 
recess and throughout the entire school day. Our playworks coach not only teaches PE, but 
also supports our teachers with their own PE instruction during the week. Playworks also 
organizes games and activities for students during all recesses. 

Counseling 

Civicorps Elementary partners with Children 's Hospital of Oakland to provide group therapy 
and student and family referrals for counseling services. 

Special Education 

Students who may have specific learning disabilities are referred to the school's Individual 
Education Planning (IEP) Team. The team members include an administrator, resource 
specialist, health educator, speech therapist, classroom teacher(s) , specialists, parent(s) , 
and when appropriate, the student. A student found eligible for special education services 
may receive services for remediation and support. 

Resource 

The Resource Program provides additional help to academically able students who have an 
identified learning disability . Our part-time resource specialist provides individual 
remediation and support to identified students in the general educational classroom. 

Speech 

Speech and language therapy is provided for children who need assistance with language 
acquisition , comprehension , or verbal communication . Children are referred to the speech 
therapist for misarticulation of sounds, non-fluency, hearing difficulties, physical anomalies, 
(such as cleft palate) , insufficient voice production , and language problems. Students are 
enrolled in individual or small group therapy on a weekly basis. 

Student Study Team (SST) 

The Student Study Team consists of an administrator, classroom teachers, parents , and 
support personnel as needed. The goal of the Student Study Team is to review a referred 
student's progress, gather pertinent information concerning the student's health and school 
history, and make appropriate recommendations . Student Study Teams meets monthly. 
Staff or families may request a meeting of the Student Study Team to review a student's 
progress. 

Afterschool Program 

The regular school day extends into an afterschool enrichment program. Students receive 
academic support in the form of structured homework assistance, academic support and 
multi-disciplinary activities , including visual Arts , arts and crafts , science exploration , 
computers , and physical activity among others . Other important program components 
include daily nutritious snacks, rest and relaxation and organized play . The afterschool 
program is fee based and registration is required . Our afterschool partners include the 
Museum of Children 's Art (MOCHA) , Extreme Learning and Circus Arts . 
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Extreme Learning5 helps California school districts meet and exceed federal , state, and 
local academic performance targets by providing schools with standards based , high 
quality , low cost, K-12 academic support and enrichment programs. Extreme Learning is 
successful because of its proven approach fusing traditional tutoring with technologic tools . 

Element B. SCHOOL WIDE STUDENT OUTCOMES 
A description of the measurable pupil outcomes, i.e. the skills, knowledge, and attitudes that 
students will have attained upon leaving the charter school [California Education Code Section 
47605(b)(5)(B) and (C)] . 

Civicorps' approach to teaching and learning is founded on the following theory: if we provide 
rich , culturally relevant standards-based curriculum to our students in a way that continually 
takes into account and responds to students' academic strengths and needs, their achievement 
will accelerate and they will achieve standards mastery. 

Civicorps strives to develop culturally responsive mindsets. We develop results-oriented leaders 
who act with an unwavering determination and focus to accelerate the learning of the lowest 
performing students and achieve educational equity. Without leadership focused on results , 
leading people toward results , we will not close the achievement gap. 

Civicorps Elementary School has identified ten school-wide student outcomes we require all 
students to know and be able to do upon promotion from our school. These outcomes state that 
all students will be able to understand and demonstrate: 

1. The ability to effectively and critically read , critique, and appreciate a range of 
literature, sources , and data . 

2. The ability to communicate effectively and creatively -with a range of audiences
through writing, speaking, listening , and the use of visual forms. 

3. Problem solving using multiple strategies, mathematical logic and language, and the 
use and real-world applications of mathematical concepts and processes. 

4. The processes and methods of scientific inquiry (including experimentation , data 
collection , analysis, problem solving , and writing/communication) , and real-world 
applications of scientific concepts , thinking skills , technologies, and processes. 

5. The ability to research , investigate, describe, and analyze present and historical 
events from multiple perspectives and apply historical concepts , thinking skills, and 
processes to real-world situations. 

6. An appreciation and skillful use of the arts as a tool for understanding/meaning 
making , creative problem solving , expression , and communication . 

7. An appreciation and skillful use of technology to facilitate and/or enhance learning , 
expression , and communication . 

8. Positive health habits and behaviors/strategies for maintaining mental and physical 
well ness. 

9. An appreciation of community as well as skills for responsible participation and 
leadership within a variety of interdependent community contexts . 

10. An appreciation of the diversity of "ways of being" in the world as well as skills for 
identifying , pursuing , building , and maintaining full , rich , and meaningful lives. 

5 http://www.extremelearn.com/ 
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Our integrated, challenging curriculum not only fulfills our mission to prepare active citizens, but 
also demonstrates our belief that students should spend their time engaged in relevant teaching 
and learning experiences rather than receive direct test preparation instruction. 

Civicorps Elementary School set the performance achievement goal of improving its API 
score by five points per year. In addition , please see attached Assessment Calendars for grades 
K-1 , 2-3 , and 4-5 . 

Civicorps measures progress toward student goals by scheduling both formative and 
summative assessments during the school year (see assessment calendar) . Results of 
these student assessments are then shared with both students and parents and goals 
are set for each student. Student data is also analyzed , discussed and reflected on 
through grade cluster collaboration meetings where teachers engaged in Results 
Oriented Cycles of Inquiry (ROCI) . 

Teacher Collaboration and Professional Development 

Civicorps' faculty implements a research-based , strategic and integrated approach to teaching 
and learning called the Results-Oriented Cycle of Inquiry (ROCI) . ROCI is comprised of 
knowing the standards ; diagnosing focal student needs; setting and working toward long and 
short term learning goals; backward planning from standards and assessments ; investing 
students in their goals; teaching effectively ; and continuously analyzing data to ensure learning 
goals are being met. The principal works with lead teachers, coaches, classroom teachers and 
parents to implement this approach . The following figure displays the cycle for learning and 
improvement. 

Adjust 
Goals 

Reflect 

Set 
Goals 

Learning & 
Improvement 

Cycle 

Collect 
Data 

Plan 

Act 
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Element C. ASSESSMENT METHODS 
A description of "the method by which pupil progress in meeting the pupil outcomes will be 
measured" (California Education Code Section 47605(b)(5)(C)]. 

School Wide Performance Goals 
In addition to the school-wide student outcomes and grade level standards and benchmarks 
specified above, Civicorps Elementary School aims to meet the following school-wide 
performance standards related to areas of attendance and grade-level promotion . 

• 95% attendance rate 
• 95% annual grade-level promotion rate 

In addition , Civicorps Elementary School seeks to achieve the following school-wide goals : 
• Increase the number of students scoring at proficient/advanced levels by 5% every year 

until 80% of students who have attended the school for at least three years have 
reached proficiency or advanced status. 

• Score a 4 or better in its overall API state ranking and/or a 4 orbetter in similar schools 
ranking . 

School Wide Assessments 

School Assessment Calendar 
Each year, the school maps out an assessment calendar in grade clusters K-1 , 2-3 and 4-5. The 
assessments are organized in trimesters. Baseline data is collected at the beginning of each 
school year, students' needs are assessed and addressed by teacher teams who meet regularly 
throughout the school year to analyze student data together and design responsive instructional 
strategies. Measurements include phonics , math , writing , science, social studies, service
learning and are directly linked to the curriculum (e.g., Fountas and Pinnell --Phonics, Scott 
Foresman --math , FOSS- science). Teachers are instrumental in the continuous improvement 
of the assessment calendar and strategies. The 2010-11 Calendar is attached for reference. 

The school has school-wide goals for its Academic Performance Index (API) - an increase of 
five points per year and to reach 800. Overall, the school aims to continuously increase the 
percent of students scoring Proficient or above on the California Standards Test in every 
subject. 

Report Cards 
Civicorps Elementary School report cards were designed with significant input from grade level 
teachers and are aligned with the California State Standards at each grade and developmental 
level. The report cards also measure the desired outcomes in students' demonstrated 
application of artful thinking and civic behaviors. 

Service Learning Instruments 
Civicorps Elementary School is a lead participant in Cal-Serve, a statewide initiative with 
funding in three-years cycles, (201 0-13) aimed at institutionalizing and assessing service
learning in public schools. Grades K-5 engage in "Civicorps Signature Projects" which are 
grade-level specific service learning experiences that promote Civicorps' mission , integrate the 
arts and are aligned with the California academic standards. The Civicorps Signature Project 
Year-at-a-Glance document summarized the projects by grade level and includes the length of 
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the units and the assessments used . This summary is attached in Appendix. The Service 
Learning Rubric is also attached in Appendix and is used by teachers to rate projects according 
to national standards . 

In order to ensure that all students at Civicorps Elementary School are achieving the student 
outcomes detailed above, assessment will be consistent, continuous and based on both internal 
and external evaluative measures as summarized below. This data will be used to adapt 
instructional practices and to inform the development and implementation of school structures, 
systems and policies to support the success of all students in achieving the school's mission. 

Internal Assessments External Assessments 
Academic Literacy • Classroom content assessments • STAR Tests (currently 

• Schoolwide Reading and Mathematics CST 
Assessments 

• Portfolio with Grade Level Rubrics • CELDT 
Artistic Literacy • Classroom content assessments 

• Portfolio with Grade Level Rubrics 
Civic Literacy • Student Attitudinal Survey and 

Observation Checklists 
• Portfolio with Grade Level Rubrics 
• Student Attendance and Behavior 

External Assessments 

As mandated by California Education Code Section 47605(c)(2) , Civicorps Elementary School 
will annually administer the state mandated assessments that currently include the STAR (CST) 
and California English Language Development Test (CELDT) . 

Internal Assessments 
To monitor student progress in achieving academic, artistic and civic literacy, the school will 
also utilize the following forms of internal school-developed assessments: 

Progress Reports 
Civicorps Elementary School progress reports were developed to help parents 
understand what was taught at the school and to help teachers reflect on how students 
were performing relative to the school's mission and state content standards in all 
subject areas. Teachers report their assessments of students in the following ways: 

(1) Student academic progress is tracked on report cards which are aligned with 
California state content standards ; 
(2) Student progress in Science and Social Studies is assessed below, at or 
above grade level expectations; 
(3) Student progress in civic literacy is tracked on the report card and through 
service-learning assessments. 
(4) Student progress in artistic literacy is documented according to the visual and 
performing arts standards by narrative assessments. 

Portfolios of Work 
Each year, students , with the aid of their teachers, will compile portfolios. Portfolios may 
hold a variety of materials such as journals , content and performance assessments, 
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cooperative and individualized class work, and final projects. Portfolios will be used by 
teachers, students, and parents to reflect on a student's academic growth over time. 

Content Assessments 
Teachers will measure student progress toward content and performance standards 
through teacher-created assessments on a regular and on-going basis. This on-going 
work (i.e. essays, labs , journals, tests , reports , projects) will be graded on a pre
determined scale, and all scores will be averaged to attain an overall content 
assessment score. 

Performance Tasks 
In order to demonstrate students' academic development, the school aims to implement 
several performance tasks each year. Performance tasks will be evaluated by faculty 
using pre-determined rubrics aligned to the grade level benchmarks. All performance 
task scores will be averaged to attain an overall performance task score . 

Collecting, Analyzing and Reporting Data 
Civicorps will maintain sufficient staff and systems including technology , required to ensure 
timely reporting necessary to comply with the law and to meet all reasonable inquiries from the 
District and other authorized reporting agencies. 

Civicorps Elementary School will report a summary of its outcomes and accomplishments to 
parents and the District annually on its website . The purpose of the annual school performance 
report is to guide decision-making and to establish an annuel snapshot of the school. The 
school will make adjustments as needed in order to ensure continuous improvement. 

The report will include the required elements in the School Accountability Report Card in 
addition to the following elements: 

• A statement of school-wide goals and targets and the extent to which the targets 
have been met; 

• Number and level of certificates completed ; 

• Other measures of performance including attendance and competitions. 

Student Retention and Promotion 
Student promotion to the next grade level or retention will be determined through careful 
examination of each student's overall achievement on state testing , student progress reports 
and teacher recommendations. Passage from one level to the next will be based on a formal 
system of evaluation that includes demonstration of content mastery in each core subject area . 
For students with special needs and English Language Learners, mastery and promotion will be 
dependent on their respective IEP and/or English proficiency levels. 

Element D. GOVERNANCE 
A description of "the governance structure of the school, including, but not limited to, the 
process to be followed by the school to ensure parental involvement. " [California Education 
Code Section 47605(b)(5)(D)] . 
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The governance structure for the Civicorps Elementary School (K-5) has the following 
components: A California Non-Profit Public Benefit Corporation Board of Directors including a 
Program Committee of the Board , an Executive Director and Supporting Administrators . 

Members of Civicorps Elementary School's Governing Board , any administrators, managers or 
employees, and any other committees of the School shall at all times comply with federal and 
state laws, nonprofit integrity standards and OUSD's Charter School policies and regulations 
regarding ethics and conflicts of interest so long as such policies and regulations are not in 
conflict with any then-existing applicable statutes or regulations applicable to charter schools. 

Civicorps Elementary School and/or its non-profit corporation will be solely responsible for the 
debts and obligations of the charter school. 

Civicorps Elementary School, in accordance with Education Code Section 47604.3, shall 
promptly respond to all reasonable inquiries, including but not limited to , inquiries regarding 
financial records , from the District and shall consult with the District regarding any such 
inquiries . Civicorps Elementary School acknowledges that it is subject to audit by OUSD if 
OUSD seeks an audit of Civicorps Elementary School , it shall assume all costs of such audit. 
This obligation for the District to pay for an audit only appl ies if the audit requested is specifically 
requested by the District and is not otherwise required to be completed by Civicorps Elementary 
School by law or charter provisions. 

Legal. The Civicorps Elementary School (K-5) is operated as a part of Civicorps Schools , a 
California Public Benefit Corporation pursuant to California Law. The school will be governed 
pursuant to the bylaws adopted by the board , as subsequently amended pursuant to the 
process specified in the bylaws. 

The school complies with all applicable federal , state and local laws. Civicorps retains its own 
legal counsel when necessary. The Charter School is non-sectarian in its programs, admissions 
policies, employment practices , and all other operations; does not charge tuition ; and does not 
discriminate against any student on the basis of race , ethnicity, national origin , gender or 
disability . 

The Civicorps Elementary School will comply with the District policy related to charter schools to 
the extent it aligns with and does not exceed the law applicable to charter schools , as it may be 
changed from time to time as long as the charter school has been given written notice of the 
policy change . 

The Civicorps Elementary School Governance Council is the Civicorps Board of Directors, 
comprised of an array of influential educators , community members and experts of their fields . 
Board members' areas of expertise include curriculum and instruction ; charter schools 
development; public and private school administration; fundraising ; and business and 
organizational development. (Please see Appendix for a list of the board members.) 

The Board of Directors currently has eight members and can hold up to 25 . Each Board 
Member is elected for a three-year term. New members are recruited and screened by a 
Recruitment Committee composed of Board Members. Each new member must be approved 
by a simply majority of those already on the Board . The Board members share a passionate 
commitment for public school reform . The Board will establish major Civicorps Elementary 
School (K-5) policies including : 
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• Financial Oversight: The Board approves the schools' annual operating budgets and their 
impact on the overall finances of the organization . 

• Strategic Planning: The Board informs itself as to the long and short-term plans for the 
development and operation of the school. 

• Programmatic Oversight: The Board informs itself as to the welfare and integrity of the 
Civicorps Elementary School, and the degree to which it is meeting its goals and achieving 
its mission through information provided primarily from the Civicorps Executive Director. 

• Advocacy: The Board is responsible for advocating for the Civicorps Elementary School 
including raising funds . 

• Hiring: The Board hires, supports, evaluates and advises the Executive Director of 
Civicorps Schools. 

The Oakland Unified School District is entitled to a representative on the Civicorps Board of 
Directors. To prevent any real or perceived conflict of interest or incompatibility of office, the 
district representative will sit on the board as a nonvoting member who facilitates 
communication and mutual understanding between the Charter School and District. 

The Civicorps Board of Directors is constituted and conducts its affairs as specified in its bylaws 
which may be amended as provided for in the bylaws and in accordance with any applicable 
state open meetings laws (e.g. the Brown Act) to foster community building and parental 
involvement. 

The Civicorps Parent Teacher Corps (PTC) is an organization whose purpose is to 
strengthen , enhance and encourage the educational and social environment of Civicorps 
Elementary . Its goals are to complement the school curriculum with additional opportunities for 
parents, teachers and students to learn, socialize, communicate and grow. 

The PTC is composed of parents and teachers and provides the Civicorps senior management 
team (the Executive Director and the other agency Directors) with input that helps shape school 
policies and practices . The PTC supports the mission of Civicorps Elementary School (K-5); 
organizes family events; raises money; and brings concerns of the parent community to the 
Civicorps Elementary School (K-5) administrators. 

Operations. Civicorps maintains and augments as necessary its general liability (including 
Board errors and omissions) , property , workers compensation, unemployment, and 
automotive/vehicle insurance policies. Any liability claims against the charter school will be 
handled pursuant to the terms of the Civicorps' insurance policies. 

Civicorps Elementary School (K-5) will be responsible for all supplies and equipment that it 
purchases. Any District property used by the charter shall be protected by insurance 
satisfactory to the District. The District shall have no responsibility for student losses, and the 
charter shall hold the District harmless from any such losses. 

External Reporting. Civicorps Elementary School maintains sufficient staff and systems 
including technology, required to ensure timely reporting necessary to comply with the law and 
to meet all responsible inquiries from District and other authorized reporting agencies . 

Public Records. Civicorps Elementary School acknowledges that pursuant to Article XVI 
section 8.5(e) of the California Constitution, sections 2(e) , 6, and 8 of Proposition 98, and 
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sections 33126.1 (b) , 35256(c) , and 35258 of the Education Code require schools, including 
Civicorps Elementary School to provide certain information in certain formats in certain ways to 
the general public and specifically to parents of students at Civicorps Elementary School and of 
the District. Civicorps Elementary School further acknowledges that it has the obligation to 
provide all of such information to the District that is required by these referenced authorities as 
well. To the extent that there is information that the District has, but that Civicorps Elementary 
School does not have that Civicorps Elementary School need in order to meet its obligations, 
the District shall provide the same to Civicorps Elementary School in a reasonably timely 
manneruponreque~ . 

Addressing Parent Complaints. Civicorps Elementary School has established complaint 
procedures that address both complaints alleging discrimination or violations of law and 
complaints regarding other areas. Civicorps Elementary School will not, at any time , refer 
complaints to the District. 

The complaint procedures include clear information with respect to the response timeline of the 
school , whether the school's response will be in writing , the party identified to respond to the 
complaints , the party identified and charged with making final decisions regarding complaints 
and whether the final decision will be issued in writing . The procedures will also identify an 
ombudsperson for situations in which the school leader is the subject of the complaint. 

Element E. EMPLOYEE QUALIFICATIONS 
A description of "the qualifications to be met by individuals to be employed by the school" 
[California Education Code Section 47605(b)(5)(E)] . 

Civicorps Elementary School (K-5) has four categories of staff members: Administrators , 
Teachers, Instructional Support Staff and Non-Instructional Support Staff. For all positions, the 
Civicorps Elementary School (K-5) seeks to employ professional , qualified candidates who are 
strongly committed to the mission of the school and to nurturing the academic, artistic and civic 
development of a diverse student population. All employees meet the applicable qualifications 
required by state and federal laws for their positions and will demonstrate understanding of 
youth development and/or service-learning. We will also seek individuals who have extensive 
experience working in diverse, urban communities. As provided for in the California Charter 
Schools Act, the Civicorps Elementary School (K-5) may choose not to require credentials for 
teachers in non-core, non-college preparatory courses. The school conducts background 
checks of all candidates to ensure the health , safety and success of all students. 

In addition to the general qualifications outlined above , the School's key staff members 
(Administrator, Teachers , Instructional Support Staff and Non-Instructional Support Staff) meet 
the following qualifications: 

Administrators. Administrators include the principal who serves as the instructional leader of 
the school site, and other program managers such as school partnerships manager and 
workforce development manager who support the principals in achieving the outcomes outlined 
in this charter petition . Qualifications for the principal position includes at least five years of 
teaching and/or administrative experience; Masters degree and/or administrative credential ; and 
demonstrated leadership in the areas of curriculum, instruction and/or assessment. 
Qualifications for the other administrative positions will include three to five years of teaching or 
administrative experience relevant to their positions and a minimum of a Bachelor's degree. 
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Teachers. Teachers are responsible for teaching the core curriculum. Qualifications for the 
Teachers of the core curriculum (language arts, mathematics, history/social sciences , foreign 
language, visual/performing arts and college preparatory electives) include minimum Bachelor's 
degree; appropriate teaching certificate, permit or other document required by the Commission 
on Teacher Credentialing ; subject matter competence by exam or coursework; and at least one 
to three years of teaching experience. CLAD/BCLAD certification is highly desired. 

Instructional Support Staff. Instructional Support Staff, including Teacher Interns and 
Operations Staff, work with teachers of the core and non-core curricu lum to assist students in 
achieving the outcomes outl ined in th is petition . Teacher Interns work in classrooms with 
individual students and small groups to support student success. Operations Staff is 
responsible for preparing and correcting educational material , tracking attendance and 
performance, and tutoring students under the direction of the teachers. Teacher Interns will 
hold a minimum of a Bachelor's degree and be enrolled in a teacher credentialing program. 

Non-Instructional Support Staff. The non-instructional support staff provide a variety of 
support services to the administrative and teaching staff. The Development Staff are 
responsible for developing funding to support the school. The Recru iting Staff recruits students. 
The Human Resources Staff is responsible for defining and enforcing policies and procedures 
dealing with staff and students. The Fiscal/Accounting Staff is responsible for tracking all fiscal 
matters including accounts receivable , accounts payable and fund management. The Facilities 
Staff is responsible for maintaining the agency's facilities and equipment. The Office Staff is 
responsible for handling reception and intra-office and external communication . The Counseling 
Staff is responsible for providing guidance in the school and in the students' personal lives. 

Qualifications for each of these positions include strong organizational and communication 
skills ; relevant educational experience (e.g. minimum of Associate 's degree for Office Staff and 
Masters degrees for Development or Human Resources managers); and relevant work 
experience of at least three to five years in their fields . 

Teacher Hiring. Civicorps recognizes the importance of recruiting and retaining a diverse 
faculty and staff who value teamwork and collaborative decision-making and who are 
passionate about making the school 's mission come alive. Over the last 20 years , Civicorps 
has successfully recruited sta.!f members from the following sources and strategies, including 
job postings in local and national publications and in charter school-specific job banks as well as 
recruitment from local networks including local teacher education programs. In addition to 
seeking cand idates committed to the school's mission , the Civicorps Elementary School (K-5) 
will continue to seek candidates who are highly qualified and meet the requi rements of the No 
Child Left Behind (NCLB) Act. 

Professional Development. Civicorps is highly committed to staff professional development 
and continuous improvement. All staff members participate in professional development and 
collaborative planning time each year including (1) intensive summer training and planning 
related to the data-driven identified priorities for student achievement, team and vision building 
and revis ion of school policies and procedures; (2) weekly professional development sessions 
focused on improving teaching practice and the overall school community and culture ; and (3) 
daily horizontal and vertical collaboration meetings to plan , reflect on , and improve curriculum 
and instruction . Teachers at the Civicorps Elementary School (K-5) are also encouraged to 
improve their practice through individualized professional development. 
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Performance Evaluation. Civicorps uses an evaluation process (see Appendix) for 
administrators , teachers and staff that focuses on creating a professional culture of 
collaboration, reflection , and continuous improvement within the school community ; assisting 
educators to formulate professional goals to improve student learning and teacher practice; and 
assessing the progress of a teacher's practice toward professional goals and professionally
accepted benchmarks. Teachers' evaluations will be organized around four main areas: 
Classroom Environment, Curriculum, Instruction, and Learn ing Community. These coaching , 
reflection, and evaluation areas are aligned to and reflect both the six California Standards for 
the Teaching Profession . Performance expectations and reviews are discussed periodically 
during the year. Administrators and Teachers set professional goals for themselves for the year 
and receive a written performance evaluation from the supervisor. The Principal conducts the 
performance reviews of teaching and school staff and the Chief Executive Officer leads the 
evaluation of the Principal. Examples of evaluation data collection include planned and 
unexpected classroom and school event observations, student growth data , self-evaluation , 
parent surveys, and student feedback via survey . 

Element F. HEALTH AND SAFETY REQUIREMENTS 
A description of "the procedures that the school will follow to ensure the health and safety of 
pupils and staff" [California Education Code Section 47605(b)(5)(F)] . 

The Civicorps Elementary School (K-5) has existing health, safety and risk management 
guidelines and policies currently in use by Civicorps Schools. The charter school will update 
these guidelines as necessary in consultation with Civicorps' insurance carriers and risk 
management experts. To the extent required by non-charter schools , these guidelines and 
policies address , at a minimum, the following topics : 

• Employee background checks and criminal record summary as required by Section 
44237 and California Education Code Section 47605 (b)(5)(F) ; 
Documentation of immunization records for student enrollment and employees; 

• Regular student screening for tuberculosis , vision , hearing and scoliosis; 
• Administration of prescription drugs and other medications; 
• Response to natural disasters and emergencies such as earthquakes and fires 

including staff training in first emergency response such as basic first aid and CPR; 
• Family contact information in case of an emergency; and 

Maintenance of a drug, alcohol , and tobacco free workplace. 

These policies are incorporated into the school 's staff and family handbooks which will be 
reviewed by the faculty and staff and approved by the board on an on-going basis. Please see 
Appendices for the Staff Handbook, and the Civicorps Elementary School (K-5) Family 
Handbook. 

Element G. MEANS TO ACHIEVE RACIAL AND ETHNIC BALANCE 
Describe "(t)he means by which the school will achieve a racial and ethnic balance among its 
pupils that is reflective of the general population residing within the territorial jurisdiction of the 
school district to which the charter petition is submitted" [California Education Code Section 
47605(b)(5)(G)]. 

In order to ensure that there is a racial and ethnic balance at the school reflective of Oakland 
and the larger East Bay community , the Civicorps Elementary School (K-5) is committed to a 
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student and family recruitment strategy that includes, but is not necessarily limited to , the 
following elements: 

Outreach to and networking with community-based organizations such as churches , 
neighborhood groups and public and private agencies that serve the various racial , 
ethnic, and interest groups of the Oakland community ; 

• Distribution of promotional materials and announcements in a variety of media 
including print, TV and/or radio targeted toward diverse populations and in a variety 
of languages, if needed; and , 

• Inclusion in the district's annual open enrollment process for Oakland parents. 

Element H. ADMISSIONS REQUIREMENTS 
Describe "admission requirements, if applicable" [California Education Code Section 
47605(b)(5)(H)] . 

The Civicorps Elementary School (K-5) does not discriminate in its admissions practices 
and policies on the basis of race , ethnicity , national origin , primary language, gender, sexual 
orientation , or disability. To fully achieve its mission to nurture active , engaged citizens, the 
Civicorps Elementary School (K-5) seeks to recruit for diversity within its student population that 
reflects the population of within the larger San Francisco Bay Area and from a community of 
families who are committed to the school 's mission , instructional and operational philosophy and 
practices. Admission to the school shall be open to any resident of the State of California , 
although admission preferences will be given in the following order: 

• Admission preference shall first be given to students attending the charter school and 
students with siblings admitted to the school. 

• Next preference will be given to children of a member of the school faculty, staff or 
board. 

• Next preference will be given to all remaining students residing within the school district. 

Each year, the Civicorps Elementary School (K-5) will begin collecting applications in January. 
The Civicorps Elementary School (K-5) will accept all students who apply but will seek a gender 
balance in its classrooms. In order to be admitted into the Civicorps Elementary School 
applicant pool , a student and their fam ily must participate in an orientation process that will 
include an introduction to the school 's mission and policies. However, if more applications are 
received than there are available slots, a public , random lottery will be held every year in a 
public location to determine the following school year's enrollment. By October 1 of each year, 
Civicorps Elementary School will notify the District in writing of the application deadline and 
proposed lottery date. Civicorps Elementary School will ensure that all application materials 
reference these dates as well as provide complete information regarding application 
procedures, key dates, and admissions preferences and requirements consistent with approved 
charter. Parents and students will be informed of their entrance into the Civicorps Elementary 
School (K-5) via the public lottery session or by phone or mail if they are not present at the 
lottery. Based on the lottery, an annual wait list will be formed and as openings become 
available, students on the waitlist will be given preference to enroll in the School. Once 
admitted, students need not apply each year. However, if students should leave the school and 
do not have a sibling enrolled or parent on staff, the student will need to enter the lottery 
process again . 
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Element I. FINANCIAL AUDIT 
Describe "(t)he manner in which annual, independent, financial audits shall be conducted, which 
shall employ generally accepted accounting principles, and the manner in which the audit 
exceptions and deficiencies shall be resolved to the satisfaction of the chartering authority" 
[California Education Code Section 47605(b)(5)(1)] . 

The Civicorps Board of Directors uses sound budgetary monitoring and oversight processes 
including the development of balanced budget plans prior to each fiscal year as well as cash 
flow plans and projections. In compliance with California Education Code section 
47605(b)(5)(1) , Civicorps, at its own expense , contracts for the services of an independent, 
certified public accountant to conduct an annual financial audit of Civicorps' financial 
statements, internal controls , and attendance accounting records and practices. The audit will 
follow generally accepted accounting principles. To the extent required under applicable federal 
law, the audit scope will be expanded to include items and processes specified in any applicable 
Office of Management and Budget Circulars. 

It is anticipated that the annual audit will be completed within six months of the close of the 
fiscal year and submitted to the Civicorps Board of Directors for review and approval by 
December 15 of each year. The results of the audit will be sent to the Charter School liaison of 
the Oakland Unified School District, the Districts Administrative Director of Business services or 
designated staff and other entities as required by law (such as Alameda County Office of 
Education , Office of the State Controller, the California Department of Education). Civicorps' 
Board of Directors Finance Committee will review any audit exceptions in a timely manner and 
issue an acceptance of the audit to the organization 's full Board of Directors along with 
recommendations on how exceptions will be resolved . All exceptions and deficiencies will be 
communicated to the District in a timely manner and any disputes regarding the resolution of 
audit exceptions and deficiencies will be referred to the dispute resolution process. 

The Civicorps Elementary School (K-5) receives funding according to the California Education 
Code and other relevant laws and any funds due to the school from the District shall be 
forwarded to Civicorps in a timely manner. During the term of this charter petition , Civicorps 
and the District will attempt to negotiate in good faith to develop a memorandum of 
understanding that clarifies the financial relationship between the two entities. Pursuant to the 
terms of the Charter School Act, the District shall perform oversight duties necessary for the 
implementation of this charter for a fee that will not exceed the District's actual oversight costs , 
not to exceed one percent of the General Purpose and Categorical Block Grant funds provided 
to the School , unless the District begins to provide rent-free facilities for the school , in which 
case the cap on oversight fees would be the lesser of actual costs or three percent of the 
revenues specified above. Civicorps shall provide to the District financial reports as required by 
charter law including unaudited interim financial reports and an audited financial statement by 
December 15. 

To the extent that Civicorps Elementary School is a recipient of federal funds , including federal 
Title I, Part A funds , Civicorps has agreed to meet all of the fiscal and other regulatory 
requirements of the No Child Left Behind (NCLB) Act and other applicable federal grant 
programs. Civicorps agrees that it will keep and make available to the District any 
documentation necessary to demonstrate compliance with the requirements of the No Child Left 
Behind Act and other applicable federal programs, including , but not limited to , documentation 
related to required parental notifications, appropriate credentialing of teaching and 

23 



Civicorps Elementary School Renewal Petition 
Submitted to the Oakland Unified School District on December 14, 2010 

paraprofessional staff, where applicable , or any other mandated federal program requirement. 
The mandated requirements of NCLB include, but are not limited to, the following : 

Notify parents at the beginning of each school year of their "right to know" the 
professional qualifications of their child 's classroom teacher including a timely notice 
to each individual parent that the parent's child has been assigned , ot taught for four 
or more consecutive weeks by a teacher who is not highly qualified. 
Develop jointly with , and distribute to , parents of participating children , a school
parent contract. 

• Hold an annual Title I meeting for parents of participating Title I students. 
• Develop jointly with , agree on with, and distribute to , parents of participating children 

a written parent involvement policy. 

Civicorps Elementary School also understands that as part of its oversight of the school , the 
Office of Charter Schools may conduct program review of federal and state compliance issues. 

Element J: PUPIL SUSPENSION AND EXPULSION 
A statement describing "the procedures by which students can be suspended or expelled" 
[California Education Code Section 47605(b)(5)(J)]. 

The Civicorps Elementary School (K-5) is responsible for all disciplinary matters independent of 
the OUSD. Student discipline , including suspension and expulsion , will be handled by the 
charter school administration , in accordance with the Civicorps Elementary School (K-5) Family 
handbook and the policies of Civicorps Schools . These policies include detailed written 
guidelines that describe expectations for staff and student conduct with regard to attendance, 
performance , respectful communication, alcohol and substance abuse , and violence . Students 
who violate these guidelines may be subject to expulsion or other disciplinary action as 
articulated in the Family and Staff handbooks. All disciplinary policies reflect relevant laws 
protecting the constitutional and statutory rights of students generally, and of disabled and other 
protected classes of students . All students and their parents/guardians will be introduced to the 
School's discipline policies during parent and student orientations. The policies will be reviewed 
periodically and modified when necessary. The School will notify the District of any expulsions 
and will account for suspended or expelled students in its average daily attendance as required 
by law. 

In the case of a special education student, or a student who receives 504 accommodations, 
Civicorps Elementary School will ensure that it makes the necessary adjustments to comply with 
the mandates of state and federal laws, including the IDEA and Section 504 of the 
Rehabilitation Plan of 1973, regarding the discipline of students with disabilities. Prior to 
recommending expulsion for a Section 504 student or special education student, the charter 
administrator will convene a review committee to determine: 1) if the conduct in question was 
caused by, or had a direct and substantial relationship to the child 's disability; or 2) if the 
conduct in question was the direct result of the LEA's failure to implement the 504 plan or IEP. 
If it is determined that the student's misconduct was not caused by or had direct and substantial 
relationship to the child 's disability or the conduct was not a direct result of the LEA's failure to 
implement the 504 plan or IEP, the student may be expelled. 
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Element K. STAFF RETIREMENT SYSTEM 
A statement of whether charter school staff will participate in California's State Teachers 
Retirement System (STRS), Public Employees Retirement System (PERS), or federal social 
security" [California Education Code Section 47605(b)(5)(K)] . 

Civicorps Schools has established a retirement system in lieu of existing public employment 
retirement systems, according to the policies established by the Civicorps Board of Directors. 
The Staff Retirement System consists of the federal social security system and a 403(b) plan 
through Lincoln Financial. All employees are eligible for the 403(b) plan once they have 
attained age 21 and have completed one year of service during which 1,000 or more hours of 
service were completed . All eligible employees can make voluntary contributions on a pre-tax 
basis. 

Civicorps retains the option to elect to allow eligible charter school staff to participate in the 
State Teachers Retirement System and/or Public Employees Retirement System in the future . If 
the school should opt to participate in the STRS or PERS systems, the district shall cooperate 
as necessary to forward any required payroll deductions and related data . The school shall 
apply to the district a reasonable fee for the provision of such services. If the school elects to 
have teachers participate in the STRS or PERS systems, then all teachers will do so. 

Element L. ATTENDANCE ALTERNATIVES 
A statement that students who opt not to attend the charter school may attend other district 
schools or pursue an inter-district transfer in accordance with existing enrollment and transfer 
policies of their district or county of residence or a description of other attendance alternatives 
[California Education Code Section 47605(b)(5)(L)] . 

Students who opt not to attend the Civicorps Elementary School (K-5) or who leave the charter 
school may attend other district schools in accordance with the existing enrollment and transfer 
policies of the district of their residence. The Civicorps Elementary School (K-5) will transfer 
student records to and from the appropriate schools to follow student progress . 

Element M. EMPLOYEE RIGHTS 
A description of the rights and return rights of district employees who leave the district to work in 
a charter school [California Education Code 47605(b)(5)(M)] . 

Civicorps Elementary School (K-5) staff are employees of Civicorps Schools. The right of 
employees to leave the District to work at the school as well as the right to return to the District 
for school employees who were previously employed by the District will be specified in District 
policies or collective bargaining agreements regarding this issue. The right of other employees 
to leave another LEA or organization and the right to return to those organizations will be 
specified by the policies or collective bargaining agreements of the previous LEA or 
organization . 

Element N. DISPUTE RESOLUTION PROCESS, REPORTING AND RENEWAL 
A statement describing "the procedures to be followed by the charter school and the entity 
granting the charter to resolve disputes relating to provisions of the charter'' [California 
Education Code 47605(b)(5)(N)] . 
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The staff and governing board members of the Civicorps Elementary School (K-5) agree to 
attempt to resolve all disputes between the District and school regarding th is charter pursuant to 
the terms of this section . Both will refrain from public commentary regarding any disputes until 
the matter has progressed through the dispute resolution process. 

Any controversy or claim arising out of or relating to the charter agreement between the District 
and Civicorps Elementary School, except any controversy or claim that in any way related to the 
revocation of this charter, shall be handled first through an informal process in accordance with 
the procedures set forth below. 

(1) Any controversy or claim arising out of or relating to the charter agreement, except any 
controversy or claim that in any way related to revocation of this charter, must be put in writing 
("Written Notification") by the party asserting the existence of such dispute. The Written 
Notification must identify the nature of the dispute and all supporting facts known to the party 
giving the Written Notification. The Written Notification may be tenered by personal delivery , by 
facsimile , or by certified mail. The Written Notification shall be deemed received (a) if 
personally delivered , upon date of delivery to the address of the person to receive such notice if 
delivered by 5:00PM or otherwise on the business day following personal delivery ; (b) if by 
facsimile , upon electric confirmation of receipt ; or (c) if by mail , two (2) business days after 
deposit in the U.S.Mail. All written notices shall be addressed as follows: 

To Charter School, c/o School Director: 
Civicorps Elementary School 

To Coordinator, Office of Charter Schools: 
Office of Charter Schools 
Oakland Unified School District 
1025 Second Avenue, Room 206 
Oakland , California 94606 

(2) A written response ("Written Response") shall be tendered to the party providing the Written 
Notification within twenty (20) business days from the date of the receipt of the Written 
Notification. The Written Response shall state the responding party's position on all issues 
stated in the Written Notification and set forth all facts which the responding party believes 
supports its position . The Written Response may be tendered by personal delivery, by 
facsimile, or by certified mail. The Written Response shall be deemed received (a) if 
personally delivered, upon date of delivery to the address of the person to receive such 
notice if delivered by 5:00pm or otherwise on the business day following personal delivery; 
(b) if by facsimile , upon electronic confirmation of receipt; or (c) if by mail , two (2) business 
days after the deposit in the U.S. Mail. The parties agree to schedule a conference to 
discuss the claim or controversy ("Issue Conference"). The Issue Conference shall take 
place within fifteen (150 business days from the date the Written Response is received by 
the other party . 

(3) If the controversy, claim , or dispute is not resolved by mutual agreement at the Issue 
Conference, then either party may request that the matter be resolved by mediation . Each 
party shall bear its own costs and expenses associated with the mediation. The mediator's 
fees and the administrative fees of the mediation shall be shared equally among the parties . 
Mediation proceedings shall commence within 60 days from the date of the Issue 
Conference. The parties shall mutually agree upon the selection of a mediator to resolve 
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the controversy or claim at dispute. If no agreement on a mediator is reached within 30 
days after a request to mediate, the parties will use the processes and procedures of the 
American Arbitration Association (AAA) to have an arbitrator appointed. 

(4) If the mediation is not successful, the parties agree that each party has exhausted its 
administrative remedies and shall have any recourse available by law. 

Internal Disputes 
Disputes arising from within the school , including those among and between students, staff, 
parents, volunteers, community partners, consultants and governing board members of the 
school , shall be resolved pursuant to policies and processes developed by the school. The 
district shall not intervene in any such internal disputes without the consent of the governing 
board of the school. The district shall refer any complaints regarding such disputes to the 
governing board/or executive director of the school for resolution pursuant to the school's 
policies . The district agrees not to intervene or become involved in the dispute unless the 
dispute has given the district reasonable cause to believe that a violation of this charter or 
related laws or agreements has occurred , or the governing board of the school has requested 
the district to intervene in the dispute. Please see the Civicorps Staff Handbook in Appendix for 
a more detailed description of the dispute resolution process regarding internal disputes. 

External Disputes 
In the event that the school or granting agency have disputes regarding the terms of this charter 
or any other issue regarding the school and grantor's relationship, both parties agree to follow 
the process outlined below. 

In the event of a dispute between the school and the grantor, the staff and governing board 
members of the School and District agree to first frame the issue in a written format and to refer 
the issue to the Superintendent of the District and Executive Director of Civicorps, or their 
designees. In the event that the grantor believes that the dispute relates to an issue that could 
lead to revocation of the charter, this shall be specifically noted in the written dispute statement. 

The Executive Director and Superintendent, or their representatives , shall informally meet and 
confer in a timely fashion to attempt to resolve the dispute. In the event that this informal 
meeting fails to resolve the dispute, both parties shall identify two governing board members 
from their respective boards who shall jointly meet with the Executive Director and 
Superintendent to attempt to resolve the dispute. If this joint meeting fails to resolve the 
dispute, the Executive Director and Superintendent shall meet to jointly identify a neutral third 
party mediator. The format of the mediation session shall be developed jointly by the Executive 
Director and Superintendent and shall incorporate informal rules of evidence and procedure 
unless both parties agree otherwise. The findings or recommendations of the mediator shall be 
non-binding , unless the governing boards of the school and grantor jointly agree to bind 
themselves. 

Oversight, Reporting, Revocation, And Renewal 
The Oakland Unified School District may inspect or observe any part of the school at any time, 
but shall provide reasonable notice to the director of the school prior to any observation or 
inspection. The Oakland Unified School District shall provide such notice at least three working 
days prior to the inspection or observation unless the school's board or director agrees 
otherwise. Inspection, observation, monitoring , and oversight activities may not be assigned or 
subcontracted to a third party by the Oakland Unified School District without the mutual consent 
of the governing board of the school. 
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If the governing board of the district believes it has cause to revoke th is charter, the board 
agrees to notify the governing board of the school in writing , noting the specific reasons for 
which the charter may be revoked, and grant the school reasonable time to respond to the 
notice and take appropriate corrective action. 

The Oakland Unified School District agrees to receive and review the annual fiscal and 
programmatic performance report. Within two months of the receipt of this report , the charter
granting agency must notify the governing board of the school as to whether it considers the 
school to be making satisfactory progress relative to the goals specified in this charter. This 
annual notification will include the specific reasons for the charter-granting agency's 
conclusions. If, in its review of the school's annual report , the charter-granting agency 
determines that the school is making satisfactory progress toward its goals , this charter, and 
any mutually agreeable amendments, is renewed for a term of no less than five years, subject to 
satisfactory completion of charter renewal requirements . 

Element 0 . LABOR RELATIONS 
A declaration of whether the charter school or local school district will be the employer for EERA 
(labor relations) purposes [California Education Code 47605(b)(5)(0) and 47611 .5] . 

The Board of Directors of Civicorps Schools has officially declared that the school shall be 
deemed the exclusive public school employer of the employees of the school for the purposes 
of the Education Employment Relations Act. 

Element P. SCHOOL CLOSURE PROCEDURES 
A description of the procedures to be used if the charter school closes. The procedures shall 
ensure a final audit of the school to determine the disposition of all assets and liabilities of the 
charter school, including plans for disposing of any net assets and for the maintenance and 
transfer of pupil records [California Education Code 47605(b)(5)(P)] . 

In accordance with the California Department of Education's suggested process for charter 
school closures, the Civicorps Elementary School (K-5) shall adopt the following process in the 
event the closes: 

1. Document closure action : The CIVICORPS Board of Directors will document the closure 
of the school through formal action, identifying the reason for the action as voluntary or 
revocation of the charter. 

2. Notification to educational agencies : The Civicorps Elementary School (K-5) will notify 
any school districts that may be responsible for providing educational services to the 
former students of the charter school , including notice of the school closure to the 
Charter Schools unit at the California Department of Education. 

3. Notification to students and parents: The Civicorps Elementary School (K-5) shall notify 
parents and students of the charter school as soon as possible if it appears that the 
school closure will be imminent. 
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4. Transfer of student and school records : The Civicorps Elementary School (K-5) will 
establish a process for the transfer of student records and assist parents in the transfer 
of students to other appropriate schools. The school and district will agree to a plan for 
the maintenance of all school records . 

5. Financial closeout: Civicorps will conduct an independent audit within six months of the 
school closure. The audit will include an assessment of all of the school 's assets, 
liabilities and accounts receivable . Civicorps will also submit any required year-end 
financial reports as soon as possible after the close but no later than the required 
deadline for year-end reporting. 

6. Dissolution of assets: Civicorps shall develop a plan for dissolution of assets and 
repayment of any liabilities as determined by the audit in conjunction with applicable law 
for a non-profit corporation . 

CHARTER-RELATED ISSUES 

Civicorps Elementary School must submit its renewal petition to the office of Charter Schools no 
earlier than 270 days before the charter is due to expire unless otherwise agreed by the Office 
of Charter Schools . 

The District may revoke the charter of Civicorps Charter School in accordance with Education 
Code Section 47607 any successor provisions to section 47607 or other statutory provisions if 
enacted after the date of the charter, regarding the revocation of charters. 

Impact on Charter Authorizer. In order to ensure the necessary oversight and review of 
mandated reports for which the authorizer must determine fiscal health and sustainability , the 
following schedule of reporting deadline to the District will apply each year of the term of this 
charter: 

September 1 -Final Unaudited Financial Report for Prior Year 
December 1 - Final Audited Financial Report for Prior Year 
December 1 - First Interim Financial Report for Current Year 
March 1 -Second Interim Financial Report for Current Year 
June 15- Preliminary Budget for Subsequent Year 

Civicorps Elementary School agrees to observe and abide by the following terms and conditions 
as a requirement for receiving and maintaining their charter authorization: 

Civicorps Elementary School is subject to District oversight. 

The District's statutory oversight responsibility continues throughout the life of the charter and 
requires that it, among other things, monitor the fiscal condition of Civicorps Elementary School. 

The District is authorized to revoke this charter for, among other things, the failure of Civicorps 
Elementary School to meet generally accepted accounting principles or if it engages in fiscal 
mismanagement in accordance with Education Code Section 4 7607. 
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Accordingly , the District hereby reserves the right , at District cost, pursuant to its oversight 
responsibility , to audit Civicorps Elementary School books , records , data , processes and 
procedures through the Office of Charter Schools or other means. The audit may include, but is 
not limited to the following areas : 

• Compliance with terms and conditions prescribed in the charter; 
• Internal controls , both financial and operational in nature; 
• The accuracy , recording and/or reporting of school financial information ; 

The school's debt structure; 
• Governance policies, procedures and history ; 
• The recording and reporting of attendance data; 

The school's enrollment process, suspension and expulsion procedures, and 
parental involvement practices ; 

• Compliance with safety plans and procedures , and 
Compliance with applicable grant requirements. 

Civicorps Elementary School shall cooperate fully with such audits and to make available any 
and all records necessary for the performance of the audit upon 30 days notice to Civicorps 
Elementary School. When 30 days notice may defeat the purpose of the audit, the District may 
conduct audit upon 24 hours notice. 

In addition, if an allegation of waste, fraud or abuse to Civicorps Elementary School operations 
is received by the District, the school shall be expected to cooperate with any investigation 
undertaken by the Office of Charter Schools, at District cost. This obligation for the District to 
pay for an audit only applies if the audit requested is specifically requested by the District and is 
not otherwise required to be completed by Civicorps Elementary School by law or charter 
provisions. 

District Fee for Oversight. The District may charge for the actual costs of supervisorial 
oversight of Civicorps Elementary School not to exceed 1% of the charter school's revenue , or 
the District may charge for the actual costs of supervisorial oversight of the charter school not to 
exceed 3% if Civicorps Elementary School is able to obtain substantially rent free facilities from 
the District. Notwithstanding the foregoing , the District may charge the maximum supervisorial 
oversight fee allowed under the law as it may change from time to time. 

Term of Charter Petition. The term of this charter shall begin on the date that the OUSD 
renews the charter (by February 14, 2011 at the latest) and this charter will expire five years 
thereafter. The charter may be revoked pursuant to California Education Code Section 47607. 
Any amendments to this charter shall be made by mutual agreement of the Civicorps Schools 
Board of Directors and the Oakland Unified School District. Material revisions and amendments 
shall be made pursuant to the standards, criteria , and timelines in California Education Code 
Section 47605. 

Severability. The terms of this charter are severable. In the event that any of the provisions 
are determined to be unenforceable or invalid , the remainder of the charter shall remain in effect 
unless mutually agreed otherwise by the Oakland Unified School District and the Civicorps 
Elementary School (K-5) Board of Directors. The District and the School agree to discuss and 
resolve any issues or differences relating to invalidated provisions in a timely , good faith 
fashion . 
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Revocation of Charter. The District agrees to act in good faith to notify the School in writing of 
any violation that may result in the revocation of the Charter for the reasons described in 
California Education Code Section 47607. If the violation does not constitute a severe and 
imminent threat to the health or safety of the students , the School is provided a reasonable 
opportunity to correct the violation . In such a situation , the Civicorps Elementary School (K-5) 
and the District shall follow the laws and procedures in the California Education Code. 

Facilities. The Civicorps Elementary School (K-5) is currently located at 1086 Alcatraz Avenue , 
Oakland , California . The Civicorps Elementary School (K-5) , however, reserves the right to 
apply for district facilities through the Proposition 39 process and/or relocate to other suitable 
facilities . In the event of a move, Civicorps would seek any necessary amendments to this 
Charter. 

If Civicorps Elementary School fails to submit a certificate of occupancy or other valid 
documentation to the District verifying that the intended facility in wh ich the school will operate 
complies with Education Code Section 47610, not less than 30 days before the school is 
scheduled to begin operation pursuant to the first year of this renewal term , it may not 
commence operations unless an exception is made by the Office of Charter Schools and/or the 
local planning department or equivalent agency . If Civicorps Elementary School moves or 
expands to another facility during the term of this charter, Civicorps shall provide a certificate of 
occupancy or other valid documentation to the District verifying that the intended facility in which 
the school will operate complies with Education Code section 47610, to the District for each 
facility at least 30 days before school is scheduled to begin operations in the facility or facil ities. 
Civicorps Elementary Schools shall not begin operation in any location for which it has failed to 
provide a certificate of occupancy to the District, unless an exception is made by the Office of 
Charter Schools and/or the local planning department of equivalent agency. Notwithstanding 
any language to the contrary in this charter, the interpretation , application , and enforcement of 
this provision are not subject to the Dispute Resolution Process. 

Civicorps Elementary School shall occupy facilities that comply with the asbestos requirement 
as cited in the Asbestos Hazard Emergency Response Act (AHERA) , 40CFR part 763. AHERA 
requires that any building leased or acquired that is to be used as a school or administrative 
building shall maintain an asbestos management plan . 

Administrative Services. Civicorps has experienced administrative, payroll and accounting 
staff and will be responsible for its own personnel plans, provisions and costs . If any 
administrative services are to be provided by the District, details and conditions will be agreed 
upon in a Memorandum of Understanding between Civicorps and the District . 

Potential Civil Liability Effects. Civicorps provides the charter school's liability insurance; it 
does not expect the District to assume the debts or liabilities of the school. Civicorps maintains 
and augments as necessary its general liability (including board errors and omissions), property, 
workers compensation , unemployment, and automotive/vehicle insurance pol icies. Any liability 
claims against the school will be handled pursuant to the terms of the Civicorps' existing and 
longstanding insurance policies. 

The Civicorps Elementary School (K-5) will be responsible for all supplies and equipment that it 
purchases. Any District property used by the charter shall be protected by insurance 
satisfactory to the district. The District shall have no responsibility for student losses, and the 
charter shall hold the district harmless for any such losses. The school will track attendance 
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and performance and will provide the District with ADA and performance records . The Civicorps 
Elementary School (K-5) will assume all potential civil liability and will hold the District free of 
such responsibility . 

Financial Statements. Civicorps Schools uses the Modified Accrual method of reporting . 
Fiscal closes are performed monthly at which time actual revenues and expenses are presented 
against monthly and annual budget (Budget Vs Actual Reports) . Wendy Wang , assistant 
controller (over 15 years experience) , compiles the monthly Budget Vs Actual Reports and 
forwards them to Brian Hickey (over 15 years experience) , Interim CFO, for review . Upon 
booking any necessary adjusting entries arising from the Interim CFO's review the monthly 
Budget Vs Actual Report is forwarded to the principal for review and comments. A sit down 
meeting is conducted to discuss the Budget Vs Actual results as often as monthly, but not less 
frequently than quarterly . 

Civicorps Schools has an annual financial statement audit performed by Wilson, Markle , 
Stuckey Hardesty & Batt. Wendy Wang , Assistant Controller and Brian Hickey, Interim CFO are 
responsible for preparing the necessary reports and schedules to facilitate the audit. All 
significant findings (if any) and reviewed by the board of directors and a remediation plan is 
developed . Civicorps Schools and Civicorps Elementary of obtained a clean opinion in 
conjunction with each of the past 5 years . 

Cash flow is monitored by the Company's financial department (Interim CFO) and Board of 
Directors. In times where cash flow is an issue, cash flow reports are generated and meetings 
are held frequently with principal and financial staff to address cash flow concerns. 
All purchases of goods and services require signature approval of the principal. A signed 
purchase order or invoice is provided to the finance department as support of approval. All 
checks over $5 ,000 require two signatures. Civicorps utilizes the Positive Pay system at Bank 
of America . Interim CFO reviews all purchases for validity and accuracy prior to signing checks. 
Payroll is processed semi-monthly by lmie Lam, Payroll Specialist (over 15 years of 
experience). Each exempt school employee is responsible for submitting a semi-monthly 
timesheet which documents paid time off utilized during the period . Hourly employees are 
responsible for submitting a semi-monthly timesheet that documents daily hours worked . All 
exempt and non-exempt timesheets are signed by the respective employee and immediate 
supervisor. Payroll is submitted on-line using an Internet based software from Paychex, a 
payroll processing service. Prior to submitting payroll a Pre-process Report notating gross pay 
and detail of deductions for each employee is reviewed against employee timesheets , new hire 
and termination forms , and personal action forms (documenting changes in rates of pay) for 
accuracy by the assistant controller. Once accuracy is confirm , payroll is submitted on line and 
a Final Payroll Report is generated and transfer is made to the payroll account to fund payroll . 
See Appendix for five-year financial school forecast. 

Communications. All official communication between the Civicorps Elementary School (K-5) 
and the Oakland Unified School District will be sent via First Class Mail or other appropriate 
means to the following addresses: 

Civicorps Schools 
101 Myrtle Street 
Oakland , CA 94607 

Oakland Unified School District 
1025 Second Avenue 
Oakland , CA 94606 
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the school, designed, among other things, to identify those whom the school is attempting to 
educate, what it means to be an "educated person" in the 21st century, and how learning best 
occurs. The goals identified in that program shall include the objective of enabling pupils to 
become self-motivated, competent and lifelong learners. 



0 

0 

0 

Civicorps Elementary School Renewal Petition 
Submitted to the Oakland Unified School District on December 1~~)Q10 

Deleted: Central to its mission to reinvest in 
the civic mission of public education and to 
provide a rigorous educational experience for 
students of all abilities, the EBCC K-8 Charter 
School actively recruits a student body that 
brings together the socio-economic and ethnic 
diversity of Oakland and the broader San 
Francisco Bay Area, including students who 
have traditionally been most underserved: 
young adults who have not succeeded in the 
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factors. 
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Coach and Marilvn Bums Math arnono otner". 

The con1ponents n'f tvfafh VVodc::!Jop inc~fude: cuideO orac1lce, outde2d fv1ath srnan group or 
individual v,;ork with teacher_ work slatior:siindcnsn(Jenl practice Math Facts/Fact Flw.;ncy, 
Do NowtExit Td;ets. Mental MaH /Mat"; Journal!ng and Assessrnent!Observationai and 
Conferencino Nctes. 

<I>E!'E!tl!cl= ... ~ ...... . 



0 

0 

0 

Civicorps Elementary School Renewal Petition 
Submitted to the Oakland Unified School District on December 1{: ?919 

Service Le/Hninq Tl!rouc!f; E>ocfa! Studios ancl Science 
An wrn:;ortant oi!ler of our schoofs c!1arte( iS ctvlc education throuoh Service LearnincL r::nch 
of our dnsses paticiu:;tes in interdisciolinmy sic nature nrujects durinq the vear ns weii ns 
c!nssroom nctivities and owiects that conned L; !he California Socal Studies and Science 

A:1 and Service Lstur;ina 

Each evade has C.H1 !n~deoth Sion;;~turc Proiect that fuses their studies in the ,1R<~- !!tcracv, 
serv~o:; !earninq end the arts. These nro'ects ure bused on made !eve! Cnlifornia State 
Standards in Visual Arts. Social Studies. and Scw,nce. In additwn. Sinnaturc Proiects use 
K-12 ServiccLGamino Standmds for Qua\ity Practice festabiished by the Nntionai Youth 
Leadership Council'i 

ARTISTIC UTERACY 

Students participate weekly in Visual Arts ciassss in order to !sam lhs foundational skills 
and kno\vlcdac of artistic !i!eracv_ Students creeto thew ovvn unigus vvorks of art studv the 
lives and work of various artists end attend as,t>emblies that hiqi;!ight the particular :;rt forms 
they are sludyina. In addition. the arts are woven into the fmmev;odr of the academic 
orogram. Since students neec! the same s!\ills to make scientific observations as thev do to 
draw a still life. Vie work to ensure that students transfer their knowledos and ski!! thsv lsnrn 
in art c!nssos to other asoects of the nrooran: 

I Deleted: 5 
"'-····································· 
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Artful TlJfnlc)nu is 2 proarcvn thai l/V88 dsveioood by Harvnrd Pt01GGt Zero.( in consboraticn 
vvitr1 the ·rrnv~~.rse C!tv_ lV1iGhlosn /\rca Publlc Schoo!s CTCAPSJ. ·rhe: nrcnrnrn v;a~~ one 
cornponent of a lsn:n:;r TC/\PS un;J;t frorn the US Den;:_;u"trnent of Education tha~ alrned at 
devcloonq a model scr:rosch for integratno srt :nto rcqulsr clsssmNn nstruchon. The 
PLHDose of the !\rtfu! Thinkinc Prnqrnrn is to heln t~:achers reuularlv use V\J(:rks of visuFJ art 
and rnusic In ~heir cuniculurn lr v;avs that suenothen stt.;den~: thinkino and learnincL lr 
addition. \//P provide cJ:rcct /\rt instn.tction to classes tv,:Jcs a vveeh in 45 minute sessions es 
V/CU as ;\rts ;n:r~wrr:~LGn ucti\lhif!~~- in the renui:n clussroorn 

dassroqrns. in ioca~ an~51f.£trtrJZ.Dli£lDS. and acr(b<;s the an Heidt and vvlthin the broader 
sodo1v~ 

Civiccrps! Visual Atis prograrn airns t:o teach our scholars to !hink as srdsts. Students are 
encouraged to seek visual solutions to the creaEve ouestions and cha\lenoes put betore 
them Throunh guided orsctice stutcrts will lesrn to usc the mslcrials and tools of the art 
studio to express thsir O\vn ssnse of creativi!v. Studen1s vvill be given ihs opportunitv to 
explore 2 varietv of art!sLc rnedia and discover their sedf~exorossion. 

<~()rii1CittE!~: ... ~()~l.:,!I,.~.CII, .. 1 .. ~ .. Pt .... 
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Resource 

The Resource Prcqrarn orovldes t:HJditlonal heJn to acadernicany at:-iie students viho have an~\ 
identified !earning disability .. Our nar1 time resource snecisiist nrovides individual .. 
remedistion anci supood to identifieti students in the oeneml educational ciassmom, 

Speech and lanouane theraov is provided for children who need assntunce with lanausoe < 

ncouisitlon cornprehenslorL or \lerbti~ cnrnrnunlcation. Ch!khen are referred to the soeech 
therapist for misarticulation of sounds. non .. fiuency. hearing difficultiss. oiwsicnl anomalies. 
!such as cle'it palate; insufficient voice oroducron. and lanqufKJe problems Students arc 
enrolled in individual or small omuo lhenmv on e weekiv basis 

Afterschno! Proaram 

The reoular school day exten(iS into an af!ersc!looi enrichment p;oqram. Stuctsr.ts receive 
academic suooort in the form of structured homework assistance. academic su::mort and 
nult:-diSciolinarv activities. indudinn visuai Arts. arts and crafts. science (c:<oloration. 
computers. and ohvsical activity amono ether?,. Olhef impm\ant oroqrsm <f)moNmnis 
include dai!v nutritious snacks. rest and reiaxmion and organized play. The aftcrschoci 
proorarn is fcc b~1.scd and recistraLon is roouirc:d. ()ur aftcrschooi oartncrs include the 
Museum of Children's .1\rt iMOCHAi. Extreme Learning and Circus Arts. 
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~ ... ............ ...... . . . ...... .. . . . . ........... . .... . 

F,lelllentB~ .. ~9~99~ \llfi[)E; ~!lJ.DE~!9lJ!991\111;~ .......................... .................. . .......................................................... . 
A description of the measurable pupil outcomes, i.e. the skills, knowledge, and attitudes that 
students will have attained upon leaving the charter school [California Education Code Section 
47605(b )(5)(8) .. nod (G)J 
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:.:.~:cc.~~""~2.:~~.cc::~:s:.:.:~:~.:ccs~::c~~~x~.c::;.~x%.c~c::~.:.:.:o:::., .. ;:.:~.~:~::~~:cs.:.:~~~~:~.2::~:x:~ 4 

'Element o: GOVERNANCE 
A description of "the governance structure of the school, including, but not limited to, the 
process to be followed by the school to ensure parental involvement." [California Education 
Code Section 47605(b)(5)(D)J .. 

Deleted: .. : ... =: . .. s.: .............................. . 

Deleted: The student outcomes tor both the 
EBCC K-8 Charter School are aligned with the 
California State Standards and with the mission 
of the school -to prepare young people for their 
lifelong roles as citizens by instilling in students 
academic, artistic and civic literacy. All students 
at the EBCC K-8 Charter School, induding 
individuals with special needs, English 
Language Learners, and/or students identified 
as "under-performing" will be expected to meet 
these outcomes in order to graduate and/or 
successfully complete a course of study at the 
school. Students will be provided additional 
support and/or accommodations to meet these 
outcomes as needed and/or legally required by 
an Individual Education Plan. 
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~ . . . . . ..... 

_legal. The ,Qivicoros Elementary Schcci rK-5 lIs operated as a part a 
California Public Benefit Corporation pursuant to California Law. The school will be governed 
pursuant to the bylaws adopted by the board, as subsequently amended pursuant to the 
process specified in the bylaws. 

The L_:;Jyjcorps Elementary_ Scheel Governance Council is the Civice!J?S Board of Directors, 
comprised of an array of influentialeducators,'community'me';ntiers ancrexperts Of tileir'fietds.' . 
Board members' areas of expertise include curriculum and instruction; charter schools 
development; public and private school administration; fundraising; and business and 
organizational development. (Piea9e see Appendix,for e~nstofthe board members,) 

The Board of Directors currently has ?i9.h1,11l§ll1lbers c:~nc:l C:?f1 h()ld liPto?!). E::?ch Bo(lrcj 
Member is elected for a three-year term. New members are recruited and screened by a 
Recruitment Committee composed of Board Members. Each new member must be approved 
by a simply majority of those already on the Board. The Board members share a passionate 
commitment for public school reform. The Board will establish major ,Qjyi<}QU.'.f: .. 'Sisi]El,i;,l\§LY 

·"··"'·'·'·"'·''·'···············.,· policies including: 

J7 / 
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Financial Oversight: The Board approves the schools' annual operating budgets and their 
impact on the overall finances of the organization. 
Strategic Planning: The Board informs itself as to the long and short-term plans for the 
development and operation of the school. 
Programmatic Oversight: The Board informs itself as to the welfare and integrity of the 
~QhdflflL!?1?.-EJiiGJ.t:LllsD:: School, .ar1d th~ cl~gtee t() 1fofhich it. is .lll~~ting it!? goal!? (lnd achi~ving 
its mission through information provided primarily from theS:>!yi:QQ£E0 Executive Director. 
Advocacy: The Board is responsible for advocating for thel;i~~£lsiTElit.a0fiSchool 
including raising funds. 
Hiring: The Board hires, supports, evaluates and advises the Executive Director of 

The Oakland Unified School District is entitled to a representative on theS>J.Y!f:;91,8§13()ardqf 
Directors. To prevent any real or perceived conflict of interest or incompatibility of office, the 
district representative will sit on the board as a nonvoting member who facilitates 
communication and mutual understanding between the Charter School and District, 

.. 
'·" 

Jh~ £()y:i£Q.fQ%.13()C!rd ()fDirectorl? iSC:()f1l?tjt(Jt~cl Cine! C:()l'lcl!JCtl? it!? (lff(lirS(ll)l?P~ci~~d i.n it!? bylaws' 
which may be amended as provided for in the bylaws and in accordance with any applicable 
state open meetings laws (e.g. the Brown Act) to foster community building and parental 
involvement. 

Operations . .J<ivicoros lll(lint(lil'll? c:lrlciC!U91l1~r1tl? <:11? n~c::~l?l?C!fY. it!? g~n~ralli(lf:>ility (if1CILI~.ing··· 
Board errors and omissions), property, workers compensation, unemployment, and 
automotive/vehicle insurance policies. Any liability claims against the charter school will be 
handled pursuant to the terms of theS>J.'il9!2£.2§~inl)LirC!f1~ p()lic;i~l), 

,Civ1corus E!qmcntarv;.~choolfK~5) wiU b~.r~SPOI'll)iblefor all supplies ar1c1 equipJ1lent that it 
purchases. Any District property used by the charter shall be protected by insurance 
satisfactory to the District. The District shall have no responsibility for student losses, and the 
charter shall hold the District harmless from any such losses. 

~18 

Association composed of parents will be 
established to provide the EBCC senior 
management team (the Executive Director and 
the other agency Directors) with ongoing input 
that will help shape school policies and 
practices. The Parent Association is charged 
with supporting the EBCC K-8 Charter School 
mission; organizing family events; fundraising; 
and bringing concerns of the parent community 

the EBCC K-8 Charter school administrators. 
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"'EiemeniE. ENIPLOYEE··ouA.LiFICATIONs· 
A description of "the qualifications to be met by individuals to be employed by the school" 
[California Education Code Section 47605(b)(5)(E)]. 

c iyjg.QJKlS Flecu:zntwvJ)c:;h()()l ( i<~sl.~Cil) four (';Citt;!goriE!l) ()fl)taff rne!rni:>E!rs: Aclrnif1 istrators' . .. . .. 
Teachers, Instructional Support Staff and Non-Instructional Support Staff. For all positions, the 

""'·'··'··'·"··"·c·"'·~'···'"'·'·"'L' .. ':·'':·'·"''"L;· ... ':c:·"' .. '·'" .. ':·' ... '":·'' .... "'·" seeks to employ professional, qualified candidates who are 
strongly committed the mission of the school and to nurturing the academic, artistic and civic 
development of a diverse student population. All employees, meet the applicable qualifications 
required by state and federal laws for their positions and will demonstrate understanding of 
youth development and/or service-learning. We will also seek individuals who have extensive 
experience working in diverse, urban communities. As provided for in the California Charter 
Schools Act, the.GJvicorps E_lemsnta:v ,School (1\ .. 51 may choose nott()require c:;redentialsfor 
teachers in non-core, non-college preparatory courses. The school f()J1duc:;t§ l:>ac:;~grouJ1cl 
checks of all candidates to ensure the health, safety and success of all students. 

In addition to the general qualifications outlined above, the School's key staff members 
(Administrator, Teachers, Instructional Support Staff and Non-Instructional Support Staff)J11eet_ 
the following qualifications: 

Administrators. Administrators include the principal who serves as the instructional leader of 
the school site, and other program managers such as school partnerships manager and 
workforce development manager who support the principals in achieving the outcomes outlined 
in this charter petition. Qualifications for the principal position includes at least five years of 
teaching and/or administrative experience; Masters degree and/or administrative credential; and 
demonstrated leadership in the areas of curriculum, instruction and/or assessment. 
Qualifications for the other administrative positions will include three to five years of teaching or 
administrative experience relevant to their positions and a minimum of a Bachelor's degree. 
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Teachers. Teachers are responsible for teaching the core curriculum. Qualifications for the 
Teachers of the core curriculum (language arts, mathematics, history/social sciences, foreign 
language, visual/performing arts and college preparatory electives) include minimum Bachelor's 
degree; appropriate teaching certificate, permit or other document required by the Commission 
on Teacher Credentialing; subject matter competence by exam or coursework; and at least one 
to three years of teaching experience. CLAD/BCLAD certification is highly desired. 

Instructional Support Staff. Instructional Support Staff, including Teacher Interns and 
Operations Staff, work with teachers of the core and non-core curriculum to assist students in 
achieving the outcomes outlined in this petition. Teacher Interns work in classrooms with 
individual students and small groups to support student success. Operations Staff is 
responsible for preparing and correcting educational material, tracking attendance and 
performance, and tutoring students under the direction of the teachers. Teacher Interns will 
hold a minimum of a Bachelor's degree and be enrolled in a teacher credentialing program. 

Non-Instructional Support Staff. The non-instructional support staff provide a variety of 
support services to the administrative and teaching staff. The Development Staff are 
responsible for developing funding to support the school. The Recruiting Staff recruits students. 
The Human Resources Staff is responsible for defining and enforcing policies and procedures 
dealing with staff and students. The Fiscal/Accounting Staff is responsible for tracking all fiscal 
matters including accounts receivable, accounts payable and fund management. The Facilities 
Staff is responsible for maintaining the agency's facilities and equipment. The Office Staff is 
responsible for handling reception and intra-office and external communication. The Counseling 
Staff is responsible for providing guidance in the school and in the students' personal lives. 

Qualifications for each of these positions include strong organizational and communication 
skills; relevant educational experience (e.g. minimum of Associate's degree for Office Staff and 
Masters degrees for Development or Human Resources managers); and relevant work 
experience of at least three to five years in their fields. 

Jeac~er I::'! iring~ Ciyicoro.s,rec()gnizesthe irnportance()frecruiting .andretaining Cl diverse 
faculty and staff who value teamwork and collaborative decisionJll(l~il")g Cll1cliJIIh() ?r~ 
passionate about making the school's mission come alive. Over the last 20 years, .Cx:i!S:::?.G?.%, 
)las successfully recruited staff members from the following sources and strategies, including 
job postings in local and national publications and in charter school-specificjob banks as well as 
recruitment from local networks including local teacher education programs. In addition to 
seeking candidates committed to the school's mission, the LdL:LIQ9JIULJ~l9I:!:.KW1sD:~~£!:l!?QLJlS:::'2l 
will continue to seek candidates who are highly qualified and meet the requirements of the 
Child Left Behind (NCLB) Act. 

f'.r'?.!~:S.!>i.'?I1CII .. I:>~Y~.I()p.IT1~11t~ ... &lYJ.S:~-lli. !:Shigh}Y ... (;().11111:1 itted. t() .. :st<:~fi'.P r()f~::;::;i()f1<:11.cl.~y~l()prJ1~ 11t 
and continuous improvement. All staff members participate in professional development and 
collaborative planning time each year including (1) intensive summer training and planning 
related to the data-driven identified priorities for student achievement, team and vision building 
and revision of school policies and procedures; (2) weekly professional development sessions 
focused on improving teaching practice and the overall school community and culture; and (3) 
daily horizontal and vertical collaboration meetings to plan, reflect on, and improve curriculum 
and instruction. Teachers at the.,Qlvicoros Eiernsnt?nSchool iK-Q} are alsoe11c:ouraged t() 
improve their practice through individualized professional development. 
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~JmiJJ(E!£1. ~\1<\llli,\~i()llz ~; iVIQ.Qro;; IJSE!§> 911 fl\fai1J§lti()l1 pr()~Sl) (l>E!E! fl.ppenqixJ. for . 
:?9rninic;tl :;1qr;;Jec:~cher§' .. '2.WL.s.t?!tt~at. foCIJl)E!S ()nCrE!c:~til1g C!Pr()fesl)i()nal <;!Jiture of ........ . 
collaboration, reflection, and continuous improvement within the school community; assisting 
educators to formulate professional goals to improve student learning and teacher practice; and 
assessing the progress of a teacher's practice toward professional goals and professionally
accepted benchmarks. Teachers' evaluations will be organized around four main areas: 
Classroom Environment, Curriculum, Instruction, and Learning Community. These poaching, 
reflection, and evaluation areas are aligned to and reflect both the six California Standards for 
the Teaching Profession. t£::!12.QI(ill!J;:i:L21&£d£1&rl§.SJJJ.9J:QY1?Dl'1·_Dl:QJ;Uc::;:;t;:§·?LUj.J2?'Il:C'Q(~il1lY 

Element F. HEALTH AND SAFETY REQUIREMENTS 
A description of "the procedures that the school will follow to ensure the health and safety of 
pupils and staff" [California Education Code Section 47605(b)(5)(F)]. 

The .£dld.Qrull?.?..J;l~ti.frntarv \)choo! iK~Ol has existing health, safety and risk management 
guidelines and policies currently in use by Civ;corps School; The charter school will update 
these guidelines as necessary in consultation with .QLyjgQriJs' insurance carriers and ril?k · 
management experts. To the extent required by non-charter schools, these guidelines and 
policies address, at a minimum, the following topics: 

Employee background checks and criminal record summary as required by Section 
44237 and California Education Code Section 47605 (b)(5)(F); 
Documentation of immunization records for student enrollment and employees; 
Regular student screening for tuberculosis, vision, hearing and scoliosis; 
Administration of prescription drugs and other medications; 
Response to natwal disasters and emergencies such as earthquakes and fires 
including staff training in first emergency response such as basic first aid and CPR; 
Family contact information in case of an emergency; and 
Maintenance of a drug, alcohol, and tobacco free workplace. 

These policies are incorporated into the school's staff and family handbooks which will be 
reviewed by the faculty and staff and approved by the board on an on-going basis. fiE!al)E!SE!e 
AppendiQ.ru;:lorthe~taff_J::l§lllcJb.()()k,.Cin.clthE!.C:Ivicorgs El(!rn2L~Qi1ooi.ti(~5LF.§lrT)ily. 
Handbook. 

':t. ...................................................................................................................................................................................................................................................................... . 

Element G. MEANS TO ACHIEVE RACIAL AND ETHNIC BALANCE 
Describe "(t)he means by which the school will achieve a racial and ethnic balance among its 
pupils that is reflective of the general population residing within the territorial jurisdiction of the 
school district to which the charter petition is submitted" [California Education Code Section 
4 7605(b )( 5 )(G)]. 

In order to ensure that there is a racial and ethnic balance at the school reflective of Oakland 
and the larger East Bay community, committed to a 

,21 
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student and family recruitment strategy that includes, but is not necessarily limited to, the 
following elements: 

Outreach to and networking with community-based organizations such as churches, 
neighborhood groups and public and private agencies that serve the various racial, 
ethnic, and interest groups of the Oakland community; 
Distribution of promotional materials and announcements in a variety of media 
including print, TV and/or radio targeted toward diverse populations and in a variety 
of languages, if needed; and, 
Inclusion in the district's annual open enrollment process for Oakland parents. 

Element H. ADMISSIONS REQUIREMENTS 
Describe "admission requirements, if applicable" [California Education Code Section 
47605(b)(S)(H)]. 

The };i,;tj\;9TJ!.0.s'.f!i.f}.%.D.l.<."L'i •• !?.Gb,i;S::U!~).Gi), dOE:!§ n()t c:Jisc;~iJ'l1in(1tE:! in its ac:Jrni§§iOn§ prac;tic;e§ . 
and policies on the basis of race, ethnicity, national origin, primary language, gender, sexual 
orientation, or disability. To fully achieve its mission to nurture active, engaged citizens, the 
f.br.!SQ.CR.? s.I§;J},i?;.U\sXY...§gi1.9.2.L(t)~§) §E:!E:!k§ t(). rE:!c:~uit f()r diyE:!rsity_vyithil1 it§ §tU<:JE:!I1tp()pUI(1tionthat .... 
reflects the population of within the larger San Francisco Bay Area and from a community of 
families who are committed to the school's mission, instructional and operational philosophy and 
practices. Admission to the school shall be open to any resident of the State of California, 
although admission preferences will be given in the following order: 

Admission preference shall first be given to students attending the charter school and 
students with siblings admitted to the school. 
Next preference will be given to children of a member of the school faculty, staff or 
board. 
Next preference will be given to all remaining students residing within the school district. 

Each year, the fiY.i.E£rr?D .... s.!:sm.~.n.tf:i.r.x.,§.£1J.99LCi$ .. 0JV\'ill ~€l9ii1C::()IIE!C:ting applic:;(1ti()n§ il1 ~<311UC3EY, ..... . 
The fi..\il~0LQ?J~L9:ill©..D\§rY~9JloollK:§.l will acceptall ~tudE;!Qts ~,Vho apply but will SE;!E!k a gencjer 
balance in its classrooms. In order to be admitted into the,G.~YL\;9r2.§ ... s.i.s.'.Ds.D.!.srt ... §.Eb.9.9.k 
applicant pool, a student and their family must participate in an orientation process that will ··········· .... "" 
include an introduction to the school's mission and policies. However, if more applications are 
received than there are available slots, a public, random lottery will be held every year in a 
public location to determine the following school year's enrollment. Bi October 1 of es::;:h . .vet~r. 

procedures. key d2tes. end admissions preferences and reguirements consistent vilh apomveg 
chartcLParents and students will be informed of their entrance into the,Q,Lyj,£Q££QJ;;iei.]Jflilf13l::t 
·"""''·'·"·"·"·'----'=·'--·''" via the public lottery session or by phone or mail if they are not present at the 
lottery. Based on the lottery, an annual wait list will be formed and as openings become 
available, students on the waitlist will be given preference to enroll in the School. Once 
admitted, students need not apply each year. However, if students should leave the school and 
do not have a sibling enrolled or parent on staff, the student will need to enter the lottery 
process again. 

,22 / 
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J:IE!f!IE!~.t I~ J=lt.IAt.II:IA~. Al11:)1J ······························ ...... ··································· .... ·································· ........ ············· ............................................................ ········. 
Describe "(t)he manner in which annual, independent, financial audits shall be conducted, which 
shall employ generally accepted accounting principles, and the manner in which the audit 
exceptions and deficiencies shall be resolved to the satisfaction of the chartering authority" 
[California Education Code Section 47605(b)(5)(1)]. 

The E{l\!.E?S?J]{:,;'. Boarcj of Direct()r~USE!S ~ound ~lldgetary rl)Onitoring and _oversightpr()ces~El~ 
including the development of balanced budget plans prior to each fiscal year as well as cash 
flow plans and projections. In compliance with California Education Code section 
4 7605(b )(5)(1)..,(;JyLc'"ros, _at it~ ()IJ\/1"1 E!l<PE!Il~E!. c::e>ntr(lc;t~fe>rthE! SE!I':fi<::El~ ()f Girl illdepell<:JE!Ilt, 
certified public accountant to conduct an annual financial audit of Qjyiz?S?m§:" financial 
statements, internal controls, and attendance accounting records and practices. The audit will 
follow generally accepted accounting principles. To the extent required under applicable federal 
law, the audit scope will be expanded to include items and processes specified in any applicable 
Office of Management and Budget Circulars. 

It is anticipated that the annual audit will be completed within six months of the close of the 
fiscal year and submitted to the Civv::orl2§J:le>Gircle>fPirE!cte>r~ fe>rrE!V.iE!IJ\I <:lllcl GIPPre>vGILby .......................... . 
December 15 of each year. The results of the audit will be sent to the Charter School liaison of 
the Oakland Unified School District, the Districts Administrative Director of Business services or 
designated staff and other entities as required by law (such as Alameda County Office of 
Education, Office of the State Controller, the California Department of Education). 
Board of Directors Finance Committee will review any audit exceptions in a timely manner and 
issue an acceptance of the audit to the organization's full Board of Directors along with 
recommendations on how exceptions will be resolved. All exceptions and deficiencies will be 
communicated to the District in a timely manner and any disputes regarding the resolution of 
audit exceptions and deficiencies will be referred to the dispute resolution process. 

The ,t;iyicom::; Elorn<Sn!.'tJtSsf1opi (K~§1rE!c::EliVE!,Z_funding_according t()the(;alifornia_ ~duc§lti()n 
Code and other relevant laws and any funds due to the school from the District shall be 
forwarded to Civicoro§,.jn a. timely rl1C111ner:. During the term of thi~ chartE!~ petition,[,;;xt~s:on;;U§ 
and the District will attempt to negotiate in good faith to develop a CC\Flrr1C>~<:IIlclllrl1 e>L . 
understanding that clarifies the financial relationship between the two entities. Pursuant to the 
terms of the Charter School Act, the District shall perform oversight duties necessary for the 
implementation of this charter for a fee that will not exceed the District's actual oversight costs, 
not to exceed one percent of the General Purpose and Categorical Block Grant funds provided 
to the School, unless the District begins to provide rent-free facilities for the school, in which 
case the cap on oversight fees would be the lesser of actual costs or three percent of the 
revenues specified above . .}:iyisoru~_s!:JCI.II.P!.OV.i<:Je.t()_!heJ:>i~trict_finc:~llcial fepo~ Cl~requirE!cl by 
charter law including unaudited interim financial reports and an audited financial statement by 
December 15. 
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"i!' • ••• ••• ••••• • •• 

Element J: PUPIL SUSPENSION AND EXPULSION 
A statement describing "the procedures by which students can be suspended or expelled" 
[California Education Code Section 47605(b)(5)(J)). 

The .,Qivisg,tQ.?J.:;J§rnentary S,.;:.hQoi iK~5l is responsible fora II disciplinary matter!) independent of 
the OUSD. Student discipline, including suspension and expulsion, will be handled by the 
charter school administration, in accordance with the <f2jyjr;,(l!J2.0.fillll'f)ntaJYc§szt,uuiJYdXl F)rt1ily 
handbook and the policies ofQiyicQ!P$ $CIJQQI'0- These policies include detailed written 
guidelines that describe expectations for staff arid student conduct with regard to attendcmce, \. 
performance, respectful communication, alcohol and substance abuse, and violence. Students 
who violate these guidelines may be subject to expulsion or other disciplinary action as 
articulated in the Family and Staff handbooks. All disciplinary policies reflect relevant laws 
protecting the constitutional and statutory rights of students generally, and of disabled and other 
protected classes of students. All students and their parents/guardians will be introduced to the 
School's discipline policies during parent and student orientations. The policies will be reviewed 
periodically and modified when necessary. The School will notify the District of any expulsions 
and will account for suspended or expelled students in its average daily attendance as required 
by law. 

,24 // 

i Deleted: 5 
'-········································· 

.................................................... ..: 

/ / -~ormatted:F.ont:Arial, 11pt J 



0 

0 

0 

Civicorps Elementary School Renewal Petition 
Submitted to the Oakland Unified School District on December 1:5~?()19 

J:IE!fTIE!r1tlo(, ~TAft= RF;TIRI;I\III:~l"~Y~II:I\II ............................................................................................................................................................ . 
A statement of whether charter school staff will participate in California's State Teachers 
Retirement System (STRS), Public Employees Retirement System (PERS), or federal social 
security" [California Education Code Section 47605(b)(5)(K)]. 

£0fl£::.?rps Sciioolg has established a retirement system in lieu of existing public employment 
retirement systems, according to the policies established by the,Qtd.SD.Si/.0 BoaTd ()fi:)IrE!ctors. 
The Staff Retirement System consists of the federal social security system and a 403(b) plan 
through Unco!Q_[:jnnnciaL. ,A.U E!rnPioyees are eligible for the403(b).PIGif1 once they bc:~ve 
attained age 21 and have completed one year of service during which 1,000 or more hours of 
service were completed. AU eligible employees can make voluntary contributions on a pre-tax 
basis. , 

(;:;jy:QQ!Ps retains the option toelect toaUow eligible charter school staff to participate in the 
"state Teachers RetiremenfSystem ancl/or Public Empk>yees Retirement-System Tn the future. If 
the school should opt to participate in the STRS or PERS systems, the district shall cooperate 
as necessary to forward any required payroll deductions and related data. The school shall 
apply to the district a reasonable fee for the provision of such services. If the school elects to 
have teachers participate in the STRS or PERS systems, then all teachers will do so. 

Element L. ATTENDANCE ALTERNATIVES 
A statement that students who opt not to attend the charter school may attend other district 
schools or pursue an inter-district transfer in accordance with existing enrollment and transfer 
policies of their district or county of residence or a description of other attendance alternatives 
[California Education Code Section 47605(b)(5)(L)]. 

Students who opt not to attend the.}::iyiQQfE?.f.:.i?.mZ?nt?rY$9~!9.9\JK~?l or who leave the charter 
school may attend other district schools in accordance with the existing enrollment and transfer 
policies of the district of their residence. The .Pl.vl££l£R0 .... G.l5imsn.t?£Y.~ll5?J.)9DL0:';; .. 0}11\fHLtrc:~nsfer 
student records to and from the appropriate schools to follow student progress. 

Element M. EMPLOYEE RIGHTS 
A description of the rights and return rights of district employees who leave the district to work in 
a charter school [California Education Code 47605(b)(5)(M)]. 

~.YJr~orps_ EIQLDsD.l.?D:§.::CD_tH}!( K_~Ql !)t?tt (IrE! E!rnPIC>YE!E!S ()f£<lyic;;;:;r:R!;L.§:YtlS2SlLS. . l"bE! right_ ()f 
employees to leave the District to work at the .?fbC>()L<l!>.'JIIE!II (3S_th.e Tigbtt()fE!tllrn toJhE!I:)i!)_trict 
for §.Ch()ol_ employee!) 11\'bC> were prE!yiouslyernployed _by the District will be specineci in District .. 
policies or collective bargaining agreements regarding this issue. The right of other employees 
to leave another LEA or organization and the right to return to those organizations will be 
specified by the policies or collective bargaining agreements of the previous LEA or 
organization. 

Element N. DISPUTE RESOLUTION PROCESS, REPORTING AND RENEWAL 
'A siaTemeniCiescrFbiniJ "the iJroceCiuresio heioiiowedhyihe chaiterschoofandihe entity 
granting the charter to resolve disputes relating to provisions of the charter" [California 
Education Code 47605(b)(5)(N)]. 
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Jnterf!ifl Dispf!t~S: . . .... .... . . ..... .. . ... .... .. .. . ... . . . . ...... ..... .............. ....... . . .. ..... ......... .. . . .......... . 
Disputes arising from within the school, including those among and between students, staff, 
parents, volunteers, community partners, consultants and governing board members of the 
school, shall be resolved pursuant to policies and processes developed by the school. The 
district shall not intervene in any such internal disputes without the consent of the governing 
board of the school. The district shall refer any complaints regarding such disputes to the 
governing board/or executive director of the school for resolution pursuant to the school's 
policies. The district agrees not to intervene or become involved in the dispute unless the 
dispute has given the district reasonable cause to believe that a violation of this charter or 
related laws or agreements has occurred, or the governing board of the school has requested 
the district to intervene in the dispute. Please see the C:vicorps Staff Handbook in ,Appendix, for 
a more detailed description of the dispute resolution proces5J~gar(jiQgjQter11a1 (ji~putes, ·· < 

External Disputes 
In the event that the school or granting agency have disputes regarding the terms of this charter 
or any other issue regarding the school and grantor's relationship, both parties agree to follow 
the process outlined below. 

In the event of a dispute between the school and the grantor, the staff and governing board 
members of the School and District agree to first frame the issue in a written format and to refer 
the issue to the Superintendent of the District and Executive Director otP.i.'(.i.ES:::.m.2., C>Uh~ir ..... 
designees. In the event that the grantor believes that the dispute relates to an issue that could······" .. 
lead to revocation of the charter, this shall be specifically noted in the written dispute statement. 

The Executive Director and Superintendent, or their representatives, shall informally meet and 
confer in a timely fashion to attempt to resolve the dispute. In the event that this informal 
meeting fails to resolve the dispute, both parties shall identify two governing board members 
from their respective boards who shall jointly meet with the Executive Director.,and .. 
Superintendent to attempt to resolve the dispute. If this joint meeting fails to resolve the 
dispute, the Executive Director and Superintendent shall meet to jointly identify a neutral third 
party mediator. The format of the mediation session shall be developed jointly by the Executive 
Director and Superintendent and shall incorporate informal rules of evidence and procedure 
unless both parties agree otherwise. The findings or recommendations of the mediator shall be 
non-binding, unless the governing boards of the school and grantor jointly agree to bind 
themselves. 

Oversight, Reporting, Revocation, And Renewal 
The Oakland Unified School District may inspect or observe any part of the school at any time, 
but shall provide reasonable notice to the director of the school prior to any observation or 
inspection. The Oakland Unified School District shall provide such notice at least three working 
days prior to the inspection or observation unless the school's board or director agrees 
otherwise. Inspection, observation, monitoring, and oversight activities may not be assigned or 
subcontracted to a third party by the Oakland Unified School District without the mutual consent 
of the governing board of the school. 
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If the governing board of the district believes it has cause to revoke this charter, the board 
agrees to notify the governing board of the school in writing, noting the specific reasons for 
which the charter may be revoked, and grant the school reasonable time to respond to the 
notice and take appropriate corrective action. 

The Oakland Unified School District agrees to receive and review the annual fiscal and 
programmatic performance report. Within two months of the receipt of this report, the charter
granting agency must notify the governing board of the school as to whether it considers the 
school to be making satisfactory progress relative to the goals specified in this charter. This 
annual notification will include the specific reasons for the charter-granting agency's 
conclusions. If, in its review of the school's annual report, the charter-granting agency 
determines that the school is making satisfactory progress toward its goals, this charter, and 
any mutually agreeable amendments, is renewed for a term of no less than five years, subject to 
satisfactory completion of charter renewal requirements. 

Element 0. LABOR RELATIONS 
A declaration of whether the charier school or local school district will be the employer for EERA 
(labor relations) purposes [California Education Code 47605(b)(5)(0) and 47611.5]. 

The Board of Directors of ,C iv1corps §ci!Oois has officially declared that the school_ shall be 
deemed the exclusive public school employer of the employees of the school for the purposes 
of the Education Employment Relations Act. 

J;i~rTI~~I~- $¢H99(¢L()$Qr{~ ~~(:)¢E[)y~~s• ..................................................................................................................................... . 
A description of the procedures to be used if the charier school closes. The procedures shall 
ensure a final audit of the school to determine the disposition of all assets and liabilities of the 
charier school, including plans for disposing of any net assets and for the maintenance and 
transfer of pupil records [California Education Code 47605(b )(S)(P)]. 

In accordance with the California Department of Education's suggested process for charter 
school closures, shall adopt the following process in the 
event the closes: · ·· ·· · ·· · · · · · 

1. Document closure action: The,f:::IVICORf'_§ Board of Directors will document the closure 
of the school through formal action, identifying the reason for the action as voluntary or 
revocation of the charter. 

2. Notification to educational agencies: The ,~--:L:ilQQlll&.J:CI§'rrJentar]Jlg!Jgqi 1f::;.t.2l\'\fillfl(?tify 
any school districts that may be responsible for providing educational services to the 
former students of the charter school, including notice of the school closure to the 
Charter Schools unit at the California Department of Education. 

3. Notification to students and parents: The £;,i:::ic:;()ri2§.f.lf3rner\i~:ry~kh()?l O);:?J.~h?IIJ1<:>tifyq 
parents and students of the charter school as soon as possible if it appears that the 
school closure will be imminent. 
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4. Transfer of student and school records: The,Civicorgs E:leTJ£lJ!Q£zJ3chg.Q.:.J!-\·:f:J v.till_ 
establish a process for the transfer of student records and assist parents in the transfer 
of students to other appropriate schools. The school and district will agree to a plan for 
the maintenance of all school records. 

5. Financial closeout:,.;:vifX)rQ:zpill conduct an independent audit within six months of the 
school closure. The audit will include an assessment of all of the school's assets, 
liabilities and accounts receivable. <:iyic:QJP?.,\1Vii!.9!SC>_l?!Jbrnit anx required xear~end 
financial reports as soon as possible after the close but no later than the required 
deadline for year-end reporting. 

6. Dissolution of assets: s.;:l'L0QIT?S,,shall deyelop aplan for qissolution ofasl?ets and .... 
repayment of any liabilities as determined by the audit in conjunction with applicable law 
for a non-profit corporation. 

CHARTER-RELATED ISSUES 
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Term of Charter Petition. The term ofthis charter shall begin onthedate that the oUsb 
renews the charter (by febnJa:y, 14, 2011. at the late~t) and thisgharter will expire five years 
thereafter. The charter may be revoked pursuant to California Education Code Section 47607. 
Any amendments to this charter shall be made by mutual agreement of the hd:LS!•lli!ii.i;:'.Y!l.QQL'i 
Board of Director§,E_11dJhe Qa~ki?DC! ~nJ~~cl ~~h()()([)ist~ict, l\,o1?tE!r!a.U~visi()n~ _a~nclC1rnE!n.C!l11.E'lr1t~ 
shall be made pursuant to the standards, criteria, and timelines in California Education Code 
Section 47605. 

Severability. The terms of this charter are severable. In the event that any of the provisions 
are determined to be unenforceable or invalid. !he! r~rnCiir1de!E()f !he ~hc:lrtElr~h?ll re!rnc:tin in_ ef(ect . 
unless mutually agreed otherwise by the Oakland Unified School District and the£:iyl<;;QQ2§ . 
Fiement£I:LSchon1.lK·bl Board of Directors. The District and the School agree to discuss and ··· " 
resolve any issues or differences relating to invalidated provisions in a timely, good faith 
fashion. 
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Revocation of Charter. The District agrees to act in good faith to notify the School in writing of 
any violation that may result in the revocation of the Charter for the reasons described in 
California Education Code Section 47607. If the violation does not constitute a severe and 
imminent threat to the health or safety of the students, the School is provided a reasonable 
opportunity to correct the violation. In such a situation, the ,Qivic;?J::.Q§ Fic,TSiltac.L.f::LCIJQOi (i) S) 
and the District shall follow the laws and procedures in the California Education Code. 

F ac iii ties. The ,\~ivi\:grp§ s'f?'fl"J0J0!Y !.?;,:,f)Q.Q){}~:§). is Cljrrently .located at. 1086 Alcatraz Avenue, . ~ / 
Oakland, California. The,QjvlC()XQ.S Eicmc'1tarv S;;hool li<:.~iJ .. however, reservestheright to 
apply for district facilities through the Proposition 39 process and/or relocate to other suitable 
facilities. In the event of a move, would seek any necessary amendments to this 
Charter. 

Administrative Services. C iv;coro~h?!>~J<PE!riem C:E!cJ ?cllllinistr?tiy€l, p(lyr()ll ?llcf ac;cou11ti11g 
staff and will be responsible for its own personnel plans, provisions and costs. If any 
administrative services are to be provided by the District, details and conditions will be agreed 
upon in a Memorandum of Understanding between GJ:ciDfliQ~,andthE!Distric;t, 1j): ,. 

fi:··: 
Potential Civil Liability Effects. ,C:vicorrsproyicles the charterschool's.liability insurallc:El;.it .... 
does not expect the District to assume the debts or liabilities of the school. CivicQitl§t[ll(lint(lills l 
and augments as necessary its general liability (including board errors and omissions), property, 
workers compensation, unemployment, and automotive/vehicle insurance policies. Any liability 
claims against the school will be handled pursuant to the terms of the ,{?}yi::;Q.[Pi})E!Xi!)tillg Clllcf t> 
longstanding insurance policies. 

The f.iVl£9rP?. .•. s.tt'!Q:1.@Q,!?r:r: .. §9.1.XQ9L .. OS.:.2) 1Afill b€lr€l!)p()nl)iblef()r CIJL.sllppliE!s a11c1 €l9uiplll€lnt .the~tit ... 
purchases. Any District property used by the charter shall be protected by insurance 
satisfactory to the district The District shall have no responsibility for student losses, and the 
charter shall hold the district harmless for any such losses. The school will track attendance 
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and performance and will provide the District with ADA and performance records. The ,Ql:££S:filli 
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CIVICORPS SCHOOLS 

CHARTER RENEWAL PETITION ATTACHMENTS 

1. K-5 SCOPES AND SEQUENCES 

2. ASSESSMENT CALENDAR OF MEASUREABLE PUPIL 

OUTCOMES 

3. REPORT CARDS 

4. SERVICE LEARNING PROJECTS AND RUBRIC 

5. CAPACITY BUILDING PLAN 

6. STUDENT SUPPORT TEAMS 

7. ORGANIZATIONAL CHART AND SCHOOL ROSTER 

8. BUDGET AND FINANCE TEAM RESUMES 

9. PERFORMANCE EVALUATION SYSTEM 

10. STUDENT & FAMILY HANDBOOK 

11. STAFF HANDBOOK 

12. EMPLOYEE HANDBOOK 

13. POSITIVE SCHOOL CLIMATE PLAN 

14. BYLAWS 

15. LEASE 
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September 
Morning Meeting 

Responsive 
Classroom 
Morning Meeting 
Book 
First Six Weeks of 
Schoolo 

Language and Word 
Study 

Fountas and Pinnell 
Phonographix 

Writing Workshop 

Fountas and Pinnell 
Lucy Caulkins 

Civicorps Elementary School 
Kindergarten Scope and Sequence 201 0-2011 

Description 
Sharing 
Name greeting 
Brown bear - going on a bear 
hunt 
I like you 
School expectations - looks like, 
sounds like, feels like 
movement 
Getting to know each other 
graphs 
class agreements 
community helper packet 
morning message 
focus - punctuation and capitals 
Calendar- today, yesterday, 
tomorrow, date 
Value - Caring 
Tribes - presenting self 

Standards 
1.0 Written and Oral English 
Language Conventions 
Students write and speak with a 
command of standard English 
conventions. 
Sentence Structure 
1.1 Recognize and use 
-complete, coherent sentences 
when speaking. 
K.1 Students understand that 
being a good citizen involves 
acting in certain ways. 
1. Follow rules, such as sharing 
and taking turns, and know the 
consequences of breaking 
them. 
2. Learn examples of honesty, 
courage, determination, 
individual responsibility, and 
patriotism in American and world 
history from stories and folklore. 
3. Know beliefs and related 
behaviors of characters in stories 
from times past and understand 
the consequences ofthe 
characters' actions. 
K.5 Students put events in 
temporal order using a calendar, 
placing days, weeks, and 
months in proper order. 0 

Assessment 
Participation checklist 
Informal Observation 
(during meetings and 
to see if they are 
applying values and 
strategies throughout 
the day) 

Letters and sounds- a, t Decoding and word recognition. Administer the initial 
Fountas and Pinnell - ELC 1 - 1.14 match consonant and short Phonics Assessment-
finding names (also pocket vowel sounds to appropriate Assess all areas 
chart) letters. 
-Skip PA 1 and PA 2 Rhymes Concepts of print 
(songs, poems and books) 1.6- recognize and name all 
-LK 1 - sorting names by first upper and lowercase letters 
letter, building magnet names Phonemic Awareness 
-LK 2- sorting magnet letters (or 1.10 - produce rhyming words in 
paper letters) response to an oral prompt 
-LK 3- Star names Speaking Applications 
-LS 5- finding words that start 2.2- Reciting short poems, 
with certain letters rhymes and songs 
Class Books - Brown Bear, 1.3 Write by moving from left to 
Goodnight Classroom, right and from top to bottom. 
Kindergarteners and the Purple Penmanship 
Crayon 1.4 Write uppercase and 
Student of the day - interview lowercase letters 
and write about one student per 
day. Takes 20 days (approx 5 

Initial writing 
assessment 
Introduce students to 
one element of 
writing rubric (to be 
created) 
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weeks)Olucy Caulkins Book 1-
first 4 lessons 

Reading Workshop Brown Bear, Goodnight Moon, 
Harold and the Purple Crayon, 

Binder- ELA Author's Owen, other starting school 
Study Kindergarten books, The Kissing Hand 
Eric Carle Author Study - Eric Carle 

Concepts about print. 
1.1 ID front cover, back cover 
and title page 
Reading Comprehension 
2.1 Locate the title, table of 
contents, author and illustrator 

Kindergarten 
checklist 
Students who are 
able to read 5 or 
more kindergarten 
sight words will be 
given the Fountas 
and Pinnell Reading 
Test 

Math WorkshopDDO Weeks 1 and 2 lntro 
Manipulatives 

Algebra and Functions Initial math 

Science/Social 
Studiesoo 

1.1 10, sort, and classify objects assessment (to be 
Weeks 3, 4 and 5 Treasure 
Boxes 

by attribute and 10 those created) 

Marilyn Burns Math and Lit
The Button Box, Activity 2, 
Activity 3, Activity 4 

that don't belong in a group. 
SOAP 
·1.2 10, describe and extend 

simple patterns by referring 
to their shapes, sizes or 
colors 

FOSS-Trees-Investigation 1 Fall Ute Sciences 
Trees (possibly skip a tree 2. Different types of plants and 
comes to class) animals inhabit the earth. As a 
Focus Part 1, Part 7 - whole basis for understanding this 
group ·concept: 
Use others as centers a. Students know how to 
Redwoods observe and describe similarities 
Integration - Start creating Eric and differences in the 
Carle-inspired paper appearance and behavior of 
How can we help our plants and animals (e.g., seed-
communityo bearing plants, birds, fish, 

insects). 
c. Students know how to identify 
major structures of common 
plants and animals (e.g., stems, 
leaves, roots, arms, wings, legs). 
4. Scientific progress is made by 
asking meaningful questions and 
conducting careful 
investigations. As a basis for 
understanding this concept and 
;addressing the content in the 
other three strands, students 
should develop their own 
questions and perform 
investigations. Students will: 
a. 
Observe common objects by 
using the five senses. 
b. 
Describe the properties of 
C()mmon objects. 

2 

Before and after tree 
drawings 
Students label a tree 
at the end of the 
month 
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Library Visit 

3 

e. Communicate observations 
orally and through drawings.DD 
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0 October Description Standards Assessment 
Morning MeetingDD Sharing 1.0 Written and Oral English Participation checklist 

4R's, how can we help our Language conventions .Informal Observation 
community? Students write and speak with a (during meetings and 
what do we want to know about command of standard English to see if they are 
Redwood trees? conventions. applying values and 
other greetings (Willabee Sentence Structure strategies throughout 
Wollabee Woo, Hickety pickety 1.1 Recognize and use the day) 
bumble bee-syllables) complete, coherent sentences 
Values: collaboration, when speaking.D 
responsibility 
morning message focus 
initial sounds 
Calendar- today is, yesterday, 
tomorr()\f\1, (jate 

Language and Word Letters and sounds- m,s, b Decoding and word recognition. Work Samples, 
Study LK 4 - name puzzles '1.14 match consonant and short analyze cross grade 

PA 3- rhyming words sort vowel sounds to appropriate level- guided reading 
Fountas and Pinnell PA 4- syllable sort letters. formally assess 
Phonographix Skip PA 5 Concepts of print struggling students in 

PA 6- Syllable sort 1.6 - recognize and name all letter recognition 
PA 7- saying words slowly to upper and lowercase letters 
sound them out (guided Phonemic Awareness 
reading) 1.10 - ID and produce rhyming 

0 
PA 8 and 9- initial sound sort words in response to an oral 
LS 3- initial letter sort prompt 
LK 5- Alphabet linking chart :1.11 - Distinguish orally stated 1 
LK 12 - Name writing syllable words and separate 
PA 12- hearing ending sounds them into beginning and ending 
Rhyme flip books sounds 
WSA 5- cut up sentences 1.13- count the number of 

sounds in syllables and syllables 
in words 
Speaking Applications 
2.2- reciting short poems, 
rhymes and songs 

Writing Workshop Finish student of the day writing 1.0 Writing Strategies: Students Work samples 
Lucy Caulkins book 1- lessons 5, write words and brief sentences rubricD 

Fountas and Pinnell 6, 7 that are legible. 
Lucy CaulkinsD Write all about me book Organization and Focus 

Continue using rubric with 1.1 Use letters and phonetically 
students spelled words to write about 

experiences.~ories,peop~. 
objects, or events. 
1.3 Write by moving from left to 
right and from top to bottom.D 

Reading Continue Eric Carle author's Reading Comprehension 2.2 identify an Eric Carle 
WorkshopDD study Use pictures and context to book 

make predictions about a story. 
Math WorkshopDDD Continue Treasure Boxes Number Sense Observation 

0 Week 6: Introduce Patterning 1.2 Count, recog11ize, represent, make a pattern 

4 
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Science/Social 
Studies DO 

Civicorps Elementary School Kindergarten Scope and Sequence 2010-2011 

Mathlands snap clap tap unit 2 name and order numbers to 30:::1 sorting 
Mathematics their way chapter 2 counting 
Marilyn Burns Math and Lit-
Pattern Fish 
Weeks 7, 8, 9, 10 (through mid 
November): Number/Pattern 
Centers, Scott Foresman Ch. 3, 
Math Their Way Ch 4 pp 92-104, 
Marilyn Burns Math and Lit- A 3 
Hat Day and 2 of Everything 
Continue patterns 
Centers Ideas 
Number writing; Number quilts 
Combinations using 2 sided 
chips[J#2, #3, #4, #5 
FOSS-Trees-Investigation 2 Life Sciences 
Leaves: Part 1, 2, 3 whole group 2. Different types of plants and 
Part 4, 5, 6 Centers animals inhabit the earth. As a 
Integration - Continue creating basis for understanding this 
Eric Carle-inspired paper concept: 
Begin learning how to collage- a. Students know how to 
make a tree and a free style observe and describe similarities 
collage and differences in the 
Begin doing mini service projects appearance and behavior of 
-after each project, students plants and animals (e.g., seed-
reflect by making a half sheet bearing plants, birds, fish, 
illustration of the projectso insects). 

c. Students know how to identify 
major structures of common 
plants and animals (e.g., stems, 
leaves, roots, arms, wings, legs). 
Earth Sciences 
3. Earth is composed of land, air, 
and water. As a basis for 
understanding this concept: a. 
Students know characteristics of 
mountains, rivers, oceans, 
valleys, deserts, and local 
landforms. Investigation and 
Experimentation 
4. Scientific progress is made by 
asking meaningful questions and 
conducting careful 
investigations. As a basis for 
understanding this concept and 
addressing the content in the 
other three strands, students 
should develop their own 
questions and perform 
investigations. Students will: 
a. Observe common objects by 
using the five senses. 

5 

Environmental 
Justice Curriculum: 
Tree Rubric or FOSS 
assessment checklist 
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Field TripsDDJ 

0 
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Roberts Redwoods Library 

6 

b. Describe the properties of 
common objects. 
d. Compare and sort common 
objects by one physical attribute 
(e.g., color, shape, texture, size, 
weight). 
e. Communicate observations 
orally and through drawings. J 



0 

0 

0 

Civicorps Elementary School Kindergarten Scope and Sequence 2010-2011 

November 
Morning Meetingoo 

Language and Word 
Study 

Fountas and Pinnell 
Phonographix 

Writing Workshop 

Lucy Caulkinso o 

Description Standards Assessment 
Sharing 1.0 Listening and Speaking Participation checklist 
What are you thankful for? Strategies Informal Observation 
What is your favorite food? 1.2 Share information and ideas, (during meetings and 
Pop, organizing numbers 1-10 speaking audibly in complete, to see if they are 
Values: Respect and Honesty coherent sentences. applying values and 
morning message focus- 2.0 Speaking Applications strategies throughout 
stretching words 2.1 Describe people, places, the day) 
Calendar- today is, yesterday, things (e.g., size, color, shape), 
tomorrow, date locations, and actions. 0 
Letters and sounds - c, f, r Decoding and word recognition. Work Samples, 
ELC 3 -cut up sentences 1.14 match consonant and short analyze cross grade 

LK 6- forming letters (ongoing vowel sounds to appropriate level- guided reading, 
with letters- m, b, f, p, g, h, d, k, letters. Concepts of print 1.6- formally assess 
q) recognize and name all upper struggling students in 
LK7- matching magnetic letters and lowercase letters letter recognition and 
to written letters 1.2 - Follow words from left to ·sounds 
WSA 1 - name bingo right and top to bottom begin 2nd round of 
Skip WSA 2 1.4 - recognize that sentences inELA assessment 
ELC 4 -sorting names by first print are made up of separate 
letter words 
ELC 5- coloring 1st and last 1.5- distinguish letters from 
letters of names words - Phonemic Awareness 
PA 10- ending sound sort 1.11 -Distinguish orally stated 1 
Skip PA 11 syllable words and separate 
LK 8 - Letter Soup them into beginning and ending 
LK 9- Letter Books (ongoing) sounds 

1.12 -track auditorily each word 
in a sentence and each syllable 
in a word Speaking Applications 
2.2- Reciting short poems, 
rhymes and songsD 

Lucy Caulkins book 1 - lessons 1.0 Writing Strategies - Students Work samples 
8, 9, 10 write words and brief sentences rubric 

that are legible. 
Organization and Focus 
1.1 Use letters and phonetically 
spelled words to write about 
experiences, stories, people, 
objects, or events. 
1.2 Write consonant-vowel
consonant words (i.e., 
demonstrate the alphabetic 
principle). 
1.3 Write by moving from left to 
right and from top to bottom. 
Written and Oral Language 
Spelling 
1.2 Spell independently by using 
pre-phonetic knowledge, sounds 
uf the alphabet,Oand knowledge 

7 



0 

0 

0 

Civicorps Elementary School Kindergarten Scope and Sequence 2010-2011 

Reading 
WorkshopOO 

Math Workshop 0 J J 

Science/Social 
Studiesoo 

Field TripsO 0 J 

of letter names. 
Resource- The Art of Retelling- Reading Comprehension 2.4 
Alexander and the wind up Retell familiar storieso 
mouse, Make Way for Ducklings, 
Goldilocks, Goggles, Julius, 
Baby of the World, Blueberries 
for Sal, The Art Lesson, Owen 

use Reading 
Comprehension 
checklist to assess 
retelling 

Weeks 7, 8, 9, 10 (through Number Sense Observation 
November) Number/Pattern 1.2 Count, recognize, represent, counting 
Centers, Scott Foresman Ch 3, name and order numbers to 300 making a number of 
Math Their Way Ch 4 pp 92-104, objects in 2 or more 
Marilyn Burns Math and Lit - A 3 ways 
Hat Day and 2 of Everything 
Continue patterns 
Centers Ideas, number writing, 
number quilts 
Combinations using 2 sided 
chips0#2, #3, #4, #SO*Reteach 
based on assessment from SF 
FOSS-Trees-Investigation 3 **Continue the same science 
Trees through the seasons Part standards as October 
1, 2, 3 whole group Earth Sciences 
Integration- Brainstorm tree b. Students know changes in 
words and then alphabetize weather occur from day to day 
Begin Collage of tree words and across seasons, affecting 
Continue doing mini service Earth and its inhabitants. 
projects - after each project, c. Students know how to identify 
students reflect by making a half resources from Earth that are 
sheet illustration of the projectso used in everyday life and 

Performance? 
Library 

understand that many resources 
can be conserved.O 

8 

Environmental 
Justice Curriculum: 
Tree Rubric or FOSS 
assessment checklist 
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December 
Morning Meeting 

Tribes 

Language and Word 
StudyDO 

Description 
Sharing 
How do we help our family? 
Warm fuzzies 
morning message focus
stretching words 
Calendar - today is, 
yesterday, tomorrow, date, 
days in school 
Tribes - Conflict resolution 

Standards 
1.0 Listening and Speaking 
Strategies 
1 .2 Share information and ideas, 
speaking audibly in complete, 
coherent sentences. 
2.0 Speaking Applications 
2.1 Describe people, places, things 
(e.g., size, color, shape), locations, 
and actions.O 

Letters and sounds- I, n, I Decoding and word recognition. 
Sight words- color words 1.14 match consonant and short 
LK 10- name graph and vowel sounds to appropriate letters. 

match name to first letter 1 .16 understand that as letters of 
Skip LK 11 LK 12- name words change so do the sounds 
writing Concepts of print 
LS 1 -matching 151 sound to 1.6- recognize and name all upper 
picture and lowercase letters 
LS 2 - matching word to 1.2 - Follow words from left to right 
picture (whole group or and top to bottom 
guided reading) 1.4 - recognize that sentences in 
WM 1 - color words print are made up of separate words 
PA 13- memory with 1.5- distinguish letters from words 
rhyming words Phonemic Awareness 
LS 7 -Alphabet art (done for 1.11 - Distinguish orally stated 1 
integration) syllable words and separate them 

into beginning and ending sounds 
1 .12 - track auditorily each word in a 
sentence and each syllable in a 
word 
Speaking Applications 
2.2- Reciting short poems, rhymes 
and songso 

Writing WorkshopO 0 Family Writing Unit- "I help 
my family ... " 

1.0 Writing Strategies 
Students write words and brief 
sentences that are legible. 
Organization and Focus 

Book is a holiday gift 

1.1 Use letters and phonetically 
spelled words to write about 
experiences, stories, people, 
objects, or events. 1.2 Write 
consonant-vowel-consonant words 
(i.e., demonstrate the alphabetic 
principle). 
1 .3 Write by moving from left to right 
and from top to bottom. 
Penmanship01.4 Write uppercase 
and lowercase letters of the 
alphabet independently, attending to 
the form and proper spacing of the 
letters. 0 

9 

Assessment 
Participation checklist 
Informal observation 
(during meetings and 
to see if they are 
applying values and 
strategies throughout 
the day) 

Finish 2nd round of 
ELA interim 

2nd Writing Sample 



0 Reading 
WorkshopOO 

Civicorps Elementary School Kindergarten Scope and Sequence 2010-2011 

Use classic folk and fairy 
tales 

Reading Comprehension 2.4 Retell Fountas and Pinnell 
familiar storieso Reading Assessment 

Reading 
Comprehension 
Checklist 

Math Workshop:J:JD December# 6-10 1.2 Count, recognize, represent, Math Interim 
Assessmento 

Science/Social 
Studiesoo 

0 Field TripsO 0 0 

0 

Scott Foresman Ch 5 name and order numbers to 30 
Math Their Way Do a revised Scott Foresman Ch 3 
Marilyn Burns Math and Lit- test and reviewo 
1 0 black dots 
FOSS - Wood and Paper 
Investigation 1 
Part 1, 2- whole group 
Investigation 2 -changing 
wood 
Parts 1 , 3, 4, compare 
sawdust and shavings (no 
water) 
Integration - Put together 
tree book 
Continue doing mini service 
projects - after each project, 
students reflect by making a 
half sheet illustration of the 
projectso 

Physical Sciences 1. a. Students Environmental 
know objects can be described in Justice Curriculum: 
terms of the materials they are made.or FOSS assessment 
of (e.g., clay, cloth, paper) and their checklist 
physical properties (e.g., color, size, 
shape, weight, texture, flexibility, 
attraction to magnets, floating, 
sinking). 
Investigation and Experimentation -
4.a,b,d,e 

10 

DOD 
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January 
Morning Meeting 
Tribes 

Language and Word 
StudyOO 

Description 
Sharing New Year's 
resolutions 
Warm fuzzies 
morning message focus -
finding sight words 
Calendar - today is, 
yesterday, tomorrow, date, 
days in school 
Tribes - goal setting, 
resolutions 
Letters and sounds - p, o, h, 
g 
Sight words- at, see, the, I 
a, like, to, go, and, can, you, 
my 
PA 14- rhyming lotto 
SkipPA15 
LK 13 - looking at letter 
features 
LK 14 - looking at letter 
features 
LS 4 matching letters to 
pictures 
Skip SP 1 
SP 2- at word family 
HF- 1 and 2 with our words 
WM 2 - color words 
WSA- changing the first 
letter to make a new word 

Writing WorkshopD 0 Lucy Caulkins book 1 -
lessons 12, 13, 14 (to be 

Standards 
1.0 Listening and Speaking 
Strategies 
1.2 Share information and ideas, 
speaking audibly in complete, 
coherent sentences. 
2.0 Speaking Applications 
2.1 Describe people, places, things 
(e.g., size, color, shape), locations, 
and actions. o 

Decoding and word recognition. 
1.14 match consonant and short 
vowel sounds to appropriate letters. 
1.16 understand that as letters of 
words change so do the sounds 
1.15 read simple one syllable and 
high frequency words 
Concepts of print 
1.6 - recognize and name all upper 
and lowercase letters 
1 .5 - distinguish letters from words 
1.3 - understand that printed 
materials provide information 
Phonemic Awareness 
1.11 - Distinguish orally stated 1 
syllable words and separate them 
into beginning and ending sounds 
1.12 -track auditorily each word in a 
sentence and each syllable in a 
word 
i .7 Track and represent the 
sameness, difference and order of 2 
and 3 isolated phonemes 
1 .8 track and represent changes in 
simple syllables and words with 2 
and 3 sounds as 1 sound is added, 
substituted, omitted, shifted or 
repeated. 
1.9 Blend vowel-consonant sounds 
orally to make words or syllables 
Speaking Applications 
2.2- Reciting short poems, rhymes 
and songs 
Writing 
1 .4 Write upper and lowercase 
letters of the alphabet independently 
1.2 write consonant-vowel
consonant wordso 

Assessment 
Participation 

checklist 
Informal Observation 
(during meetings and 
to see if they are 
applying values and 
strategies throughout 
the day) 

Work Samples 
analyze cross grade 
level- guided reading 
formally assess 
struggling students 
based on interim 
assessment results 

1.0 Writing Strategies 
Students write words and brief 

Work samples 
rubrico 

11 
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0 

Reading 
WorkshopOO 

0 
Math Workshop D D D 

Science/Social 
StudiesD[] 

Field Tripsooo 

0 

used as "when you finish" 
work during writer's 
workshop throughout 
remainder of the year) 
Peace writing book ( 1-2 
weeks) 

Author's Study - Leo Lionni 

sentences that are legible. 
Organization and Focus 
1.1 Use letters and phonetically 
spelled words to write about 
experiences, stories, people, 
objects, or events. 
1.2 Write consonant-vowel
consonant words (i.e., demonstrate 
the alphabetic principle). 
1.3 Write by moving from left to right 
and from top to bottom. 
Penmanship 
1.4 Write uppercase and lowercase 
letters of the alphabet 
independently, attending to the form 
and proper spacing of the letters. 
Literary Response 
3.2 Identify types of everyday print 
materials (e.g., storybooks, poems, 
newspapers, Dsigns,_labels ). 
Literary Response and Analysis 
3.3 Identify characters, settings and 
important events 

Identify Leo Leonni 
book 
Identify character, 
setting and important 
events 

Mathlands "How Many" and Number Sense 1.1 and 1.3 Modified Scott 
"Combinations" Foresman Ch 5 and 9 
Scott Foresman Ch 9 testo 
FOSS - Wood and Paper Physical Sciences Environmental 
Investigation 3 - Getting to 1. a. Students know objects can be Justice Curriculum: 
know paper Part 1, whole described in terms of the materials or FOSS assessment 
group Part 2, free explorationthey are made of (e.g., clay, cloth, checklist 
centers Part 3 paper) and their physical properties 
Investigation 4- changing (e.g., color, size, shape, weight, 
wood texture, flexibility, attraction to 
Parts 1, 3 (reuse puppets) magnets, floating, sinking). 
Integration - Put together Investigation and Experimentation -
tree book 4.a,b,d,e 
Continue doing mini service 
projects - after each project, 
students reflect by making a 
half sheet illustration of the 
projectso 
MOCHA ($110) 

12 
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February Description Standards Assessment 
Morning MeetingDD Sharing 1.0 Listening and Speaking Participation checklist 

Language and Word 
StudyDD 

Being a good friend Strategies Informal Observation 
Warm fuzzies 1.2 Share information and ideas, (during meetings and 
morning message focus -finding speaking audibly in complete, to see if they are 
sight words coherent sentences. applying values and 
Calendar- today is, yesterday, 2.0 Speaking Applications strategies throughout 
tomorrow, date, days in school 2.1 Describe people, places, the day) 
Tribes- social skills things (e.g., size, color, shape), 

Letters and Sounds- d, k, e, v 
Sight words- he, she, we, me 
am, come, do, it 
PA 16- syllable lotto 
:Skip PA 17 
PA 18- going to grandma's 
house 
Skip LK 15 
Skip LK 16 
SP 3 - an word family 
·sp 4 - et word family 
HF 3- our words lotto 
HF 4- with our words 
WM 3 - number words 
WSA4 

locations, and actions.D 
Decoding and word recognition Work Samples 
1.14 match consonant and short analyze cross grade 
vowel sounds to appropriate :level - guided reading 
letters. Formally assess 
1.16 understand that as letters ofstruggling students 
words change so do the sounds based on interim 
1.15 read simple one syllable assessment results 
and high frequency words 
Concepts of print 
1.6 Recognize and name all 
upper and lowercase letters 
1.5 Distinguish letters from 
words 
1.3 Understand that printed 
materials provide information 
1.2 Follow words from left to 
right 
Phonemic Awareness 
1 .11 Distinguish orally stated 1 
syllable words and separate 
them into beginning and ending 
sounds 
1.7 Track and represent the 
sameness, difference and order 
of 2 and 3 isolated phonemes 
1.8 track and represent changes 
in simple syllables and words 
with 2 and 3 sounds as 1 sound 
is added, substituted, omitted, 
shifted or repeated. 
1.9 Blend vowel-consonant 
sounds orally to make words or 
syllables 
1.10 rhyming words 
Speaking Applications 
2.2 Reciting short poems, 
rhymes and songs 
Writing 
1.4 Write upper and lowercase 
letters of the alphabet 
independently 

13 
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1 .2 Write consonant vowel 
consonant words 

Writing WorkshopD D Character/Setting/ beg/mid/ end Literary Response and Analysis Work samples 
Students write/dictate their own 3.3 Identify characters, settings rubric 

Reading 
WorkshopDD 

stories, use Lucy Caulkins book and important events 
2 as support- lessons 6, 7, 9, 10 **Continue all previous writing 

standards 

Read animal fiction and non-
fiction 

Listening and Speaking 
2.3 Relate an experience or 
creative story in a logical 
sequence. 
Literary Response and Analysis 
3.1 Distinguish fantasy from 
realistic text. 
Concepts about Print 
1.3 Understand that printed 
materials provide information. 
Life Sciences 2. b. Students 
know stories sometimes give 
plants and animals attributes 

Math WorkshopDDD # 10- 30DScott 8.1-8.7 
they do not really have.D 
Number sense 1.1, 1.2, 1.30 

Science/Social 
StudiesDIJ 

Field TripsDDD 

Mathlands Tens and ExtrasD 

FOSS- Animals 2 by 2 
Investigation 1-Fish DParts 1-4 
whole group: Snails, Worms, 
lsopods (modify other 
investigations to mimic sequence 
of investigation 1) 
Roberts Redwoods - do a 
service project 

LS 2 a, b, cO Invest and 
ExperimentD4 a-e 

14 

Identify fiction and 
nonfiction 

Observation -
counting objects to 30 
Pre Assess number 
writingD 
Environmental 
Justice Curriculum: 
Animals or FOSS 
assessment checklist 
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March Description Standards Assessment 
Morning MeetingDD Sharing 1.0 Listening and Speaking Participation checklist 

Review values Strategies Informal Observation 
Warm fuzzies 1.2 Share information and ideas, (during meetings and 
morning message focus - writing speaking audibly in complete, to see if they are 
sight words coherent sentences. applying values and 
Calendar- today is, yesterday, 2.0 Speaking Applications strategies throughout 
tomorrow, date, days in school 2.1 Describe people, places, the day) 
Tribes- Prob solving, energizers things (e.g., size, color, shape), 

locations, and actions. D 
Language and Word Sounds and Letters- w, j, u, q PA Next round of ELA 
StudyD D Start playing follow the path with 1.12 Track auditorily each word interim 

initial consonants :in a sentence and each syllable 
Sight words- so, an, and, no, is, in a word 
up 0 
Skip PA 19 and 20 
PA 21 -hearing and changing 
initial sounds 
LK 17 - upper and lower case 
sort 
L_K 18- upper and lower case 
lotto 
Skip LK 19 
LS 6 - class alphabet book and 
write around the room 
SP 5 - word families with ug and 
ot 
WM 4 - number words 
HF 5- with our words 

Writing WorkshopD D Fantasy vs. reality- students 
write about a tree DOne piece is 
fact. DOne piece is a fantasy 
story.D 

**Continue previous writing 
standards 
Literary Response and Analysis 
3.1 Distinguish fantasy from 

3'd Writing Sample 

Reading 
Workshop DO 

Math WorkshopDDD 

Science/Social 
StudiesJD 

realistic text. D 
Synonyms, describe objects in a Vocabulary and Concept 
bag, 20 questions, clues about Development 
what I am thinking 1.17 Identify and sort common 

words in basic categories (e.g., 
colors, shapes, foods). 
1.18 Describe common objects 
and events in both general and 
specfficlanguage.D 

Fountas and Pinnell 
Reading Assessment 
Reading 
Comprehension 
Checklist 

Geometry - Foresman Ch 4 
Mathlands Seeing Shapes 

Measurement and Geometry 2.1 Math Interim 
and 2.20 Assessmento 
LS 2 a, b, c Environmental 
Invest and Experiment Justice Curriculum: 
4 a-e Animals or FOSS 

assessment checklist 

0 Field TripsDDD 

FOSS - Animals 2 by 2 
Investigation 1-Fish Parts 1-4 
whole group: Snails, Worms, 
lsopods (modify other 
investigations to mimic sequence 
of investigation 1) 
Acaderl1y of Sciences 

15 
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April Description Standards Assessment 
Morning MeetingDD Sharing 1.0 Listening and Speaking Participation checklist 

Yoga/movement Strategies informal Observation 
Warm fuzzies 1.2 Share information and ideas, (during meetings and 
morning message focus - writing speaking audibly in complete, to see if they are 
sight words coherent sentences. applying values and 
Calendar- today is, yesterday, 2.0 Speaking Applications strategies throughout 
tomorrow, date, days in school 2.1 Describe people, places, the day) 
Tribes- Conflict Resolution things (e.g., size, color, shape), 

Language and Word April Sounds- x, y, z 
locations, and actions. D 
Phonemic Awareness 
1.13DVocab and concept dev. 
1.17 D 

Work Samples, 
analyze cross grade 
level- guided reading 
Formally assess 
struggling students 
based on interim 
assessment results 

StudyDD Sight words- check level B, C 
and D books, review 
ELC 7 - cut up sentences 
PA 22- middle sound (repeat 
with a, e, i, o and u) 
PA 23- hearing sounds in order 
(use with writing) 
Skip LK 20 
Skip LS 8 
SP 6- word families in and ig 
HF 6- review or new words 
WM 5- Family words 
WM 6 - Days of the week 
WS 1 - simple plurals 
WSA 6 - Using parts of words to 
solve new words 
WSA 7 - Changing the last letter 
WSA 8 - Changing first or last 
letterDSort by concept 

Writing WorkshopD D *** Writing Poetry **** 

Reading 
Workshop DO 

Read from a variety of authors 
with a focus on human fiction, 
including Ezra Jack Keats, Vera 
B Williams, Junie B Jones, No! 
David; The Relatives Came 

Speaking applications 
2.1 describe people, places, 
things, locations and action. 
Vocab and concept dev. 
1 .18 describe common objects in 
both general and specific 
language.D 
Reading Comprehension 
2.3 Connect to life experiences 
in information and events in 
textso 

Math WorkshopODD Addition and Subtraction (review Number sense 2.1 D 
numbers and geometry) 
Mathlands "Equations"D 

16 

Work samplesD 
rubric 

Observation - making 
connections during 
read alouds 

Observation 
counting objects to 30 
Modified Scott 
Foresman Ch 10 test 
formally assess (and 
reteach) struggling 
students based on 
interim assessment 
results 



0 

0 

0 

Science/Social 
Studiesoo 

Field TripsDDD 
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Water exploration - centers with Physical Sciences Environmental 
floating and sinking, freezing and 1. a. Students know objects can Justice Curriculum: 
melting, evaporation be described in terms of the Animals or FOSS 

materials they are made of (e.g., assessment checklist 
clay, cloth, paper) and their 

Crab Cove 

physical properties (e.g., color, 
size, shape, weight, texture, 
flexibility, attraction to magnets, 
floating, sinking). 
b. Students know water can be a 
liquid or a solid and can be made 
to change back and forth from 
one form to the other. 
c. Students know water left in an 
open container evaporates (goes 
into the air) but water in a closed 
container does not. 
I & E c. Describe the relative 
position of objects by using one 
reference (e.g., above or 
below).D 

17 
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May Description Standards Assessment 
Morning MeetingO o Sharing 1.0 Listening and Speaking Participation checklist 

Reflection Strategies Informal Observation 
Warm fuzzies 1.2 Share information and ideas, (during meetings and 
morning message focus -writing speaking audibly in complete, to see if they are 
sight words coherent sentences. applying values and 
Calendar- today is, yesterday, 2.0 Speaking Applications strategies throughout 
tomorrow, date, days in school 2.1 Describe people, places, the day) 
Tribes- Celebration things (e.g., size, color, shape), 

locations, and actions. 0 
Language and Word Skip ELC 8 
Studyo 0 PA 24- blending lotto 

PA 25- deleting beginning 
sounds 
PA 26- deleting sounds 
LK 21 -vowel/ consonant sort
color the vowels sheet 
PA 22- middle sound sorts (2 
vowels) 
LK 22 -Alphabetical order 
Skip LK 23 
Skip LK 24 do last name writing 
instead 
SP 7 - op, in, it 
HF 7 coloring hf words in poems 
Skip WS 2 
WS 3 compound words 
WS 4 syllable sort 
WSA 9 cut up words in poems 

Writing WorkshopD 0 Community Bag Book- hole 
punch paper bag, each has a 
picture on front, e.g. my house, 
my school, I want to be ... 0 Fill 
each bag with flat artifacts and 
sentences 

Reading 
Workshopoo 

No! David; Click, Clack, Moo; 
Officer Buckle and Gloria, Owl 
Moon; Where's Spot 

Math WorkshopOOD Measurement and Time 

Science/Social 
StudiesOO 

Scott Foresman Ch 6 and 700 

Construct city 
Choose career, make 
corresponding building 

K.3 Students match simple 
descriptions of work that people 
do and the names of related jobs 
at the school, in the local 
community, and from historical 
accounts. 
Listening and Speaking02.0 
Speaking Applications 2.1 
Describe people, places, things 
(e.g., size, color, shape), 
locatiOf1S, and actions.o 
Reading Comprehension 
2.5 Ask and answer questions 
about essential elements of a 
text. 0 

Next round of ELA 
,interim 

41
h Writing Sample 

Fountas and Pinnell 
Reading Assessment 
Reading 
Comprehension 
Checklist 

Number sense 3.1 (estimation) Math Interim 
Measurement and Geometry 1.1 ,Assessmento 
1.2, 1.3 and 1.40 
K.4 Students compare and Environmental 
contrast the locations of people, Justice Curriculum: 
places, and environments and Animals or FOSS 

18 



0 

Field TripsDDD 

0 

0 

Civicorps Elementary School Kindergarten Scope and Sequence 2010-2011 

Roberts Redwoods - reflection 

describe their characteristics. 
1.Determine the relative 
locations of objects using the 
terms near/far, left/right, and 
behind/in front. 
2.Distinguish between land and 
water on maps and globes and 
locate general areas referenced 
in historical legends and stories. 
3.1dentify traffic symbols and 
map symbols (e.g., those for 
,land, water, roads, cities). 
4.Construct maps and models of 
neighborhoods, incorporating 
such structures as police and fire 
stations, airports, banks, 
'hospitals, supermarkets, 
harbors, schools, homes, places 
of worship, and transportation 
lines. 
5. Demonstrate familiarity with 
the school's layout, environs, 
and thejobs people do there.D 

19 

assessment checklist 



Civicorps Elementary School Kindergarten Scope and Sequence 2010-2011 

0 
June 

Morning MeetingOO 

Language and Word 
Studyoo 

Writing WorkshopDO 

Reading WorkshopO 0 

Math WorkshopOOO 

Science/Social Studieso o 

0 Field TripsOOD 

0 

Description Standards 
Sharing Reflection 1.0 Listening and Speaking 
Warm fuzzies Strategies 
morning message focus- 1 .2 Share information and 
writing sight words ideas, speaking audibly in 
Calendar- today is, complete, coherent 
yesterday, tomorrow, date, sentences. 
days in school 2.0 Speaking Applications 
Tribes- Celebration 2.1 Describe people, places, 

things (e.g., size, color, 
shape), locations, and 
actions.o 

Review and revisit. .. 
Cover anything 
uncoveredo 
Kindergarten memories 
book 

Money (for fun, not a 
standard) if necessary, 
review insteado 

Review and retreach ali 
standards 

Review and retreach all 
standards 
Review and retreach all 
standards 
Review and retreach all 
standards 

Review and retreach all 
standards 
Review and retreach all 
standards 

20 

Assessment 



0 

0 

September 
Morning Meeting 

Responsive 
Classroom 
Morning Meeting 
Book 
First Six Weeks of 
SchooiD 

Language and Word 
Study 

F&P Phonics 
Lessons 
Words Their Way 

Writing Workshop 

Civicorps Elementary School 
First Grade Scope and Sequence 2010-2011 

Description 
Sharing 
Name greeting, Brown Bear
going on a bear hunt, I like you 
School expectations - looks like, 
sounds like, feels like 
Movement 
Getting to know each other 
graphs, class agreements, 
community helper packet, 
morning message focus
Pllnctuation and capitals 

Standards 
LS 1.1, 1.2, 1.4, 1.5 
Writing 1.4, 1.7 WA 1.3 
Listening 1 .1-1.5 
Speaking 2.1-2.4 

ELC 1 Names, ELC 2 I Like you, WA 1.1, 1.4, 1.3, 1.6, 1. 7, 1.8, 
ELC3,ELC4, PA1-3 1.9,1.11DJ 
Segmentation, LK 1-3, LS 1 
(ABC), LS 2, LS 3, LK 11, LK 13 
RTA Vocab development (words 
from read alouds - community 
helpers, ezra jack keats, etc). 
WTW Sorts #1-4 
Sight words - introduce 5 per 
week 
Book 1 -Launching the Writers WS 1.1, 1.3, 2.1 DWC 1.3, 1.5, 
Workshop Lessons 1-5,7-10, 1.6,1.70 

Lucy Calkins Primary 12, 13 (2x) 
WritingD Goal: capitalization of names, 

the word I, and first word in a 
sentence 
Complete sentences 
Every Monday, students write a 
page in their weekend journal to 
the teacher, then teacher 
responds. 

Reading Workshop Title, Author, Illustrator LRA 3.1- 3.3 

Guided Reading 
ReadThinkApply 
Read Alouds 
Literacy CentersD 
Math Workshop 

Marilyn Burns 
Scott Foresman 
tviath Coach 
Problem Solver 
Calendar Math 

Discuss the role of an author andWA 1.14, 1.16 
an illustrator RC 1 .6, J 
RTA- Making connections, 
vocab development 

Calendar Math - patterns, daily 
depositor, counting days of the 
week, tens/ones 
Exploring Manipulatives -
Learning how to use math tools, 
math agreements, rotating in 
centers 
Ten Black Dots Class Book 

NS 1.1, 1 .2, 1.4 
SDA 1.2, 2.1 
MR 1.1, 1.2, 2.2 

00 
SF Ch. 1 Number Sense to 20 
MB games - build a stack, spill 
and compare, Empty the Bowl, 
Handfuls, Five Towers 
Problem Solver # 1-3 (one per 

Assessment 
Writers' workshop 
Oral during MMD 

Developmental 
spelling test (words 
their way, p. 302, 
words 1-8) 
phonics assessment 
phonics extensions 
literacy centers 
words their way 
workbook 

Writers workshop 
work 
Weekend journals 

Literacy centers 
-guided reading 
extensions 
RT A worksheets 

MB games 
worksheets 
Problem Solver 
workbook 
Math coach pre
assessment 



0 

0 

0 

Science/Social 
Studies 

Connected and 
Respected 
Tribes 
First Six Weeks of 
School 
Field Trips on !J 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

week) - using logical 
reasoning DO 
Connected and Respected Social Studies 1.1 
lessons - listening and talking 
about feelings, how to listen, 
giving put-ups, Maria's heart, 
Tribes - making class 
agreements 

Library- librarian interview Social Studies 1.5 
Neighborhood walk 
Field trip practiceD 

2 

Observation of 
behavior 
Class agreement 
poster 



Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

0 
October Description Standards Assessment 

Morning Meeting Sharing LS 1.1, 1.2, 1.4, 1.5 Writers' workshop 
How can we help our Writing 1.4, 1.7 Oral during MMD 

Responsive community? WA 1.3, 1.11 
Classroom Morning Who is a community helper? Listening 1.1-1.5 
Meeting Book What do your parents do? Speaking 2.1-2.4 
First Six Weeks of secret handshake, community 
Schoo/D helper packet, other greetings 

(Hickety pickety bumble bee-
syllables) 
What kind of Plastics do you 
have in your lunch? Graph 
Collecting plastics for science 
unit 
We Recycle book, 4Rs 
Community helper interviews 
morning message focus-
punctuation and capitals, word 
wall words, 

Language and Word WS 1, WSA 2, PA 4-6, 8, WSA WA 1.4, 1.3, 1.5, 1.7, 1.8, 1.9, phonics extensions 
Study 3, LS 6, SP 1-3 (starting with a, 1.11, 1.15 literacy centers 

o, e) words their way 
F&P Phonics RTA Vocab development (words workbook 
Lessons from read alouds - community 

0 . words Their Way helpers, ezra jack keats, etc) . 
WTW Sorts # 5-8 
Sight words 

Writing Workshop Book 1- Finish Launching the ws 1.1, 1.2, 1.3, 2.1 owe 1.3, Writers workshop 
Writers Workshop Lessons 15- 1.5, 1.6,1.7, 1.80 work 

Lucy Calkins 17 Weekend journals 
Primary WritingD Book 2- Small Moments lessons 

1-6, 9-10, 13-15 
Conventions Goal: capitalization 
of names, the word I, and first 
word in a sentence, complete 
sentences, using a period, spell 
vvord wall correctly. D 

Reading Workshop Retell central ideas LRA 3.1-3.3 Literacy centers 
Review Title, Author, Illustrator WA 1.14, 1.16 ·-guided reading 

Guided Reading Discuss the role of an author andRC 1.6 extensions 
Read Think Apply an illustrator Listening and Speaking 1.3 D RT A worksheets 
Read Alouds RT A - Continue making 
Literacy Centerso connections, vocab development 

(step it up and bury it/ RIP 
happy, sad) 

Math Workshop Calendar Math patterns, daily NS 2.1, 2.5, 1.1, 1.2, 1.4 SF workbook, base 
depositor, counting days of the A&F 1.1, 1.2, 1.3 10 and tiles packet 

Marilyn Burns week, tens/ones, weather SDA 1.2, 2.1 MB games 
Scott Foresman discussion MR 1.1, 1.2, 2.2 worksheets 

0 
Math Coach Ten Sly Piranhas - subtraction Problem Solver 
Problem Solver sentences with read aloud workbook 

3 



0 

0 

0 

Calendar Math 

Science/Social 
Studies 

Connected and 
Respected 
Tribes 
First Six Weeks of 
School 
FOSS kits 

Field TripsDOD 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

SF Ch. 2-3 except 2.7, 2.8, 2.12 
MB games- snap it!, Empty the 
Bowl, handfuls, How many_ in 
a Min?, five towers 
Other games: Addition bingo 
(+1), Base 10 packet, Counting 
Tile Packet 
Problem Solver# 4-7 (one per 
week) - organized listo 
Continue Connected and 
Respected lessons 
Community Helper Project -
continue interviews 
FOSS Solids and Liquids -
Invest. 1.1 Sorting Solids 
1.2 Properties of Solids, Making 
Solid Towers 
Invest 2: Liquids in bottles, 
properties of liquids, liquid levels, 
Invest 3 : Bits and Pieces 
(exploring small solids, skip 
beads l~s~oll)Q 0 
Fire Station - interview 
Emeryville Art Exhibition - focus 
on collage 
Civicorps Recycling Planto 

4 

Social Studies 1 .1 
Science PS 1 a-b 
IE 4a-c 

Social Studies 1 .5 

Calendar math 
participation 0 o 

Observation of 
behavior 
Science journals 
Class discussions 



0 

0 

0 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

November 
Morning Meeting 

Responsive 
Classroom 
Morning Meeting 
Booko 

Language and Word 
Study 

F&P Phonics 
Lessons 
Words Their Way 
Writing Workshop 

Lucy Calkins 
Primary WritingO 

Reading Workshop 

Guided Reading 
ReadThinkApply 
Read Alouds 
Literac;y Centerso 
Math Workshop 

Marilyn Burns 
Scott Foresman 
Math Coach 
Problem Solver 
Calendar Math 

0 

Science/Social 
Studies 

Connected and 
Respected 

Description 
Sharing 
Pop, greetings, phonics related 
morning messages 
Community helper interviews, 
poems 
morning message focus -
punctuation and capitals, word 
wall words 

Standards 
LS 1.1, 1.2, 1.4, 1.5 
Writing 1.4, 1.7 
WA1.3,1.11 
Listening 1.1-1.5 
Speaking 2.1-2.4 

SP 1-3 (with i, u), PA9-10 WA 1.4, 1.5, 1.7, 1.11, 1.15 
RT A Vocab development (words 
.from read alouds - community 
helpers, ezra jack keats, etc). 
WTW Sorts # 9-11 
:sight words 
Book 3: Writing for Readers WS 1 .1, 1.2, 1.3, 2.1 
lessons 1-6, edit and celebrate we 1 .3, 1.5, 1.6, 1.7, 1.80 
Conventions Goal: capitalization 
of names, the word I, and first 
word in a sentence, complete 
sentences, using a period, spell 
word wall words correctly, using 
space so 
Sequencing (beg, middle, end) 
Continue Retell central ideas 
RT A - making and confirming 
predictions, vocab development 
(step it up and bury it/ RIP fun, 
play, big) 
Calendar Math patterns, daily 
depositor, counting days of 
school , tens/ones, weather 
discussion 
* subtraction unit may run into 
Nov. 
SF Ch. 6 all, 6.11 (2x), except 
6.7, 6.14 
MB games- Empty the Bowl 
with subtraction, handfuls, pinch 
a ten, five towers 
Other games: subtraction bingo 
( -1 ), into the trash it goes 
(GEMS), Base 10 packet, 
Counting Tile Packet 
Problem Solver# 8-10 (one per 
week)- use or make a tableD 
Continue Connected and 
Respected lessons 
Community Helper Project -
continue interviews 
FOSS Solids and Liquids 

LRA 3.1-3.3 
WA 1.14, 1.16 
RC 1.6, 2.1 
Listening and Speaking 1.3 o 

NS 2.1, 2.5, 1.1, 1.2, 1.4 
A&F 1.1, 1.2, 1.3 
SDA 1.2, 2.1 
MR 1.1, 1.2, 2.2 

Social Studies 1 .1 
Science PS 1 a-b 
IE 4a-c,e 

5 

Assessment 
Writers' workshop 
Oral during MMDD 

phonics extensions 
literacy centers 
words their way 
workbook 

Writers workshop 
work 
Weekend journals 

Literacy centers 
-guided reading 
extensions 
RT A worksheets 

SF workbook, base 
1 0 and tiles packet, 
MB games 
worksheets 
Problem Solver 
workbook 
Calendar math 
participation 
Fall interim 
assessment 0 D 

Observation of 
behavior 
Science journals 
Class discussions 



0 

0 

0 

Tribes 
FOSS kits 
Field Tripso D D 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

Invest. 4 Mixing and Changing 
Solids & Liquids 

6 

Social Studies 1 .5 



0 

0 

0 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

December 
Morning Meeting 

Responsive 
Classroom Morning 
Meeting Book 

Description Standards 
Sharing LS 1.1, 1.2, 1.4, 1.5 
Pop, greetings, phonics related Writing 1.4, 1.7 
morning messages, weather WA 1.3, 1.11 
related poems we 1 .1 
morning message focus - Listening 1.1-1.5 
punctuation and capitals, word Speaking 2.1-2.4 
wall words, scrambled sentences. 

Language and Word PA 11, LK 14 (centers- WA 1.1, 1.3, 1.4, 1.7, 1.8, 1.11 
Study consonants vs. vowels) 

F&P Phonics 
Lessons 
Words Their Way 

LS 7 (with tr, gr, fr, cr, pr) 
Culminating sorts with LS 7 
RTA Vocab development (words 
from read alouds - weather) 

, WTW Sorts# 19, 20 
Sight words 

Assessment 
Writers' workshop 
Oral during MMDD 

phonics extensions 
literacy centers 
words their way 
workbook 

Writing for Community Helpers WA 2.1, 2.2 Writers workshop 
Book , thank you letters, graphic WS 1.1, 1.2, 1.3 work 

Writing Workshop 

Lucy Calkins 
Primary Writing 

organizers, expository text WC 1.3, 1.4, 1.5, 1.6, 1. 7, 1.80 D Weekend journals 
Conventions Goal: capitalization 
of names, the word I, and first 
word in a sentence, complete 
sentences, using a period, spell 
word wall words correctly, 
commas, using spaces) 

Reading Workshop Identify elements of plot, setting, LRA 3.1- 3.3 

Guided Reading 
ReadThinkAppfy 
Read A!ouds 
Literacy Centers 

Math Workshop 

Marilyn Burns 
Scott Foresman 
Math Coach 
Problem Solver 
Calendar Math 

and characters WA 1.14, 1.16 
Science nonfiction RC 1.6, 2.1, 2.6 
(characteristics of nonfiction)- Listening and Speaking 1.3 D 
weather 
Continue Sequencing (beg, 
middle, end) 
RTA -making and confirming 
predictions, vocab development 
(step it up and bury it! RIP said, 
run) 
Calendar Math patterns, daily 
depositor, counting days of 
school , tens/ones, weather 
calendar/graph 
SF Ch. 4 except 4.6 
MB games (a collection of math 
lessons)- Cows and Chickens, 
Fish Bowl, Empty the Bowl with 
subtraction, handfuls, pinch a 
ten, five towers 
Other games: subtraction bingo 
( -1 ), into the trash it goes 
(GEMS), Base 10 packet, 
Counting Tile Packet 
Problem Solver # 11-12 (one 

NS 2.1, 2.2, 2.5, 1.2, 1.3 
A&F 1.1, 1.2, 1.3 
SDA 1.2, 2.1 
MR 1.1, 1.2, 2.2 

7 

Literacy centers -
guided reading 
extensions 
RT A worksheets-
reading assessments 

SF workbook, base 
10 and tiles packet 
MB games 
worksheets 
Problem Solver 
workbook 
Calendar math 
participation ;J 



0 

0 

0 

Science/Social 
Studies 

Connected and 
Respected 
Tribes 
FOSS kits 
Field Trips 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

per week)- Using Logical 
Reasoning 
Continue Connected and 
Respected lessons 
Community Helper Project -
making collages for book 
FOSS Air and Weather- Invest. 
1.1 Air is there 
1.2 , 1.3, 1.4, 1.6 
Chabot Space and Science 
Center 

8 

Social Studies 1.1 
Science PS 1 a 
IE 4a, b, d, e 

Social Studies 1 .5 

Observation of 
behavior 
Science journals 
Class discussions 



0 

0 

0 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

January 
Morning Meeting 

Responsive 
Classroom 
Morning Meeting 
Book 

Description 
Sharing 
Pop, greetings, phonics related 
morning messages, weather 
related poems, The PEACE 
Book by Todd Parr (what is 
Peace? book) 
morning message focus -
punctuation and capitals, word 
wall words, scrambled 
sentences, The weather is 

Language and Word LS 8 (poetry center) 
Study LS 9, LK 15 (in centers) 

F&P Phonics 
Lessons 
Words Their Way 

LS 10, 11 (I and r clusters) 
SP 5 (long a), SP 5 (long i), SP 5 
(long a vs. long i) , SP 5 (long o ), 
SP 5 (long u), SP 5 (o vs. u), SP 
5 (ee, ea) 
LS 12 (long vs. short vowel a) 
RTA Vocab development (words 
from read alouds - weather, 
books that line up with who, 
what, where, when Qs?, Patricia 
Palloco) 
WTW Sorts# 15, 16, 17 
Sight words 

Standards 
LS 1.1, 1.2, 1.4, 1.5 
Writing 1.4, 1.7 
WA1.3,1.11 
we 1.1 
Listening 1.1-1.5 
Speaking 2.1-2.4 

Assessment 
Writers' workshop 
Oral during MMD o 

WA 1.5, 1.8, 1.1 0, 1.11, 1.15 phonics extensions 
literacy centers 
words their way 
workbook 

Writing Workshop New Year's Resolution writing 
Newspaper Unit (created by KC 

WA 2.1, 2.2DWS 1. i, 1.2, 1.3, Newspaper article 
We 1.3, 1.4, 1.5, 1.6, 1.7, 1.8'JDwork 

Lucy Calkins Primary Bull)- newspaper sections, 
Writing parts of an article (headline, 
Handwriting without author, picture, caption), 
Tears- My Printing conventions used in 
Book newspapers, choose a section, 

read children's articles, writing 
good leads, writing an article 
(getting started, interviewing 
people, using 
capitals/punctuation/word wall 
words, title, writing a good 
ending) 
Conventions Goal: capitalization 
of names, the word I, and first 
word in a sentence, complete 
sentences, using a period, spell 
word wail words correctly, 
commas, using spaces) 
HWT 

Reading Workshop Who, What, Where, When, Why LRA 3.1- 3.3 

Guided Reading 
ReadThinkApply 

Continue Identify elements of WA 1.14, 1.16 
plot, setting, and characters RC 1.6, 2. i, 2.2, 2.6 
Science non-fiction Listening and Speaking 1.3 o 

9 

Weekend journals 

Literacy centers 
-guided reading 
extensions 
RTA worksheetso 



0 

0 

0 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

Read Alouds 
Literacy Centers 

Math Workshop 

Marilyn Burns Scott 
Foresman 
Math Coach 
Problem Solver 
Calendar Math 
GEMS 

Science/Social 
Studies 

Connected and 
Respected 
Tribes 
FOSS kits 
Field Trips 

(characteristics of Non-Fiction)
weather 
RT A- making connections, 
vocab development (step it up 
and bury iU RIP go, eat) 
Calendar Math patterns, daily 
depositor, counting days of 
school , tens/ones, weather 
calendar/graph 
*finish Ch. 6 from SF if not done 
GEMS Algebra Unit 
1 OOs chart activities ( 1 001

h day of 
school) 
Counting tape with 2s, 5s, 1 Os 
Frog counting 
GEMS games: into the trash it 
goes, 0, 1, 2, 3, Base 10 packet, 
Counting Tile Packet 
Problem Solver# 13-15 (one 
per week)- Make a 
Picture/Diagram 
Continue Connected and 
Respected lessons 
Flat Stanley- read aloud, start 
with Oakland, CA, D 
start collecting addresses FOSS 
Air and Weather- Invest. 2.1-
2.3, Invest 3.1-3.2 
Chabot s·pace and Science 
Center 
Visit Oakland city hall 
(landmarks) 
Free ferry ride 

NS 2.1, 2.2, 2.5, 1.3 
A&F 1.1, 1.2, 1.3 
SDA1.2,2.1 
MR 1.1, 1.2, 2.2 

SF workbook, base 
1 0 and tiles packet 
GEMS games 
worksheets 
Problem Solver 
workbook 
Calendar math 
participation D 

Social Studies 1.1, 1.2, 1.3, 1.5 Observation of 
Science ES 3a-c behavior 
IE 4 b, d Science journals 

Class discussionsD 

Social Studies i .5, 1.3 (3) 

10 



0 

0 

0 
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February 
Morning Meeting 

Responsive 
Classroom 
Morning Meeting 
Book 

Description 
Sharing 
Pop, greetings, phonics related 
morning messages, weather 
related poems 

Standards 
LS 1.1, 1.2, 1.4, 1.5 
Writing 1.4, 1.7 
WA 1.3, 1.11 
we 1.1 

morning message focus - Listening 1.1-1.5 
punctuation and capitals, word Speaking 2.1-2.4 
wall words, scrambled 
sentences, The weather is _. 

Language and Word LS 12 (i, o, u, ex 2), short vs 
Study long ale, LS 15, LS 16, SP 7, 

WA 1.5, 1.8, 1.10, 1.11, 1.15, 
1.14, 1.1700 

F&P Phonics 
Lessons 
Words Their Way 

WM3, 
WS 3x2, WS 5 
RTA Vocab development (words 
from read alouds - weather, 
books that line up with who, 
what, where, when Qs?, Patricia 
Palloco) 
WTW Sorts# 36, 37, 38, 18 
Sight words 

Assessment 
Writers' workshop 
Oral during MMOJ 

phonics extensions 
literacy centers 
words their way 
workbook 

Book 5- Authors as Mentors WA 2.1, 2.2 Writers Workshop 
(Whole book), Ezra Jack Keats WS 1.1, 1.2, 1.3 work 

Writing Workshop 

Lucy Calkins Primary and Angela Johnson WC 1.3, 1.4, 1.5, 1.6, 1.7, 1.80 D Weekend journals 
Writing Conventions Goal: capitalization 
Handwriting without of names, the word I, and first 
Tears- My Printing word in a sentence, complete 
Book sentences, using a period, spell 

word wall words correctly, 
commas, using spaces) 

Reading Workshop 

Guided Reading 
ReadThinkApply 
Read Alouds 
Literacy Centers 

Math Workshop 

Marilyn Burns. 
Scott Foresman 
Math Coach 
Problem Solver 
Calendar !111ath 
GEMS 

HWT 
Continue Who, What, Where, 
When, Why? 
Continue Identify elements of 
plot, setting, and characters 
RTA- clarifying, vocab 
development (teach transition 
words (instead of and), step it up 
and bury it/ RIP mad, went) 
Calendar Math patterns, daily 
depositor, counting days of 
school , tens/ones, weather 
calendar/graph 
MB Geometry Unit- Triangle, 
Rocket, Hold and Fold, Shapes 
with Patterns Blocks, C!oak for a 
Dreamer 
SF 5.1, 5.4, 5.5, 5.6 
Centers: pattern blocks, geo-
boards, tile packet, base 1 0 
packet, into the trash it goes, 0, 
1, 2, 3 

LRA 3.1-3.3 
WA 1.14, 1.16 
RC 1.6, 2.1, 2.2, 2.6 
Listening and Speaking 1.3 0 

NS 2.1, 2.2, 2.5, 1.3 
A&F 1.1, 1.2, 1.3 
SDA 1.1, 1.2, 2.1 
MR 1.1, 1.2, 2.2 
M&G 2.1-2.4 

11 

Literacy centers 
-guided reading 
extensions 
HT A worksheets 
writers workshopo 

SF workbook, base 
1 0 and tiles packet 
GEMS/centers 
games worksheets 
Problem Solver 
workbook 
Calendar math 
participation o 



0 

0 

0 

Science/Social 
Studies 

Connected and 
Respected 
Tribes 
FOSS kits 

Field Trips 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

Pre-assess and reteach 
Problem Solver# 16-19 (one 
per week)- Make a List, Guess 
and Check 
Continue Connected and 
Respected lessons 
Flat Stanley- USA (directions 
N, E, S, W), locate CA on US 
map 
Continue collecting addresses, 
start writing letters, find 
state/country on map 
FOSS Air and Weather- Invest 
3.3-3.5 
Start Plant and Animals unit 
(invest. 1- grass and grain 
seeds, plant edible alfalfa, rye), 
2 (Stems - cuttings, observation 
and measuring) 
gardening 

Social Studies 1.1, 1.2, 1.3, 
Science 
ES 3a-c 
LS 2b, c, e 
IE 4 a, b, c, d, eDJJ 

Spiral Gardens LS 2b, e 

12 

1.5 Observation of 
behavior 
Weather, plant 
journals 
Class discussions 
Flat Stanley letters 



0 

0 

0 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

March 
Morning Meeting 

Responsive 
Classroom 
Morning Meeting 
Book 

Description Standards 
Sharing LS 1.1, 1.2, 1.4, 1.5 
Pop, greetings, phonics related Writing 1.4, 1.7 
morning messages, plant/animal WA 1.3, 1.11 
related poems and read-alouds, WC 1.1 
Cesar Chavez Listening 1.1-1.5 
morning message focus- Speaking 2.1-2.4 
punctuation and capitals, word 
wall words, scrambled 
sentences, The weather is 

Language and Word WSA 9, WSA 10, WSA 11, WSA WA 1.5, 1.8, 1.10, 1.11, 1.15, 
Study 12, LS 17 1.14, 1.17D::J 

F&P Phonics 
Lessons 
Words Their Way 

sh, th, th/sh sort, ch, sh/ch/th, 
wh, wh/sh/ch/th sort 
RT A Vocab development (words 
from read alouds -
plants/animals, books that line 
up with who, what, where, when 
Qs?, Patricia Palloco) 
WTW Sorts# 22, 23, 12, 13, 14 
Sight words 

Assessment 
Writers' workshop 
Oral during MMD J 

phonics extensions 
literacy centers 
words their way 
workbook 

Book 5- Finish Authors as WA 2.1, 2.2 Writers Workshop 
Mentors (Whole book) Ezra WS 1.1, 1.2, 1.3 work 

Writing Workshop 

Lucy Calkins Primary Jack Keats and Angela Johnson WC 1.3, 1.4, 1.5, 1.6, 1.7, 1.8D::J Weekend journals 
Writing Writing a fiction story Unit 
Handwriting without Conventions Goal: capitalization 
Tears- My Printing of names, the word I, and first 
Book word in a sentence, complete 

Reading Workshop 

Guided Reading 
ReadThinkApply 
Read Alouds 
Literacy Centers 

Math Workshop 

Marilyn Burns 
Scott Foresman 
Math Coach 
Problem Solver 
Calendar Math 
GEMS 

sentences, using a period, spell 
word wall words correctly, 
commas, using spaces, 
exclamation and question marks) 
HWT 
Using context to resolve 
ambiguities 

LRA 3.1-3.3 
WA1.14,1.16 

Review plot (beg, middle, end), 
setting, characters 

RC 1.6, 2.1, 2.2, 2.6, 2.4, 
Listening and Speaking 1.3 0 

RT A- clarifying, vocab 
development (teach transition 
words (instead of and), step it up 
and bury it/ RIP- teacher's 
discretion) 
Calendar Math patterns, daily 
depositor, counting days of 

NS 2.1, 2.2, 2.5, 1.3, 2.7 
A&F 1.1, 1.2, 1.3 

school , tens/ones, weather SDA 1.1, 1.2, 2.1 
calendar/graph MR 1.1, 1.2, 2.1, 2.2, 3.0 
SF Ch. 7 (except 7.9), Start Ch. M&G 2.1-2.4 
8 (through 8.4) 
Centers: fact family triangles, 
grab bag addition/subtraction, 
timedfast facts, tile packet, base 
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Literacy centers 
- guided reading 
extensions 
RT A worksheets
writers workshop[] 

SF workbook, base 
1 0 and tiles packet 
GEMS/centers 
games worksheets 
Problem Solver 
workbook 
Calendar math 
participation 



0 

0 

0 

Science/Social 
Studies 

Connected and 
Respected 
Tribes 
FOSS kits 

Field Trips 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

1 0 packet, into the trash it goes, 
0, 1,2,3 
Problem Solver# 20-23 (one per 
week)- Guess and Check, Look 
for a Pattern 
Continue Connected and Social Studies 1.1, 1.2, 1.3, 
Respected lessons Science 
Flat Stanley- Flat Stanley read LS 2b, c, e 
alouds from all over the world, IE 4 a, b, c, d, e 
continents and oceans, concept 
webs, continue writing letters, 
locate places on map flat Stanley 
has been to 
FOSS Plants and Animals -
(cont. invest. 1 - grass and grain 
seeds, plant edible alfalfa, rye) 2 
- stems - cuttings, observation 
and measuring, bulbs and roots 
lesson (grow a garlic bulb) 
gardening 
Monterey Bay Aquarium LS 2b, e 
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1.5 Observation of 
behavior 
Plants journals 
Class discussions 
Flat Stanley letters 



0 

0 

0 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

April 
Morning Meeting 

Responsive 
Classroom 
Morning Meeting 
Book 

Description Standards 
Sharing LS 1.1, 1.2, 1.4, 1.5 
Pop, fact family greeting, Writing 1.4, 1.7 
greetings, phonics related WA 1.3, 1.11 
morning messages, plant/animal WC 1.1 
related poems and read-alouds, Listening 1.1-1.5 
math/literacy related activities, Speaking 2.1-2.4 
Climb Inside a Poem 
Cathleen Michaels poem 
compilation 
morning message focus -
punctuation and capitals, word 
wall words, scrambled 
sentences, The weather is _. 

Language and Word WS 7 (Contractions- will, is, WA 1.5, 1.8, 1.1 0, 1.11, 1.15, 
Study am), WS 7 (are, not), WS 8 (had,1.14, 1.17. 1.300 

F&P Phonics 
Lessons 
Words Their Way 

have), WS 9, LS 19 (silent e), LS 
20 (r controlled- ar, or, er, ir, ur, 
+ 2 days comparing), 
RT A Vocab development (words 
from read alouds -
plants/animals, Flat Stanley read 
alouds) 
WTW Sorts # 28, teacher 
determines as needed 
Sight words 

Assessment 
Writers' workshop 
Oral during MMOJ 

phonics extensions 
literacy centers words 
their way workbook 

Writing Workshop LC Book 7- Poetry 
RWP 1.8 (natura! objects), 1.9 

Lucy Calkins Primary (walk), 2.9 (line breaks), 3.4 

WA 2.1, 2.2 Writers Workshop 
WS 1.1, 1.2, 1.3 work 

Writing (seeing with poets eyes), 3.5 
WC 1.3, 1.4, 1.5, 1.6, 1. 7, 1.80 J Weekend journals, 

Poems 
Handwriting without (small, ordinary things) 
Tears- My Printing Conventions Goal: capitalization 
BookOReading and of names, the word I, and first 
Writing Poetry Across word in a sentence, complete 
the Year sentences, using a period, spell 

word wall words correctly, 

Reading Workshop 

Guided Reading 
ReadThinkApply 
Read Alouds 
Literacy Centers 

commas, using spaces, 
exclamation and question marks) 
HWT 
Problem /Solution 
Continue using context to 
resolve ambiguities 
RTA- clarifying, vocab 
development (teach transition 
words (instead of and), step it up 
and bury it/ RIP- teachers 
discretion) 

LRA 3.1-3.3 
WA 1.14, 1.16 
RC 1.6, 2.1, 2.2, 2.6, 2.4, 
Listening and Speaking 1.3 o 

Math Workshop Calendar Math patterns, daily NS 1.5, 2.1, 2.2, 2.5, 1.3, 2.7 

Marilyn Burns 
Scott Foresman 

depositor, counting days of A&F 1.1, 1.2, 1.3 
school , tens/ones, weather SDA 1.1, 1.2, 2.1 
calendar/graph, problem solving MR 1.1, 1.2, 2.1, 2.2, 3.0 
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HWT book 

Literacy centers -
guided reading 
extensions 
RT A worksheets -
writers workshop[] 

SF workbook, base 
10 and tiles packet 
GEMS/centers 
games worksheets 



0 

0 

0 

Math Coach 
Problem Solver 
Calendar Math 
GEMS 

Science/Social 
Studies 

Connected and 
Respected 
Tribes 
FOSS kits 

Field Trips 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

Finish Ch. 8 (skip 8.8, 8.9, 8.14) 
Addition/Subtraction Strategies M&G 2.1-2.4 
SF Ch. 9 Money (9.1, 9.2) 
MB Money (pennies in a bank, 
25 cents for a fairy) 
SF 9.3-9.7, 9.9, 9.10 
Centers: MB money centers, fact 
family triangles, grab bag 
addition/subtraction, timed fast 
facts, tile packet, base 10 
packet, into the trash it goes, 0, 
1, 2, 3 
Problem Solver# 24-26 (one per 
week)- Acting out/using objects 
Continue Connected and Social Studies 1.1, 1.2, 1.3, 
Respected lessons Science 
Flat Stanley- Flat Stanley read LS 2b, c, e 
alouds from all over the world, IE 4 a, b, c, d, e 
cont. continents and oceans, 
concept webs, continue writing 
letters, locate places on map flat 
Stanley has been to, country 
report 
FOSS Plants and Animals- start 
Invest 3- Terrariums I Habitats 
(cont. invest. 1- grass and grain 
seeds, plant edible alfalfa, rye) 2 
(Stems - cuttings, observation 
and measuring) 
Bulbs and Roots lesson (grow a 
garlic bulb) 
Habitat gardening and 
integration 
Special guests from other 
countries 
Oakland Museum - habitat 
exhibit 

ss 1.1' 1.2, 1.3, 1.5 
LS 2a,b,c 
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Problem Solver 
workbook 
Calendar math 
participation 

1.5 Observation of 
behavior 
Plants, terrarium 
journals 
Class discussions 
Flat Stanley letters 



0 

0 

0 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

May 
Morning Meeting 

Responsive 
Classroom 
Morning Meeting 
Book 

Language and Word 
Study 

F&P Phonics 
Lessons 
Words Their Way 

Description Standards 
Sharing LS 1.1, 1.2, 1.4, 1.5 
Pop, fact family greeting, Writing 1.4, 1.7 
greetings, phonics related WA 1.3, 1.11 
morning messages, plant/animal WC 1.1 
related poems and read-alouds, Listening 1.1-1.5 
math/literacy related activities, Speaking 2.1-2.4 
Climb Inside a Poem, Cathleen 
Michaels poem compilation 
morning message focus -
punctuation and capitals, word 
wall words, scrambled 
sentences, The weather is 
LS 21 (consonants with 2 
sounds - 2x with c, g, c/g), 
possessive pronouns- mine, 
yours, ours, his, hers, theirs), 
sentence editing (capitals), 
spelling editing (long vowels), 
punctuation 
RTA Vocab development (words 
from read alouds -
plants/animals, Flat Stanley read 
alouds) 
WTW Sorts- teacher determines 
as needed 
Sight words 

WA 1.5, 1.8, 1.10, 1.11, 1.15, 
1.14, 1.17. 1.3 
we 1.2-1.so o 

Assessment 
Writers' workshop 
.Oral during MMDD 

phonics extensions 
literacy centers 
words their way 
workbook 

Writing Workshop LC Book 6 - Non-Fiction Writing: WA 2.1, 2.2 Writers Workshop 
Procedures and Reports WS 1.1, 1.2, 1.3 work 

Lucy Calkins Primary (connect to Fiat Stanley and WC 1.3, 1.4, 1.5, 1.6, 1.7, 1.8DDReports, pamphlets, 
Writing Plants/Animals) Weekend journals, 
Handwriting without Conventions Goal: capitalization HWT book 
Tears- My Printing of names, the word !, and first 
Book word in a sentence, complete 

Reading Workshop 

Guided Reading 
ReadThinkApply 
ReadAiouds 
Literacy Centers 

Math Workshop 

sentences, using a period, spell 
word wall words correctly, 
commas, using spaces, 
exclamation and question marks) 
HWT 
Myths, fables, folktales read
alouds 
Plot, Character, Setting- Q & A 
(myths) 
Main idea and details for non
fiction (reading comprehension 
toolkit) 
RTA -clarifying, vocab 
development (step it up and bury 
it/ RIP- teacher's discretion) 
Calendar Math patterns, daily 
depositor, counting days of 

LRA 3.1-3.3 
WA 1.14, 1.16 
RC 1.6, 2.1, 2.2, 2.6, 2.4, 
Listening and Speaking 1.3 D 

NS 1.5, 2.1, 2.2, 2.5, 1.3, 2.7, 
2.6 
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Literacy centers 
-guided reading 
extensions 
RT A worksheetsD
writers workshopD 

SF workbook, base 
1 0 and tiles packet 



0 

0 

0 

Marilyn Burns 
Scott Foresman 
Math Coach 
Problem Solver 
Calendar Math 
GEMS 

Science/Social 
Studies 

Connected and 
Respected 
Tribes 
FOSS kits 

Field Trips 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

school , tens/ones, weather A&F 1.1, 1.2, 1.3 
calendar/graph, problem solving SDA 1.1, 1.2, 2.1 
SF Ch.12 (no regrouping) MR 1.1, 1.2, 2.1, 2.2, 3.0 
Double Digit Addition and M&G 1.2, 2.1-2.4 
Subtraction 
Ch. 10 Time Centers: MB 
money centers, fact family 
triangles, grab bag 
addition/subtraction, timed fast 
facts, tile packet, base 10 
packet, into the trash it goes, 0, 
1' 2, 3 
Problem Solver# 27-30 (one per 
week)- Acting out/using objects 
Make a Table 
Continue Connected and 
Respected lessons 
Flat Stanley- Flat Stanley read 
alouds from all over the world, 
cont. continents and oceans, 
concept webs, continue writing 
letters, locate places on map flat 
Stanley has been to, country 
report 
FOSS Plants and Animals- start 
Invest 3- Terrariums I Habitats 
(cont. invest. 1- grass and grain 
seeds, plant edible alfalfa, rye) 2 
(Stems- cuttings, observation 
and measuring) 
Bulbs and Roots lesson (grow a 
garlic bulb) 
Habitat gardening and 
integration 
Special guests from other 
countries 
Exploratorium 
Cal Performances 

Social Studies 1.1, 1.2, 1.3, 
Science 
LS 2b, c, e 
IE 4 a, b, c, d, e 

ss 1.1' 1.2, 1.3, 1.5 
LS 2a,b,cD 
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GEMS/centers 
games worksheets 
Problem Solver 
workbook 
Calendar math 
participation 

1.5 Observation of 
behavior 
Plants, terrarium 
journals 
Class discussions 
Flat Stanley letters 



0 

0 

0 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

June 
Morning Meeting 

Responsive 
Classroom 
Morning Meeting 
Book 

Language and Word 
Study 

F&P Phonics 
Lessons 
Words Their Way 

Description Standards 
Sharing LS 1.1, 1.2, 1.4, 1.5 
Pop, fact family greeting, Writing 1.4, 1.7 
greetings, phonics related WA 1.3, 1.11 
morning messages, planUanimal WC 1.1 
related poems and read-a!ouds, Listening 1.1-1.5 
math/literacy related activities, Speaking 2.1-2.4 
Climb Inside a Poem, Cathleen 
Michaels poem compilation 
morning message focus -
punctuation and capitals, word 
wall words, scrambled 
sentences, The weather is-·. 
sentence editing: Mixed Practice WA 1.5, 1.8, 1.1 0, 1.11, 1.15, 
RTA Vocab development (words 1.14, 1.17. 1.3 
from read alouds- we 1.2-1.800 
plants/animals, Flat Stanley read 
alouds) 
Assessment 
WTW Sorts - teacher 
determines as needed 
Sight words 

Assessment 
Writers' workshop 
Oral during MMOD 

phonics extensions 
literacy centers 
words their way 
workbook 

Writing Workshop Finish up writing for Showcase 
brochures, pamphlets 

WA 2.1, 2.2 Writers Workshop 
WS 1.1, 1.2, 1.3 work 

Lucy Calkins Primary Student Choice Writing - myth, 
Writing non-fiction, poetry, letter, 
Handwriting without Conventions Goal: capitalization 

WC 1.3, 1.4, 1.5, 1.6,1.7, 1.800 Reports, pamphlets, 
Weekend journals, 
HWT book 

Tears- My Printing of names, the word I, and first 
Book word in a sentence, complete 

Reading Workshop 

Guided Reading 
ReadThinkApply 
Read Alouds 
Literacy Centers 

Math Workshop 

Marilyn Burns 
Scott Foresman 
Math Coach 

sentences, using a period, spell 
word wall words correctly, 
commas, using spaces, 
exclamation and question marks) 
Teach quotations 
HWT 
Myths, fables, folktales read LRA 3.1- 3.3 
alouds WA 1.14, 1.16 
Plot, Character, Setting- Q & A RG1.6, 2.1, 2.2, 2.6, 2.4, 
(myths) Listening and Speaking 1.3 o 
Main idea and details for non-
fiction (reading comprehension 
toolkit) 
Comparing Stories 
RTA -clarifying, vocab 
development (step it up and bury 
iU RIP- teachers discretion) 
Calendar Math patterns, daily NS 1.5, 2.1, 2.2, 2.5, 1.3, 2.7, 
depositor, counting days of 2.6, 
school , tens/ones, weather A&F 1.1, 1.2, 1.3 
calendar/graph, problem solving SDA 1.1, 1.2, 2.1 
Ch. 10 Continue Time MR 1.1, 1.2, 2.1, 2.2, 3.0 
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Literacy centers 
- guided reading 
extensions 
RT A worksheets 
writers workshopO 

.SF workbook, base 
1 0 and tiles packet 
GEMS/centers 
games worksheets 
Problem Solver 



0 Problem Solver 
Calendar Math 
GEMS 

Science/Social 
Studies 

Connected and 
Respected 
Tribes 
FOSS kits 

o Field Trips 

0 

Civicorps Elementary School First Grade Scope and Sequence 2010-2011 

Ch. i i Measurement (skip 11.4, 
11.7, 11.9, 11.10) 
Centers: Time games and 
centers, MB money centers, fact 
family triangles, grab bag 
addition/subtraction, timed fast 
facts, tile packet, base 10 
packet, into the trash it goes, 0, 
1, 2, 3 
Problem Solver# 31-32 (one per 
week)- Looking for a Pattern 
End of the Year activities, 
yearbook/reflection 
Flat Stanley- finish up flat 
Stanley 
FOSS Plants and Animals- cont. 
Invest 3- Terrariums I Habitats 
(cont. invest. 1- grass and grain 
seeds, plant edible alfalfa, rye) 2 
(Stems- cuttings, observation 
and measuring) 
Bulbs and Roots lesson (grow a 
garlic bulb) 
Habitat gardening and 
integration 

M&G 1.1, 1.2, 2.1-2.4 workbook 
Calendar math 
participation 

Social Studies 1.1, 1.2, 1.3, 1.5 Observation of 
Science LS 2b, c, e behavior 
IE 4 a, b, c, d, e Plants, terrarium 

journals 
Class discussions 
Flat Stanley letters 

Special guests from other 
countries 

ss 1.1, 1.2, 1.3, 1.500 

Berkeley Marinao 

20 



Civicorps Elementary School 
Second Grade Scope and Sequence 2010-2011 

c September Description Standards Assessment 
I Civic Literacy Morning Meeting, and a 

variety of community building 
activities are used to build 
community and practice the 
guiding principles and Life 
Practices. It is also a way to 
reinforce specific academic 
skills and understanding 
through daily routines. These 
activities also include our 
service learning projects, i.e. 
bi-monthly visits to the Elder 
Center and other community 
projects. 
Life Practice focus: Respect 

Language and Word Words Their Way_ Workbook RW 1.1 Decode grade level Ongoing Authentic 
Study sorts and activities. words Assessment 

Consonant blends (sm,br,tr, RW 1.2 Syllabication Rules Observations 
sk, cr) and syllabication. Reflections on 
Introduction to parts of daily assignments 
speech- nouns and verbs. Conferences 
Making Words Guided Reading 
Hi-frequency word practice Observations 

C• and support through in class 
and homework activities. 

Writing Workshop Set_the stage for \,/Vriters' WS 1.1 Relate ideas/Focus Ongoing Authentic 
Workshop. WS 1.3 Reference materials Assessment 
Focus on Narrative writing WC 1.1 Write in complete Observation 
with an introduction to Ideas, sentences Reflections on 
Organization and Word WC 1.3 Parts of Speech daily assignments 
Choice. WC 1.7 Irregular spelling Conferences 
Writing activities include: WC 1.8 Spelling patterns 
personal narrative, 4 R's 
books, informational post-
cards, letters, thank you 
notes, weekend news reports, 
reading resQ_onses. 

Reading Workshop Integration of 4 R's and RC 2.2 Reader's purpose Ongoing Authentic 
Heroes/Heroine Themes RC 2.4 Ask clarifying Assessment 
through: building background questions Observations 
activities, selected shared R.C 2.5 Restate important Reflections on 
literature (books, articles), facts and details daily assignments 
personal stories and Conferences 
experiences, 4 R's ABC Guided Reading 
books, various writing Observations 
application activities 
(informational post-

Ct cards/brochures) 
Setting expectations for good 
reading practices for guided, 

1 



Civicorps Elementary School Second Grade Scope and Sequence 2010-2011 

0 partner, and independent 
reading. 
Book talk questions and 
responses, how to take care 
of books, setting the structure 
of the Readers' Workshop. 

Math Workshop Data Collection and graphing 
(Would You Rather) 
Looked at attributes of 
objects. 
Patterning 
Place Value, Fact Families 
Review concepts of addition 
and subtraction 
Games introduced: Top-It, 
Double War, Roll 2 Dice, 
Treasure Boxes, The Place 
Game, Marcy Cook Tile 
Packets, Race to a Flat 

Science/Social 
Studies 
Field Trips Urban Ore, 

Civicorps Recycling Center 

0 

0 
2 



Civicorps Elementary School Second Grade Scope and Sequence 2010-2011 

~ l_ October Description Standards Assessment .... Civic Literacy Morning Meeting, and a 
variety of community building 
activities are used to build 
community and practice the 
guiding principles and Life 
Practices. It is also a way to 
reinforce specific academic 
skills and understanding 
through daily routines. These 
activities also include our 
service learning projects, i.e. 
bi-monthly visits to the Elder 
Center other community 
projects. 
Life Practice focus: 
Responsibility 

Language and Word Words Their Way Workbook RW 1.5 Plurals Ongoing Authentic 
Study sorts and activities. RW 1.3 Decode multi-syllabic Assessment 

Short/long vowels (a, o, i) . words Observations 
Parts of speech - nouns and Reflections on daily 
verbs, adjectives, articles and assignments 
common prepositions. . Conferences 

> 
Homophones/homonyms, Guided Reading 
plural nouns. Observations 
Making Words Interim Assessment 
Hi-frequency word practice -
and support through in class 
and homework activities. 

Writing Workshop Continue setting the stage for WS 1.1 Relate ideas/Focus Ongoing Authentic 
Writers' Workshop with good WS 1.3 Reference materials Assessment 
writing practices. (*not done in '09 because of a Observations 
Focus on Narrative writing lack of resource materials) Reflections on daily 
with and continued focus on WC 1.1 Write in complete assignments 
Ideas, Organization, Word sentences Independent 
Choice, Planning and WC 1.3 Parts of Speech conferences 
Conventions. Review the WC 1.7 Irregular spelling 
writing process from planning WC 1.8 Spelling patterns 
to publishing. 
Writing activities include: 
personal narrative, 4 R's 
books, informational post-
cards, letters, thank you 
notes, weekend news reports, 
reading responses. Fictional 
stories. 

Reading Workshop Integration of 4 R's and RC 2.2 Reader's purpose Ongoing Authentic 
Heroes/Heroine Themes RC 2.4 Ask clarifying Assessment 
through: building background questions Observations 
activities, selected shared R.C 2.5 Restate important Reflections on daily 

3 



Civicorps Elementary School Second Grade Scope and Sequence 2010-2011 

literature (books, articles), facts and details assignments 

Ct personal stories and RL 3.1 Compare setting, plot, Conferences 
experiences, 4 R's ABC characters Guided Reading 
books, various writing Observations 
application activities 
(informational post-
cards/brochures) 
Continue setting expectations 
for good reading practices for 
independent, partner and 
guided reading. 
Book talk questions and 
responses, how to take care 
of books, partner reading. 
Strategies for decoding 
multisyllabic words, review 
making connections and 
predictions about texts. 

Math Workshop Place Value, Fact Families, < 
> =, counting, reading and 
writing whole numbers to 
1,000 
Review concepts of addition 
and subtraction 

- Games introduced: Top-It, 

c~ 
Double War, Roll 2 Dice, 
Treasure Boxes, The Place 
Game, Marcy Cook Tile 
Packets, Race to a Flat, Grab 
Bag Subtraction, Race to 50 
cents 

Science/Social 
Studies 
Field Trips Hidden Villa Over-night (One 

Class) 

0 
4 



Civicorps Elementary School Second Grade Scope and Sequence 2010-2011 

~~ November Description Standards Assessment 
.._, 

Civic Literacy Morning Meeting, and a 
variety of community building 
activities are used to build 
community and practice the 
guiding principles and Life 
Practices. It is also a way to 
reinforce specific academic 
skills and understanding 
through daily routines. These 
activities also include our 
service learning projects, i.e. 
bi-monthly visits to the Elder 
Center other community 
projects. 
Life Practice focus: 
Collaboration 

Language and Word Words Their Way_ Workbook RW 1.8 Use knowledge of Ongoing Authentic 
Study sorts and activities. Short/long words to identify compound Assessment 

vowels (u, e, review all). words Observations 
Proper nouns, compound RW 1.9 Prefixes/Suffixes Reflections on 
words, prefixes/suffixes. daily assignments 
Making Words Conferences 

C• 
Hi-frequency word practice Guidea Reading 
and support through in class Observations 
and homework activities. Interim 

Assessment 
Writing Workshop Use Writers' Workshop format WS 1.1 Relate ideas/Focus Ongoing Authentic 

to continue focus on Narrative WS 1.3 Reference materials Assessment 
writing with attention to Ideas, (*not done in '09 because of a Observations 
Organization, Word Choice, lack of resource materials) Reflections on 
Conventions and Voice. WC 1.1 Write in complete daily assignments 
Writing activities include: sentences Independent 
personal narrative, I Am From WC 1.3 Parts of Speech conferences 
poems, moving stories WC 1. 7 Irregular spelling Pre-assessment 
(related to social studies WC 1.8 Spelling patterns for narrative 
themes), thank you notes, writing 
weekend news reports, 
reading responses. 

Reading Workshop Integration of social studies RC 2.2 Reader's purpose Ongoing Authentic 
theme of "Why Move?" RC 2.4 Ask clarifying questions Assessment 
through: building background R.C 2.5 Restate important Observations 
activities, selected shared facts and details Reflections on 
literature (books, articles), RC 2.1 Text Features daily assignments 
personal stories, experiences, RC 2.6 Cause and Effect Conferences 
and guest visits. RL 3.2 Alternative Endings Guided Reading 
Continue developing RL 3.4 Identify literary Observations 

Ct 
strategies for decoding elements (rhythm, rhyme, 
multisyllabic words. alliteration) 
Use folktales as a springboard 

5 
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to explore alternative endings 

c~ 
(Stone Soup, fractured 
fairytales, etc.) 
Continued guided, partner, 
independent reading. 

Math Workshop Continue understanding of 
Place Value to 1000 
Commutative property for + -
Double and Triple digit + -
using varied strategies 
Geometry- describe and 
classify the attributes of solid 
and plane shapes (edges, 
vertices, faces) 

Science/Social Integration of social studies 
Studies theme of "Why Move?" 

through: building background 
activities, selected shared 
literature (books, articles), 
personal stories, experiences, 
and guest visits. 
Explore and compare 
folktales. 

Field Trips Hidden Villa Over Night (one 
class), Angel Island 

0 

0 
6 
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r • December Description Standards Assessment .... Civic Literacy Morning Meeting, and a 
variety of community building 
activities are used to build 
community and practice the 
guiding principles and Life 
Practices. It is also a way to 
reinforce specific academic 
skills and understanding 
through daily routines. These 
activities also include our 
service learning projects, i.e. 
bi-monthly visits to the Elder 
Center other community 
projects. 
Life Practice focus: Caring 

Language and Word Final/kl sound spelled -ck, - RW 1.8 Use knowledge of 
Study ke, or -k words to identify compound 

Short a (eve) and long a words 
(CVCe and CWC) RW 1.9 Prefixes/Suffixes WC 
Short o (eve) and long o 1.6 Capitalization of proper 
(CVCe and CWC) nouns 

. WC 1.1 Write in complete 
sentences 

c~ WC 1.3 Parts of Speech 
WC 1.7 Irregular spelling 
WC 1.8 Spelling patterns 

-
WC 1.4 Commas in a greeting 

Writing Workshop Words Their Way_ Workbook WS 1.1 Relate ideas/Focus Ongoing Authentic 
sorts and activities. WS 1.3 Reference materials Assessment 
Use Writers' Workshop format WC 1.1 Write in complete Observation 
to continue focus on Narrative sentences Reflections on 
writing with attention to Ideas, WC 1.3 Parts of Speech daily assignments 
Organization, Word Choice, WC 1. 7 Irregular spelling Conferences 
Conventions and Voice. WC 1.8 Spelling patterns Second Interim 
Writing activities include: WC 1.4 Commas in a greeting Assessment 
personal narrative, WC 1.6 Capitalization of proper 
I Am From poems, moving nouns 
stories (related to social 
studies themes), moving 
timelines, thank you notes, 
weekend news reports, 
reading responses. 

Reading Workshop Integration of social studies RC 2.2 Reader's purpose Ongoing Authentic 
theme of "Why Move?" RC 2.4 Ask clarifying questions Assessment 
through: building background R.C 2.5 Restate important facts Observations 
activities, selected shared and details Reflections on 
literature (books, articles), RC 2.1 Text Features daily assignments c: ~ personal stories, experiences, RC 2.6 Cause and Effect Conferences 
and guest visits. RL 3.2 Alternative Endings Guided Reading 

7 
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Use folktales as a RL 3.4 Identify literary elements Observations 

C• springboard to explore (rhythm, rhyme, alliteration) Second Interim 
alternative endings (Stone Assessment 
Soup, fractured fairytales, RL 3.2 Alternative Endings Fountas and 
etc.) RL 3.4 Identify literary elements Pinnell Reading 
Continued guided, partner, (rhythm, rhyme, alliteration) Assessment 
independent reading. 

Math Workshop Continue understanding of 
Place Value to 1000 
Commutative property for+-
Double and Triple digit + -
using varied strategies 
Geometry- describe and 
classify the attributes of solid 
and plane shapes (edges, 
vertices, faces) 
Measure the length of objects 
through iteration. Introduce 
and practice using inches and 
feet. 
Estimate measurements 

Science/Social Build stringed instruments to Physical Science-
Studies demonstrate how vibrations g) Students know sound is 

and sound are connected. made by vibrating objects and 
- can be described by its pitch 

c and volume. 
'Field Trips Library, Urban Ore 

0 
8 
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.., January Description Standards Assessment ..... Civic Literacy Morning Meeting, and a variety 
of community building activities 
are used to build community and 
practice the guiding principles 
and Life Practices. It is also a 
way to reinforce specific 
academic skills and 
understanding through daily 
routines. These activities also 
include our service learning 
projects, i.e. bi..:monthly visits to 
the Elder Center other 
community projects. 
Life Practice focus: Honesty 

Language and Words Their Way Workbook RW 1.8 Use knowledge of 
Word Study sorts and activities. ~ words to identify compound 

Short u (eve) and long u (CVCe words 
and CWC) RW 1. 7 Antonyms and 
Short e (eve) and long e (CVCe Synonyms 
and CWC) RW 1.10 Identify multiple 
More Short e and Long meaning words 
Review ewe Patterns ai, oa .., ee,·ea 
Making Words 

~ Writing Workshop Use Writers' Workshop format WS 1.1 Relate Ideas Ongoing Authentic 
for Expository Writing with WS 1.3 Reference Materials Assessment 
attention to Ideas, WS 1.4 Revise drafts for Observation 
Organization, Word Choice, sequence and detail Reflections on 
Conventions, Sentence Fluency WC 1.5 Quotation Marks daily assignments 
and Voice. Conferences 
Students will focus on writing 
simple biographies - focusing 
on people that move - dancers, 
acrobats, athletes, martial 
artists, etc., including, but not 
limited to, people with 
disabilities. 

Reading Workshop Integration of social studies RC 2.1 Text Features Ongoing Authentic 
theme of "How do people make RC 2.2 Reader's purpose Assessment 
positive change in their RC 2.3 Author's Purpose Observations 
world/community?" and science RC 2.4 Ask clarifying Reflections on 
theme of "How do people questions daily assignments 
navigate their world R.C 2.5 Restate important Conferences 
physically?" (Balance and facts and details Guided Reading 
Motion) through: building RC 2.6 Cause and Effect Observations 
background activities, selected RC 2.7 Interpret Information Report Cards 

c 
shared literature (books, RC 2.8 Two-step directions Fountas and 
articles), personal stories, RL 3.2 Alternative Endings Pinnell Reading 
experiences, guest visits, RL 3.4 Identify literary Assessment 

9 
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wheelchair experiences, audits elements (rhythm, rhyme, 

c of school environment. What alliteration) 
would we need in our school if RL 3.2 Alternative Endings 
we had a disability?, RL 3.4 Identify literary 
simulations. elements (rhythm, rhyme, 
Connection with Elders and alliteration) 
how they get around. 
Continued guided, partner, 
independent reading. 
Practice Fact Finder roles, text 
features, clarifying questions, 
interpreting information and 
following and reading two-step 
directions. 

Math Workshop Introduce the concept of 
multiplication using repeated 
addition, counting by multiples, 
arrays. 
Introduce simple division and 
fractions 
Practice measuring with 
centimeters 
Estimate measurements 

Science/Social Integration of social studies 
Studies theme- of "How do people make -

CJt positive change in their 
world/community?" and science 
theme of "How do people 
navigate their world 
physically?" (Balance and 
Motion) through: building 
background activities, selected 
shared literature (books, 
articles), personal stories, 
experiences, guest visits, 
wheelchair experiences, audits 
of school environment. What 
would we need in our school if 
we had a disability?, 
simulations. 
Connection with Elders and 
how they get around. 

Field Trips Cal Performances - Peeking 
Acrobats 

0 
10 
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c l February Description Standards Assessment 

'Civic Literacy Morning Meeting, and a variety 
of community building activities 
are used to build community 
and practice the guiding 
principles and Life Practices. It 
is also a way to reinforce 
specific academic skills and 
understanding through daily 
routines. These activities also 
include our service learning 
projects, i.e. bi-monthly visits to 
the Elder Center other 
community projects. 
Life Practice focus: Fairness 

Language and Words Their Way_ Workbook 
Word Study sorts and activities. 

Short a (CVC and CWC) and 
Long e (CWC-ai, and Open 
Syllable -ay) 
Short o (CVC and CWC) and 
Longo (CWC--oa, and Open 
Syllable -ow) • 
Short u (CVC and CWC) and . - .•. .. 

~ Long u (CWC-ew, and Open 
Syllably -ue) 
Short i (CVC and CWC) and 
Long i (CWC-igh and Open 
Syllably -y) 
Making Words 

Writing Workshop Use Writers' Workshop format WS 1.1 Relate ideas/Focus Ongoing Authentic 
to Expository Writing with WS 1.3 Reference materials Assessment 
attention to Ideas, Organization, WC 1 .1 Write in complete Observation 
Word Choice, Conventions, sentences Reflections on 
Sentence Fluency and Voice. WC 1.3 Parts of Speech daily assignments 
Students will focus on writing WC 1. 7 Irregular spelling Conferences 
simple biographies - focusing on WC 1.8 Spelling patterns 
people that move - dancers, WC 1.4 Commas in a greeting 
acrobats, athletes, martial WC 1.6 Capitalization of 
artists, etc., including, but not proper nouns 
limited to people with 
disabilities. 

Reading Workshop Integration of social studies RC 2.1 Text Features Ongoing Authentic 
theme of "How do people make RC 2.2 Reader's purpose Assessment 
positive change in their RC 2.3 Author's Purpose Observations 
world/community?" and science RC 2.4 Ask clarifying Reflections on 
theme of "How do people questions daily assignments 
navigate their world physically?" R.C 2.5 Restate important Conferences 

0 (Balance and Motion) through: facts and details Guided Reading 
building background activities, RC 2.6 Cause and Effect Observations 

11 
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selected shared literature RC 2. 7 Interpret Information 

C· (books, articles), personal RC 2.8 Two-step directions 
stories, experiences, guest RL 3.2 Alternative Endings 
visits, wheelchair experiences, RL 3.4 Identify literary 
audits of school environment- elements (rhythm, rhyme, 
What would we need in our alliteration) 
school if we had a disability?, RL 3.2 Alternative Endings 
simulations. RL 3.4 Identify literary 
Connection with Elders and how elements (rhythm, rhyme, 
they get around. alliteration) 

Math Workshop Introduce the concept of 
multiplication using repeated 
addition, counting by multiples, 
arrays. 
Introduce simple division and 
fractions. 
Practice measuring with 
centimeters and inches and 
compare the length of 
difference. 
Estimate measurements. 

Science/Social Integration of social studies 
Studies theme of "How do people make 

positive change in their 
·- world/community?" and sci13nce 

Ct theme of "How do people 
navigate their world physically?" 
(Balance and Motion) through: 
building background activities, 
selected shared literature 
(books, articles), personal 
stories, experiences, guest 
visits, wheelchair experiences, 
audits of school environment-
What would we need in our 
school ifwe had a disability?, 
simulations. 
Connection with Elders and how 
they get around. 

Field Trips 

0 
12 
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.., March Description Standards Assessment 

~ Civic Literacy Morning Meeting, and a variety 
of community building activities 
are used to build community and 
practice the guiding principles 
and Life Practices. It is also a 
way to reinforce specific 
academic skills and 
understanding through daily 
routines. These activities also 
include our service learning 
projects, i.e. bi-monthly visits to 
the Elder Center other 
community projects. 

Language and Words Their Way 
Word Study Review Long Vowel Patterns 

r-influenced Vowel Patterns ar, 
are, air 
r-influenced Vowel Patterns er, 
ear, eer 
r-influenced Vowel Patterns ore, 
oar 
r:-influenced Vowel Patterns ure, 
ur, _e -

~ Making Words 
~ Writing Workshop Use Writers' Workshop format to Ongoing Authentic 

Expository Writing with attention Assessment 
to Ideas, Organization, Word Observation 
Choice, Conventions, Sentence Reflections on 
Fluency and Voice. daily assignments 
Begin to focus on exploring Conferences 
poetry. School Wide 

Writing 
Assessment 

Reading Workshop Integration of science theme of RC 2.1 Text Features Ongoing Authentic 
"How do the Earth's materials RC 2.2 Reader's purpose Assessment 
affect how we live?" (Pebbles, RC 2.3 Author's Purpose Observations 
Sand and Silt FOSS unit) RC 2.4 Ask clarifying Reflections on 
through: building background questions daily assignments 
activities, selected shared R.C 2.5 Restate important Conferences 
literature (books, articles), facts and details Guided Reading 
personal stories, experiences, RC 2.6 Cause and Effect Observations 
guest visits. RC 2.7 Interpret Information Report Cards 
Non-fiction text exploration RC 2.8 Two-step directions Fountas and 
continues. RL 3.2 Alternative Endings Pinnell Reading 
Continued guided, partner, RL 3.4 Identify literary Assessment 
independent reading. elements (rhythm, rhyme, 

c Practice Fact Finder roles, text alliteration) 
features, clarifying questions, RL 3.2 Alternative Endings 
interpreting information and RL 3.4 Identify literary 

13 
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following and reading two-step elements (rhythm, rhyme, 

0 directions. alliteration) 
Begin introducing 
group/independent RTA 
structures. 

Math Workshop Continue practicing math skills 
with+- x 
Review and expand 
understanding of money and 
time. Solve related problems 
involving time and money. 
How to make change. 

Science/Social 
Studies 
Field Trips Lawrence Hall of Science 

0 

0 
14 



t-J~ April 

..._ Civic Literacy 

Language and 
Word Study 

Writing Workshop 

Reading Workshop 

Civicorps Elementary School Second Grade Scope and Sequence 2010-2011 

Description 

Morning Meeting, and a variety 
of community building activities 
are used to build community and 
practice the guiding principles 
and Life Practices. It is also a 
way to reinforce specific 
academic skills and 
understanding through daily 
routines. These activities also 
include our service learning 
projects, i.e. bi-monthly visits to 
the Elder Center other 
community projects. 
Words Their Way 
Review of ar, Schwa Plus r, and 
or 
Dipthongs oi, oy 
Silent Beginning Consonants kn, 
wr, gn 
MakinQ Words 
Use Writers' Workshop format to 
Expository Writing with attention 
to Ideas, Organization, Word 
Choice, Conventions, Sentence 
Fluency and Voice. 
Continue writing poems and 
focusing on learning about 
Odes. 
Integration of science theme of 
"How do the Earth's materials 
affect how we live?" (Pebbles, 
Sand and Silt FOSS unit), and 
"Why do living things have 
different cycles of life?" (Plants 
and Insects) through: building 
background activities, selected 
shared literature (books, 
articles), personal stories, 
experiences, guest visits. 
Non-fiction text exploration 
continues. 

Standards 

RC 2.1 Text Features 
RC 2.2 Reader's purpose 
RC 2.3 Author's Purpose 
RC 2.4 Ask clarifying 
questions 
R.C 2.5 Restate important 
facts and details 
RC 2.6 Cause and Effect 
RC 2. 7 Interpret Information 
RC 2.8 Two-step directions 
RL 3.2 Alternative Endings 
RL 3.4 Identify literary 
elements (rhythm, rhyme, 
alliteration) 
RL 3.2 Alternative Endings 
RL 3.4 Identify literary 
elements (rhythm, rhyme, 
alliteration) 

Continued guided, partner, 
independent reading. 
Practice Fact Finder roles, 
asking clarifying questions, 
wondering, predicting, 
summarizing and interpreting 

" information . 

Assessment 

...., Continuing introducing 
L---------------~------~------~~------~-----------------------L--------------~ 

15 



Civicorps Elementary School Second Grade Scope and Sequence 2010-2011 

group/independent RTA 

c structures. 
Math Workshop Continue practicing math skills 

with+- x 
Continue investigation of money 
and time and practice and write 
related problems. 
Use decimal notation and the 
dollar and cent symbols for 
money. 

Science/Social Integration of science theme of 
Studies "How do the Earth's materials 

affect how we live?" (Pebbles, 
Sand and Silt FOSS unit), and 
"Why do living things have 
different cycles of life?" (Plants 
and Insects) through: building 
background activities, selected 
shared literature (books, 
articles), personal stories, 
experiences, guest visits. 

Field Trips 

0 

0 
16 
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Language and Word 
Study 

Writing Workshop 

Reading Workshop 

~ath Workshop 

Description 

Morning Meeting, and a variety 
of community building 
activities are used to build 
community and practice the 
guiding principles and Life 
Practices. It is also a way to 
reinforce specific academic 
skills and understanding 
through daily routines. These 
activities also include our 
service learning projects, i.e. 
bi-monthly visits to the Elder 
Center other community 
projects. 
Words Their Way 
Consonant Diagraphs Plus r
Biends and squ 
Hard Soft c and g 
Word Endings -ce, -ve, -se 
Triple r-Biends scr, str, spr 
Making Words 
Use Writers' Workshop format 
to Expository Writing with 
attention to Ideas, 
Organization, Word Choice, 
Conventions, Sentence 
Fluency and Voice. 
Investigative reporting. 
Preview paragraphing. 
"Why do living things have 
different cycles of life?" (Plants 
and Insects) through: building 
background activities, selected 
shared literature (books, 
articles), personal stories, 
experiences, guest visits. 
Practice Fact Finder roles, 
asking clarifying questions, 
wondering, predicting, 
summarizing and interpreting 
information. 
Continuing introducing 
group/independent RTA 
structures. 
Genre study - Information texts 
with focus on magazines and 
newspapers. 
Review and practice 
previously covered standards 

17 

Standards 

RC 2.1 Text Features 
RC 2.2 Reader's purpose 
RC 2.3 Author's Purpose 
RC 2.4 Ask clarifying 
questions 
R.C 2.5 Restate important 
facts and details 
RC 2.6 Cause and Effect 
RC 2. 7 Interpret Information 
RC 2.8 Two-step directions 
RL 3.2 Alternative Endings 
RL 3.4 Identify literary 
elements (rhythm, rhyme, 
alliteration) 
RL 3.2 Alternative Endings 
RL 3.4 Identify literary 
elements (rhythm, rhyme, 
alliteration) 

Assessment 

CST 
41h Interim 
Assessment 
Report Cards 
Fountas and 
Pinnell Reading 
Assessment 
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d 
and support and expand 
facility and learning as 
needed. 

Science/Social "Why do living things have 
Studies different cycles of life?" (Plants 

and Insects) through: building 
background activities, selected 
shared literature (books, 
articles), personal stories, 
experiences, guest visits. 

Field Trips Botanical Garden 

0 

0 
18 
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6 June 

'W Morning Meeting 

-

Language and Word 
Study 
Writing Workshop 

Reading Workshop 

Math Workshop 

~cience/Social 
.,.-studies 

Description 

Morning Meeting, and a 
variety of community building 
activities are used to build 
community and practice the 
guiding principles and Life 
Practices. It is also a way to 
reinforce specific academic 
skills and understanding 
through daily routines. These 
activities also include our 
service learning projects, i.e. 
bi-monthly visits to the Elder 
Center other community 
projects. 

Use Writers' Workshop format 
to Expository Writing with 
attention to Ideas, 
Organization, Word Choice, 
Conventions, Sentence 
Fluency and Voice. 
Investigative reporting. 
Preview paragraphing. 
Celebrate writing and set 
future writing goals! 
Practice Fact Finder roles, 
asking clarifying questions, 
wondering, predicting, 
summarizing and interpreting 
information. 
Continuing introducing 
group/independent RT A 
structures. 
Genre study - Information 
texts with focus on magazines 
and newspapers. 
Personal reflection and goal 
setting for summer and fall 
reading. 
Writing book 
recommendations. 

Review previously covered 
standards as needed and pre
teach for next year. 
"Why do living things have 
different cycles of life?" (Plants 

19 

Standards 

RC 2.1 Text Features 
RC 2.2 Reader's purpose 
RC 2.3 Author's Purpose 
RC 2.4 Ask clarifying 
questions 
R.C 2.5 Restate important 
facts and details 
RC 2.6 Cause and Effect 
RC 2. 7 Interpret Information 
RC 2.8 Two-step directions 
RL 3.2 Alternative Endings 
RL 3.4 Identify literary 
elements (rhythm, rhyme, 
alliteration) 
RL 3.2 Alternative Endings 
RL 3.4 Identify literary 
elements (rhythm, rhyme, 
alliteration) 

Assessment 
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and Insects) through: building 

c background activities, selected 
shared literature (books, 
articles), personal stories, 
experiences, guest visits. 
Answer year-long guiding 
question "How do people 
change their community? 
What will you do to make a 
difference and make your 
mark?" 

Field Trips Wilderness Day 

0 

0 
20 
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...... 
~ September Description Standards Assessment 

Morning Meeting Community Building CB--2.3 Write personal and formal Check for 
-Greeting and game while letters, thank-you notes, and understanding 
reviewing the morning invitations: Include the date, through questions 
message proper salutation, body, closing, and answers. 
-Discuss the day's and signature. Have children 
activities HW-- Capitalization correct their 
-Go over mission and 1. 7 Capitalize geographical homework aloud, 
rules/expectations names, holidays, historical to see where 
Homework Review periods, and special events success and 

correctly. challenges arise. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 
2.2 Write descriptions that use 
concrete sensory details to 

c present and support unified 
impressions of people, places, 
things, or experiences. 

Language and Word Picture Word Inductive WTW/Phonics Lessons- WTW/Phonics 
Study Model (PWIM) Decoding and Word Recognition Lessons 

-Students find words in 1.1 Know and use complex word Oral responses 
picture families when reading (e.g., -ight) Word hunts in 
-Students sort the words to decode unfamiliar words. context 
based on specific sounds 1.2 Decode regular multisyllabic Spelling/ 
Dictionary Skills words. vocabulary tests 
-Use PWIM words to find 1.3 Read aloud narrative and Dictionary Skills-
the definitions of the words expository text fluently and Spelling/ 
and write a sentence accurately and with appropriate vocabulary test 
based on the definition. pacing, intonation, and expression. Dictionary 
Daily Oral Language 1.8 Spell correctly one-syllable worksheet 
Review words that have blends, Daily Oral 
-Review sentence contractions, compounds, Language-
structure and correct orthographic patterns (e.g., qu, Oral responses 
incorrect sentences consonant doubling, changing the Spot check of 

ending of a word from -y to -ies work 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

0 
Vocabulary and Concept 
Development 
1.4 Use knowledge of antonyms, 
synonyms, homophones, and 
1 
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homographs to determine the 

C• meanings of words. 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1.8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, dis-) 
and suffixes (e.g., -er, -est, -ful) to 
determine the meaning of words. 
Dictionary 1.7 Use a dictionary to 
learn the meaning and other 
features of unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in alphabetic 
order 
Daily Oral Language-
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 

Ct Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

Writing Workshop 6-Traits 6-Traits/Narrative 6-Traits/Narrative 
Introducing one trait a 2.1 Write narratives: Published pieces 
week -Provide a context within which an Peer-review rubric 
-Ideas action takes place. Writing prompt 
-Organization -Include well-chosen details to Conferencing 
-Voice develop the plot. 
-Conventions -Provide insight into why the 
-Sentence Fluency selected incident is memorable. 
Narrative 2.2 Write descriptions that use 
-Creating and using a concrete sensory details to 
rubric to evaluate their present and support unified 
work and their partner's impressions of people, places, 
work things, or experiences. 
-Learning and using the 2.3 Write personal and formal 

0 writing process (drafting, letters, thank-you notes, and 
peer reviewing, revising, invitations: 
editing, conferencing, and -Show awareness of the 

2 
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publishing) knowledge and interests of the 

Q audience and establish a purpose 
and context. 
-Include the date, proper 
salutation, body, closing, and 
signature 
Organization and Focus 
1.1 Create a single paragraph: 
-Develop a topic sentence. 
-Include simple supporting facts 
and details. 
Evaluation and Revision 
1.4 Revise drafts to improve the 
coherence and logical progression 
of ideas by using an established 
rubric. 
Capitalization 
1.7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, ,, orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural}, and 
common homophones (e.g., hair-
hare) 

Reading Workshop Whole Group/Mini-Lesson 1.2 Decode regular multisyllabic Responses to 
Work-time words Literature 
-Buddy reading 1.6 Use sentence and word Log-in sheets 
-Guided reading context to find the meaning of Literature circle 
-Literature circles/ unknown words summary 
reciprocal teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
-Closing knowledge with literal information Assessment 
-Logging-in found in, and inferred from, the 

text 
2.4 Recall major points in the text 
and make and modify predictions 
about 
forthcoming information. 
2.5 Distinguish the main idea and 
supporting details in expository 
text. 
2.6 Extract appropriate and 

q significant information from the 
text, including problems and 
solutions. 

3 
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2. 7 Follow simple multiple-step 

C• written instructions (e.g., how to 
assemble a product or play a 
board game). 
Narrative Analysis of Grade-Level-
Appropriate Text 
3.2 Comprehend basic plots of 
classic fairy tales, myths, folktales, 
legends, and fables from around 
the world. 
3.3 Determine what characters are 
like by what they say or do and by 
how the author or illustrator 
portrays them. 
3.4 Determine the underlying 
theme or author's message in 
fiction and nonfiction text 

Science/Social Social Studies 3.1 Students describe the physical Maps of 
Studies Landforms and human geography and use Schooi/Commun ity 

-What is in our area? maps, tables, graphs, Foss Assessments 
Mapping photographs, and charts to -1-Check 
-How to read a map organize information about 
-Create a map of our people, places, and environments 
classroom and in a spatial context. 
community-walking field -Identify geographical features in c, work. their local region (e.g., deserts, 
-Sell maps to community mountains, valleys, hills, coastal 
Study people in another areas, oceans, lakes). 
community, break into -Trace the ways in which people 
groups and study, ask have used the resources of the 
questions, write letters, local region and modified the 
look at maps and find out physical environment (e.g., a dam 
aboutspecfficlandscapes constructed upstream changed a 
and people river or coastline) 

Life Sciences 
Science ... -Adaptations in physical structure 
Foss Kit program or behavior may improve an 
Life sciences organism's chance for survival. As 
-Plants and animals a basis for understanding this 
-Adaptations concept: 
Look at our local area and --Students know plants and 
the landforms. What plants animals have structures that serve 
and animals are found? different functions in growth, 
How do they adapt to their survival, and reproduction. 
environment --Students know examples of 
Look at other areas of diverse life forms in different 
country/world. Use the environments, such as oceans, 
same reasoning skills deserts, tundra, forests, 
Structures and grasslands, and wetlands. 
reproduction of animals --Students know living things 
and plants in environments cause changes in the environment 
Understand different kinds in which they live: some of these 

4 
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of environments: tundra, changes are detrimental to the 

c~ 
grasslands, oceans, organism or other organisms, and 
deserts, forests, and some are beneficial. 
wetlands --Students know when the 

environment changes, some 
plants and animals survive and 
reproduce; others die or move to 
new locations. 
--Students know that some kinds 
of organisms that once lived on 
Earth have completely 
disappeared and that some of 
those resembled others that are 
alive today. 

Field Trips 

0 

0 
5 



C 
October 

• Morning Meeting 

Civicorps Elementary School Third Grade Scope and Sequence 2010-2011 

Description 

Community Building 
-Greeting and game while 
reviewing the morning 
message 
-Discuss the day's 
activities 
-Go over mission and 
rules/expectations 
Homework Review 

Standards 

CB--2.3 Write personal and formal 
letters, thank-you notes, and 
invitations: Include the date, 
proper salutation, body, closing, 
and signature. 
HW-- Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair
hare). 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 

Assessment 

Check for 
understanding 
through questions 
and answers 
Have children 
correct their 
homework aloud, 
to see where 
success and 
challenges arise. 

C' ~--·~------------~----------~---------1--i~m~p~r~es~s~i-on_s~of_p_e_o_p_le_._P_I_ac_e_s_. __ ~----~--------~ things, or experiences. 
Language and Word Picture Word Inductive WTW/Phonics Lessons- WTW/Phonics 

0 

Study Model (PWIM) Decoding and Word Recognition Lessons 
-Students find words in 1.1 Know and use complex word -Oral responses 
picture families when reading (e.g., -ight) -Word hunts in 
-Students sort the words to decode unfamiliar words. context 
based on specific sounds 1.2 Decode regular multisyllabic -Spelling/ 
Dictionary Skills words. vocabulary tests 
-Use PWIM words to find 1.3 Read aloud narrative and Dictionary Skills-
the definitions of the words expository text fluently and -Spelling/ 
and write a sentence accurately and with appropriate vocabulary test 
based on the definition. pacing, intonation, and -Dictionary 
Daily Oral Language expression. worksheet 
Review 1.8 Spell correctly one-syllable Daily Oral 
-Review sentence words that have blends, Language-
structure and correct contractions, compounds, -Oral responses 
incorrect sentences orthographic patterns (e.g., qu, -Spot check of 

consonant doubling, changing the work 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 
Vocabulary and Concept 
Development 
1.4 Use knowledge of antonyms, 
synonyms, homophones, and 
6 
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homographs to determine the 

Ct meanings of words. 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1.8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, dis-) 
and suffixes (e.g., -er, -est, -ful) to 
determine the meaning of words. 
Dictionary-
1. 7 Use a dictionary to learn the 
meaning and other features of 
unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in alphabetic 
order 
Daily Oral Language-
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 

Ct correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural}, and 
common homophones (e.g., hair-
hare). 

Writing Workshop 6-Traits 6-Traits/Narrative 6-Traits/Narrative 
Introducing one trait a 2.1 Write narratives: Published pieces 
week -Provide a context within which an Peer-review rubric 
-Ideas action takes place. Writing prompt 
-Organization -Include well-chosen details to Conferencing 
-Voice develop the plot. 
-Conventions -Provide insight into why the 
-Sentence Fluency selected incident is memorable. 
Narrative 2.2 Write descriptions that use 
-Creating and using a concrete sensory details to 
rubric to evaluate their present and support unified 
work and their partner's impressions of people, places, 
work things, or experiences. 

0 
-Learning and using the 2.3 Write personal and formal 
writing process (drafting, letters, thank-you notes, and 
peer reviewing, revising, invitations: 

7 
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editing, conferencing, and -Show awareness of the 

Ct publishing) knowledge and interests of the 
audience and establish a purpose 
and context. 
-Include the date, proper 
salutation, body, closing, and 
signature 
Organization and Focus 
1.1 Create a single paragraph: 
-Develop a topic sentence. 
-Include simple supporting facts 
and details. 
Evaluation and Revision 
1.4 Revise drafts to improve the 
coherence and logical progression 
of ideas by using an established 
rubric. 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 

C, contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare 

Reading Workshop Whole Group/Mini-Lesson 1.2 Decode regular multisyllabic Responses to 
Work-time words Literature 
-Buddy reading 1.6 Use sentence and word Log-in sheets 
-Guided reading .. context to find the meaning of Literature circle 
-Literature circles/ unknown words summary 
reciprocal teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
-Closing knowledge with literal information Assessment 
-Logging-in found in, and inferred from, the 

text 
2.4 Recall major points in the text 
and make and modify predictions 
about forthcoming information. 
2.5 Distinguish the main idea and 
supporting details in expository 
text. 
2.6 Extract appropriate and 
significant information from the 
text, including problems and 
solutions. 

8 
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2. 7 Follow simple multiple-step 

Ct written instructions (e.g., how to 
assemble a product or play a 
board game). 
Narrative Analysis of Grade-Level-
Appropriate Text 
3.2 Comprehend basic plots of 
classic fairy tales, myths, folktales, 
legends, and fables from around 
the world. 
3.3 Determine what characters are 
like by what they say or do and by 
how the author or illustrator 
portrays them. 
3.4 Determine the underlying 
theme or author's message in 
fiction and nonfiction text 

Science/Social Social Studies 3.1 Students describe the physical Maps of 
Studies Landforms and human geography and use School/Community 

-What is in our area? maps, tables, graphs, Foss Assessments 

Mapping photographs, and charts to -1-Check 

-How to read a map organize information about 
people, places, and environments 

-Create a map of our in a spatial context. 
classroom and -Identify geographical features in 

c~ 
community-walking field their local region (e.g., deserts, 
work. mountains, valleys, hills, coastal 
-Sell maps to community areas, oceans, lakes). 

Study people in another -Trace the ways in which people 

community, break into 
have used the resources of the 
local region and modified the 

groups and study, ask physical environment (e.g., a dam 
questions, write letters, constructed upstream changed a 
look at maps and find out river or coastline) 
about specific landscapes 
and people Life Sciences -·· 

Adaptations in physical structure 
Science or behavior may improve an 
Foss Kit program organism's chance for survival. As 
Life sciences a basis for understanding this 

-Plants and animals concept: 

-Adaptations -Students know plants and 
animals have structures that serve 

Look at our local area and different functions in growth, 
the landforms. What plants survival, and reproduction. 
and animals are found? -Students know examples of 
How do they adapt to their diverse life forms in different 
en vi ron ment? environments, such as oceans, 

Look at other areas of deserts, tundra, forests, 

0 country/world. Use the grasslands, and wetlands. 
-Students know living things cause 

same reasoning skills. changes in the environment in 

9 
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Structures and which they live: some of these 

C• reproduction of animals changes are detrimental to the 

and plants in environments organism or other organisms, and 

Understand different kinds some are beneficial. 
-Students know when the 

of environments, tundra, environment changes, some 
grasslands, oceans, plants and animals survive and 
deserts, forests, and reproduce; others die or move to 
wetlands new locations. 

-Students know that some kinds of 
organisms that once lived on 
Earth have completely 
disappeared and that some of 
those resembled others that are 
alive today 

Field Trips Plastiki or Civicorps 4 R's Letters to the 
Recycling Plant organization 

0 

0 
10 
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c: ~ November Description Standards Assessment 

'Morning Meeting Community Building CB--2.3 Write personal and formal Check for 
-Greeting and game while letters, thank-you notes, and understanding 
reviewing the morning invitations: Include the date, through questions 
message proper salutation, body, closing, and answers. 
-Discuss the day's and signature. Have children 
activities HW-- Capitalization correct their 
-Go over mission and 1.7 Capitalize geographical homework aloud, 
rules/expectations names, holidays, historical to see where 
Homework Review periods, and special events success and 

'correctly. challenges arise. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified , impressions of people, places, 
things, or experiences. 

Language and Word Picture Word Inductive WTW/Phonics Lessons-- WTW/Phonics 
Study Model (PWIM) Decoding and Word Recognition Lessons 

-Students find words in 1.1 Know and use complex word -Oral responses 
picture families when reading (e.g., -ight) -Word hunts in 
-Students sort the words to decode unfamiliar words. context 
based on specific sounds 1.2 Decode regular multisyllabic -Spelling/ 
Dictionary Skills words. vocabulary tests 
-Use PWIM words to find 1.3 Read aloud narrative and Dictionary Skills-
the definitions of the words expository text fluently and -Spelling/ 
and write a sentence accurately and with appropriate vocabulary test 
based on the definition. pacing, intonation, and -Dictionary 
Daily Oral Language expression. worksheet 
Review 1.8 Spell correctly one-syllable Daily Oral 
-Review sentence words that have blends, Language-
structure and correct contractions, compounds, -Oral responses 
incorrect sentences orthographic patterns (e.g., qu, -Spot check of 

consonant doubling, changing the work 
ending of a word from -y to -ies 
when forming the plural}, and 
common homophones (e.g., hair-
hare). 
Vocabulary and Concept 
Development 
1.4 Use knowledge of antonyms, 
synonyms, homophones, and 
11 



0 

Writing Workshop 

Civicorps Elementary School Third Grade Scope and Sequence 2010-2011 

6-Traits 
Introducing one trait a 
week 
-Ideas 
-Organization 
-Voice 
-Conventions 
-Sentence Fluency 
Narrative 
-Creating and using a 
rubric to evaluate their 
work and their partner's 
work 
-Learning and using the 
writing process (drafting, 
peer reviewing, revising, 
editing, conferendng, and 

homographs to determine the 
meanings of words. 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1.8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, dis-) 
and suffixes (e.g., -er, -est, -ful) to 
determine the meaning of words. 
Dictionary--1.7 Use a dictionary to 
learn the meaning and other 
features of unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in alphabetic 
order 
Daily Oral Language
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods,andspedaleven~ 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair
hare). 
6-Traits/Narrative 
2.1 Write narratives: 
-Provide a context within which an 
action takes place. 
-Include well-chosen details to 
develop the plot. 
-Provide insight into why the 
selected incident is memorable. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
2.3 Write personal and formal 
letters, thank-you notes, and 
invitations: 
-Show awareness of the 

12 

6-Traits/Narrative 
-Published pieces 
-Peer -review 
rubric 
-Writing prompt 
-Conferencing 
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publishing) knowledge and interests of the 

C• audience and establish a purpose 
and context. 
-Include the date, proper 
salutation, body, closing, and 
signature 
Organization and Focus 
1.1 Create a single paragraph: 
-Develop a topic sentence. 
-Include simple supporting facts 
and details. 
Evaluation and Revision 
1.4 Revise drafts to improve the 
coherence and logical progression 
of ideas by using an established 
rubric. 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 

C• orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare 

Reading Workshop Whole Group/Mini-Lesson 1.2 Decode regular multisyllabic Responses to 
Work-time words Literature 
-Buddy reading 1.6 Use sentence and word Log-in sheets 
-Guided reading context to find the meaning of Literature circle 
-Literature circles/ unknown words summary 
reciprocal teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
Closing knowledge with literal information Assessment 
-Logging-in found in, and inferred from, the 

text 
2.4 Recall major points in the text 
and make and modify predictions 
about forthcoming information. 
2.5 Distinguish the main idea and 
supporting details in expository 
text. 
2.6 Extract appropriate and 
significant information from the 

0 
text, including problems and 
solutions. 
2.7 Follow simple multiple-step 

13 
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written instructions (e.g., how to 

C• assemble a product or play a 
board game). 
Narrative Analysis of Grade-Level-
Appropriate Text 
3.2 Comprehend basic plots of 
classic fairy tales, myths, folktales, 
legends, and fables from around 
the world. 
3.3 Determine what characters are 
like by what they say or do and by 
how the author or illustrator 
portrays them. 
3.4 Determine the underlying 
theme or author's message in 
fiction and nonfiction text 

Science/Social Social Studies Social Studies Foss Kit-1-
Studies Ohlone native life, jigsaws, 3.2 Students describe the Assessments 

ways of living .. etc American Indian nations in their Create a timeline 

-Create an assessment, local region long ago and in the Jigsaw process 

timeline and such recent past. sheets 

-Compare life now and 
-Describe national identities, Brief report on 
religious beliefs, customs, and Native life 

then various folklore traditions. 
-What did they do for their -Discuss the ways in which 

c~ 
food/reuse and use their physical geography, including 

resources climate, influenced how the local 

Spanish explorers-very Indian nations adapted to their 

brief, how life was and how 
natural environment (e.g., how 
they obtained food, clothing, 

it changed for the Spanish tools). 
Different sections of history -Describe the economy and 
in the community of systems of government, 
Oakland, through the years particularly those with tribal 

and how the life affected constitutions, and their 

the land/resources? relationship to federal and state .. 
-Access and equity to food 

governments. 
-Discuss the interaction of new 

-MLK settlers with the already 

Science 
established Indians of the region 

Foss Kits Physical Sciences 
Energy and matter have multiple 
forms and can be changed from 
one form to another. As a basis for 
understanding this concept: 
-Students know energy comes 
from the Sun to Earth in the form 
of light. 

0 -Students know sources of stored 
energy take many forms, such as 
food, fuel, and batteries. 

14 
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-Students know machines and 

C• living things convert stored energy 
to motion and heat. 
-Students know energy can be 
carried from one place to another 
by waves, such as water waves 
and sound waves, by electric 
current, and by moving objects. 
-Students know matter has three 
forms: solid, liquid, and gas. 
-Students know evaporation and 
melting are changes that occur 
when the objects are heated. 
-Students know that when two or 
more substances are combined, a 
new substance may be formed 
with properties that are different 
from those of the original 
materials. 
-Students know all matter is made 
of small particles called atoms, too 
small to see with the naked eye. 
-Students know people once 
thought that earth, wind, fire, and 
water were the basic elements , that made up all matter. Science 
experiments show that there are 
more than 1 00 different types of 
atoms, which are presented on the 
periodic table of the elements 

Field Trips 

0 
15 
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c December Description Standards Assessment 
I 
Morning Meeting Community Building CB--2.3 Write personal and formal -Check for 

-Greeting and game while letters, thank-you notes, and understanding 
reviewing the morning invitations: Include the date, through questions 
message proper salutation, body, closing, and answers 
-Discuss the day's and signature. -Have children 
activities HW-- Capitalization correct their 
-Go over mission and 1. 7 Capitalize geographical homework aloud, 
rules/expectations names, holidays, historical to see where 
Homework Review periods, and special events success and 

correctly. challenges arise. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 

C• impressions of people, places, 
things, or experiences. 

Language and Word Picture Word Inductive WTW/Phonics Lessons- WTW/Phonics 
Study Model (PWIM) Decoding and Word Recognition Lessons 

-Students find words in 1.1 Know and use complex word -Oral responses 
picture families when reading (e.g., -ight) -Word hunts in 
-Students sort the words to decode unfamiliar words. context 
based on specific sounds 1.2 Decode regular multisyllabic -Spelling/ 
Dictionary Skills words. vocabulary tests 
-Use PWIM words to find 1.3 Read aloud narrative and Dictionary Skills-
the definitions of the words expository text fluently and -Spelling/ 
and write a sentence accurately and with appropriate vocabulary test 
based on the definition. pacing, intonation, and -Dictionary 
Daily Oral Language expression. worksheet 
Review 1.8 Spell correctly one-syllable Daily Oral 
-Review sentence words that have blends, Language-
structure and correct contractions, compounds, -Oral responses 
incorrect sentences orthographic patterns (e.g., qu, -Spot check of 

consonant doubling, changing the work 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

0 
Vocabulary and Concept 
Development 
1.4 Use knowledge of antonyms, 
synonyms, homophones, and 
16 
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homographs to determine the 

Ct meanings of words. 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1.8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, dis-) 
and suffixes (e.g., -er, -est, -ful) to 
determine the meaning of words. 
Dictionary-
1.7 Use a dictionary to learn the 
meaning and other features of 
unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in alphabetic 
order 
Daily Oral Language-
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 

• 
correctly . 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

Writing Workshop 6-Traits 6-Traits/Narrative 6-Traits/Narrative 
Introducing one trait a 2.1 Write narratives: Published pieces 
week -Provide a context within which an Peer-review rubric 
-Ideas action takes place. Writing prompt 
-Organization -Include well-chosen details to Conferencing 
-Voice develop the plot. 
-Conventions -Provide insight into why the 
-Sentence Fluency selected incident is memorable. 
Narrative 2.2 Write descriptions that use 
-Creating and using a concrete sensory details to 
rubric to evaluate their present and support unified 
work and their partner's impressions of people, places, 
work things, or experiences. 

q -Learning and using the 2.3 Write personal and formal 
writing process (drafting, letters, thank-you notes, and 
peer reviewing, revising, invitations: 

17 
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editing, conferencing, and -Show awareness of the 

0 publishing) knowledge and interests of the 
audience and establish a purpose 
and context. 
-Include the date, proper 
salutation, body, closing, and 
signature 
Organization and Focus 
1.1 Create a single paragraph: 
-Develop a topic sentence. 
-Include simple supporting facts 
and details. 
Evaluation and Revision 
1.4 Revise drafts to improve the 
coherence and logical progression 
of ideas by using an established 
rubric. 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 

C• contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare 

Reading Workshop Whole Group/Mini-Lesson 1.2 Decode regular multisyllabic Responses to 
Work-time words Literature 
-Buddy reading 1.6 Use sentence and word Log-in sheets 
-Guided reading context to find the meaning of Literature circle 
-Literature circles/ unknown words summary 
reciprocal teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
Closing knowledge with literal information Assessment 
-Logging-in found in, and inferred from, the 

text 
2.4 Recall major points in the text 
and make and modify predictions 
about forthcoming information. 
2.5 Distinguish the main idea and 
supporting details in expository 
text. 
2.6 Extract appropriate and 

0 significant information from the 
text, including problems and 
solutions. 

18 
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2. 7 Follow simple multiple-step 

0 written instructions (e.g., how to 
assemble a product or play a 
board game). 
Narrative Analysis of Grade-Level-
Appropriate Text 
3.2 Comprehend basic plots of 
classic fairy tales, myths, folktales, 
legends, and fables from around 
the world. 
3.3 Determine what characters are 
like by what they say or do and by 
how the author or illustrator 
portrays them. 
3.4 Determine the underlying 
theme or author's message in 
fiction and nonfiction text 

Science/Social Social Studies Social Studies Foss Kit-1-
Studies Ohlone native life, jigsaws, 3.2 Students describe the Assessments 

ways of living, etc American Indian nations in their Create a timeline 

-Create an assessment, local region long ago and in the Jigsaw process 

timeline and such recent past. sheets 

-Compare life now and the 
-Describe national identities, Brief report on 
religious beliefs, customs, and Native life 

-What did they do for their various folklore traditions. 

~ 
food/reuse and use their -Discuss the ways in which 
resources physical geography, including 
Spanish explorers-very climate, influenced how the local 

brief, how life was like and Indian nations adapted to their 

changed for the Spanish 
natural environment (e.g., how 
they obtained food, clothing, 

Different sections of history tools). 
in the community of -Describe the economy and 
Oakland, through the years systems of government, 
and how the life affected particularly those with tribal 

the land/resources? constitutions, and their -. 
-Access and equity to food relationship to federal and state 

-MLK 
governments. 
-Discuss the interaction of new 

Science 
settlers with the already 

Foss Kits 
established Indians of the region 

Physical Sciences 
Energy and matter have multiple 
forms and can be changed from 
one form to another. As a basis for 
understanding this concept: 
-Students know energy comes 
from the Sun to Earth in the form 
of light. 
-Students know sources of stored 
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energy take many forms, such as 

c food, fuel, and batteries. 
-Students know machines and 
living things convert stored energy 
to motion and heat. 
-Students know energy can be 
carried from one place to another 
by waves, such as water waves 
and sound waves, by electric 
current, and by moving objects. 
-Students know matter has three 
forms: solid, liquid, and gas. 
-Students know evaporation and 
melting are changes that occur 
when the objects are heated. 
-Students know that when two or 
more substances are combined, a 
new substance may be formed 
with properties that are different 
from those of the original 
materials. 
-Students know all matter is made 
of small particles called atoms, too 
small to see with the naked eye. 
-Students know people once 

cf thought that earth, wind, fire, and 
water were the basic elements 
that made up all matter. Science 
experiments show that there are 
more than 100 different types of 
atoms, which are presented on the 
periodic table of the elements 

Field Trips Coyote Hills 3.2 Students describe the 
American Indian nations in their 
local region long ago and in the 
recent past 

0 
20 
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c January Description Standards Assessment • Morning Meeting Community Building CB--2.3 Write personal and formal -Check for 
-Greeting and game while letters, thank-you notes, and understanding 
reviewing the morning invitations: Include the date, through questions 
message proper salutation, body, closing, and answers 
-Discuss the day's and signature. -Have children 
activities HW-- Capitalization correct their 
-Go over mission and 1.7 Capitalize geographical homework aloud, 
rules/expectations names, holidays, historical to see where 
Homework Review periods, and special events success and 

correctly. challenges arise. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 

c~ impressions of people, places, 
things, or experiences. 

Language and Word Picture Word Inductive WTW/Phonics Lessons-- WTW/Phonics 
Study Model (PWIM) Decoding and Word Recognition Lessons 

-Students find words in 1.1 Know and use complex word Oral responses 
picture families when reading (e.g., -ight) Word hunts in 
-Students sort the words to decode unfamiliar words. context 
based on specific sounds 1.2 Decode regular multisyllabic Spelling/ 
Dictionary Skills words. vocabulary tests 
-Use PWIM words to find 1.3 Read aloud narrative and Dictionary Skills-
the definitions of the words expository text fluently and Spelling/ 
and write a sentence accurately and with appropriate vocabulary test 
based on the definition. pacing, intonation, and Dictionary 
Daily Oral Language expression. worksheet 
Review 1.8 Spell correctly one-syllable Daily Oral 
-Review sentence words that have blends, Language-
structure and correct contractions, compounds, Oral responses 
incorrect sentences orthographic patterns (e.g., qu, Spot check of 

consonant doubling, changing the work 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 
Vocabulary and Concept 

0 Development 
1.4 Use knowledge of antonyms, 
synonyms, homophones, and 
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homographs to determine the 

0 meanings of words. 
1.5 Demonstrate knowledge of 
levels of specificity among grade-
appropriate words and explain the 
importance of these relations 
(e.g., dog/ mammal/ animal/living 
things). 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1 .8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, dis-) 
and suffixes (e.g., -er, -est, -ful) to 
determine the meaning of words. 
Dictionary-
1.7 Use a dictionary to learn the 
meaning and other features of 
unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in alphabetic 

~ 
order 
Daily Oral Language-
Capitalization 
1.7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

Writing Workshop Information Research Informational Research Paper Informational 
Paper 2.2 Write descriptions that use Research Paper 
Use encyclopedia, concrete sensory details to Published pieces 
Internet, and various other present and support unified Peer-review rubric 
forms of books/magazines impressions of people, places, Writing prompt 
to research a topic of things, or experiences. Conferencing 
interest. Organization and Focus Checking process 
-Example-historical 1.1 Create a single paragraph: sheets 
figures, animals, countries, -Develop a topic sentence. 
major historical events, -Include simple supporting facts 
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Native American nations, and details. 

C• etc. Evaluation and Revision 
1.4 Revise drafts to improve the 
coherence and logical progression 
of ideas by using an established 
rubric. 
Research 
1.3 Understand the structure and 
organization of various reference 
materials (e.g., dictionary, 
thesaurus, atlas, encyclopedia). 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-

c hare 
r Reading Workshop Whole Group/Mini-Lesson 1.2 Decode regular multisyllabic Responses to 

Work-time words Literature 
-Buddy reading 1.6 Use sentence and word Log-in sheets 
-Guided reading context to find the meaning of Literature circle 
-Literature circles/ unknown words summary 
reciprocal teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
Closing knowledge with literal information Assessment 
-Logging-in found in, and inferred from, the 

text 
2.3 Demonstrate comprehension 
by identifying answers in the text 
2.4 Recall major points in the text 
and make and modify predictions 
about forthcoming information. 
2.5 Distinguish the main idea and 
supporting details in expository 
text. 
2.6 Extract appropriate and 
significant information from the 
text, including problems and 
solutions. 
2.7 Follow simple multiple-step 

0 
written instructions (e.g., how to 
assemble a product or play a 
board game). 
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Narrative Analysis of Grade-Level-

0 Appropriate Text 
3.1 Distinguish common forms of 
literature (e.g., poetry, drama, 
fiction, nonfiction). 
3.2 Comprehend basic plots of 
classic fairy tales, myths, folktales, 
legends, and fables from around 
the world. 
3.3 Determine what characters are 
like by what they say or do and by 
how the author or illustrator 
portrays them. 
3.4 Determine the underlying 
theme or author's message in 
fiction and nonfiction text 
3.5 Recognize the similarities of 
sounds in words and rhythmic 
patterns (e.g., alliteration, 
onomatopoeia] in a selection 

Science/Social Social Studies Social Studies Foss Kit-1-
Studies Ohlone native life, jigsaws, 3.2 Students describe the Assessments 

ways of living, etc American Indian nations in their Create a timeline 

-Create an assessment, local region long ago and in the Jigsaw process 

timeline and such recent past. sheets 

) -Compare life now and the 
-Describe national identities, Brief report on 
religious beliefs, customs, and Native life 

-What did they do for their various folklore traditions. 
food/reuse and use their -Discuss the ways in which 
resources physical geography, including 
Spanish explorers-very climate, influenced how the local 

brief, how life was like and Indian nations adapted to their 

changed for the Spanish 
natural environment (e.g., how 
they obtained food, clothing, 

Different sections of history tools). 
in the community of -Describe the economy and 0. 

Oakland, through the years systems of government, 
and how the life affected particularly those with tribal 

the land/resources? constitutions, and their 

-Access and equity to food relationship to federal and state 

-MLK 
governments. 
-Discuss the interaction of new 

Science 
settlers with the already 

Foss Kits 
established Indians of the region 

Physical Sciences 
Energy and matter have multiple -
forms and can be changed from 
one form to another. As a basis for 
understanding this concept: 
-Students know energy comes 
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from the Sun to Earth in the form 

C• of light. 
-Students know sources of stored 
energy take many forms, such as 
food, fuel, and batteries. 
-Students know machines and 
living things convert stored energy 
to motion and heat. 
-Students know energy can be 
carried from one place to another 
by waves, such as water waves 
and sound waves, by electric 
current, and by moving objects. 
-Students know matter has three 
forms: solid, liquid, and gas. 
-Students know evaporation and 
melting are changes that occur 
when the objects are heated. 
-Students know that when two or 
more substances are combined, a 
new substance may be formed 
with properties that are different 
from those of the original 
materials. 
-Students know all matter is made 

C• of small particles called atoms, too 
small to see with the naked eye. 
-Students know people once 
thought that earth, wind, fire, and 
water were the basic elements 
that made up all matter. Science 
experiments show that there are 
more than 1 00 different types of 
atoms, which are presented on the 
periodic table of the elements 

Field Trips 

0 
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c February Description Standards Assessment • Morning Community Building CB--2.3 Write personal and formal Check for 
Meeting -Greeting and game while letters, thank-you notes, and understanding 

reviewing the morning message invitations: Include the date, through questions 
-Discuss the day's activities proper salutation, body, closing, and answers 
-Go over mission and and signature. Have children 
rules/expectations HW-- Capitalization correct their 
Homework Review 1. 7 Capitalize geographical homework aloud, 

names, holidays, historical to see where 
periods, and special events success and 
correctly. challenges arise. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 

• 
impressions of people, places, 
things, or experiences. 

Language and Picture Word Inductive Model WTW/Phonics Lessons-- WTW/Phonics 
Word Study (PWIM) Decoding and Word Recognition Lessons-

-Students find words in picture 1.1 Know and use complex word Oral responses 
-Students sort the words based families when reading (e.g., -ight) Word hunts in 
on specific sounds to decode unfamiliar words. context 
Dictionary Skills 1.2 Decode regular multisyllabic Spelling/ 
-Use PWIM words to find the words. vocabulary tests 
definitions of the words and write 1.3 Read aloud narrative and Dictionary Skills-
a sentence based on the expository text fluently and Spelling/ 
definition. accurately and with appropriate vocabulary test 
Daily Oral Language Review pacing, intonation, and Dictionary 
-Review sentence structure and expression. worksheet 
correct incorrect sentences 1.8 Spell correctly one-syllable Daily Oral 

words that have blends, Language-
contractions, compounds, Oral responses 
orthographic patterns (e.g., qu, Spot check of 
consonant doubling, changing the work 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

0 
Vocabulary and Concept 
Development 
1.4 Use knowledge of antonyms, 
synonyms, homophones, and 
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homographs to determine the 

c~ 
meanings of words. 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1.8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, dis-) 
and suffixes (e.g., -er, -est, -ful) to 
determine the meaning of words. 
Dictionary-
1. 7 Use a dictionary to learn the 
meaning and other features of 
unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in alphabetic 
order 
Daily Oral Language-
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 

c~ 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

Writing Information Research Paper Informational Research Paper Informational 
Workshop Use encyclopedia, Internet, and 2.2 Write descriptions that use Research Paper 

various other forms of concrete sensory details to Published pieces 
books/magazines to research a present and support unified Peer-review rubric 
topic of interest. impressions of people, places, Writing prompt 
-Example-historical figures, things, or experiences. Conferencing 
animals, countries, major Organization and Focus Checking process 
historical events, Native 1.1 Create a single paragraph: sheets 
American nations, etc. -Develop a topic sentence. 

-Include simple supporting facts 
and details. 
Evaluation and Revision 
1.4 Revise drafts to improve the 

0 
coherence and logical progression 
of ideas by using an established 
rubric. 
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Research 

0 1.3 Understand the structure and 
organization of various reference 
materials (e.g., dictionary, 
thesaurus, atlas, encyclopedia). 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare 

Reading Whole Group/Mini-Lesson 1.2 Decode regular multisyllabic Responses to 
Workshop Work-time words Literature 

-Buddy reading 1.6 Use sentence and word Log-in sheets 
-Guided reading context to find the meaning of Literature circle 
-Literature circles/ reciprocal unknown words summary 

c~ 
teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
Closing knowledge with literal information Assessment 
-Logging-in found in, and inferred from, the 

text 
2.3 Demonstrate comprehension 
by identifying answers in the text 
2.4 Recall major points in the text 
and make and modify predictions 
about 
forthcoming information. 
2.5 Distinguish the main idea and 
supporting details in expository 
text. 
2.6 Extract appropriate and 
significant information from the 
text, including problems and 
solutions. 
2.7 Follow simple multiple-step 
written instructions (e.g., how to 
assemble a product or play a 
board game). 
Narrative Analysis of Grade-Level-
Appropriate Text 

Q 
3.1 Distinguish common forms of 
literature (e.g., poetry, drama, 
fiction, nonfiction). 
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3.2 Comprehend basic plots of 

c classic fairy tales, myths, folktales, 
legends, and fables from around 
the world. 
3.3 Determine what characters are 
like by what they say or do and by 
how the author or illustrator 
portrays them. 
3.4 Determine the underlying 
theme or author's message in 
fiction and nonfiction text 
3.5 Recognize the similarities of 
sounds in words and rhythmic 
patterns (e.g., alliteration, 
onomatopoeia) in a selection 

Science/ Study city council Social Studies Social Studies 
Social Studies -Possible visit 3.4 Students understand the role Letters to the 

-Letters to the mayor of rules and laws in our daily lives mayor and city 

-Ask community what they and the basic structure of the U.S. council 
government. Survey of 

need/want and what the -Determine the reasons for rules, community wants 
kids/school want us to share with laws, and the U.S. Constitution; and needs 
the mayor and city council the role of citizenship in the 
-Who is in charge of recycling? promotion of rules and laws; and Science 

-What about compost? the consequences for people who Foss Kits-1-

C• -Taxes violate rules and laws. Assessment 
-Discuss the importance of public 
virtue and the role of citizens, 

Science including how to participate in a 
Foss Kit classroom, in the community, and 

in civic life. 
-Know the histories of important 
local and national landmarks, 
symbols, and essential documents 
that create a sense of community 
among citizens and exemplify .. 

cherished ideals (e.g., the U.S. 
flag, the bald eagle, the Statue of 
Liberty, the U.S. Constitution, the 
Declaration of Independence, the 
U.S. Capitol). 
-Understand the three branches of 
government, with an emphasis on 
local government. 
-Describe the ways in which 
California, the other states, and 
sovereign American Indian tribes 
contribute to the making of our 
nation and participate in the 

0 federal system of government 
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Science 

c Physical Sciences 
Energy and matter have multiple 
forms and can be changed from 
one form to another. As a basis for 
understanding this concept: 
-Students know energy comes 
from the Sun to Earth in the form 
of light. 
-Students know sources of stored 
energy take many forms, such as 
food, fuel, and batteries. 
-Students know machines and 
living things convert stored energy 
to motion and heat. 
-Students know energy can be 
carried from one place to another 
by waves, such as water waves 
and sound waves, by electric 
current, and by moving objects. 
-Students know matter has three 
forms: solid, liquid, and gas. 
-Students know evaporation and 
melting are changes that occur 

c~ when the objects are heated. 
-Students know that when two or 
more substances are combined, a 
new substance may be formed 
with properties that are different 
from those of the original 
materials. 
-Students know all matter is made 
of small particles called atoms, too 
small to see with the naked eye. 
-Students know people once ~ 

thought that earth, wind, fire, and 
water were the basic elements 
that made up all matter. Science 
experiments show that there are 
more than 1 00 different types of 
atoms, which are presented on the 
periodic table of the elements 

Field Trips 

0 
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c March Description Standards Assessment 

Morning Community Building CB--2.3 Write personal and formal Check for 
Meeting -Greeting and game while letters, thank-you notes, and understanding 

reviewing the morning message invitations: Include the date, through questions 
-Discuss the day's activities proper salutation, body, closing, and answers 
-Go over mission and and signature. Have children 
rules/expectations HW-- Capitalization correct their 
Homework Review 1. 7 Capitalize geographical homework aloud, 

names, holidays, historical to see where 
periods, and special events success and 
correctly. challenges arise. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 

c~ impressions of people, places, 
things, or experiences. 

Language and Picture Word Inductive Model WTW/Phonics Lessons-- WTW/Phonics 
Word Study (PWIM) Decoding and Word Recognition Lessons-

-Students find words in picture 1.1 Know and use complex word Oral responses 
-Students sort the words based families when reading (e.g., -ight) Word hunts in 
on specific sounds to decode unfamiliar words. context 
Dictionary Skills 1.2 Decode regular multisyllabic Spelling/ 
-Use PWIM words to find the words. vocabulary tests 
definitions of the words and write 1.3 Read aloud narrative and Dictionary Skills-
a sentence based on the expository text fluently and Spelling/ 
definition. accurately and with appropriate vocabulary test 
Daily Oral Language Review pacing, intonation, and Dictionary 
-Review sentence structure and expression. worksheet 
correct incorrect sentences 1.8 Spell correctly one-syllable Daily Oral 

words that have blends, Language-
contractions, compounds, Oral responses 
orthographic patterns (e.g., qu, Spot check of 
consonant doubling, changing the work 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

~ 
Vocabulary and Concept 
Development 
1.4 Use knowledge of antonyms, 
synonyms, homophones, and 
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homographs to determine the 

c meanings of words. 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1.8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, dis-) 
and suffixes (e.g., -er, -est, -ful) to 
determine the meaning of words. 
Dictionary-
1. 7 Use a dictionary to learn the 
meaning and other features of 
unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in alphabetic 
order 
Daily Oral Language-
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 

C• correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

Writing Choose your own genre of Informational Research Paper Informational 
Workshop writing 2.2 Write descriptions that use Research Paper 

Information Research Paper concrete sensory details to Published pieces 
Use encyclopedia, Internet, and present and support unified Peer-review rubric 
various other forms of impressions of people, places, Writing prompt 
books/magazines to research a things, or experiences. Conferencing 
topic of interest. Organization and Focus Checking process 
-Example-historical figures, 1.1 Create a single paragraph: sheets 
animals, countries, major -Develop a topic sentence. 
historical events, Native -Include simple supporting facts 6-Traits/Narrative 
American nations, etc. and details. Published pieces 

Evaluation and Revision Peer-review rubric 
6-Traits 1.4 Revise drafts to improve the Writing prompt 

C• Introducing one trait a week coherence and logical progression Conferencing 
-Ideas of ideas by using an established 
-Organization rubric. 
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-Voice Research 

C• -Conventions 1.3 Understand the structure and 
-Sentence Fluency organization of various reference 
Narrative materials (e.g., dictionary, 
-Creating and using a rubric to thesaurus, atlas, encyclopedia). 
evaluate their work and their Capitalization 
partner's work 1.7 Capitalize geographical 
-Learning and using the writing names, holidays, historical 
process (drafting, peer reviewing, periods, and special events 
revising, editing, conferencing, correctly. 
and publishing) Spelling 

1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare) 

6-Traits/Narrative 
2.1 Write narratives: 
-Provide a context within which an 
action takes place. 

» 
-Include well-chosen details to 
develop the plot. 
-Provide insight into why the 
selected incident is memorable. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
2.3 Write personal and formal 
letters, thank-you notes, and 
invitations: 
-Show awareness of the 
knowledge and interests of the 
audience and establish a purpose 
and context. 
-Include the date, proper 
salutation, body, closing, and 
signature 
Organization and Focus 
1.1 Create a single paragraph: 
-Develop a topic sentence. 
-Include simple supporting facts 
and details. 
Evaluation and Revision . 1.4 Revise drafts to improve the 
coherence and logical progression 
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of ideas by using an established 

c rubric. 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare) 

Reading Whole Group/Mini-Lesson 1.2 Decode regular multisyllabic Responses to 
Workshop Work-time words Literature 

-Buddy reading 1.6 Use sentence and word Log-in sheets 
-Guided reading context to find the meaning of Literature circle 
-Literature circles/ reciprocal unknown words summary 
teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
Closing knowledge with literal information Assessment 

c -Logging-in found in, and inferred from, the 
text 
2.3 Demonstrate comprehension 
by identifying answers in the text 
2.4 Recall major points in the text 
and make and modify predictions 
about forthcoming information. 
2.5 Distinguish the main idea and 
supporting details in expository 
text. 
2.6 Extract appropriate and 
significant information from the 
text, including problems and 
solutions. 
2. 7 Follow simple multiple-step 
written instructions (e.g., how to 
assemble a product or play a 
board game). 
Narrative Analysis of Grade-Level-
Appropriate Text 
3.1 Distinguish common forms of 
literature (e.g., poetry, drama, 
fiction, nonfiction). 
3.2 Comprehend basic plots of 

c~ 
classic fairy tales, myths, folktales, 
legends, and fables from around 
the world. 

34 



Civicorps Elementary School Third Grade Scope and Sequence 2010-2011 

3.3 Determine what characters are 

c like by what they say or do and by 
how the author or illustrator 
portrays them. 
3.4 Determine the underlying 
theme or author's message in 
fiction and nonfiction text 
3.5 Recognize the similarities of 
sounds in words and rhythmic 
patterns (e.g., alliteration, 
onomatopoeia) in a selection 

Science/ Study city council Social Studies Social Studies 
Social Studies -Possible visit 3.4 Students understand the role Letters to the 

-Letters to the mayor of rules and laws in our daily lives mayor and city 

-Ask community what they and the basic structure of the U.S. council 
government. Survey of 

need/want and what the -Determine the reasons for rules, community wants 
kids/school want us to share with laws, and the U.S. Constitution; and needs 
the mayor and city council the role of citizenship in the 
-Who is in charge of recycling? promotion of rules and laws; and Science 
-What about compost? the consequences for people who Foss Kits-1-

-Taxes violate rules and laws. Assessment 
-Discuss the importance of public 

Science 
virtue and the role of citizens, 
including how to participate in a 

c~ 
Foss Kit classroom, in the community, and 

in civic life. 
-Know the histories of important 
local and national landmarks, 
symbols, and essential documents 
that create a sense of community 
among citizens and exemplify 
cherished ideals (e.g., the U.S. 
flag, the bald eagle, the Statue of 
Liberty, the U.S. Constitution, the 
Declaration of Independence, the 
U.S. Capitol). 
-Understand the three branches of 
government, with an emphasis on 
local government. 
-Describe the ways in which 
California, the other states, and 
sovereign American Indian tribes 
contribute to the making of our 
nation and participate in the 
federal system of government 

Earth Sciences 
Objects in the sky move in regular 

C• and predictable patterns. As a 
basis for understanding this 
concept: 
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-Students know the patterns of 

c stars stay the same, although they 
appear to move across the sky 
nightly, and different stars can be 
seen in different seasons. 
-Students know the way in which 
the Moon's appearance changes 
during the four-week lunar cycle. 
-Students know telescopes 
magnify the appearance of some 
distant objects in the sky, 
including the Moon and the 
planets. The number of stars that 
can be seen through telescopes is 
dramatically greater than the 
number that can be seen by the 
unaided eye. 
-Students know that Earth is one 
of several planets that orbit the 
Sun and that Moon orbits Earth. 
-Students know the position of the 
Sun in the sky changes during the 
course of the day and from 
season to season. 

Ct Life Sciences 
Adaptations in physical structure 
or behavior may improve an 
organism's chance for survival. As 
a basis for understanding this 
concept: 
-Students know plants and 
animals have structures that serve 
different functions in growth, 
survival, and reproduction. 
-Students know examples of . 
diverse life forms in different 
environments, such as oceans, 
deserts, tundra, forests, 
grasslands, and wetlands. 
-Students know living things cause 
changes in the environment in 
which they live: some of these 
changes are detrimental to the 
organism or other organisms, and 
some are beneficial. 
-Students know when the 
environment changes, some 
plants and animals survive and 

Cl 
reproduce; others die or move to 
new locations. 

'-1 Field Trips 
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c • April Description Standards Assessment 

Morning Community Building CB--2.3 Write personal and formal Check for 
Meeting -Greeting and game while letters, thank-you notes, and understanding 

reviewing the morning message invitations: Include the date, through questions 
-Discuss the day's activities proper salutation, body, closing, and answers. 
-Go over mission and and signature. Have children 
rules/expectations HW-- Capitalization correct their 
Homework Review 1. 7 Capitalize geographical homework aloud, 

names, holidays, historical to see where 
periods, and special events success and 
correctly. challenges arise. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 
2.2 Write descriptions that use 
concrete sensory details to 

c, present and support unified 
impressions of people, places, 
things, or experiences. 

Language and Picture Word Inductive Model WTW/Phonics Lessons-- WTW/Phonics 
Word Study (PWIM) Decoding and Word Recognition Lessons-

-Students find words in picture 1.1 Know and use complex word Oral responses 
-Students sort the words based families when reading (e.g., -ight) Word hunts in 
on specific sounds to decode unfamiliar words. context 
Dictionary Skills 1.2 Decode regular multisyllabic Spelling/ 
-Use PWIM words to find the words. vocabulary tests 
definitions of the words and write 1.3 Read aloud narrative and Dictionary Skills-
a sentence based on the expository text fluently and Spelling/ 
definition. accurately and with appropriate vocabulary test 
Daily Oral Language Review pacing, intonation, and Dictionary 
-Review sentence structure and expression. worksheet 
correct incorrect sentences 1.8 Spell correctly one-syllable Daily Oral 

words that have blends, Language-
contractions, compounds, Oral responses 
orthographic patterns (e.g., qu, Spot check of 
consonant doubling, changing the work 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

~ 
Vocabulary and Concept 
Development 
1.4 Use knowledge of antonyms, 
synonyms, homophones, and 
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0 homographs to determine the 
meanings of words. 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1.8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, dis-) 
and suffixes (e.g., -er, -est, -ful) to 
determine the meaning of words. 
Dictionary-
1. 7 Use a dictionary to learn the 
meaning and other features of 
unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in alphabetic 
order 
Daily Oral Language-
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 

> 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare). 

Writing Choose your own genre of Informational Research Paper Informational 
Workshop writing 2.2 Write descriptions that use Research Paper 

Information Research Paper concrete sensory details to Published pieces 
Use encyclopedia, Internet, and present and support unified Peer-review rubric 
various other forms of impressions of people, places, Writing prompt 
books/magazines to research a things, or experiences. Conferencing 
topic of interest. Organization and Focus Checking process 
-Example-historical figures, 1.1 Create a single paragraph: sheets 
animals, countries, major -Develop a topic sentence. 
historical events, Native -Include simple supporting facts 6-Traits/Narrative 
American nations, etc. and details. Published pieces 

Evaluation and Revision Peer-review rubric 
6-Traits 1.4 Revise drafts to improve the Writing prompt 
Introducing one trait a week coherence and logical progression Conferencing 
-Ideas of ideas by using an established 
-Organization rubric. 
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-Voice 
-Conventions 
-Sentence Fluency 
Narrative 
-Creating and using a rubric to 
evaluate their work and their 
partner's work 
-Learning and using the writing 
process (drafting, peer reviewing, 
revising, editing, conferencing, 
and publishing) 

Research 
1.3 Understand the structure and 
organization of various reference 
materials (e.g., dictionary, 
thesaurus, atlas, encyclopedia). 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair
hare) 

6-Traits/Narrative 
2.1 Write narratives: 
-Provide a context within which an 
action takes place. 
-Include well-chosen details to 
develop the plot. 
-Provide insight into why the 
selected incident is memorable. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
2.3 Write personal and formal 
letters, thank-you notes, and 
invitations: 
-Show awareness of the 
knowledge and interests of the 
audience and establish a purpose 
and context. 
-Include the date, proper 
salutation, body, closing, and 
signature 
Organization and Focus 
1.1 Create a single paragraph: 
-Develop a topic sentence. 
-Include simple supporting facts 
and details. 
Evaluation and Revision 
1.4 Revise drafts to improve the 
coherence and logical progression 
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of ideas by using an established 

0 rubric. 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing the 
ending of a word from -y to -ies 
when forming the plural), and 
common homophones (e.g., hair-
hare 

Reading Whole Group/Mini-Lesson 1.2 Decode regular multisyllabic Responses to 
Workshop Work-time words Literature 

-Buddy reading 1.6 Use sentence and word Log-in sheets 
-Guided reading context to find the meaning of Literature circle 
-Literature circles/ reciprocal unknown words summary 
teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
Closing knowledge with literal information Assessment 

) 
-Logging-in found in, and inferred from, the 

text 
2.3 Demonstrate comprehension 

- by identifying answers in the text 
2.4 Recall major points in the text 
and make and modify predictions 
about forthcoming information. 
2.5 Distinguish the main idea and 
supporting details in expository 
text. 
2.6 Extract appropriate and 
significant information from the 
text, including problems and 
solutions. 
2. 7 Follow simple multiple-step 
written instructions (e.g., how to 
assemble a product or play a 
board game). 
Narrative Analysis of Grade-Level-
Appropriate Text 
3.1 Distinguish common forms of 
literature (e.g., poetry, drama, 
fiction, nonfiction). 
3.2 Comprehend basic plots of 
classic fairy tales, myths, folktales, 
legends, and fables from around 
the world. 
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3.3 Determine what characters are 

0 like by what they say or do and by 
how the author or illustrator 
portrays them. 
3.4 Determine the underlying 

- theme or author's message in 
fiction and nonfiction text 
3.5 Recognize the similarities of 
sounds in words and rhythmic 
patterns (e.g., alliteration, 
onomatopoeia) in a selection 

Science/ Social Studies Social Studies Social Studies 
Social Studies -Needs and wants 3.5 Students demonstrate basic Needs and wants 

-Equity/access to food and economic reasoning skills and an collages 

resources understanding of the economy of Graphs 

-How does our economy work? the local region. Nutrition 
-Describe the ways in which local information cards 

-Look at nutrition in the area. producers have used and are Science 
using natural resources, human Foss Kits-1-

Science resources, and capital resources Assessments 
Foss Kits to produce goods and services in 

the past and the present. 
-Understand that some goods are 
made locally, some elsewhere in 
the United States, and some 
abroad. 
-Understand that individual 
economic choices involve trade-
offs and the evaluation of benefits 
and costs. 
-Discuss the relationship of 
students' "work" in school and 
their personal human capital 

Science 
Earth Sciences 
Objects in the sky move in regular 
and predictable patterns. As a 
basis for understanding this 
concept: 
-Students know the patterns of 
stars stay the same, although they 
appear to move across the sky 
nightly, and different stars can be 
seen in different seasons. 
-Students know the way in which 
the Moon's appearance changes 
during the four-week lunar cycle. 
-Students know telescopes 
magnify the appearance of some 
distant objects in the sky, 
including the Moon and the 
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planets. The number of stars that 

0 can be seen through telescopes is 
dramatically greater than the 
number that can be seen by the 
unaided eye. 
-Students know that Earth is one 
of several planets that orbit the 
Sun and that Moon orbits Earth. 
-Students know the position of the 
Sun in the sky changes during the 
course of the day and from 
season to season. 

Field Trips 

0 

0 
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Description 

Community Building 
-Greeting and game while 
reviewing the morning 
message 
-Discuss the day's activities 
-Go over mission and 
rules/expectations 
Homework Review 

Words Their Way (WTW) 
-Weekly lessons based on 
specific sounds 
-Word hunts in context 
Dictionary Skills 
-Use WTW words to find the 
definitions of the words and 
write a sentence based on the 
definition. 
Daily Oral Language Review 
-Review sentence structure 
and correct incorrect 
sentences 
Phonics lessons 
-Fountas and Pinnell workbook 
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Standards 

CB--2.3 Write personal and 
formal letters, thank-you notes, 
and invitations: Include the 
date, proper salutation, body, 
closing, and signature. 
HW-- Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing 
the ending of a word from -y to 
-ies when forming the plural), 
and common homophones 
(e.g., hair-hare). 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
WTW/Phonics Lessons-
Decoding and Word 
Recognition 
1.1 Know and use complex 
word families when reading 
(e.g., -ight) to decode 
unfamiliar words. 
1.2 Decode regular 
multisyllabic words. 
1.3 Read aloud narrative and 
expository text fluently and 
accurately and with 
appropriate pacing, intonation, 
and expression. 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing 
the ending of a word from -y to 
-ies when forming the plural), 
and common homophones 
(e.g., hair-hare). 
Vocabulary and Concept 
Development 

Assessment 

Check for 
understanding 
through questions 
and answers. 
Have children 
correct their 
homework aloud, 
to see where 
success and 
challenges arise. 

WTW/Phonics 
Lessons 
Oral responses 
Workbook and 
worksheet 
Word hunts in 
context 
Spelling/ 
vocabulary tests 
Dictionary Skills
Spelling/ 
vocabulary test 
Dictionary 
worksheet 
Daily Oral 
Language-
Oral responses 
Spot check of 
work 
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1.4 Use knowledge of 

c antonyms, synonyms, 
homophones, and 
homographs to determine the 
meanings of words. 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1.8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, 
dis-) and suffixes (e.g., -er, -
est, -ful) to determine the 
meaning of words. 
Dictionary-
1. 7 Use a dictionary to learn 
the meaning and other 
features of unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in 
alphabetic order 
Daily Oral Language-

C• Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing 
the ending of a word from -y to 
-ies when forming the plural), 
and common homophones 
(e.g., hair-hare). 

Writing Workshop Choose your own genre of Informational Research Paper Informational 
writing 2.2 Write descriptions that use Research Paper 
Information Research Paper concrete sensory details to Published pieces 
Use encyclopedia, Internet, present and support unified Peer-review rubric 
and various other forms of impressions of people, places, Writing prompt 
books/magazines to research things, or experiences. Conferencing 
a topic of interest. Organization and Focus Checking process 
-Example-historical figures, 1.1 Create a single paragraph: sheets 
animals, countries, major -Develop a topic sentence. 

CJ historical events, Native -Include simple supporting 6-Traits/Narrative 
American nations, etc. facts and details. Published pieces 

Evaluation and Revision Peer-review rubric 

44 



Civicorps Elementary School Third Grade Scope and Sequence 2010-2011 

6-Traits 1.4 Revise drafts to improve Writing prompt 

c Introducing one trait a week the coherence and logical Conferencing 
-Ideas progression of ideas by using 
-Organization an established rubric. 
-Voice Research 
-Conventions 1.3 Understand the structure 
-Sentence Fluency and organization of various 
Narrative reference materials (e.g., 
-Creating and using a rubric to dictionary, thesaurus, atlas, 
evaluate their work and their encyclopedia). 
partner's work Capitalization 
-Learning and using the writing 1. 7 Capitalize geographical 
process (drafting, peer names, holidays, historical 
reviewing, revising, editing, periods, and special events 
conferencing, and publishing) correctly. 

Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing 
the ending of a word from -y to 
-ies when forming the plural), 
and common homophones 
(e.g., hair-hare) 

Ct 6-Traits/Narrative 
2.1 Write narratives: 
-Provide a context within which 
an action takes place. 
-Include well-chosen details to 
develop the plot. 
-Provide insight into why the 
selected incident is 
memorable. ; 

2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
2.3 Write personal and formal 
letters, thank-you notes, and 
invitations: 
-Show awareness of the 
knowledge and interests of the 
audience and establish a 
purpose and context. 
-Include the date, proper 
salutation, body, closing, and 

0 signature 
Organization and Focus 
1.1 Create a single paragraph: 
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-Develop a topic sentence. 

C• -Include simple supporting 
facts and details. 
Evaluation and Revision 
1.4 Revise drafts to improve 
the coherence and logical 
progression of ideas by using 
an established rubric. 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special even~ 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing 
the ending of a word from -y to 
-ies when forming the plural}, 
and common homophones 
(e.g., hair-hare) 

Reading Workshop Whole Group/Mini-Lesson 1.2 Decode regular Responses to 
Work-time multisyllabic words Literature c, -Buddy reading 1.6 Use sentence and word Log-in sheets 
-Guided reading context to find the meaning of Literature circle 
-Literature circles/ reciprocal unknown words summary 
teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
Closing knowledge with literal Assessment 
-Logging-in information found in, and 

inferred from, the text 
2.3 Demonstrate 
comprehension by identifying 
answers in the text 
2.4 Recall major points in the 
text and make and modify 
predictions about 
forthcoming information. 
2.5 Distinguish the main idea 
and supporting details in 
expository text. 
2.6 Extract appropriate and 
significant information from the 
text, including problems and 
solutions. 
2.7 Follow simple multiple-step 
written instructions (e.g., how 
to assemble a product or play 
a board game). 
Narrative Analysis of Grade-
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Level-Appropriate Text 

0 3.1 Distinguish common forms 
of literature (e.g., poetry, 
drama, fiction, nonfiction). 
3.2 Comprehend basic plots of 
classic fairy tales, myths, 
folktales, legends, and fables 
from around the world. 
3.3 Determine what characters 
are like by what they say or do 
and by how the author or 
illustrator portrays them. 
3.4 Determine the underlying 
theme or author's message in 
fiction and nonfiction text 
3.5 Recognize the similarities 
of sounds in words and 
rhythmic patterns (e.g., 
alliteration, onomatopoeia) in a 
selection 

Science/Social Social Studies Social Studies Social Studies 
Studies -Needs and wants 3.5 Students demonstrate Needs and wants 

-Equity/access to food and basic economic reasoning collages 

resources skills and an understanding of Graphs 

-How does our economy the economy of the local Nutrition , work? 
region. information cards 
-Describe the ways in which 

-Look at nutrition in the area. local producers have used and Science 
are using natural resources, Foss Kits-1-

Science human resources, and capital Assessments 

Foss Kits resources to produce goods 
and services in the past and 
the present. 
-Understand that some goods 
are made locally, some 
elsewhere in the United .,, 

States, and some abroad. 
-Understand that individual 
economic choices involve 
trade-offs and the evaluation 
of benefits and costs. 
-Discuss the relationship of 
students' "work" in school and 
their personal human capital 
Science 

Earth Sciences 
Objects in the sky move in 
regular and predictable 

q patterns. As a basis for 
understanding this concept: 
-Students know the patterns of 
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stars stay the same, although 

0 they appear to move across 
the sky nightly, and different 
stars can be seen in different 
seasons. 
-Students know the way in 
which the Moon's appearance 
changes during the four-week 
lunar cycle. 
-Students know telescopes 
magnify the appearance of 
some distant objects in the 
sky, including the Moon and 
the planets. The number of 
stars that can be seen through 
telescopes is dramatically 
greater than the number that 
can be seen by the unaided 
eye. 
-Students know that Earth is 
one of several planets that 
orbit the Sun and that Moon 
orbits Earth. 
-Students know the position of 
the Sun in the sky changes 
during the course of the day 
and from season to season. 

Field Trips Chabot Science Center Earth Sciences (above) 

0 
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r • June Description Standards Assessment .... Morning Meeting Community Building CB--2.3 Write personal and Check for 
-Greeting and game while formal letters, thank-you notes, understanding 
reviewing the morning and invitations: Include the through questions 
message date, proper salutation, body, and answers 
-Discuss the day's activities closing, and signature. Have children 
-Go over mission and HW-- Capitalization correct their 
rules/expectations 1. 7 Capitalize geographical homework aloud, 
Homework Review names, holidays, historical to see where 

periods, and special events success and 
correctly. challenges arise. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing 
the ending of a word from -y to 
-ies when forming the plural), 
and common homophones 
(e.g., hair-hare). 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 

) impressions of people, places, 
things, or experiences. 

Language and Word Words Their Way (WTW) WTW/Phonics Lessons-- WTW/Phonics 
Study -Weekly lessons based on Decoding and Word Lessons 

specific sounds Recognition Oral responses 
-Word hunts in context 1.1 Know and use complex Workbook and 
Dictionary Skills word families when reading worksheet 
-Use WTW words to find the (e.g., -ight) to decode unfamiliar Word hunts in 
definitions of the words and words. context 
write a sentence based on the 1.2 Decode regular Spelling/ 
definition. multisyllabic words. vocabulary tests 
Daily Oral Language Review 1.3 Read aloud narrative and Dictionary 
-Review sentence structure expository text fluently and Skills-
and correct incorrect accurately and with appropriate Spelling/ 
sentences pacing, intonation, and vocabulary test 
Phonics lessons expression. Dictionary 
-Fountas and Pinnell workbook 1.8 Spell correctly one-syllable worksheet 

words that have blends, Daily Oral 
contractions, compounds, Language-
orthographic patterns (e.g., qu, Oral responses 
consonant doubling, changing Spot check of 
the ending of a word from -y to work 
-ies when forming the plural), 
and common homophones 
(e.g., hair-hare). 
Vocabulary and Concept 
Development 
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1.4 Use knowledge of 

c antonyms, synonyms, 
homophones, and homographs 
to determine the meanings of 
words. 
1.6 Use sentence and word 
context to find the meaning of 
unknown words. 
1.8 Use knowledge of prefixes 
(e.g., un-, re-, pre-, bi-, mis-, 
dis-) and suffixes (e.g., -er, -est, 
-ful) to determine the meaning 
of words. 
Dictionary-
1. 7 Use a dictionary to learn the 
meaning and other features of 
unknown words. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
1.9 Arrange words in alphabetic 
order 
Daily Oral Language-

~ 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing 
the ending of a word from -y to 
-ies when forming the plural), 
and common homophones 
(e.g., hair-hare). 

Writing Workshop Choose your own genre of Informational Research Paper Informational 
writing 2.2 Write descriptions that use Research Paper 
Information Research Paper concrete sensory details to Published pieces 
Use encyclopedia, Internet, present and support unified Peer-review 
and various other forms of impressions of people, places, rubric 
books/magazines to research things, or experiences. Writing prompt 
a topic of interest. Organization and Focus Conferencing 
-Example-historical figures, 1.1 Create a single paragraph: Checking process 
animals, countries, major -Develop a topic sentence. sheets 
historical events, Native -Include simple supporting facts 
American nations, etc. and details. 6-Traits/Narrative 

Evaluation and Revision Published pieces 
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6-Traits 1.4 Revise drafts to improve the Peer-review 

0 Introducing one trait a week coherence and logical rubric 
-Ideas progression of ideas by using Writing prompt 
-Organization an established rubric. Conferencing 
-Voice Research 
-Conventions 1.3 Understand the structure 
-Sentence Fluency and organization of various 
Narrative reference materials (e.g., 
-Creating and using a rubric to dictionary, thesaurus, atlas, 
evaluate their work and their encyclopedia). 
partner's work Capitalization 
-Learning and using the writing 1. 7 Capitalize geographical 
process (drafting, peer names, holidays, historical 
reviewing, revising, editing, periods, and special events 
conferencing, and publishing) correctly. 

Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing 
the ending of a word from -y to 
-ies when forming the plural), 
and common homophones 
(e.g., hair-hare) 

6-Traits/Narrative 
2.1 Write narratives: 
-Provide a context within which 
an action takes place. 
-Include well-chosen details to 
develop the plot. 
-Provide insight into why the 
selected incident is memorable. 
2.2 Write descriptions that use 
concrete sensory details to 
present and support unified 
impressions of people, places, 
things, or experiences. 
2.3 Write personal and formal 
letters, thank-you notes, and 
invitations: 
-Show awareness of the 
knowledge and interests of the 
audience and establish a 
purpose and context. 
-Include the date, proper 
salutation, body, closing, and 
signature 
Organization and Focus 
1.1 Create a single paragraph: 
-Develop a topic sentence. 

51 



Civicorps Elementary School Third Grade Scope and Sequence 2010-2011 

-Include simple supporting facts 

0 and details. 
Evaluation and Revision 
1.4 Revise drafts to improve the 
coherence and logical 
progression of ideas by using 
an established rubric. 
Capitalization 
1. 7 Capitalize geographical 
names, holidays, historical 
periods, and special events 
correctly. 
Spelling 
1.8 Spell correctly one-syllable 
words that have blends, 
contractions, compounds, 
orthographic patterns (e.g., qu, 
consonant doubling, changing 
the ending of a word from -y to 
-ies when forming the plural), 
and common homophones 
(e.g., hair-hare) 

Reading Workshop Whole Group/Mini-Lesson 1.2 Decode regular Responses to 
Work-time multisyllabic words Literature 
-Buddy reading 1.6 Use sentence and word Log-in sheets 

Ct -Guided reading context to find the meaning of Literature circle 
-Literature circles/ reciprocal unknown words summary 
teaching 2.2 Ask questions and support Fountas and 
-Independent reading answers by connecting prior Pinnell Reading 
Closing knowledge with literal Assessment 
-Logging-in information found in, and 

inferred from, the text 
2.3 Demonstrate 
comprehension by identifying 
answers in the text 
2.4 Recall major points in the 
text and make and modify 
predictions about 
forthcoming information. 
2.5 Distinguish the main idea 
and supporting details in 
expository text. 
2.6 Extract appropriate and 
significant information from the 
text, including problems and 
solutions. 
2. 7 Follow simple multiple-step 
written instructions (e.g., how to 
assemble a product or play a 

0 
board game). 
Narrative Analysis of Grade-
Level-Appropriate Text 
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0 
3.1 Distinguish common forms 
of literature (e.g., poetry, 
drama, fiction, nonfiction). 
3.2 Comprehend basic plots of 
classic fairy tales, myths, 
folktales, legends, and fables 
from around the world. 
3.3 Determine what characters 
are like by what they say or do 
and by how the author or 
illustrator portrays them. 
3.4 Determine the underlying 
theme or author's message in 
fiction and nonfiction text 
3.5 Recognize the similarities of 
sounds in words and rhythmic 
patterns (e.g., alliteration, 
onomatopoeia) in a selection 

Science/Social Social Studies Social Studies Social Studies 
Studies -Needs and wants 3.5 Students demonstrate basic Needs and wants 

-Equity/access to food and economic reasoning skills and collages 

resources an understanding of the Graphs 

-How does our economy economy of the local region. Nutrition 
-Describe the ways in which information cards 

work? local producers have used and Science 
-Look at nutrition in the area. are using natural resources, Foss Kits-1-

human resources, and capital Assessments 
Science resources to produce goods 
Foss Kits and services in the past and the 

present. 
-Understand that some goods 
are made locally, some 
elsewhere in the United States, 
and some abroad. 
-Understand that individual 
economic choices involve 
trade-offs and the evaluation of 
benefits and costs. 
-Discuss the relationship of 
students' "work" in school and 
their personal human capital 

Science 
Earth Sciences 
Objects in the sky move in 
regular and predictable 
patterns. As a basis for 
understanding this concept: 
-Students know the patterns of 
stars stay the same, although 
they appear to move across the 
sky nightly, and different stars 
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can be seen in different 

c seasons. 
-Students know the way in 
which the Moon's appearance 
changes during the four-week 
lunar cycle. 
-Students know telescopes 
magnify the appearance of 
some distant objects in the sky, 
including the Moon and the 
planets. The number of stars 
that can be seen through 
telescopes is dramatically 
greater than the number that 
can be seen by the unaided 
eye. 
-Students know that Earth is 
one of several planets that orbit 
the Sun and that Moon orbits 
Earth. 
-Students know the position of 
the Sun in the sky changes 
during the course of the day 
and from season to season. 

Field Trips Oakland Museum of History 3.1 Students describe physical 

c and human geography and use 
maps, tables, graphs, 
photographs, and charts to 
organize information about 
people, places, and 
environments in a spatial 
context. 
-Identify geographical features 
in their local region (e.g., 
deserts, mountains, valleys, 
hills, coastal areas, oceans, 
lakes). 
-Trace the ways in which 
people have used the 
resources of the local region 
and modified the physical 
environment (e.g., a dam 
constructed upstream changed 
a river or coastline). 
3.2 Students describe the 
American Indian nations in their 
local region long ago and in the 
recent past. 
-Describe national identities, 

Q religious beliefs, customs, and 
various folklore traditions. 
-Discuss the ways in which 
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physical geography, including 
climate, influenced how the 
local Indian nations adapted to 
their natural environment (e.g., 
how they obtained food, 
clothing, tools). 
-Describe the economy and 
systems of government, 
particularly those with tribal 
constitutions, and their 
relationship to federal and state 
governments. 
-Discuss the interaction of new 
settlers with the already 
established Indians of the 
region 



Civicorps Elementary School 
Fourth Grade Scope and Sequence 2010-2011 

c a September Description Standards Assessment 

Morning Meeting Phase in structures related to Listening and Speaking Writer's Workshop 
Morning Meeting (greeting, Strategies: 1.0-1.9 Community 

Responsive sharing, activity, news and Meeting 
Classroom announcements). 
Morning Meeting Citizen Leaders and Learners -
Book What do they look like and 
First Six Weeks of sound like? 
School School-wide expectations, 

school song and Life Practices 
-what, why_ and how. 

Language and Word Daily Language Review- Reading 1.0, 1.1, 1.2, 1.3, 1.4, Daily Language-
Study Students edit sentences and 1.5, 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1.7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1. 7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 
complete various activities with weekly or as 
the words during the week, needed (Words 
some include Spelling Wheel Their Way). 

C• of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way - Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning connections. 

Writing Workshop Teach posture, paper, and Writing Strategies 1.1, 1.3, 1.4 Writer's Notebook, 
pencil skills, letter, word and and 1.10 published pieces 

Handwriting wlout sentence skills for the purpose Individual and 
Tears of teaching students proper Writing Applications 2.1 small group 
Lucy Calkins Writing handwriting habits - cursive. conferences. 
Write Source Use the Write Source and Six 
Six + 1 Traits +1 Traits to overview the entire 

writing process (pre-write, 
draft, revise, edit and publish) 
and overview of all of the traits 
following traits (ideas, 
organization, voice, word 
choice, sentence fluency and 
conventions). 

Reading Workshop RTA - Phases 1-3 RC 2.2 and 2.3 RTA skill sheets 
Strategies: Clarify, wonder and GR extension 

c ReadThinkApply predict RL 3.2, 3.3 and 3.5 sheets and word 
Guided Reading Skills: main event, character's work. 
Independent action and figurative language Independent work 
Reading (simile, metaphor, hyperbole assignment 
Read Naturally and personification). sheets. 
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Ct Independent Reading: 
Establish expectations and 
routines for independent 
reading (1st 20 days Fountas 
and Pinnell). 
Read Naturally: Computer-
based reading program that 
guides students through 
vocabulary and 
comprehension skills. Based 
on reading assessments, load 
and schedule students 1-2x 
week. 

Math Workshop Weekly assess fast fact level Number Sense 1.1, 1.2, 1.3, 
for multiplication 1.4, 1.8, 2.1, 2.2, (5th grade 

Marilyn Burns Use Math Coach and Marilyn standards --2.3, 2.6, 3.0, 3.1 
Scott Foresman Burns to fill in gaps on any of and 3.3) 
Math Coach the math concepts below 
Problem Solver Teach content information on Mathematical Reasoning 1.1, 
Fast Facts the following mathematical 2.1, 2.2 2.3, 2.5 and 3.2 

concepts: 
Place value through millions Algebra and Functions 1.1, 
Exact versus estimated 1.2, 1.3, 1.5 and 2.0 
numbers 

C• Comparing and ordering Statistics, Data and Probability 
numbers 1.3 
Identify patterns 
Rounding 
Positive and negative numbers 
and their applications 
Estimating sums and 
differences and determining if 
it is enough 
Adding two-, three-digit and 
greater number 
Subtracting two-, three-digit 
and greater number 
Subtracting across zeros 
Mental math and solve a 
simpler problem strategies -
problem solving strategy #1 
and 2 
Expressions with addition and 
subtraction 
Equations 
Using money (may be 
eliminated should time not 
permit) 

c Properties of multiplication and 
multiplication facts 
Rules of division and division 

2 
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0 facts 
How to choose the correct 
operation to solve a problem 
(key words in word problems) 
Using parenthesis with 
computation 
Expressions with multiplication 
and division 
Drawing a picture and using 

. pictographs 
Science/Social Social studies History Social Science 
Studies section in the text book - The Standards 

Geography of California 4.1 ,4.1.2, 4.1.3, 4.1.4, 4.1.5, 
Kids for the Bay and 4.4.9 
FOSS Kits 
Houghton Mifflin 
History and Social 
Science CA Studies 
American 
Adventure: The Gold 
Rush 
Field Trips Oakland Public Library 

0 

0 
3 
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c October Description Standards Assessment 

Morning Meeting Monthly School-wide Values: LS Strategies: 1.0-1.9 Writer's Workshop 
caring, responsibility, respect, Community 

Responsive collaboration, environmental WC: 1.1, 1.3, 1.4, 1.6 and 1. 7 Meeting 
Classroom stewardship, etc. 
Morning Meeting Friday share, word problem, 
Book, First Six graph and poem of the week. 
Weeks of School Morning message conventions 

correction (spelling, verb 
usage, punctuation, 
capitalization, simple and 
compound sentences). 

Language and Word Daily Language Review- RC: 1.0, 1.1, 1.2, 1.3, 1.4, 1.5, Daily Language -
Study Students edit sentences and 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1.7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1. 7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 

c~ 
complete various activities with weekly or as 
the words during the week, needed (Words 
some include Spelling Wheel Their Way). 
of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way - Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning connections. 

Writing Workshop GENRE: Personal Narrative 1 Writing Strategies 1.1, 1.3, 1.4 Writer's Notebook 
Teach posture, paper, and and 1.10 Planning rubrics 

Handwriting wlout pencil skills, letter, word and Individual and 
Tears sentence skills for the purpose Writing Applications 2.1 small group 
Lucy Calkins Writing of teaching students proper conferences. 
Write Source handwriting habits - cursive 
Six + 1 Traits Writing process focus: 

planning, drafting and revising 
Six +1 Traits: Ideas, 
organization, voice and word 
choice. 
Lucy Calkins Book 1: 
Launching the Writing 
Workshop lessons 1-1 0 as c appropriate. 

Reading Workshop RTA - Phases 1-3 RC 2.2 and 2.3 RTA skill sheets 

4 



Civicorps Elementary School Fourth Grade Scope and Sequence 2010-2011 

c ~Guided Reading 
Strategies: Clarify, wonder and GR extension 
predict RL 3.2, 3.3 and 3.5 sheets and word 

ReadThinkApply Skills: main event, character's work. 
ReadAiouds action and figurative language Independent work 
Independent (simile, metaphor, hyperbole assignment 
Reading and personification). sheets. 

Independent Reading: 
Response to literature -
heavily model and provide 
exemplars for responses. 
Create and establish an 
independent menu based on 
the resources you have 
available and are consistent 
with either the content 
previously taught or presently 
being focused on. 
Read Naturally: Computer-
based reading program that 
guides students through 
vocabulary and 
comprehension skills. Monitor 
student progress and adjust 
accordingly. 

c Math Workshop Weekly assess fast fact level Number Sense 1.1, 1.2, 1.3, 
I for multiplication 1.4, 1.8, 2.1, 2.2, (51

h grade 
Marilyn Burns Use Math Coach and Marilyn standards --2.3, 2.6, 3.0, 3.1 
Scott Foresman Burns to fill in gaps on any of and 3.3) 
Math Coach the math concepts below 
Problem Solver Teach content information on Mathematical Reasoning 1.1 , 
Fast Facts the following mathematical 2.1, 2.2 2.3, 2.5 and 3.2 

concepts: 
-Place value through millions Algebra and Functions 1 .1 , 
-Exact versus estimated 1.2, 1.3, 1.5 and 2.0 
numbers 
-Comparing and ordering Statistics, Data and Probability 
numbers 1.3 
-Identify patterns 
-Rounding 
-Positive and negative 
numbers and their applications 
-Estimating sums and 
differences and determining if 
it is enough 
-Adding two-, three-digit and 
greater number 
-Subtracting two-, three-digit 
and greater number 

Q 
-Subtracting across zeros 
-Mental math and solve a 
simpler problem strategies -
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0 problem solving strategy #1 
and 2 
-Expressions with addition and 
subtraction 
-Equations 
-Using money (may be 
eliminated should time not 
permit) 
-Properties of multiplication 
and multiplication facts 
-Rules of division and division 
facts 
-How to choose the correct 
operation to solve a problem 
(key words in word problems) 
-Using parenthesis with 
computation 
-Expressions with 
multiplication and division 
-Drawing a picture and using 
pictographs 

Science/Social Science - Kids for the Bay H-SS 4.1 #4 
Studies Lesson One: Our Watershed 

-Students describe their local Science Investigation and 

c t Kids for the Bay watershed and how their local Experiences - 6a, b, c and e 
FOSS Kits watershed is connected to the 
Hougton Mifflin larger San Francisco Bay Area History Social Science 
History and Social Watershed. They will also be Standards 
Science CA Studies able to explain how and why 4.2 and 4.2.1 
American salt water is denser than fresh 
Adventure: The Gold water. 
Rush Lesson Two: Taking Action for 

a Healthy Watershed 
-Students describe four 
reasons why their watershed 
should be kept clean and 
healthy, complete a 
neighborhood urban run-off 
pollution survey and clean up 
and summarize the findings, 
and list at least six types of 
pollution that should be kept 
out of storm drains. 

Social studies -
Section in the text book- The 
First Californians 

Field Trips 

0 
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rl November Description Standards Assessment ... Morning Meeting Monthly School-wide Values: Listening and Speaking Writer's Workshop 
caring, responsibility, respect, Strategies: 1.0-1.9 Community 

Responsive collaboration, environmental Written Conventions: 1.1, 1.2, Meeting 
Classroom Morning stewardship, etc. 1.3, 1.4, 1.6 and 1.7 
Meeting Book, First Friday share, word problem, 
Six Weeks of School graph and poem of the week. 

Morning message conventions 
correction (spelling, verb 
usage, punctuation, 
capitalization, simple and 
compound sentences). 

Language and Word Daily Language Review - Reading 1.0, 1.1, 1.2, 1.3, 1.4, Daily Language-
Study Students edit sentences and 1.5, 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1. 7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1.7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 
complete various activities with weekly or as 

c~ 
the words during the week, needed (Words 
some include Spelling Wheel Their Way). 
of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way - Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning connections. 

Writing Workshop GENRE: Personal Narrative 1 Writing Strategies 1.1, 1.3, 1.4 Writer's Notebook 
Teach posture, paper, and and 1.10 Individual and 

Handwriting w/out pencil skills, letter, word and small group 
Tears sentence skills for the purpose Writing Applications 2.1 conferences. 
Lucy Calkins Writing of teaching students proper Personal narrative 
Write Source handwriting habits - cursive editing rubrics 
Six + 1 Traits Writing process focus: editing (student -peer-

and publishing editing) 
Six +1 Traits: sentence Publishing paper 
fluency, word choice, 1st published piece 
conventions and presentation --personal 
that will support the publishing narrative. 
of our first narrative piece. Teacher grading 
Lucy Calkins Book 1 : 5-part narrative 
Launching the Writing rubric 

CJ Workshop lessons 11-17 as 
apQropriate. 
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~Reading Workshop 
'Guided Reading 

ReadThinkApply 
ReadA/ouds 
Independent 
Reading 

Math Workshop 

Ct Marilyn Burns 
Scott Foresman 
Math Coach 
Problem Solver 
Fast Facts 

c 
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RTA - Phases 1-3 
Strategies: Clarify, wonder, 
predict and summarize 
Skills: compare/contrast, 
structural features of lit. 
Independent Reading: 
Response to literature
heavily model and provide 
exemplars for responses. 
Maintain and update an 
independent menu based on 
the resources you have 
available and are consistent 
with either the content 
previously taught or presently 
being focused on. 
Read Naturally: Computer
based reading program that 
guides students through 
vocabulary and 
comprehension skills. Monitor 
student progress and adjust 
accordingly. 
Weekly assess fast fact level 
for multiplication 
Use Math Coach and Marilyn 
Burns to fill in gaps on any of 
the math concepts below 
Teach content information on 
the following mathematical 
concepts: 
-Mental math with multiples of 
10, 100 and 1,000 
-How to solve multistep 
problems 
-How to estimate products 
-Multiplying two-, three- digit 
and greater numbers 
-Multiplying with and using 
money 
-Make a table - problem 
solving strategy #3 
-Determine if presented with 
too much or too little 
information - problem solving 
strategy #4 
-Multiplying by and with 
multiples of 10 
-Multiplying by two digit and 
greater numbers 
-Make a list- problem solving 

8 

RC 2.5 RTA skill sheets 
GR extension 

RL 3.1 sheets and word 
work. 
Independent work 
assignment 
sheets. 

Number Sense 2.4 (51n grade), 
3.0, 3.2 and 3.3 

Mathematical Reasoning 1.0, 
1.1, 2.1, 2.3 and 2.4 
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0 strategy #5 
-Learn to use operations 

Science/Social Science- Life Science- 2a, b and 3b, c 
Studies Lesson Three: Watershed and Investigation and 

Environmental Health and Experimentation - 6e, f 
FOSS Kits Food Chains 
Hougton Mifflin -Students learn about the work History Social Science 
History and Social of Cesar Chavez. Standards 
Science CA Studies -Describe how pesticides sink 4.1.2, 4.1.4, 4.2, 4.2.2, 4.2.3, 
American into ground water and seep 4.2.4, 4.2.5, 4.2.6, 4.2.7, 4.2.8, 
Adventure: The Gold into creeks, spreading 4.3.1, 4.3.2 and 4.3.3 
Rush throughout the watershed. 

-Describe how pollution in the 
watershed can harm humans 
through the food chain through 
the process of 
biomagnifications of pollution. 
Lesson Four: Bay Organisms 
and Water Conservation 
-Describe at least three 
anatomical features of a 
striped bass and a Dungeness 
crab. 
-Compare the amount of fresh 

Ct water to the amount of salt 
water on Earth. 

Social studies -
Section in the text book-
Spanish California and 
Mexican California 

Field Trips Oakland Zoo - Zoo School 

0 
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0 December Description Standards Assessment 

Morning Meeting Monthly School-wide Values: Listening and Speaking Writer's Workshop 
caring, responsibility, respect, Strategies: 1.0-1.9 Community 

Responsive collaboration, environmental Meeting 
Classroom Morning stewardship, etc. Written Conventions: 1.1, 1.2, 
Meeting Book, First Friday share, word problem, 1.3, 1.4, 1.6 and 1.7 
Six Weeks of School graph and poem of the week. 

Morning message conventions 
correction (spelling, verb 
usage, punctuation, 
capitalization, simple and 
compound sentences). 

Language and Word Daily Language Review- Reading 1.0, 1.1, 1.2, 1.3, 1.4, Daily Language-
Study Students edit sentences and 1.5, 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1. 7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1.7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 
complete various activities with weekly or as 

~ the words during the week, needed (Words 
some include Spelling Wheel Their Way). 
of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way - Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning connections. 

Writing Workshop GENRE: Response to Writing Strategies 1.1, 1.3, 1.4 Writer's Notebook 
literature (non-fiction and and 1.10 Individual and 

Handwriting wlout fiction) small group 
Tears Teach posture, paper, and Writing Applications 2.2 conferences. 
Lucy Calkins Writing pencil skills, letter, word and Story-written 
Write Source sentence skills for the purpose Reading 3.0, 3.1, 3.2, 3.3, 3.4 response pages -
Six + 1 Traits of teaching students proper and 3.5 scored on a 4 

handwriting habits - cursive point scale (1-not 
Provide non-fiction text; teach connected to text, 
written supports of text-based 2- moderately 
responses and inferences connected to text, 
based on prior knowledge. 3- well connected 
Introduce fairytales, fables and to text, 4-
myths, teach main event supported fully by 

c responses and text) 
characterization 

10 



Civicorps Elementary School Fourth Grade Scope and Sequence 2010-2011 

<: ~Reading Workshop RTA - Phases 1-3 RC2.5 RTA skill sheets 
Strategies: Clarify, wonder, GR extension 

Guided Reading predict and summarize RL 3.1 sheets and word 
ReadThinkApply Skills: compare/contrast, work. 
Read Alouds structural features of lit. Independent work 
Independent Independent Reading: assignment 
Reading Response to literature - sheets. 

heavily model and provide 
exemplars for responses. 
Maintain and update an 
independent menu based on 
the resources you have 
available and are consistent 
with either the content 
previously taught or presently 
being focused on. 
Read Naturally: Computer-
based reading program that 
guides students through 
vocabulary and 
comprehension skills. Monitor 
student progress and adjust 
accordingly. 

Math Workshop Weekly assess fast fact level Number Sense 2.4 (5th grade), 

c t Marilyn Burns 
for multiplication 3.0, 3.2 and 3.3 
Use Math Coach and Marilyn 

Scott Foresman Burns to fill in gaps on any of Mathematical Reasoning 1.0, 
Math Coach the math concepts below 1.1, 2.1, 2.3 and 2.4 
Problem Solver Teach content information on 
Fast Facts the following mathematical 

concepts: 
-Mental math with multiples of 
10, 100 and 1,000 
-How to solve multistep 
problems 
-How to estimate products 
-Multiplying two-, three- digit 
and greater numbers 
-Multiplying with and using 
money 
-Make a table - problem 
solving strategy #3 
-Determine if presented with 
too much or too little 
information - problem solving 
strategy #4 
-Multiplying by and with 
multiples of 10 

c -Multiplying by two digit and 
greater numbers 
-Make a list - problem solving 
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0 strategy #5 
-Learn to use operations 

Science/Social Lesson Five: The History Social Science 
Studies Environmental Justice Standards 

Movement and Taking Action 4.1.3, 4.1.5, 4.3.3, 4.3.4, 4.3.5, 
FOSS Kits -List at least four reasons why 4.4.2, 4.4.3, 4.4.4 and 4.5.2 
Hougton Mifflin a clean and healthy watershed 
History and Social is important for humans and 
Science CA Studies other living things. 
American 
Adventure: The Gold Social studies -
Rush Section in the text book-

California Becomes a State 
Field Trips Dunsmuir House 

0 

0 
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c January Description Standards Assessment 
Morning Meeting Monthly School-wide Values: Listening and Speaking Writer's Workshop 

caring, responsibility, respect, Strategies: 1.0-1.9 Community 
Responsive collaboration, environmental Meeting 
Classroom Morning stewardship, etc. Written Conventions: 1 .1-1 . 7 
Meeting Book, First Friday share, word problem, 
Six Weeks of School graph and poem of the week. 

Morning message conventions 
correction (spelling, verb 
usage, punctuation, 
capitalization, simple and 
compound sentences} 

Language and Word Daily Language Review- Reading 1.0, 1.1, 1.2, 1.3, 1.4, Daily Language-
Study Students edit sentences and 1.5, 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1. 7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1. 7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 
complete various activities with weekly or as 

c~ 
the words during the week, needed (Words 
some include Spelling Wheel Their Way). 
of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way- Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning connections. 

Writing Workshop GENRE: Response to Writing Strategies 1.1, 1.3, 1.4 Writer's Notebook 
literature (non-fiction and and 1.10 Individual and 

Handwriting wlout fiction) small group 
Tears Teach posture, paper, and Writing Applications 2.2 conferences. 
Lucy Calkins Writing pencil skills, letter, word and Story-written 
Write Source sentence skills for the purpose Reading 3.0, 3.1, 3.2, 3.3, 3.4 response pages. 
Six + 1 Traits of teaching students proper and 3.5 

handwriting habits - cursive 
Provide non-fiction text; teach 
written supports of text-based 
responses and inferences 
based on prior knowledge. 
Introduce fairytales, fables and 
myths, teach main event 

c responses and 
characterization 
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c: ) Reading Workshop RTA - Phases 1-5 RC 2.1, 2.4 and 2.6 RTA skill sheets 
Strategies: Clarify, wonder, GR extension 

Guided Reading predict and summarize RL3.4 sheets and word 
ReadThinkApply Skills: Compare and contrast work. 
Read Alouds tales from different cultures. Independent work 
Independent Independent Reading: assignment 
Reading Response to literature - sheets. 

heavily model and provide 
exemplars for responses. 
Maintain and update an 
independent menu based on 
the resources you have 
available and are consistent 
with either the content 
previously taught or presently 
being focused on. 
Read Naturally: Computer-
based reading program that 
guides students through 
vocabulary and 
comprehension skills. Monitor 
student progress and adjust 
accordingly. 

Math Workshop Weekly assess fast fact level Number Sense 1.4, 1.5, 1. 7, 

c • Marilyn Burns 
for multiplication 1.9, (5th grade standards--
Use Math Coach and Marilyn 2.3, 3.2, 3.4 and 4.2) 

Scott Foresman Burns to fill in gaps on any of 
Math Coach the math concepts below Mathematical Reasoning 1.1, 
Problem Solver Teach content information on 2.1, 2.3, 2.4 and 3.1 
Fast Facts the following mathematical 

concepts: Algebra and Functions 2.1 
-Mental math -dividing by 
multiples of 10, 100 and 1,000 Statistics, Data and Probability 
-Dividing two-digit numbers 1.1, 1.3, 2.0, 2.1 and 2.2 
with and with our remainders 
-Learning to interpret 
remainders 
-Learning to estimate quotients 
-Dividing multi-digit numbers 
-Learning rules for zeros in the 
quotient 
-Write a number sentence-
problem solving strategy #6 
-Factoring numbers 
-Finding averages 
-Learning how to use data 
-Properties of equality 
-Use fractions to represent 

c parts of a region and parts of a 
set 
-Fractions on a number line 
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-Mixed numbers 
-Fractions and division 
-Discovering if your answer is 
reasonable 
-Equivalent fractions 
-Comparing and ordering 
fractions 
-Work backwards- problem 
solving strategy #7 
-Understanding and finding 
probability 
-Listing outcomes 
-Making predictions 
-Adding and subtracting 
fractions 
-Adding and subtracting mixed 
numbers 
-Choosing the correct 
operation 
-Adding and subtracting 
fractions with unlike 
denominators 
-Make a table- problem 
solving strategy #8 

c -Use circle graphs 
l 
Science/Social Social studies - History Social Science 
Studies Section in the text book- Standards 

Joining with the Nation and A 4.1.3, 4.1.4, 4.1.5, 4.4, 4.4.1' 
FOSS Kits Growing State 4.4.2, 4.4.3, 4.4.4, 4.4.6 and 
Hougton Mifflin 4.4.7 
History and Social 
Science CA Studies 
American 
Adventure: The Gold 
Rush 
Field Trips ExQioratorium 

0 
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c February Description Standards Assessment 

Morning Meeting Monthly School-wide Values: Listening and Speaking Writer's Workshop 
caring, responsibility, respect, Strategies: 1.0-1.9 Community 

Responsive collaboration, environmental Meeting 
Classroom Morning stewardship, etc. Written and Oral Conventions: 
Meeting Book, First Friday share, word problem, 1.1-1.7 
Six Weeks of School graph and poem of the week. 

Morning message conventions 
correction (spelling, verb 
usage, punctuation, 
capitalization, simple and 
compound sentences). 

Language and Word Daily Language Review- Reading 1.0, 1.1, 1.2, 1.3, 1.4, Daily Language -
Study Students edit sentences and 1.5, 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1.7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1.7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 

c~ 
complete various activities with weekly or as 
the words during the week, needed (Words 
some include Spelling Wheel Their Way). 
of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way - Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning_ connections. 

Writing Workshop GENRE: Expository Text Writing Strategies 1.1, 1.2, 1.3, Writer's Notebook 
responses 1.4, 1.5, 1.6, 1.7, 1.8, 1.9 and Individual and 

Handwriting wlout Teach posture, paper, and 1.10 small group 
Tears pencil skills, letter, word and conferences. 
Lucy Calkins Writing sentence skills for the purpose Writing Applications 2.3 Informational 
Write Source of teaching students proper report #1 
Six + 1 Traits handwriting habits - cursive published 

Students learn to use the 
computer, the almanac, the 
encyclopedia to locate 
information 
Students take frequent trips to 
the library to pick topics and 
research them 

0 Students compile data gleaned 
and present it in written format 
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oReading Workshop 

Guided Reading 
ReadThinkApply 
ReadAiouds 
Independent 
Reading 

Math Workshop 

Cl Marilyn Burns 
Scott Foresman 
Math Coach 
Problem Solver 
Fast Facts 

Civicorps Elementary School Fourth Grade Scope and Sequence 2010-2011 

RTA - Phases 1-5 
Strategies: Clarify, wonder, 
predict and summarize 
Skills: Compare and contrast 
tales from different cultures. 
Independent Reading: 
Response to literature -
heavily model and provide 
exemplars for responses. 
Maintain and update an 
independent menu based on 
the resources you have 
available and are consistent 
with either the content 
previously taught or presently 
being focused on. 
Read Naturally: Computer
based reading program that 
guides students through 
vocabulary and 
comprehension skills. Monitor 
student progress and adjust 
accordingly. 
Weekly assess fast fact level 
for multiplication 
Use Math Coach and Marilyn 
Burns to fill in gaps on any of 
the math concepts below 
Teach content information on 
the following mathematical 
concepts: 
-Mental math -dividing by 
multiples of 10, 100 and 1,000 
-Dividing two-digit numbers 
with and with our remainders 
-Learning to interpret 
remainders 
-Learning to estimate quotients 
-Dividing multi-digit numbers 
-Learning rules for zeros in the 
quotient 
-Write a number sentence -
problem solving strategy #6 
-Factoring numbers 
-Finding averages 
-Learning how to use data 
-Properties of equality 
-Use fractions to represent 
parts of a region and parts of a 

RC 2.1, 2.4 and 2.6 

RL3.4 

Number Sense 1.4, 1.5, 1.7, 
1.9, (51

h grade standards--
2.3, 3.2, 3.4 and 4.2) 

Mathematical Reasoning 1.1, 
2.1, 2.3, 2.4 and 3.1 

Algebra and Functions 2.1 

Statistics, Data and Probability 
1.1, 1.3, 2.0, 2.1 and 2.2 

RTA skill sheets 
GR extension 
sheets and word 
work. 
Independent work 
assignment 
sheets. 

C set 

L---------------~-~F~ra~c~ti~o~n~s~o~n~a~nu~m~b~e~r~lin~e~~----------------------~--------------~ 
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-Mixed numbers 
-Fractions and division 
-Discovering if your answer is 
reasonable 
-Equivalent fractions 
-Comparing and ordering 
fractions 
-Work backwards- problem 
solving strategy #7 
-Understanding and finding 
probability 
-Listing outcomes 
-Making predictions 
-Adding and subtracting 
fractions 
-Adding and subtracting mixed 
numbers 
-Choosing the correct 
operation 
-Adding and subtracting 
fractions with unlike 
denominators 
-Make a table- problem 
solving strategy #8 

c -Use circle graphs 
'Science/Social Social studies - History Social Science 

Studies Section in the text book- A Standards 
Stronger California 4.1, 4.4, 4.4.5, 4.4.6 and 4.4.9 

FOSS Kits 
Hougton Mifflin 
History and Social 
Science CA Studies 
American 
Adventure: The Gold 
Rush 
Field Trips Tilden Park- Little Farm 

0 
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'March Description Standards Assessment 

Morning Meeting Monthly School-wide Values: Listening and Speaking Writer's Workshop 
caring, responsibility, respect, Strategies: 1.0-1.9 Community 

Responsive collaboration, environmental Meeting 
Classroom Morning stewardship, etc. Written Conventions: 1.1-1.7 
Meeting Book, First Friday share, word problem, 
Six Weeks of School graph and poem of the week. 

Morning message conventions 
correction (spelling, verb 
usage, punctuation, 
capitalization, simple and 
compound sentences} 

Language and Word Daily Language Review- Reading 1.0, 1.1, 1.2, 1.3, 1.4, Daily Language-
Study Students edit sentences and 1.5, 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1. 7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1.7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 

Ct 
complete various activities with weekly or as 
the words during the week, needed (Words 
some include Spelling Wheel Their Way). 
of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way - Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning connections. 

Writing Workshop GENRE: Expository Text Writing Strategies 1.1, 1.2, 1.3, Writer's Notebook 
responses 1.4, 1.5, 1.6, 1.7, 1.8, 1.9 and Individual and 

Handwriting wlout Teach posture, paper, and 1.10 small group 
Tears pencil skills, letter, word and conferences. 
Lucy Calkins Writing sentence skills for the purpose Writing Applications 2.3 Informational 
Write Source of teaching students proper report #2 
Six + 1 Traits handwriting habits - cursive published 

Students learn to use the 
computer, the almanac, the 
encyclopedia to locate 
information 
Students take frequent trips to 
the library to pick topics and 
research them 

c Students compile data gleaned 
and present it in written format 
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c Reading Workshop RTA - Phases 1-5 NO new standards introduced RTA skill sheets 
t Strategies and skills: This is GR extension 
Guided Reading the time to double back and sheets and word 
ReadThinkApply explicitly reteach strategies work. 
ReadAiouds and skills students are still Independent work 
Independent weak using at grade level. assignment 
Reading Independent Reading: sheets. 

Response to literature -
heavily model and provide 
exemplars for responses. 
Maintain and update an 
independent menu based on 
the resources you have 
available and are consistent 
with either the content 
previously taught or presently 
being focused on. 
Read Naturally: Computer-
based reading program that 
guides students through 
vocabulary and 
comprehension skills. Monitor 
student progress and adjust 
accordingly. 

c Math Workshop Weekly assess fast fact level Number Sense 1.2, 1.6, 1.7, 
t for multiplication 1.9, 2.1 and 2.2 

Marilyn Burns Use Math Coach and Marilyn 
Scott Foresman Burns to fill in gaps on any of Mathematical Reasoning 1.1 , 
Math Coach the math concepts below 1.2, 2.3, 2.4, 2.5 and 2.6 
Problem Solver Teach content information on 
Fast Facts the following mathematical Algebra and Functions 1.2 and 

concepts: 1.5 
Relating fractions and mixed 
numbers to decimals Statistics, Data and Probability 
Decimal place value 1.0, 1.1, 1.2 and 1.3 
-Comparing and ordering 
decimals Measurement and Geometry 
-Fractions, decimals and the 2.0, 2.1, 2.2 and 2.3 
number line 
-Solving multistep problems 
-Rounding decimals 
-Draw a picture- problem 
solving strategy #9 
-Adding and subtracting 
decimals 
-Comparing prices 
-Collecting and organizing 
data 

c -Making a bar graph 
-Stem-and-leaf plots 
-Line plots and outliers 
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0 -Understanding and reading 
line graphs 
-Make a graph - problem 
solving strategy #1 0 
-Graphing ordered pairs 
-Distances on coordinate grids 
-Graphing equations 
-Ways to represent data 

Science/Social Make Environmentally Safe History Social Science 
Studies Pesticides Standards 
FOSS Kits Students learn about the 4.1.5, 4.4, 4.4.5, 4.4.6 and 
Hougton Mifflin harmful effects of chemical 4.4.9 
History and Social pesticides on ground water 
Science CA Studies and the environment and 
American investigate natural 
Adventure: The Gold alternatives. Students use 
Rush recipes to create natural 

pesticides using ingredients 
such as jalapeno juice and 
garlic 
Informational Video, Skit, Play 
or Puppet Show 
Students write, direct and act 
in a movie that teaches others 

Ct about watershed issues (e.g. 
skits about ways to reduce 
urban runoff pollution). 
Students then present their 
video to other classes and 
family members. 

Social studies -
Section in the text book-
World War II to the Seventies 

Field Trips Camp Arroyo 
Kids For The Bay- Berkeley 
Marina 
Kids For The Bay - Slide 
Ranch 

0 
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c~ April Description Standards Assessment 

Morning Meeting Monthly School-wide Values: Listening and Speaking Writer's Workshop 
caring, responsibility, respect, Strategies: 1.0-1.9 Community 

Responsive collaboration, environmental Written Conventions: 1. 1-1.7 Meeting 
Classroom Morning stewardship, etc. 
Meeting Book, First Friday share, word problem, 
Six Weeks of School graph and poem of the week. 

Morning message conventions 
correction (spelling, verb 
usage, punctuation, 
capitalization, simple and 
compound sentencesl 

Language and Word Daily Language Review- Reading 1.0, 1.1, 1.2, 1.3, 1.4, Daily Language-
Study Students edit sentences and 1.5, 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1.7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1.7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 

C• 
complete various activities with weekly or as 
the words during the week, needed (Words 
some include Spelling Wheel Their Way). 
of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way -Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning connections. 

Writing Workshop GENRE: Poetry Writing Strategies 1.1, 1.2, 1.3, Writer's Notebook 
Teach posture, paper, and 1.4, 1.5, 1.6, 1.7,1.9 and 1.10 Individual and 

Handwriting wlout pencil skills, letter, word and small group 
Tears sentence skills for the purpose Reading 1.2, 1.5 and 1.6 conferences. 
Lucy Calkins Writing of teaching students proper Published poems 
Write Source handwriting habits - cursive Literary Response and Oral presentations 
Six + 1 Traits Students produce "I AM" Analysis 3.5 of poems in 

poems using figurative "Poetry Slam 
language Speaking Applications 2.4 Contest" 
Create poems that use 
multiple meaning words and Listening and Speaking 
homophones Strategies 1.9 
Use the thesaurus to deliver 
words with more "punch" 

0 (synonyms and idioms) 
Students orally_present their 
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0 own and other artists' poems 
using appropriate inflection 
and volume. 

Reading Workshop RTA - Phases 1-5 NO new standards introduced RT A skill sheets 
Strategies and skills: This is GR extension 

Guided Reading the time to double back and sheets and word 
ReadThinkApply explicitly reteach strategies work. 
ReadAiouds and skills students are still Independent work 
Independent weak using at grade level. assignment 
Reading Independent Reading: sheets. 

Response to literature -
heavily model and provide 
exemplars for responses. 
Maintain and update an 
independent menu based on 
the resources you have 
available and are consistent 
with either the content 
previously taught or presently 
being focused on. 
Read Naturally: Computer-
based reading program that 
guides students through 
vocabulary and 

C• comprehension skills. Monitor 
student progress and adjust 
accordingly. 

Math Workshop Weekly assess fast fact level Number Sense 1.2, 1.6, 1.7, 
for multiplication 1.9, 2.1 and 2.2 

Marilyn Burns Use Math Coach and Marilyn 
Scott Foresman Burns to fill in gaps on any of Mathematical Reasoning 1.1 , 
Math Coach the math concepts below 1.2, 2.3, 2.4, 2.5 and 2.6 
Problem Solver Teach content information on 
Fast Facts the following mathematical Algebra and Functions 1.2 and 

concepts: 1.5 
-Relating fractions and mixed 
numbers to decimals Statistics, Data and Probability 
-Decimal place value 1.0, 1.1, 1.2 and 1.3 
Comparing and ordering 
decimals Measurement and Geometry 
-Fractions, decimals and the 2.0, 2.1, 2.2 and 2.3 
number line 
-Solving multistep problems 
-Rounding decimals 
-Draw a picture - problem 
solving strategy #9 
-Adding and subtracting 
decimals 

C· 
-Comparing prices 
-Collecting and organizing 
data 
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d -Making a bar graph 
-Stem-and-leaf plots 
-Line plots and outliers 
-Understanding and reading 
line graphs 
-Make a graph - problem 
solving strategy #1 0 
-Graphing ordered pairs 
-Distances on coordinate grids 
-Graphing equations 
-Ways to represent data 

Science/Social Make Environmentally Safe History Social Science 
Studies Pesticides Standards 4.1.4, 4.4, 4.4.6, 

Students learn about the 4.4.8 and 4.4.9 
FOSS Kits harmful effects of chemical 
Hougton Mifflin pesticides on ground water 
History and Social and the environment and 
Science CA Studies investigate natural 
American alternatives. Students use 
Adventure: The Gold recipes to create natural 
Rush pesticides using ingredients 

such as jalapeno juice and 
garlic 
Informational Video, Skit, Play 

Ca or Puppet Show 
Students write, direct and act 
in a movie that teaches others 
about watershed issues (e.g. 
skits about ways to reduce 
urban runoff pollution). 
Students then present their 
video to other classes and 
family members. 

Social studies-
Section in the text book- New 
SteQ_s Forward 

Field Trips East Bay MUD 

0 
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QMay Description Standards Assessment 

Morning Meeting Monthly School-wide Values: Listening and Speaking • Writer's 
caring, responsibility, respect, Strategies: 1.0-1.9 Workshop 

Responsive collaboration, environmental Written Conventions: 1.1-1 . 7 • Community 
Classroom Morning stewardship, etc. Meeting 
Meeting Book, First Friday share, word problem, 
Six Weeks of School graph and poem of the week. 

Morning message conventions 
correction (spelling, verb 
usage, punctuation, 
capitalization, simple and 
compound sentence~. 

Language and Word Daily Language Review - Reading 1.0, 1.1, 1.2, 1.3, 1.4, Daily Language -
Study Students edit sentences and 1.5, 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1. 7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1. 7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 

c, complete various activities with weekly or as 
the words during the week, needed (Words 
some include Spelling Wheel Their Way). 
of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way - Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning connections. 

Writing Workshop GENRE: Functional Listening and Speaking Published letter to 
Teach posture, paper, and Strategies 1.1, 1.2 1.5, 1.6, statesmen about 

Handwriting w/out pencil skills, letter, word and 1.7, 1.8 and 1.9 current 
Tears sentence skills for the purpose environmental 
Lucy Calkins Writing of teaching students proper Speaking Application 2.2 issue. 
Write Source handwriting habits - cursive Creation of themed 
Six + 1 Traits Teach professional/business recipe cookbook 

letter writing style and create DVD cover for 
letters to a local or DC DVD about K4 TB 
statesmen. material 
Bring and compile recipes for K4TB play to go 
class cookbook themed on the DVD 
according to a class vote for Letter writing 
topics rubric 

C· Write play dialogue for 
showcase video and DVD 
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c covers information 
'Reading Workshop RTA- Phases 1-5 NO new standards introduced RTA skill sheets 

Strategies and skills: Focus GR extension 
Guided Reading should explicitly be on test sheets and word 
ReadThinkApply taking strategies and skills work. 
ReadAiouds although they should have Independent work 
Independent been introduced and covered assignment 
Reading throughout the year. sheets. 

Independent Reading: 
Response to literature -
heavily model and provide 
exemplars for responses. 
Maintain and update an 
independent menu based on 
the resources you have 
available and are consistent 
with either the content 
previously taught or presently 
being focused on. 
Read Naturally: Computer-
based reading program that 
guides students through 
vocabulary and 
comprehension skills. Monitor 

~· 
student progress and adjust 
accordingly_. - Math Workshop Weekly assess fast fact level Number Sense 1.8 
for multiplication 

Marilyn Burns Use Math Coach and Marilyn Mathematical Reasoning 1.1, 
Scott Foresman Burns to fill in gaps on any of 2.2, 2.4 and 3.1 
Math Coach the math concepts below 
Problem Solver Teach content information on Algebra and Functions 1.1 and 
Fast Facts the following mathematical 1.4 

concepts: 
-Points, lines, segments, rays Measurement and Geometry 
and angles 1.1' 1.2, 1.3, 1.4, 3.0, 3.1' 3.2, 
-Polygons, 3.4, 3.5, 3.6, 3.7 and 3.8 
-Triangles 
-Quadrilaterals 
-Spatial reasoning 
-Circles 
-Congruent figures 
Use logical reasoning -
problem solving strategy #11 
-Line symmetry 
-Slides, flips and turns of 
figures 
-Rotational symmetry 

0 
-Solid figures 
-Drawing patterns for solids 
-Using congruent figures 
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0 -Using customary units of 
measurement 
-Using metric units of 
measurement 
-Determining if your answer is 
reasonable 
-Using customary and metric 
units to measure temperature 
-Choose a strategy - problem 
solving strategy #11 
-Perimeter 
-Area 
-Areas of irregularly shaped 
figures 
-Determine if two rectangles 
have the same area and 
perimeter 
-Using_perimeter and area 

Science/Social Make Environmentally Safe History Social Science 
Studies Pesticides Standards 4.1, 4.2, 4.3, 4.3.3, 

Students learn about the 4.3.4, 4.4.2, 4.4.3 and 4.4.4 
FOSS Kits harmful effects of chemical 
Hougton Mifflin pesticides on ground water 
History and Social and the environment and 

c Science CA Studies investigate natural 
tAmerican alternatives. Students use 
Adventure: The Gold recipes to create natural 
Rush pesticides using ingredients 

such as jalapeno juice and 
garlic 
Informational Video, Skit, Play 
or Puppet Show 
Students write, direct and act 
in a movie that teaches others 
about watershed issues (e.g. 
skits about ways to reduce 
urban runoff pollution). 
Students then present their 
video to other classes and 
family members. 

Social Studies 
Section in the textbook- The 
Gold Rush Years 
All social studies sections in 
American Adventures 

Field Trips Mother Lode 

0 
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C• June Description Standards Assessment 

Morning Meeting Monthly School-wide Values: Listening and Speaking Writer's Workshop 
caring, responsibility, respect, Strategies: 1.0-1.9 Community 

Responsive collaboration, environmental Meeting 
Classroom Morning stewardship, etc. Written Conventions: 1.1-1. 7 
Meeting Book, First Friday share, word problem, 
Six Weeks of School graph and poem of the week. 

Morning message conventions 
correction (spelling, verb 
usage, punctuation, 
capitalization, simple and 
compound sentence~. 

Language and Word Daily Language Review- Reading 1.0, 1.1, 1.2, 1.3, 1.4, Daily Language -
Study Students edit sentences and 1.5, 1.6, 2.6 and 3.5 formative 

make corrections to assessment, 
Daily Language punctuation, capitalization, and Writing 1.7 and 1.8 writing workshop, 
Review grammar. They also complete and pop quizzes. 
High Incident items that practice a variety of Written and Oral Conventions Administer a 
Academic Word List language and reading skills. 1.3, 1.4, 1.6 and 1.7 Spelling Inventory 
Words Their Way Pick 16 to 20 words from the each trimester and 

high incident academic word unit assessment/ 
list each week. Students spelling test 
complete various activities with weekly or as c the words during the week, needed (Words 
some include Spelling Wheel Their Way). 
of Fortune, Spelling board 
game and Spelling 
concentration. 
Words Their Way - Students 
look closely at words to 
discover vowel patterns, 
syllable structures, and 
spelling-meaning connections. 

Writing Workshop GENRE: Self reflection and Writer's Notebook 
new student letters Individual and 

Handwriting wlout Teach posture, paper, and small group 
Tears pencil skills, letter, word and conferences. 
Lucy Calkins Writing sentence skills for the purpose Published self 
Write Source of teaching students proper reflection 
Six + 1 Traits handwriting habits- cursive Published letter to 

Teach letter personal writing an incoming 4th 

Introduce self evaluation grader 
procedures. 

Reading Workshop RTA - Phases 1-5 NO new standards introduced RTA skill sheets 
Strategies and skills: Focus GR extension 

Guided Reading should explicitly be on test sheets and word 
ReadThinkApply taking strategies and skills work. 

0 ReadAiouds although they should have Independent work 
lnde_Qendent been introduced and covered assignment 
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dReading 

Math Workshop 

Marilyn Bums 
Scott Foresman 
Math Coach 

C 
Problem Solver 

lFast Facts 

Civicorps Elementary School Fourth Grade Scope and Sequence 2010-2011 

throughout the year. 
Independent Reading: 
Response to literature -
heavily model and provide 
exemplars for responses. 
Maintain and update an 
independent menu based on 
the resources you have 
available and are consistent 
with either the content 
previously taught or presently 
being focused on. 
Read Naturally: Computer
based reading program that 
guides students through 
vocabulary and 
comprehension skills. Monitor 
student progress and adjust 
accordingly. 
Weekly assess fast fact level 
for multiplication 
Use Math Coach and Marilyn 
Burns to fill in gaps on any of 
the math concepts below 
Teach content information on 
the following mathematical 
concepts: 
-Points, lines, segments, rays 
and angles 
-Polygons, 
-Triangles 
-Quadrilaterals 
-Spatial reasoning 
-Circles 
-Congruent figures 
-Use logical reasoning -
problem solving strategy #11 
-Line symmetry 
-Slides, flips and turns of 
figures 
-Rotational symmetry 
-Solid figures 
-Drawing patterns for solids 
-Using congruent figures 
-Using customary units of 
measurement 
-Using metric units of 
measurement 

reasonable 

Number Sense 1.8 

Mathematical Reasoning 1 .1 , 
2.2, 2.4 and 3.1 

Algebra and Functions 1.1 and 
1.4 

Measurement and Geomet~ 
1.1' 1.2, 1.3, 1.4, 3.0, 3.1' 3.2, 
3.4, 3.5, 3.6, 3. 7 and 3.8 

sheets. 

C 
-Determining if your answer is 

L---------------~-~U~s~in~lgLc~u~s~to~m~a~~a~n~d~m~e~tr~ic~~-----------------------L------------~ 
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0 units to measure temperature 
-Choose a strategy - problem 
solving strategy #11 
-Perimeter 
-Area 
-Areas of irregularly shaped 
figures 
-Determine if two rectangles 
have the same area and 
perimeter 
-Using perimeter and area 

Science/Social Social studies History Social Science 
Studies Section in the textbook- The Standards 4.1, 4.1.3, 4.1.5, 

21st Century 4.4.6, 4.4.7, 4.5, 4.5.1' 4.5.2, 
FOSS Kits 4.5.3, 4.5.4 and 4.5.5 
Hougton Mifflin 
History and Social 
Science CA Studies 
American 
Adventure: The Gold 
Rush 
Field Trips 

0 

0 
30 



Civicorps Elementary School Fourth Grade Scope and Sequence 2010-2011 

C· Notes 

Morning Meeting • Tailor the teaching and learning of the written and oral convention standards to 
your particular classroom needs. Remember, this is not the main area where 
these standards should be covered, but more so review and spiraling back. 

Language and Word • Differentiating Words Their Way- Based on the Spelling Inventory you can group 
Study students according to their spelling level using notebooks A-E after you establish 

routines and structures. 
• High Incident Academic Word games are teacher created and templates can be 

accessed on the Q Drive under curriculum for 2009-2010. Spelling Wheel of 
Fortune asks students to solve phrase puzzles that include spelling words. Each 
student is on a team and they work together to solve the puzzle. Each consonant 
is worth a certain amount of points and each vowel cost a certain number of 
points. Solving can happen at any time. The team with the most points at the 
end of six puzzles wins. 

Writing Workshop • Informational reports will be linked to science and social studies standards-
creating reports reflective of the material that we are learning in those content 
areas. 

• DVD creation project is connected to K4TB curriculum and is also our Showcase 
material. 

Reading Workshop 
Math Workshop • Scott Foresman Chapters 1-3 covered in September and October (7 weeks -

tested on Interim #1) I 

c~ 
• Scott Foresman Chapters 4-5 covered in November and December (5 weeks -

tested on Interim #2) 
• Scott Foresman Chapters 6-8 covered in January and February (7 weeks -tested 

on Interim #3) 
• Scott Foresman Chapters 9-10 covered in March and April (5 weeks- tested on 

Interim #4) 
• Scott Foresman Chapters 11-12 covered in May and June (2.5 weeks) 

Science/Social 
Studies 

Field Trips 

0 
31 



Civicorps Elementary School 
Fifth Grade Scope and Sequence 2010-2011 

Aug./Sept. Description Standards Assessments 
Qrorning Meeting Establish the "why" and "how" 1.1-1. 5 Conventions: Sentence RC Levell-

eq: M, T, Th, F of each component with the structure, grammar, Obs./assessment 
20-30 mins. goal of gradual release to punctuation, capitalization and Student participation 

independence. spelling. in MM pg. 67 
First Six Weeks of Greeting: Simple and common RC Levell-
School greetings to establish Send letter to 
Morning Mtg. Book expectations for greetings. parents about MM 
Responsive Sharing: Guided practice of pg.205 
Classroom L 1 protocols for interactive 

sharing -sharer and audience. 
Decide on a sharing system -
sign-up or calendar? 
Activities: Partner, table and 
whole group cooperative 
activities. 
News and Announcements: 
Reading and reviewing written 
message. Briefly go over 
school wide expectations 
before actual application. 

Civic Literacy Students will begin to learn Competencies: Review previous 
Freq: 1x week, Wed. about every student in the Self-Awareness content 
15-20 mins. class. Relationship Skills -theory and 

Students will brainstorm Social Awareness - practice 
SR Lessons qualities that make for a safe .. Oral and written 
.1 and 5.2 and caring classroom. check-ins 

Making Conn.ections Students_will develop class Embedded 
& (+)Environment agreements. obs./reflection 
Language and Word Conduct baseline inventory 1.2-1.4 Word Analysis: Word WTW: 
Study and group students into origins, synonyms, antonyms 1 of 4 baseline 
Freq: 5x week developmental stages. and homographs, Greek and spelling inventories 
30 mins. Use level D orE, review weeks Latin roots. pg. 13. 

1-5 whole group, to establish 
Month-by-Month routines and procedures in 1.5 Conventions: Spelling. 
Phonics preparation for small group 
Words Their Way: differentiation. 
Levels C-E Word lntro., practice sort, apply skill, 
Study words in context and complete 

sort - five day template 
Reading Workshop Conduct baseline running 2.3 Reading Comp. Fiction 
Freq: 5x week records. (n-f): Main idea Running Record: 1 
60-75 mins. Explicit teaching of strategies of 4. 

(monitor comp. (f) and activate 3.2 Lit. Response (f): Strategy 
Reader's Workshop and connect (n-f)) and skills Main problem, plot, conflict and assessment rubrics 
Strategies That via whole group. Mon.-Tues. resolution Skills application 
Work Explicit teaching of small group sheets 
The Camp. Toolkit routines and procedures Small group work 
Guiding Readers related to guided reading GR rubric 

QndWriters ~ reciprocal teaching (RT). Small group 
Wed.-Fri. anecdotal info. 

1 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

~~iting Workshop Conduct R.A.F.T.S. (role, 1.2, 1.6 Writing Strategies: Upper grade 
eq: 4xweek audience, format, topic and Multiple exp. paragraph, rubric/assessment 

45-60 mins. strong verb) assessment. evaluate and revise R.A.F.T.S. prompt 
Introduce purpose of each Anecdotal notes pg. 

Six + 1 Traits component. Writing Application: 95 
Write Source Overview of the writing N /A Scoring guide pgs. 
Lucy Calkins Writing process via an introduction to 116-119 
Handwriting wlout paragraph writing using the six 1.2, 1.4, 1.5 Conventions: 
Tears traits, "All About Me - Past, Grammar, capitalization and 

Present, and Future." spelling 
Establish teacher conference 
and peer review structures. 

Math Cooperative group activities, 1.1 Diagnostic 
Freq: 5x week establishment of fast facts Number Sense checkpoints 
60 mins. levels and overall diagnostic Problem-solving test 

assessment. 1.2, 1.3 prep. 
Scott Foresman Place value through billions Algebra and Functions Cumulative review 
Marilyn Burns. and rounding whole numbers. Performance 
Math Coach Adding and subtracting whole assessment 
Problem Solver numbers. 
Fast Facts Algebra: Addition properties 

and variables. 
Science (Life) -Students study four 2a-2d, I&E6d Pretest 
Freq: 2x month related human body transport Life Sciences: 

.. 
Embedded 

60-75 mins. systems that provide all the Living cells. assessment 
cells water, food, gas Science notebook 

Living System FOSS exchange, and waste disposal. Response sheets 
Kit - Teacher obs. 

Benchmark 
assessment 
1-Check 1 

History ISS 
Freq: 2x month 
60-75 mins. 

Houghton Mifflin -
United States 
History (Early Years) 

0 
2 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

October Description Standards Assessments 
Morning Meeting Greeting: Diversify and add 1.1-1.5 Conventions: Sentence RC Levell-
Freq: M, T, Th, F complexity to greetings based structure, grammar, Obs./assessments 
20-30 mins. on class ability. punctuation, capitalization and Student 

Sharing: Interactive sharing spelling. participation in MM 
First Six Weeks of (sharer/audience). (pg. 67) 
School Activities: Rotate between 
Morning Mtg. Book academic/social activities - MIT 
Responsive and Th/F. 
Classroom L 1 News and Announcements: 

Read and review written 
message. 

Civic Literacy Students will recognize ways Competencies: Review previous 
Freq: 1x week, Wed. they are similar to and different Self-Awareness content 
15-20 mins. from one another and be able Relationship Skills -theory and 

to assess and articulate the Social Awareness practice 
ESR Lessons value of being unique. Oral and written 
5.3 and 5.4 Students will be attentive to the check-ins 
Similar/Different & needs of others in order to Embedded 
Work Cooperatively complete a project. obs./reflection 
Language and Word Form three groups - majority of 1.2-1.4 Word Analysis: Word Weekly or 
Study students, letter-name and origins, synonyms, antonyms biweekly 
Freq: 5x week derivational refations. and homographs, Greek and spell checks 

0 mins. Align sort lessons with Latin roots. 
standards requirements. 

Month-by-Month Intra., practice sort, apply skill, 1.5 Conventions: Spelling. ~· .... '" 

Phonics words in context and complete 
Words Their Way: sort- five day template. 
Levels A-E Word Weekly game introduction. 
Study 
Reading Workshop Continue explicit teaching of 2.4 Reading Camp. Strategy 
Freq: 5x week strategies (activate and connect (n-f): Infer, draw conclusions assessment 
60-75 mins. (n-f) and ask questions) and rubrics 

skills via whole group. Man- 3.3 Lit. Response (f): Skills application 
Reader's Workshop Tues. Character analysis sheets 
Strategies That Introduce GR -7 RT fishbowl to Small group work 
Work make small group expectations rubric 
The Camp. Toolkit explicit. Wed.-Fri. Small group 
Guiding Readers Students begin collaboratively anecdotal info. 
and Writers reading text together using 

GR/RT structures with teacher 
facilitation. 

Writing Workshop Narrative writing - short story 1.1 Writing Strategies: Upper grade 
Freq: 4x week with a few characters and one Multiple nar. paragraph rubric/assessment 
45-60 mins. conflict or problem. Elements Anecdotal notes 

include a setting, characters, 2.1 Writing App: pg.95 
Six + 1 Traits and a plot with a beginning, Write narrative Scoring guide pgs. 

~tSource rising action, a high point, and 116-119 
cy Calkins Writing the ending - prewriting, writing 1.2-1.5 Conventions: 
ndwriting wlout and revising. Grammar, punctuation, 

3 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

dears capitalization and spelling. 

Math Multiply whole numbers. 2.1 Diagnostic 
Freq: 5x week Perimeter, area, surface area Number Sense checkpoints 
60 mins. and volume. Problem-solving 

1.1' 1.3 test prep. 
Scott Foresman Measurement and Geometry Cumulative review 
Marilyn Burns Performance 
Math Coach assessment 
Problem Solver 
Fast Facts 

Science (Life)- Students study four 2a-2e, I&E6 a-d, f-i Embedded 
Freq: 2x month related human body transport Life Sciences: Assessment 
60-75 mins. systems that provide all the Living cells, vascular plants. Science notebook 

cells water, food, gas Response sheets 
Living System FOSS exchange, and waste disposal. Teacher obs. 
Kit (Life)- Students investigate the 

transport system in vascular Benchmark 
plants and learn about assessment 
specialized structures, xylem 1-Check% 
and phloem tubes. 

History ISS 
Freq: 2x month 

.. 
-· -... 

60-75 mins. ~ 

Houghton Mifflin -
-· 

United States 
History (Early Years) 

0 
4 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

Oovember Description Standards Assessments 
Morning Meeting Greeting: Student Jed greetings, 1 .1-1. 5 Conventions: Sentence RC Levell-
Freq: M, T, Th, F intra. 1-2 new greetings per structure, grammar, Obs./assessments 
20-30 mins. week. punctuation, capitalization and Student 

Sharing: partner, focused, spelling. participation in MM 
First Six Weeks of interactive and whole group. pg.67 
School Activities: Student Jed - rotate 
Morning Mtg. Book between academic/social 
Responsive activities- MIT and Th/F. 
Classroom L 1 News and Announcements: 

Read, review AND respond to 
written message. Tie in 
conventions and math skills for 
student inj:>ut and interaction. 

Civic Literacy Students will be able to Competencies: Review previous 
Freq: 1x week, Wed. describe what influences Self-Awareness content 
15-20 mins. someone's point of view and Self-Management -theory and 

begin to understand the Relationship Skills practice 
ESR Lessons importance of understanding Oral and written 
5.5 and 5.6 another's point of view in order check-ins 
Point of View & to resolve conflicts. Embedded 
Exploring Conflict Students will be able to place obs./reflection 

c6nflicts into categories as a : .. 
way of understanding 
differences in conflict resolution 

-· .. strategies . -
Language and Word Reform three groups as needed 1.2-1.4 Word Analysis: Word Weekly or 
Study - majority of students, letter- origins, synonyms, antonyms biweekly 
Freq: 5x week name and derivational and homographs, Greek and spell checks 
30 mins. relations. Latin roots. 

Align sort lessons with 
Month-by-Month standards requirements. 1.5 Conventions: Spelling. 
Phonics Intra., practice sort, apply skill, 
Words Their Way~ words in context and complete 
Levels A-E Word sort- five day template. 
Study_ Weekly game. 
Reading Workshop Continue explicit teaching of 2.5 Reading Camp. Strategy 
Freq: 5x week strategies (infer meaning) and (n-f): Fact and opinion assessment 
60-75 mins. skills via whole group. Mon.- rubrics 

Tues. 3.4 Lit. Response (f): Skills application 
Reader's Workshop Students collaboratively read Theme sheets 
Strategies That text together using a Small group work 
Work combination of strategies and rubric 
The Camp. Toolkit one skill application using Small group 
Guiding Readers GR/RT structures with teacher anecdotal info. 
and Writers facilitation. Wed.-Fri. 

Teacher works with individual 

9 
groups as needed and based 
on GR 7 RT readiness. 

5 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

Orting Workshop Narrative writing - short story 1.1 Writing Strategies: Upper grade 
eq: 4x week with a few characters and one Multiple nar. paragraph rubric/assessment 

45-60 mins. conflict or problem. Elements Anecdotal notes 
include a setting, characters, 2.1, 2.2 Writing App: pg. 95 

Six + 1 Traits and a plot with a beginning, Write narrative and responses Scoring guide pgs. 
Write Source rising action, a high point, and to literature 116-119 
Lucy Calkins Writing the ending - editing and 
Handwriting wlout publishing. 1.2-1.5 Conventions: 
Tears Respond to literature in various Grammar, punctuation, 

ways, including a paragraph, capitalization and spelling. 
book review essay and different 
forms of literature (quotes, 
poems, articles, etc.). 

Math Perimeter, area, surface area 2.2 Number Sense Diagnostic 
Freq: 5x week and volume. checkpoints 
60 mins. Division 1 .1 , 1 .3 Measurement and Problem-solving 

Geometry test prep. 
Scott Foresman Cumulative review · 
Marilyn Burns Performance 
Math Coach assessment 
Problem Solver 
Fast Facts 
Science (Life)- Students investigate the 2a, 2e, I&E6a-c, f-i Embedded 
Freq: 2x month transport system in vascular Life Sciences: . Assessment 

0-75 mins. plants and learn about Vascular plants Science notebook 
specialized structures, xylem Response sheets 

Living System FOSS and phloem tub~s. Benchm~rk 
-· 

Kit assessment 
1-Check 2 

History ISS 
Freq: 2x month 
60-75 mins. 

Houghton Mifflin -
United States 
History 
(Early Years) 

0 
6 



Civicorps Elementary School Fifth Grade Scope and Sequence 20 I 0-20 II 

Oecember Description Standards Assessments 
Morning Meeting Greeting: Student led greetings, 1.1-1.5 Conventions: Sentence RC Levell-
Freq: M, T, Th, F intro. 1-2 new greetings per structure, grammar, Obs./assessments 
20-30 mins. week. punctuation, capitalization and Student participation 

Sharing: Interactive sharing. spelling. in MM pg. 67 
First Six Weeks of Activities: Student led - rotate 
School between academic/social 
Morning Mfg. Book activities - MIT and Th/F. 
Responsive News and Announcements: 
Classroom L 1 Read, review AND respond to 

written message. Tie in 
conventions and math skills for 
student input and interaction. 

Civic Literacy Students will identify what Competencies: Review previous 
Freq: 1x week, Wed. makes conflict escalate and de- Self-Awareness content 
15-20 mins. escalate and personal Relationship Skills -theory and 

escalators. practice 
ESR Lesson 5. 7 Students will share de- Oral and written 
Conflict Escalation escalating techniques and check-ins 

strategies. Embedded 
obs./reflection 

Language and Word Reform three groups as needed 1.2-1.4 Word Analysis: Word WTW: 
Study ·-- - - majority of students, letter- origins, synonyms, ani:onyms 2 of 4 baseline 

req: 5x week name and derivational and homographs, Greek and spelling inventories 
0 mins. relations. Latin roots-. pg. 13 

Align sort lessons with 
Month-by-Month standards requirements. 1.5 Conventions: Spelling. 
Phonics lntro., practice sort, apply skill, 
Words Their Way: words in context and complete 
Levels A-E Word sort- five day template. 
Study Weekly game. 
Reading Workshop Continue explicit teaching of Reading Comp (n-f): Non-Fiction 
Freq: 5x week strategies (determine 2.2 Sequence Running Record: 2 
60-75 mins. importance) and skills via whole of 4. 

group. Mon.-Tues. Lit. Response (f): Strategy 
Reader's Workshop Students collaboratively read N/A assessment rubrics 
Strategies That text together using a Skills application 
Work combination of strategies and sheets 
The Camp. Toolkit one skill application using Small group work 
Guiding Readers GR/RT structures with teacher rubric 
and Writers facilitation. Wed.-Fri. Small group 

Teacher works with individual anecdotal info. 
groups as needed and based 
on GR -7 RT readiness. 
All small groups are varied in 
independent reading, reciprocal 
teaching, or guided reading at 

0 their independent or 
instructional level. 

Writing Workshop Respond to literature in various 1.2, 1.3 Writing Strategies: Upper grade 

7 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

oeq:4xweek ways, including a paragraph, Multiple exp. paragraph, use rubric/assessment 
5-60 mins. book review essay and different org. features of printed text R.A.F.T.S. prompt 

forms of literature (quotes, Anecdotal notes pg. 
Six + 1 Traits poems, articles, etc.). 2.2, 2.3 Writing App: 95 
Write Source Build research skills by learning Write responses to literature, Scoring guide pgs. 
Lucy Calkins Writing how to gather info, locating research reports 116-119 
Handwriting w/out sources and using reference 
Tears material in preparation for 1.2-1.5 Conventions: 

research report. Grammar, punctuation, 
capitalization and spelling. 

Math Division. 2.1' 2.2 Diagnostic 
Freq: 5x week Decimals: Place value and Number Sense checkpoints 
60 mins. multiply and dividing. Problem-solving test 

prep. 
Scott Foresman Cumulative review 
Marilyn Burns Performance 
Math Coach assessment 
Problem Solver Fall interim 
Fast Facts 

Science • (Physical) - Students make 1 f, 1 g and l&E6c, f Pretest 
Freq: 2x month mixtures of water and solid Physical Sciences: Embedded 
60-75 mins. materials and separate the Separating mixtures Assessment . 

mixtures with screens and Science notebook 
ixtures and filters. Response sheets 
olutions FOSS Kit Teacher obs. 

Benchmark •.. 
- assessment 

1-Check 1 
History ISS 
Freq: 2x month 
60-75 mins. 

Houghton Mifflin -
United States 
History 
(Early Years) 

0 
8 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

Oanuary Description Standards Assessments 
Morning Meeting Greeting: Student led greetings. 1.1-1.5 Conventions: Sentence RC Levell-
Freq: M, T, Th, F Sharing: Interactive sharing. structure, grammar, Obs./assessments. 
20-30 mins. Activities: Student led - rotate punctuation, capitalization and Student participation 

between academic/social spelling. in MM pg. 67 
First Six Weeks of activities - MIT and Th/F. 
School News and Announcements: 
Morning Mtg. Book Read, review AND respond to 
Responsive written message. Tie in 
Classroom L 1 conventions and math skills for 

student input and interaction. 
Civic Literacy Students will 1) describe ways Competencies: Review previous 
Freq: 1x week, Wed. people communicate and Self-Awareness content 
15-20 mins. physically react when angry Social Awareness -theory and 

2) be able to articulate things Self-Management practice 
ESR Lessons that cause them to be angry Relationship Skills Oral and written 
5.8 and 5.9 3) distinguish between check-ins 
Exploring Anger & constructive and destructive Embedded 
Active Listening responses and obs./reflection 

4) identify personal techniques 
for managing anger. 
Students will 1) identify 
elements of active listening ~ ... 

-
2) paraphrase and reflect 
feelings and 
3) understand the importance 

- -· of listening as a way to de-
escalate conflicts. 

Language and Word Reform three groups as needed 1.2-1.4 Word Analysis: Word Weekly or biweekly 
Study -majority of students, Jetter- origins, synonyms, antonyms spell checks 
Freq: 5x week name and derivational and homographs, Greek and 
30 mins. relations. Latin roots. 

Align sort lessons with 
Month-by-Month standards requirements. 1.5 Conventions: Spelling. 
Phonics Intra., practice sort, apply skill, 
Words Their Way: words in context and complete 
Levels A-E Word sort- five day template. 
Study Weekly game. 

Reading Workshop Continue explicit teaching of 2.1 Reading Camp (n-f): Text Strategy 
Freq: 5x week strategies (determine features assessment rubrics 
60-75 mins. importance and summarize and Skills application 

synthesize) and skills via whole 3.5 Lit. Response (f): sheets 
Reader's Workshop group. Mon.-Tues. Literary device Small group work 
Strategies That Students collaboratively read rubric 
Work text together using a Small group 
The Camp. Toolkit combination of strategies and anecdotal info. 

9ruiding Readers one skill application using 
nd Writers GR/RT structures with teacher 

facilitation. Wed.-Fri. 

9 



Civicorps Elementary School Fifth Grade Scope and Sequence 20 I 0-2011 

Teacher works with individual 
groups as needed and based 
on GR 7 RT readiness. 
All small groups are varied in 
independent reading, reciprocal 
teaching, or guided reading at 
their independent or 
instructional level. 

Writing Workshop Build research skills by learning 1.3 Writing Strategies: Upper grade 
Freq: 4x week how to gather info, locating Use org. features of printed rubric/assessment 
45-60 mins. sources and using reference text Anecdotal notes pg. 

material in preparation for 95 
Six + 1 Traits research report. 2.3 Writing App: Scoring guide pgs. 
Write Source Write a research report about Write research reports 116-119 
Lucy Calkins Writing important ideas, issues, or 
Handwriting wlout events by using specific 1.2-1.5 Conventions: 
Tears guidelines- prewriting, writing Grammar, punctuation, 

and revising. capitalization and spelling. 
Math Decimals: Place value, multiply 1.2, 1.5, 2.3 Diagnostic 
Freq: 5x week and dividing, comparing Number Sense checkpoints 
60 mins. fractions to decimals. Problem-solving test 

Fractions: Compare fractions to prep. 
Scott Foresman decimals and percents, Cumulative review 
Marilyn Burns understand fractions and mixed. Performance 

ath Coach numbers. assessment . rob/em Solver 
Fast Facts 
Science (Physical) - Students make 1b, 1f, 1g, 1i and Embedded 
Freq: 2x month mixtures of water and solid I&E6c, f, h, i Assessment 
60-75 mins. materials and separate the Physical Sciences: Science notebook 

mixtures with screens and Separating mixtures, fizz quiz Response sheets 
Mixtures and filters. Teacher obs. 
Solutions FOSS Kit (Physical) - Students Benchmark 

systematically mix assessment 
combinations of solid materials 1-Check 1/2 
with water and observe 
changes that occur. 

History ISS 
Freq: 2x month 
60-75 mins. 

Houghton Mifflin -
United States 
History 
(Early Years) 

0 
10 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

Oebruary Description Standards Assessments 
Morning Meeting Greeting: Student led greetings. 1.1-1.5 Conventions: Sentence RC Levell-
Freq: M, T, Th, F Sharing: partner, focused, structure, grammar, Obs./assessments. 
20-30 mins. interactive and whole group. punctuation, capitalization and Student participation 

Activities: Student led - rotate spelling. in MM pg. 67 
First Six Weeks of between academic/social 
School activities- MIT and Th/F. 
Morning Mtg. Book News and Announcements: 
Responsive Read, review AND respond to 
Classroom L 1 written message. Tie in 

conventions and math skills for 
student input and interaction. 

Civic Literacy Competencies: Review previous 
Freq: 1x week, Wed. Students will 1) identify ways to Self-Management content 
15-20 mins. respond to bullying behavior 2) Relationship Skills -theory and 

identify boundaries for when to practice 
ESR Lesson 5.15 intervene and when not to 3) Oral and written 
Bullying Behavior discuss the responsibility of check-ins 

being an involved bystander Embedded 
and 4) be introduced to obs./reflection 
strategies for ways bystanders 
can intervene. 

Language .and Word Reform three groups as needed 1.2-1.4 Word Analysis: Word Weekly or biweekly 
tudy - majority of students, letter- origins, synonyms, antonyms spell checks 
req: 5x week name and derivational and homographs, Greek and 

30 mins. relations. - Latin roots. 
Align sort lessons with 

Month-by-Month standards requirements. 1.5 Conventions: Spelling. 
Phonics lntro., practice sort, apply skill, 
Words Their Way: words in context and complete 
Levels A-E Word sort - five day template. 
Study Vocab - Two sort words per 

week. 
Weekly game. •' 

Reading Workshop Continue explicit teaching of Reading Comp (n-f): Strategy 
Freq: 5x week strategies (summarize and 2.4 Infer, draw conclusions assessment rubrics 
60-75 mins. synthesize) and skills via ~hole Skills application 

group. Mon.-Tues. Lit. Response (f): sheets 
Reader's Workshop Students collaboratively read 3. 7 Author's technique Small group work 
Strategies That text together using a rubric 
Work combination of strategies and Small group 
The Comp. Toolkit one skill application using anecdotal info. 
Guiding Readers GR/RT structures with teacher 
and Writers facilitation. Wed.-Fri. 

Teacher works with individual 
groups as needed and based 
on GR 7 RT readiness. 

<? 
All small groups are varied in 
independent reading, reciprocal 
teaching, or guided reading at 

11 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

0 their independent or 
instructional level. 

Writing Workshop Write a research report about 1.3 Writing Strategies: Upper grade 
Freq: 4x week important ideas, issues, or Use org. features of printed rubric/assessment 
45-60 mins. events by using specific text Anecdotal notes pg. 

guidelines - editing and 95 
Six + 1 Traits publishing. 2.3 Writing App: Scoring guide pgs. 
Write Source Write research reports 116-119 
Lucy Calkins Writing 
Handwriting wlout 1.2-1.5 Conventions: 
Tears Grammar, punctuation, 

capitalization and spelling. 
Math Fractions: Understand fractions 1.2, 1.5, 2.3 Diagnostic 
Freq: 5x week and mixed numbers and Number Sense checkpoints 
60 mins. fractional computation. Problem-solving test 

prep. 
Scott Foresman Cumulative review 
Marilyn Burns Performance 
Math Coach assessment 
Problem Solver 
Fast Facts 
Science (Physical) - Students 1a, 1b, 1d, 1f Embedded 
Freq: 2x month systematically mix and I&Ef-i Assessment 
60-75 mins. combinations of solid materials Physical Sciences: Science notebook 

with water and observe Fizz quiz Response sheets 
ixtures and changes that occur. Teacher obs. 

Solutions FOSS Kit Benchmark 
assessment 
!-Check 2 

History ISS 
Freq: 2x month 
60-75 mins. 

Houghton Mifflin -
United States 
History 
(Early Years) 

0 
12 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

Oarch Description Standards Assessments 
Morning Meeting Greeting: Student led greetings. 1.1-1.5 Conventions: Sentence RC Levell-
Freq: M, T, Th, F Sharing: Interactive sharing. structure, grammar, Obs./assessments. 
20-30 mins. Activities: Student led - rotate punctuation, capitalization and Student participation 

between academic/social spelling. in MM pg. 67 
First Six Weeks of activities- MIT and Th/F. 
School News and Announcements: 
Morning Mtg. Book Read, review AND respond to 
Responsive written message. Tie in 
Classroom L 1 conventions and math skills for 

student inQut and interaction. 
Civic Literacy Students will 1) describe ways Competencies: Review previous 
Freq: 1x week, Wed. people communicate and Self-Awareness content 
15-20 mins. physically react when angry Social Awareness -theory and 

2) be able to articulate things Self-Management practice 
ESR Lessons that cause them to be angry Relationship Skills Oral and written 
5.10 and 5.11 3) distinguish between check-ins 
1-Messages & constructive and destructive Embedded 
Negotiating Win-Win responses and obs./reflection 

4) identify personal techniques 
for managing anger. 
Students will 1) identify 

•. elements of active listening 
2) paraphrase and reflect 
feelings and 

. 3) understand the importance •· 

of listening as a way to de-
escalate conflicts. 

Language and Word Reform three groups as needed 1.2-1.4 Word Analysis: Word WTW: 
Study - majority of students, letter- origins, synonyms, antonyms 3 of 4 baseline 
Freq: 5x week name and derivational and homographs, Greek and spelling inventories 
30 mins. relations. Latin roots. (pg. 13). 

Align sort lessons with 
Month-by-Month standards requirements. 1.5 Conventions: Spelling. 
Phonics lntro., practice sort, apply skill, 
Words Their Way: words in context and complete 
Levels A-E Word sort - five day template. 
Study Vocab - Two sort words per 

week. 
Weekly game. 

Reading Workshop Continue explicit teaching of Reading Comp (n-f): FICTION 
Freq: 5x week strategies (ALL/Explicit Re- Spiral/ Running Record: 3 
60-75 mins. teach of one) and skills via TBD on class needs of 4. 

whole group. Mon.-Tues. Strategy 
Readers Workshop Students collaboratively read Lit. Response (f): assessment rubrics 
Strategies That text together using a Spirai/TBD on class needs Skills application 
Work combination of strategies and sheets qe Camp. Toolkit one skill application using Small group work 

uiding Readers GR/RT structures with teacher rubric 
nd Writers facilitation. Wed.-Fri. Small group 

13 
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¢ Teacher works with individual anecdotal info. 
groups as needed and based 
on GR -7 RT readiness. 
All small groups are varied in 
independent reading, reciprocal 
teaching, or guided reading at 
their independent or 
instructional level. 

Writing Workshop Students will compose Writing Strategies: N/A Upper grade 
Freq: 4x week persuasive paragraphs and rubric/assessment 
45-60 mins. essays across the curriculum, 2.4 Writing App: R.A.F.T.S. prompt 

all the while evaluating various Write persuasive compositions Anecdotal notes pg. 
Six + 1 Traits persuasive essays and media 95 
Write Source forms - prewriting, writing and 1. 7, 1.8 Listen-Speak: Scoring guide pgs. 
Lucy Calkins Writing revision. Understand persuasive tech, 116-119 
Handwriting wlout analyze media use of 
Tears persuasion 

1.2-1.5 Conventions: 
Grammar, punctuation, 
capitalization and spelling. 

Math Fractions: Relating fractions to 1.2, 2.1 Diagnostic 
Freq: Sx week ratios and percents. Number Sense checkpoints 
60 mins. Integers (positive and negative Problem-solving test 

numbers). 1.2, 1.3 prep. 
ott Foresman Geometry. Measurement and Geometry Cumulative review 
arilyn~Burns - -. Performance 

Math Coach assessment 
Problem Solver Winter interim 
Fast Facts 
Science (Earth) - Students Sa-c and I&Ea, g Pretest 
Freq: 2x month systematically mix Earth Sciences: Embedded 
60-75 mins. combinations of solid materials Solar system Assessment 

with water and observe Science notebook 
Water Planet FOSS changes that occur. Benchmark 
Kit assessment 

1-Check 1 
History/SS 
Freq: 2x month 
60-75 mins. 

Houghton Mifflin -
United States 
History 
(Early Years) 

0 
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..... 
\.-"pril Description Standards Assessments 

Morning Meeting Greeting: Student Jed greetings. 1.1-1.5 Conventions: Sentence RC Levell-
Freq: M, T, Th, F Sharing: Interactive sharing. structure, grammar, Obs./assessments. 
20-30 mins. Activities: Student led- rotate punctuation, capitalization and Student participation 

between academic/social spelling. in MM pg. 67 
First Six Weeks of activities- MIT and Th/F. 
School News and Announcements: 
Morning Mtg. Book Read, review AND respond to 
Responsive written message. Tie in 
Classroom L 1 conventions and math skills for 

student inp_ut and interaction. 
Civic Literacy Students will be able to define Competencies: Review previous 
Freq: 1x week, Wed. prejudice and explain how it Self-Awareness content- theory and 
15-20 mins. affects people. Social Awareness practice 

Oral and written 
ESR Lesson 5. 13 check-ins 
What is Prejudice? Embedded 

obs./reflection 
Language and Word Reform three groups as needed 1.2-1.4 Word Analysis: Word Weekly or biweekly 
Study -majority of students, letter- origins, synonyms, antonyms spell checks 
Freq: 5x week name and derivational and homographs, Greek and 
30 mins. relations. Latin roots. 

Align sort lessons with .. 

onth-by-Month standards requirements. 1.5 Conventions: Spelling. 
honics Intra., practice sort, apply skill, 

Words Their Way: words in context and complete . 
Levels A-E Word sort- five day template. .. .. 

Study Weekly game. 
Reading Workshop The Genre of Test Reading unit Reading Camp (n-f): Strategy 
Freq: 5x week All small groups are varied in Spirai/TBD on class needs assessment rubrics 
60-75 mins. independent reading, reciprocal Skills application 

teaching, or guided reading at Lit. Response (f): sheets 
Reader's Workshop their independent or Spiral/ Small group work 
Strategies That instructional level. , TBD on class needs rubric 
Work Small group 
The Camp. Toolkit anecdotal info. 
Guiding Readers 
and Writers 
Writing Workshop Students will compose Writing Strategies: N/A Upper grade 
Freq: 4x week persuasive paragraphs and rubric/assessment 
45-60 mins. essays across the curriculum, 2.4 Writing App: Anecdotal notes pg. 

all the while evaluating various Write persuasive compositions 95 
Six + 1 Traits persuasive essays and media Scoring guide pgs. 
Write Source forms- editing and publishing. 1.7, 1.8 Listen-Speak: 116-119 
Lucy Calkins Writing Students will experiment with Understand persuasive tech, 
Handwriting wlout various forms of poetry and analyze media use of 
Tears utilize special poetry persuasion 

techniques, in addition to 
celebrating multi-cultural poets 3.1, 3.5 Lit. Response: 
and the significance of poetry Author's purpose, reason for 

15 



Civicorps Elementary School Fifth Grade Scope and Sequence 2010-2011 

0 month- prewriting, writing and common literary devices 
revising. 

1.2-1.5 Conventions: 
Grammar, punctuation, 
capitalization and spelling. 

Math Geometry. 1.1' 1.4, 1.5 Diagnostic 
Freq: 5x week Coordinate graphing. Algebra and Functions checkpoints 
60 mins. STAR test prep. review Problem-solving test 

2.1' 2.2 prep. 
Scott Foresman Measurement and Geometry Cumulative review 
Marilyn Bums Performance 
Math Coach assessment 
Problem Solver 
Fast Facts 
Science (Earth)- Students 3a, 3c, 3d, 3e and 4b-d and Embedded 
Freq: 2x month systematically mix 5a-c and I&Ea, g Assessment 
60-75 mins. combinations of solid materials Earth Sciences: Science notebook 

with water and observe Solar system, weather Quick write 
Water Planet FOSS changes that occur. Benchmark 
Kit (Earth)- Students inventory assessment 

Earth's water and learn that the 1-Check 1/5 
water cycle redistributes water 
worldwide. 

History ISS - - - .. 

req: 2x month 
0-75 mins. 

. .. -
Houghton Mifflin -
United States 
History 
(Early Years) 

0 
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Oay (STAR Test) Description Standards Assessments 
Morning Meeting Greeting: Student led greetings. 1.1-1.5 Conventions: Sentence RC Levell-
Freq: M, T, Th, F Sharing: partner, focused, structure, grammar, Obs./assessments. 
20-30 mins. interactive and whole group. punctuation, capitalization and Student participation 

Activities: Student led - rotate spelling. in MM pg. 67 
First Six Weeks of between academic/social 
School activities- MIT and Th/F. 
Morning Mtg. Book News and Announcements: 
Responsive Read, review AND respond to 
Classroom L 1 written message. Tie in 

conventions and math skills for 
student input and interaction. 

Civic Literacy Students will be able to identify Competency: Review previous 
Freq: 1x week, Wed. remedies for things that are Social Awareness content 
15-20 mins. unfair, including prejudice and -theory and 

discrimination. practice 
ESR Lesson 5.14 Oral and written 
Inequality check-ins 

Embedded 
obs./reflection 

Language and Word Reform three groups as needed 1.2-1.4 Word Analysis: Word Weekly or biweekly 
Study -majority of students, letter- origins, synonyms, antonyms spell checks 
Freq: 5x week - name and derivational . and homographs, Greek and .. 
30 mins. relations. Latin roots. 

Align sort lessons with 
Month-by-Month standards requirements. 1.5 Conventi~ns: Spelling. 
Phonics lntro., practice sort, apply skill, 
Words Their Way: words in context and complete 
Levels A-E Word sort- five day template. 
Study Weekly game. 
Reading Workshop Continue explicit teaching of Reading Comp (n-f): N/A Strategy 
Freq: 5x week strategies (ALL/Explicit Re- assessment rubrics 
60-75 mins. teach of one -) and skills via Lit. Response (f): Skills application 

whole group. Mon.-Tues. 3.6 Literary criticism sheets 
Reader's Workshop Students collaboratively read Small group work 
Strategies That text together using a rubric 
Work combination of strategies and Small group 
The Comp. Toolkit one skill application using anecdotal info. 
Guiding Readers GR/RT structures with teacher 
and Writers facilitation. Wed.-Fri. 

Teacher works with individual 
groups as needed and based 
on GR ~ RT readiness. 
All small groups are varied in 
independent reading, reciprocal 
teaching, or guided reading at 
their independent or 
instructional level. ~iting Workshop Students will experiment with 3.1, 3.5 Lit. Response: Upper grade 

eq: 4xweek various forms of poetry and Author's purpose, reason for rubric/assessment 

17 
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0.5-60 mins. utilize special poetry common literary devices Anecdotal notes pg. 
techniques, in addition to 95 

Six + 1 Traits celebrating multi-cultural poets 1.2-1.5 Conventions: Scoring guide pgs. 
Write Source and the significance of poetry Grammar, punctuation, 116-119 
Lucy Calkins Writing month- editing and publishing. capitalization and spelling. 
Handwriting w/out 
Tears 
Math Multiplication and division of 2.4, 2.5 Diagnostic 
Freq: 5x week fractions. Number Sense checkpoints 
60 mins. Measurement with comparing Problem-solving test 

units 1.4 prep. 
Scott Foresman Measurement and Geometry Cumulative review 
Marilyn Burns Performance 
Math Coach assessment 
Problem Solver 
Fast Facts 

Science Review all content taught to TBD as needed Embedded 
Freq: 2x month date, focusing on smallest gaps Assessment 
60-75 mins. of misunderstanding in Benchmark 

preparation for state test. assessment 
History/SS 
Freq: 2x month 
60-75 mins. -· •.. 

oughton Mifflin -
United States -
History 

·-

(Early Years) 

0 
18 
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Oune Description Standards Assessments 
Morning Meeting Greeting: Student led greetings. 1.1-1.5 Conventions: Sentence RC Levell 
Freq: M, T, Th, F Sharing: Interactive sharing. structure, grammar, Reflection/Memory 
20-30 mins. Activities: Student led - rotate punctuation, capitalization and book pgs. 244-247 

between academic/social spelling. 
First Six Weeks of activities - MIT and Th/F. 
School News and Announcements: 
Morning Mtg. Book Read, review AND respond to 
Responsive written message. Tie in 
Classroom Levell conventions and math skills for 

student input and interaction. 
Civic Literacy Students will 1) identify ways to Competencies: Review previous 
Freq: 1 x week, Wed. respond to bullying behavior Self-Management content 
15-20 mins. 2) identify boundaries for when Relationship Skills -theory and 

to intervene and when not to practice 
ESR 3) discuss the responsibility of Students perform a 
Lessons - RECAP being an involved bystander summative 
Summarize ESR and assessment and 
learning and 4) be introduced to strategies written reflection 
implications for next for ways bystanders can 
~ear intervene. 
Language and Word Reform three groups as needed 1 .2-1.4 Word Analysis: Word WTW: 
Study " 

. -majority of students, letter- origins, synonyms, antonyms 4 'of 4 baseline 
req: 5x week name and derivational and homographs, Greek and spelling inventories 
0 mins. relations. Latin roots. pg. 13. 

Align sort lessons with -
Month-by-Month standards requirements. 1.5 Conventions: Spelling. 
Phonics lntro., practice sort, apply skill, 
Words Their Way: words in context and complete 
Levels A-E Word sort- five day template. 
Study Vocab - Two sort words per 

week. 
Weekly game. 

Reading Workshop Continue explicit teaching. of Reading Comp (n-f): Non-Fiction 
Freq: 5x week strategies (ALL/Explicit Re- 2.2 Sequence Running Record: 4 
60-75 mins. teach of one -) and skills via of4. 

whole group. Mon.-Tues. Lit. Response (f): Strategy 
Reader's Workshop Students collaboratively read 3.1 Genre characteristics assessment rubrics 
Strategies That text together using a Skills application 
Work combination of strategies and sheets 
The Camp. Toolkit one skill application using Small group work 
Guiding Readers GR/RT structures with teacher rubric 
and Writers facilitation. Wed.-Fri. Small group 

Teacher works with individual anecdotal info. 
groups as needed and based 
on GR -7 RT readiness. 
All small groups are varied in 

~ 
independent reading, reciprocal 
teaching, or guided reading at 
their independent or 
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Oriting Workshop 
instructional level. 
A Yearbook of Reflections Writing Strategies: Upper grade 

Freq: 4x week writing that will allow students NIA rubric/assessment 
45-60 mins. to capture memorable moments Writing App: R.A.F.T.S. prompts 

from throughout the year. N/A Anecdotal notes pg. 
Six + 1 Traits 95 
Write Source 1.2-1.5 Conventions: Scoring guide pgs. 
Lucy Calkins Writing Grammar, punctuation, 116-119 
Handwriting wlout capitalization and spelling. 
Tears 
Math Return to concepts that are Number Sense Diagnostic 
Freq: 5x week weak in student abilities. Measurement and Geometry checkpoints 
60 mins. Use math games, projects and Algebra and Functions Problem-solving test 

investigations to strengthen SOAP prep. 
Scott Foresman algebraic reasoning. Cumulative review 
Marilyn Burns Performance 
Math Coach assessment 
Problem Solver Spring interim 
Fast Facts 

Science (Earth) - Students inventory 3a, 3c, 3d, 3e and 4b-d Embedded 
Freq: 2x month Earth's water and learn that the Earth Sciences: Assessment 
60-75 mins. water cycle redistributes water Weather Science notebook 

worldwide. Quick write -· 
ater Planet FOSS Benchmark 

it assessment 
1-Check 5 

History ISS 
Freq: 2x month 
60-75 mins. 

Houghton Mifflin -
United States 
History 
(Early Years) 

0 
20 
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0 Notes 

Morning Meeting - Students gather as a whole class each morning to greet one another, share news, participate 
in a group activity and listen to news and announcements for the day ahead. 

Civic Literacy - ESR - Connected and Respected is framed on five themes: Making Connections, Emotional 
Literacy, Caring and Effective Communication, Cultural Competence and Social Responsibility, and Conflict 
Management and Responsible Decision-Making. ESR lessons will be held in lieu of Wednesday morning 
meetings. All school meetings are also held on Wednesday mornings. 

Month to Month Phonics - Use of components dependent on overall classroom needs. 

Words Their Way -Word study, spelling, vocabulary, and phonics activities in a developmental sequence from 
Letter-Name through the Derivational Relations stage. 

Reading Workshop- Using the Read, Think, Apply (RTA) structures to teach the six reading strategies identified 
in the Comprehension Toolkit and standards based reading skills in various small group settings (guided reading 
-7 reciprocal teaching/literature circles) based on ability and readiness. 

Writing Workshop - The goal of daily HWT will be to publish pieces in cursive. The Write Source Skills book will 
be used as Daily Oral Language. 

Math- Daily math fact fluency. Wednesday will be dedicated to problem-solving activities and discussions but not 
exclusive. Mental math can be integrated into MM activity and throughout the day. SOAP and math reasoning 

oandards will be addressed throughout each week and as result are documented above. 

Science - Each trimester will be devoted to one of the major areas of science as outlined in the CA standards -
physical, life and earth, keeping in mind students are tested by the state in this subject in sth grade. Investigations 
and experiments will be conducted throughout. 

Signature Field Trip - Camp Arroyo is a 4-day field trip. Consider scheduling after STAR test when possible. 

Homework Schedule 

Monday Tuesday Wednesday Thursday 

Math Math Math - Problem Solving Math 
Reading Comp. Science/Health Conventions/Writing History/Social Science 

0 
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0 ELA Standards Integration Matrix 

Month Comp. Non-Fiction Skill Fiction Skill Writing Strat./ Writing 
Strategies Reading Comp. - Lit. Response/Analysis App. Conventions 

21% -16% -21% -23% 
Aug./ Monitor 2.3 Main idea 3.2 Main problem, plot, 
Sept. Comp./Activate conflict and resolution 

and Connect 
Oct. Activate and 2.4 Infer, draw 3.3 Character analysis 

Connect/ conclusions 
Ask Questions 

Nov. Infer Meaning 2.5 Fact and opinion 3.4 Theme 
Dec. Determine 2.2 Sequence N/A 

Importance 
151 Tri 
End 
Jan. Determine 2.1 Text features 3.5 Literary device 

Importance/ 
Summarize 
and 
Synthesize 

Feb. Summarize 2.4 Infer, draw 3. 7 Author's technique 
and - conclusions - -

'- Synthesize 
~ar. ALL Spiral/ TBD on class Spiral/ TBD on class 

strategies/Expli needs ·· needs 
cit Re-teaching 
of: 

2"0 Tri 
End 
Apr. The Genre of Spiral/ TBD on class Spiral/ TBD on class 

Test Reading needs needs 
May ALL N/A 3.6 Literary criticism .. 

strategies/Expli 
cit Re-teaching 
of: 

Jun. ALL 2.2 Sequence 3.1 Genre 
strategies/Expli characteristics 
cit Re-teaching 
of: 

3rd Tri 
End 

0 
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Civicorps Elementary 
Assessment Calendar 

2010-2011 

Kindergarten and First Grade 

Trimester 1 Testing 
Window/Deadline 

Baseline Assessment: Fountas and Pinnel l Phonics September 7-30 

Baseline Assessment: Math September 7-30 

Baseline Assessment: Writing August 30-
September 3 

Cumulative CST Pre-Test (2-5) N/A 

Fountas and Pinnell Reading Benchmark and Phonics November 8-19 
Assessment (Level 1) 

Fountas and Pinnell Benchmark Assessments Level 2 N/A 
(3-5) 
Writing Assessment: Six Traits Rubric November 1-5 

Scott Foresman/Bay Area Math Project November 8-19 
Math Benchmark Assessment 
Science 2 FOSS labs/ 

month 

Social Stud ies ongoing 

Portfolio Linked to Report Card Standards ongoing 

Service Learning ongoing 

Trimester 2 Testing 
Window/Deadline 

Cumulative CST Post-Test N/A 

Fountas and Pinnell Reading Benchmark and Phonics March 21-April 1 
Assessment (Level 1) 

Fountas and Pinnell Benchmark Assessments Level 2 N/A 

Writing Assessment: Six Traits Rubric March 14-18 

Scott Foresman/Bay Area Math Project Benchmark March 21-April1 
Assessment 

MPO 

Set baseline. 

Set baseline. 

Set baseline. 

N/A 

Benchmark Reading Assessment: 
80% of K students @ or above level A, 
1st Grade @ or above level C 
Phonics Assessment: 
20% growth from baseline 
N/A 

All students will progress 1 + level(s) on a 
five point rubric 
80% of students will score at 80% or 
higher 
All students will participate in 2 hands-
on , grade level FOSS Science labs per 
month that include one of the following 
scientific areas: Physical Sciences, Life 
Sciences, Earth Sciences and 
Investigation and Experimentation. 

80% of students will demonstrate 
mastery of skills learned on FOSS unit 
assessments/checklists . 

All students will score at 4+ on a 
standards based report card rubric 
All students will be able to verbally 
articulate their learning during First 
Trimester Student Led Conferences 
All students will produce Service 
Learning Signature Projects as archived 
in electronic Service Learning Portfo lios 

MPO 

N/A 

Benchmark Reading Assessment: 
80% of students: 
K@ or above level B, 
1st @ or above level F (or 1-2 or levels of 
growth ) 
Phonics Assessment: 20% growth from 
First Trimester Assessment 
N/A 

All students will progress 1+ level(s) on a 
five point rubric 
80% of students will score at 80% or 
higher 



Science 

Social Studies 

Portfolio Linked to Report Card Standards 

Service Learning 

Trimester 3 

Fountas and Pinnell Benchmark and Phonics 
Assessment (Level 1) 

Civicorps Elementary 
Assessment Calendar 

2010-201 1 

2 FOSS labs/ 
month 

ongoing 

ongoing 

ongoing 

Testing 
Window/Deadline 

May 16-26 

Fountas and Pinnell Benchmark Assessments Level 2 N/A 

Writing Assessment: Six Tra its Ru bric May9-13 

Scott Foresman//Bay Area Math Project Benchmark May 16-26 
Assessment 
Science 2 FOSS labs/ 

month 

Social Studies ongoing 

Portfolio Linked to Report Card Standards ongoing 

Service Learning ongoing 

All students will participate in 2 hands-
on , grade level FOSS Science labs per 
month that include one of the following 
scientific areas: Physical Sciences, Life 
Sciences, Earth Sciences and 
Investigation and Experimentation . 

80% of students will demonstrate 
mastery of skills learned on FOSS unit 
assessments/checklists. 

All students will score at 4+ on a 
standards based report card rubric 
All students will be able to verbally 
articulate their learning during Second 
Trimester Student Led Conferences 
All students will produce Service 
Learning Signature Projects as archived 
in electronic Service Learning Portfolios 

MPO 

Benchmark Reading Assessment: 
80% of students: 
K@ or above level C, 
151 @ or above Ieveii (or 1-2 or more 
levels of growth) 
Phonics Assessment: 
20% growth from baseline 
with 80% of students at 80% or above 
N/A 

All students will progress 1 + level(s) on a 
five point rubric 
80% of students will score at 80% or 
higher 
All students will participate in 2 hands-
on , grade level FOSS Science labs per 
month that include one of the following 
scientific areas: Physical Sciences, Life 
Sciences, Earth Sciences and 
Investigation and Experimentation. 

80% of students will demonstrate 
mastery of skills learned on FOSS unit 
assessments/checklists. 

All students will score at 4+ on a 
standards based report card rubric 
-

All students will produce Service 
Learning Signature Projects as archived 
in electronic Service Learning Portfolios 
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Assessment Calendar 

2010-2011 

Second and Third Grade 

Trimester 1 Testing 
Window/Deadline 

CST Diagnostic Test #1 (Language Arts and October 11-15 
Math) 
Fountas and Pinnell Benchmark Assessments N/A 
Level 1 and Phonics Assessment 
Fountas and Pinnell Reading Benchmark November 8-19 
Assessments (Level 2) 

Writing Assessment (Narrat ive/Memoir): Six November 8-19 
Traits Rubric 
Scott Foresman/Bay Area Math Project November 8-19 
Math Benchmark Assessment 
Science 2 FOSS labs/ 

month 

Social Studies ongoing 

Portfolio Linked to Report Card Standards ongoing 

Service Learn ing ongoing 

Trimester 2 Testing 
Window/Deadline 

CST Diagnostic Test #2 (Language Arts and January 25-28 
Math) 

Fountas and Pinnell Benchmark Assessments N/A 
Level 1 and Phon ics Assessment 
Fountas and Pinnell Reading Benchmark March 14-24 
Assessments (Level 2) 

Writing Assessment (Expository/I nformational )): March 24 
Six Traits Rubric 

MPO 

Set basel ine 

N/A 

80% of 2no Grade students @ or 
above level J, 
3rd51 Grade @ or above level M 

80% of students will score 4+ on a five 
point rubric 

80% of students will score at 80% 
or higher 
All students wi ll participate in 2 hands-
on, grade level FOSS Science labs per 
month that include one of the following 
scientific areas: Physical Sciences, 
Life Sciences, Earth Sciences and 
Investigation and Experimentation. 

80% of students will demonstrate 
mastery of skil ls learned on FOSS unit 
assessments/checklists. 

All students will score at 4+ on a 
standards based report card rubric 
All students will be able to 
articulate their learning during First 
Trimester Student Led 
Conferences 
All students will produce Service 
Learning Signature Projects as 
archived in electron ic Service 
Learn ing Portfolios 

MPO 

Individual goals set based on 
basel ine 

N/A 

80% of 2no Grade students @ or 
above level L, 
3rd51 Grade @ or above level 0 

80% of students will score a 4+ on a 
five point rubric 
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Assessment Calendar 

2010-2011 

Scott Foresman/Bay Area Math Project March 24 
Math Benchmark Assessmen 
Science 2 FOSS Labs/ 

month 

Social Studies ongoing 

Portfolio Linked to Report Card Standards ongoing 

Service Leaning ongoing 

Trimester 3 Testing 
Window/Deadline 

CST Diagnostic Test #3 April 4-8 

Fountas and Pinnell Benchmark Assessments N/A 
Level 1 and Phonics Assessment 
Fountas and Pinnell Benchmark Assessments May 23-June 3 
(Leve12) 

Writing Assessment (Fiction)): Six Traits Rubric May 23-June 3 

Scott Foresman/Bay Area Math Project May 23-June 3 
Math Benchmark Assessment 
Science 2 FOSS labs/ 

month 

Social Studies ongoing 

Portfolio Linked to Report Card Standards ongoing 

80% of students will score at 80% 
or hiqher 
All students will participate in 2 hands-
on , grade level FOSS Science labs per 
month that include one of the following 
scientific areas: Physical Sciences, 
Life Sciences, Earth Sciences and 
Investigation and Experimentation. 

80% of students will demonstrate 
mastery of skills learned on FOSS unit 
assessments/checklists. 
All students will score at 4+ on a 
standards based report card rubric 
All students will be able to 
articulate their learning during 
Second Trimester Student Led 
Conferences 
All students will produce Service 
Learning Signature Projects as 
archived in electronic Service 
Learninq Portfolios 

MPO 

Individual goals set based on 
baseline 
N/A 

80% of 2"0 Grade students @ or above 
level N, 
3rd51 Grade @l or above level P+ 
80% of students will score 4+ on a five 
point rubric 
80% of students will score at 80% or 
hiqher 
All students will participate in 2 hands-
on , grade level FOSS Science labs per 
month that include one of the following 
scientific areas: Physical Sciences, 
Life Sciences, Earth Sciences and 
Investigation and Experimentation. 

80% of students will demonstrate 
mastery of skills learned on FOSS unit 
assessments/checklists. 

All students will score at 4+ on a 
standards based report card rubric 
-



Service Leaning 

Civicorps Elementary 
Assessment Calendar 

2010-2011 

ongoing All students will produce Service 
Learning Signature Projects as 
archived in electronic Service 
Learninq Portfolios 
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Assessment Calendar 

2010-2011 

Grades 4 and 5 

Trimester 1 Testing 
Window/Deadline 

CST Diagnostic Test #1 (Language Arts and October 11 -15 
Math) 

Words Their Way Feature Inventory Benchmark August 31 -
Assessment September 1 0 

Fountas and Pinnell Reading Benchmark September 20-
Assessments Level 2 October 1 

Writing Assessment (Narrative/Memoir)): Six November 1-5 
Traits Rubric 
Scott Foresman//Bay Area Math Project September 13-17 
Math Benchmark Assessment 
Science 2 FOSS labs/ 

month 

Social Studies ongoing 

Portfolio Linked to Report Card Standards ongoing 

Service Learning ongoing 

Trimester 2 Testing 
Window/Deadline 

CST Diagnostic Test #2 (Language Arts and January 25-28 
Math) 

Words Their Way Feature Inventory Benchmark November 29-
Assessment December 3 

MPO 

Baseline to be set for each student 
for each content standard 

At least 80% of 4 th grade students 
wi ll score within the Syllables and 
Affixes range 
At least 80% of 5th grade students 
wi ll score within the Middle-Late 
Syllables and Affixes range 
At least 80% of 4th grade students 
wi ll score at levels 0-P 
At least 80% of 4th grade students 
will score at levels S-T 

80% of students will score 4+ on a five 
point rubric 

80% of students will score at 80% 
or higher 
All students will participate in 2 hands-
on , grade level FOSS Science labs per 
month that include one of the following 
scientific areas: Physical Sciences, 
Life Sciences, Earth Sciences and 
Investigation and Experimentation. 

80% of students will demonstrate 
mastery of skills learned on FOSS unit 
assessments/checklists. 

All students will score at 4+ on a 
standards based report card rubric 
All students will be able to verbally 
articulate their learning during First 
Trimester Student Led 
Conferences 
All students will produce Service 
Learning Signature Projects as 
archived in electronic Service 
Learning Portfolios 

MPO 

Individual goals set based on 
baseline 

At least 80% of 4th grade students 
will score within the Syllables and 
Affixes range 



Civicorps Elementary 
Assessment Calendar 

2010-2011 

Fountas and Pinnell Reading Benchmark November 29-
Assessments Level 2 December 3 

Writing Assessment (Expository/Informational)) : February 28-March 
Six Traits Rubric 11 
Scott Foresman//Bay Area Math Project November 8-16 
Math Benchmark Assessment 

Science 2 FOSS Labs/ 
month 

Social Studies ongping 

Portfolio Linked to Report Card Standards ongoing 

Service Learning ongoing 

Trimester 3 Testing 
Window/Deadline 

CST Diagnostic Test #3 (Language Arts and April 4-8 
Math) 

Words Their Way Feature Inventory Benchmark June 1-10 
Assessment 

Fountas and Pinnell Reading Benchmark June 1-10 
Assessments Level 2 

At least 80% of 5tn grade students 
will score within the Middle-Late 
Syllables and Affixes range 

At least 80% of 4th grade students 
will score at levels Q-R 
At least 80% of 5th grade students 
will score at levels S-T 

80% of students will score 4+ on a five 
point rubric 

80% of students will score at 80% 
or higher 

All students will participate in 2 hands-
on , grade level FOSS Science labs per 
month that include one of the following 
scientific areas: Physical Sciences, 
Life Sciences, Earth Sciences and 
Investigation and Experimentation. 

80% of students will demonstrate 
mastery of skills learned on FOSS unit 
assessments/checklists. 

All students will score at 4+ on a 
standards based report card rubric 
All students will be able to verbally 
articulate their learn ing during 
Second Trimester Student Led 
Conferences 
All students will produce Service 
Learning Signature Projects as 
archived in electronic Service 
Learning Portfolios 

MPO 

Individual goals set based on 
baseline 

At least 80% of 4th grade students 
will score within the Middle-Late 
Syllables and Affixes range 
At least 80% of 5th grade students 
wi ll score within the Derivational 
Relations range 
At least 90% of 4 tn grade students 
will score at levels S-T 
At least 90% of 5th grade students 
wi ll score at levels U-W 



Civicorps Elementary 
Assessment Calendar 

2010-2011 

Writing Assessment (Fiction )): Six Traits Rubric June 1-10 

Scott Foresman//Bay Area Math Project June 1-10 
Math Benchmark Assessment 

Science 2 FOSS labs/ 
month 

Social Studies ongoing 

Portfolio Linked to Report Card Standards ongoing 

Service Learning ongoing 

80% of students will score 4+ on a five 
point rubric 
80% of students will score at 80% 
or higher 

All students will participate in 2 hands-
on , grade level FOSS Science labs per 
month that include one of the following 
scientific areas: Physical Sciences, 
Life Sciences, Earth Sciences and 
Investigation and Experimentation. 

80% of students will demonstrate 
mastery of skills learned on FOSS unit 
assessments/checklists. 

All students will score at 4+ on a 
standards based report card rubric 

-

All students will produce Service 
Learning Signature Projects as 
archived in electronic Service 
Learning Portfolios 



0 

Civicorps Elementary School - Kindergarten Report Card 

I Student: Academic Year: 2010-11 I Teacher: 

Grading Scale 

5 
4 
3 
2 
1 
X 

Advanced Consistently grasps, applies and extends the state and school standards 
Proficient Grasps and applies the state and school standards 

Basic Moving towards proficiency level of the state and school standards 
Below Basic Beginning to grasp and apply the state and school standards 

Far Below Basic Not grasping the state and school standards 
Not evaluated at this time 

Language Arts 1 2 3 
Word Analysis, Fluency, Systematic Vocabulary Listening and Speaking 
Development Shares ideas using complete sentences 

Social Studies 1 2 3 Recites short poems, rhymes and songs 

Demonstrates understanding of "Learning Narrates personal experience 

and Working Now and Long Ago." 
Identifies concepts of print Mathematics 
(left to right, spacing, words, top to bottom) Number Sense 
Names upper case letters 26) Counts objects accurately to 30 
Names lower case letters 261 Represents 10 or less by grouping objects 
Names and identifie? all Consonants Understands: more than/less than/equal 

letter sounds Vowels 
Phonemic Awareness Blends Sounds 

(oral) Substitutes Sounds Counts By 

Segments Sounds 
Identifies I Produces Identify Recognizes numbers up to 30 

Rhyming words Produce Writes numbers to 30 
Distinguishes beginning Beginning Uses estimation strategies 

1 
2 
5 
10 

r \ and ending sounds Ending Demonstrates the concept of+/- with objects 
~ Reads Sight words and Sight words Algebra and Functions 

eve words eve 
Identifies the number of words in sentences 

Identifies, sorts and classifies objects by 
attribute 

and syllables in words Measurement and Geometry 
Compares length, weight and volume 

Reading Comprehension I Literary 1 2 3 Understands time concepts 
Response I Fluency Names days of the week 
Uses pictures and context to make Identifies geometric.shapes: 
predictions about story content (Square, Circle, Triangle, Rectangle) 
Retells familiar stories including character Describes common _geometric shapes 
setting_ and important events Identifies 3-dimensional shapes 
Asks and answers questions about story (Sphere, Cone, Cube, Cylinder) 
elements Statistics/Data Analysis/Probability 

Understands and uses pictographs 

Writing 1 2 3 Recognizes/describes/extends patterns 

Writes name correctly ! First Mathematical Reasoning 

I Last Models and explains problems I solutions 
Writes upper and lower case letters 
inde_pendently 
Writes consonant-vowel-consonant words 

Science - Physical, Life, Earth 
Observes, measures and predicts properties 

Writes from Left to Right and Top to Bottom of materials 
with proper spacing Observes plants and animals 
Writes words and brief sentences that are Observes that earth is composed of land, air, 

All~eg_ible 
Yw;ses letter and phonetically spelled words to 

rite about a specific topic 

water 
Develops questions and performs 
investigations 

1 2 ~ 

~ 

1 2 ':l 
~ 

1 2 3 



I Communicates findings and observations 

Civicorps Elementary School - Kindergarten Report Card 

Student: Attendance 
Total Days 
Days Tardy 
Days 
Absent 

+ -- Strength 
Y- Meets Expectations 
N -Area of Concern 

"Let Your Life Speak" 
Respects others and their property 
Takes responsibility for own actions 
Cooperates with adults 
Resolves conflict verbally 
Participates in classroom activities 

Visual Arts 
Explores new art 

'~ 
materials 
Works carefully using 
art materials and tools 

MAKING Practices artistic 
skills and techniques 

Shows appreciation 

v for the subject 
Collaborates with 
peers 

CARING Asks critical 
questions about the 
subject ,,_ 
Reflects on his/her 

THINKING 
artwork and process 
Uses art vocabulary 

Makes artistic 
observations about 

~ 
the world 
Analyzes the work of 

LOOKING other artists 
Pays attention to 
their creative 
choices as artists 

Study Skills 
Follows directions 
Completes tasks in a timely manner 
Works neatly and carefully 
Maintains appropriate attention span 
Works independently 
Works well with others 
Follows classroom routines 
Exhibits organizational skills 
Returns notes and homework 

1 

... 

1 

1 

2 

2 

2 

3 

3 

3 

1 2 3 Academic Year: 2010-11 

Physical Development 1 2 
Gross motor skills 

Ji.e. hop, balance, ball sills, etc.) 
Fine motor skills 
(i.e. cut, copy, pencil control, etc.) 

Student is receiving su ort services 

Comments/Student Goals: (Trimester 1) 

Conference: D 
Teacher Signature 

Comments/Student Goals: ( Trimester 2) 

Conference: D 

Teacher Signature 

Comments/Student Goals: Trimester 3) 

Conference: D 

( 

0 

3 

( 

( 



Civicorps Elementary School- First Grade Report Card 

0 
Student: Academic Year: 2010-11 Teacher: 

Grading Scale 

5 Advanced Consistently grasps, applies and extends the state and school standards 
4 Proficient Grasps and applies the state and school standards 
3 Basic Moving towards proficiency level of the state and school standards 
2 Below Basic Beginning to grasp and apply the state and school standards 
1 Far Below Basic Not grasping the state and school standards 
X Not evaluated at this time 

uage Arts 1 Lang 
Word 
Deve 
Blend 
(c/a/t 
Segm 
phon 

Analysis, Fluency, Systematic Vocabulary 
lopment 
s phonems into recognizable words 
=cat) 
ents words into recognizable 

emes 
=cat) 
letters, letter patterns, long/short 

Is to blend into words 
s common irregular sight words 

c/a/t 
Uses 
vowe 
Read 
(e.g. the, have, said, come, give, of) 

ing Comprehension I Literary 
onse I Fluency 

Read 
Resp 
Read s and understands grade level 

>priate text 
s aloud with fluency in a manner that 
ds like natural speech 
lis the central idea of a story using 
ning, middle and end 
onds to who, what, when, where and 

be in 
Resp 
how 
!dent 
chara 

=~_uestions 

ifies and describes plot, setting and 
cters 

ing Strategies, Applications, Writ 
Con 
Spel 
a pro 
Write 
Print 
sente 
Uses 

ventions 
Is short vowel words and grade level 
>priate si~ht words 
sin complete sentences 

s legibly and spaces letters, words and 
nces 
descriptive words when writing 

appropriate punctuation and 
alization 

Uses 
ca it 
\Nrite s on one focused topic 
(autob1o ra h1cal, observational & fictional 

Listening and Speaking 
Participates in activities and discussions 

Q;stens and stays on topic when speaking 
elates personal experiences in a simple 
equences 

Social Studies 
Demonstrates understanding of a child's 
place in time and space 

1 

1 

1 

1 

Mathematics 
2 3 Number Sense 

50 
Counts/reads/writes whole 70 

numbers to 100 100 
Compares and orders whole numbers to 100 
using the symbols <, =, > 
Counts/groups objects into ones and tens 
(3 tens and 4 ones = 34 or 30+4) 
Shows combinations of coins that equal up to 
30 cents 

2 
Counts and writes by 2's, 5's, and 5 

10's 10 
2 3 Creates and uses fact families 

(6 +2 = 8, 8-2 = 6) 
7 

Commits to memory and recalls 12 
basic addition and subtraction facts 20 

to: 
Solves addition and subtraction problems 
with one- and two-digit numbers 
Algebra and Functions 
Understands the use of symbols of 
+,-,and= 
Measurement and Geometry 
Estimates and measures length, weight and 2 3 
volume using nonstandard units 
Tells time to the nearest half hour 
Identifies I describes I compares 3-
dimensional shapes and objects 

Statistics/Data Analysis/Probability 
Organizes, represents and compares data by 
catEillory on _graphs and charts 
Describes, extends and explains patterns 
Mathematical Reasoning 
Makes decisions about how to set up a 
problem 

Science -- Physical, Life, Earth 
Distinguishes materials, solids, liquids, qas 

2 3 

Observes _2_lants and animals 
Observes, measures, describes weather 
Develops questions and performs 
investigations 
Communicates findings and observations 

2 3 

1 2 3 

! 

1 2 3 



Civicorps Elementary School -- First Grade Report Card 
( 

Student: 

+-Strength 
Y - Meets Expectations 
N -Area of Concern 

Visual Arts 
Explores new art 

''iS 
materials 
Works carefully using 
art materials and tools 

MAKING Practices artistic 
skills and techniques 

Shows appreciation 

,,""/•"~ for the subject 
{ I 

Collaborates with y/ 
peers 

CARING Asks critical 
questions about the 
subject 

''I- Reflects on his/her 

\7 THINKING 
artwork and process 
Uses art vocabulary 

Makes artistic 
observations about 

~ 
the world 
Analyzes the work of 

LOOKING other artists 
Pays attention to 
their creative 
choices as artists 

Physical Education 
Demonstrates aHropriate social skills 
Actively participates in activities 
Demonstrates age appropriate large motor 
skills 

"Let Your Life Speak" 
Exhibits a positive attitude 
Respects people and property 
Cooperates with others 
Follows school rules 
Follows directions 
Demonstrates listeninQ skills 
Takes personal responsibility for behavior 

1 2 3 Academic Year: 2010-11 '() 

Works independent! 

1 2 3 Demonstrates effort 

I Student is receiving support services 

Comments/Student Goals: (Trimester 1) 

(·p Conference: D , 

Teacher Signature 

Comments/Student Goals: (Trimester 2) 

1 2 3 

Conference: D 

Teacher Signature 

1 2 3 Comments/Student Goals: (Trimester 3) 

Conference: D 



Civicorps Elementary School - Second Grade Report Card 

Student: Academic Year: 2010-11 Teacher: 

Grading Scale 

5 Advanced Consistently grasps, applies and extends the state and school standards 0 
4 Proficient Grasps and applies the state and school standards 
3 Basic Moving towards proficiency level of the state and school standards 
2 Below Basic Beginning to grasp and apply the state and school standards 
1 Far Below Basic Not grasping the state and school standards 
X Not evaluated at this time 

uage Arts 1 Lang 
Word 
Devel 
Reco 
Decod 
Under 
Reads 

Analysis, Fluency, Systematic Vocabulary 
opment 
tnizes and uses phonetic patterns 
es multi-syllabic words 
stand sand uses vocabulary concepts 
grade level text aloud fluently with 

ex ress1on 

Reading Comprehension I Literary 1 
Response 
Reads and comprehends grade level text 

Uses titles, table of contents and heading to 
locate information 
Uses a variety of strategies to interpret text 

Follows two-step written instructions 

Compares and contrasts plot, setting and 
(""}haracter including different versions of the 

ame story that reflect different cultures 
""'!l!f'ldentifies rhythm and rhyme in poetry 

Writing Strategies, Applications, 1 
Conventions 
Writes complete sentences that are 
qrammaticallv correct 
Writes a paragraph that develops a central 
idea 
Uses the writing process 

Writes descriptive narratives in a logical 
sequence 
Writes a friendly letter with correct format 

Uses correct punctuation and capitalization in 
written work 
Spells sight words and basic word patterns in 
written work 

Listening and Speaking 1 
Listens critically and gives a focused_ 
response 
Delivers an organized oral presentation 

I Social Studies 1 

ake a Difference" 
Qrticulates an understanding of "People Who 

I 

2 

2 

2 

2 

2 

Science -- Physical, life, Earth 
3 Observes, measures motion of objects 

Articulates life cycles of plants, animals 

Identifies Earth's distinct materials and 
resources for human activities 
Develops questions and performs 
investigations 
Communicates findings and observations 

3 
Mathematics 
Number Sense 
Memorizes and understands addition/subtraction 
facts up to 20 

100 
Counts/reads/writes whole 500 

numbers to 1000 1000 
Understands concept of place value to 1 ,000 
using words, models and expanded forms 

100 
Orders/compares numbers to 1000 500 

Using symbols <, =, > 1000 
2-digit 

3 
Solves addition problems 3-digit 

w/regroup 
2-digit 

Solves subtraction problems 3-digit 
w/regroup 

2's 
Memorizes/uses multiplication 5's 

facts 10's 
Recognizes/uses simple fractions to represent 
parts of a whole and parts of a group (ex. 2/3, 1/4) 
Solves problems using combinations of coins/bills 
including the use of decimal notation and the dollar 
and cent symbols 
Uses estimation strategies in computation and 
problem solving that involve numbers to 1000 
Algebra and Functions 
Uses the commutative and associative rules to 

3 simplify mental calculations and to check results 
Measurement and Geometry 
Measures/compares objects to the nearest inch 
and centimeter 

·Tells time to the nearest quarter hour 

3 Describes/classifies plane and solid geometric 
shapes using_ face, edges and vertices 
Statistics/Data Analysis/Probability 
Collects numerical data and records, organizes, 
displays, interprets using charts, graphs, etc. 
Recognizes, describes and extends patterns 
Mathematical Reasoning 
Uses a variety of methods to solve problems 

1 2 3 

1 2 3 

1 2 3 

"1 2 3 

1 2 3 

1 2 3 



Uses mathematical language to explain problem 
and solution 

Civicorps Elementary School- Second Grade Report Card 

Student: Attendance 
Total Days 
Days Tardy 
Days 
Absent 

+ -- Strength 
Y - Meets Expectations 
N -Area of Concern 

Visual Arts 
Explores new art 

~~ 
materials 
Works carefully using 
art materials and tools 

MAKING Practices artistic 
skills and techniques 

Shows appreciation 

v for the subject 
Collaborates with 
peers 

CARING Asks critical 
questions about the 
subject 

.... \ - Reflects on his/her 

~ THINKING 
artwork and process 
Uses art vocabulary 

Makes artistic 
observations about 

~ 
the world 
Analyzes the work of 

LOOKING other artists 
Pays attention to 
their creative 
choices as artists 

Physical Education 
Demonstrates appropriate social skills 
Actively participates in activities 
Demonstrates age appropriate large motor 
skills 

"Let Your Life Speak" 
Exhibits a positive attitude (caring) 
Respects people and property (respect) 
Cooperates with others 
Follows school rules (honesty) 
Follows directions 
Demonstrates listening skills (fairness) 
Takes personal responsibility for behavior 

1 

1 

1 

2 

2 

2 

3 

3 

3 

1 2 3 Academic Year: 2010-11 

Study Skills 1 2 3 
Contributes to classroom activities 
Exhibits organizational skills 
Completes class assiQnments 
Completes and returns homework 
Exhibits neat and legible work 
Works independently 
Demonstrates effort 
Accepts responsibility for individual 
learning 

Student is receivin support services 

Comments/Student Goals: (Trimester 1) ( 

Conference: D 
Teacher Si nature 

Comments/Student Goals: (Trimester 2) 

Conference: D 
Teacher Signature 

Comments/Student Goals; (Trimester 3) 

( 

Conference: D 
Teacher Signature 

0 



Student: 

0 

Civicorps Elementary School- Third Grade Report Card 

Academic Year: 2010-11 Teacher: 
~~~~----------------------

Grading Scale 

5 
4 
3 
2 
1 
X 

Advanced 
Proficient 

Consistently grasps, applies and extends the state and school standards 
Grasps and applies the state and school standards 

Basic 
Below Basic 

Far Below Basic 

Moving towards proficiency level of the state and school standards 
Beginning to grasp and apply the state and school standards 
Not grasping the state and school standards 
Not evaluated at this time 

Language Arts 
Word Analysis, Fluency, Systematic Vocabulary 
Development 
Decodes unfamiliar and multi-syllabic words 
Reads aloud fluently, accurately, and with 
ex ression 
Uses knowledge of prefixes and suffixes to 
determine mean in of words 
Uses context clues to find the meaning of 
unknown words 

3 

Reading Comprehension I Literary 1 2 3 
Response I Fluency 
Comprehends grade level text and extracts 
significant information 
Applies comprehension strategies 
(Predicting, questioning, making connections 
and inferring) 

C\Distinguishes main idea and supporting 
'details in expository text 

Writing Strategies, Applications, 
Conventions 
Applies the writing process to create single 
topic paragraphs 

Narratives 

Applies writing strategies for: 
Descriptive 
Paragraphs 
Personal 

Letter 
Uses correct capitalization, punctuation and 
grammar 
Spells and applies grade level words 
accurately in written work 

Listening and Speaking 
Listens critically and responds appropriately 
Uses effective techniques of oral language in 
presentations 

Science - Physical, Life, Earth 
Demonstrates knowledge of energy and 
matter 

r~inde:stands light has a source, travels in a 
1rect1on 

Tctderstands adaptation improves organisms' 
hances for survival 

1 2 3 

1 2 3 

1 2 3 

Develops questions and performs 
investi ations 
Communicates findin s and observations 

Mathematics 
Number Sense 
Understands place value and expanded 
notation to 10,000 place 

Uses skills to 10,000 I Estimation 
I Rounding 

Adds whole numbers upto 10,000 
Subtracts whole numbers up to 10,000 
Memorizes to automaticity the multiplication 
tables 1-10 
Understands multiplication and division fact 
families to 10 
Multiplies 4 digit numbers by a 1-digit number 
Divides 3-digit number by a 1-digit divisor 
without remainders 
Adds, subtracts and compares simple 
fractions 
Understands and computes money in 
decimal notation 
Algebra and Functions 
Writes and solves problems using expressions, 
equations and inequalities 
Measurement and Geometry 
Understands/uses customary and metric 
units and tools to measure 

Perimeter 

Determines 
Area 

Volume of geometric 
shapes 

Identifies, describes and classifies plane and 
solid figures 
Statistics/Data Analysis/Probability 
Records outcomes/displays results from 
probability experiments using graphs, tables and 
charts 
Mathematical Reasoning 
Applies strategies to solve one and two-step 
problems 
Uses a variety of methods to show 
mathematical thinking 

Social Studies 
Demonstrates knowledge of "Continuity and 
Change" 

1 2 

1 2 

1 2 

1 2 

1 2 

1 2 

3 

3 

3 

3 

3 

3 



----~-~~-

Civicorps Elementary School- Third Grade Report Card 

Student: Attendance 
Total Days 
Da_ys Tardy_ 
Days 
Absent 

+ -- Strength 
Y - Meets Expectations 
N -Area of Concern 

Visual Arts 
Explores new art 

'~ 
materials 
Works carefully using 
art materials and tools 

MAKING Practices artistic 
skills and techniques 

Shows appreciation 

(r) for the sublect 
Collaborates with "y peers 

CARING Asks critical 
questions about the 
sublect 

..._ \ I - . Reflects on his/her 

. ~ THINKING 
artwork and process 
Uses art vocabulary 

Makes artistic 
observations about 

~ 
the world 
Analyzes the work of 

LOOKING other artists 
Pays attention to 
their creative 
choices as artists 

Physical Education 
Demonstrates good sportsmanship 
Actively participates in activities 

"Let Your Life Speak" 
Exhibits a positive attitude 
Respects people and property 
Cooperates with others 
Follows school rules 
Follows directions 
Demonstrates listening skills 
Takes personal responsibilit:t for behavior 

Study Skills 
Contributes to classroom activities 
Exhibits organizational skills 

1 

1 

1 

1 

2 

2 

2 

2 

3 

3 

3 

3 

1 2 3 Academic Year: 2010-11 

Completes class assig_nments 
Completes and returns homework 
Exhibits neat and legible work 
Works independently 
Demonstrates effort 
Accepts responsibility for individual 
learning 

Student is receivin support services 

Comments/Student Goals: (Trimester 1) 

Conference: D 

Teacher Signature 

Comments/Student Goals: (Trimester 2) 

Conference: D 
Teacher Signature 

Comments/Student Goals: (Trimester 3) 

Conference: D 
Teacher Signature 

/ 



0 

Civicorps Elementary School - Fourth Grade Report Card 

Student: Academic Year: 2010-11 Teacher: 

Grading Scale 

5 
4 
3 
2 
1 
X 

Advanced 
Proficient 

Basic 
Below Basic 

Far Below Basic 

Consistently grasps, applies and extends the state and school standards 
Grasps and applies the state and school standards 
Moving towards proficiency level of the state and school standards 
Beginning to grasp and apply the state and school standards 
Not grasping the state and school standards 
Not evaluated at this time 

Language Arts 1 2 3 Mathematics 
Word Analysis, Fluency, Systematic Vocabulary 
Development 
Reads grade level text fluently and 
accurately 

Number Sense 

Understands 
Whole numbers 

concept of place Decimals 

Uses knowledge of word origins and word value of 
relationships to determine the meaning of Rounds whole numbers through millions and 
vocabulary decides when rounding is appropriate 

Understands how and when to use estimation 
Reading Comprehension I Literary 1 2 3 when solving problems 
Response I Fluency 
Comprehends and analyzes grade level text 

Analyzes informational text using structural 

Adds I Subtracts 
Adds 

multi-digit Subtracts 

numbers 
patterns (compares/contrasts, text support, 
subtitles, charts) 
Analyzes character, setting ,plot, and 
purpose in order to comprehend grade level 
text 

Mastery of basic multiplication and division 
facts. (Third _g_rade standarcl} 
Multiplies multi-digit number by 2-digit number 
Divides a multi-digit number by a 1-digit divisor 
with and without remainders 

Independently applies reading strategies Understands concept of negative numbers 

(.;nriting Strategies, Applications, 1 2 3 
Understands how Factor small numbers 

to Identify prime and 
Conventions 
Expresses ideas fluently and establishes and 
maintains focus in multiple paragraph 
compositions 
Edits and revises selected drafts to improve 
writinq 

Narratives 
Applies writing Information reports 
strategies for Response to 

literature 
Summaries 

Uses correct sentences structure, grammar, 
punctuation and capitalization 
Spells grade level words correctly in written 
work 

Listening and Speaking 
Listens and responds critically to oral 
communication (asks relevant questions, 
summarizes) 
Uses effective techniques of oral language in 
presentations 

Social Studies 
emonstrates understanding of "California: A 
hanging State." 

1 2 3 

i 2 3 

composite numbers 
Identifies, writes Fractions 
and compares Decimals 

Decimals to Adds 
hundredths place Subtracts 

Algebra and Functions 
Uses I interprets variables in expressions (a+3) 
and ~uation _Lx+3=5) 

Interprets I Order of operation 
evaluates equations Parentheses 

and expressions Variables 
Measurement and Geometry 
Measures and calculates area and perimeter of 
rectangular shap_es 
Uses 2 dimensional coordinate grids to 
represent points and graph lines and simple 
figures 
Identifies I describes I compares attributes of 
geometric sha_£esiobjects 
Statistics/Data Analysis/Probability 
Organizes, represents and interprets data 
Makes predictions for simple probability 
situations 
Mathematical reasoning 
Uses strategies, relationships, skills and 
concepts in finding solutions 

1 2 3 

I 



Civicorps Elementary School- Fourth Grade Report Card 

Science- Physical, Life, Earth 1 2 
Understands electricity and magnetism are related 
effects and have use in everyday life 
Demonstrates knowledge that all organisms need 
energy and matter to live and grow 
Understands living organisms depend on one 
another and environment for survival 
Understands waves, wind, water and ice shape 
and reshape the Earth's surface 
Develops questions and performs 
investigations 
Communicates findings and observations 

Student: Attendance 
Total Days 
Days Tardy 
Days 
Absent 

+-Strength 
Y - Meets Expectations 
N -Area of Concern 

Visual Arts 
Explores new art 

''i:J 
materials 
Works carefully using 
art materials and tools 

MAKING Practices artistic 
skills and techniques 

Shows appreciation 

C/ for the subject 
Collaborates with 
peers 

CARING Asks critical 
questions about the 
subject 

' ' I Reflects on his/her 

\{ ... THINKING 
artwork and process 
Uses art vocabulary 

Makes artistic 
observations about 

~ 
the world 
Analyzes the work of 

LOOKING other artists 
Pays attention to 
their creative 
choices as artists 

Physical Education 
Demonstrates good sportsmanship 
Actively participates in activities 

1 

1 

2 

2 

3 

3 

3 

1 2 3 Academic Year: 2010-11 

"Let Your Life Speak" 
Exhibits a positive attitude 
Respects Q_eople and Jlroperty 
Cooperates with others 
Follows school rules 
Follows directions 
Demonstrates listening skills 
Takes personal responsibility for behavior 

Study Skills 
Contributes to classroom activities 
Exhibits organizational skills 
Completes class assignments 
Completes and returns homework 
Exhibits neat and legible work 
Works independently 
Demonstrates effort 
Accepts responsibility for individual 
learning 

I Student is receiving support services 

( 

0 

1 2 3 

( 

1 2 3 



Comments/Student Goals: ( Trimester 1) 

Conference: D 
Teacher Si nature 

Comments/Student Goals: (Trimester 2) 

onference: D 
Teacher Si nature 

Comments/Student Goals: (Trimester 3) 

Conference: D 
Teacher Signature 

0 



Civicorps Elementary School - Fifth Grade Report Card 

ostudent: Academic Year: 2010-11 Teacher: 
~~~~-------------------

Grading Scale 

5 Advanced Consistently grasps, applies and extends the state and school standards 
4 Proficient Grasps and applies the state and school standards 
3 Basic Moving towards proficiency level of the state and school standards 
2 Below Basic Beginning to grasp and apply the state and school standards 
1 Far Below Basic Not grasping the state and school standards 
X Not evaluated at this time 

uage Arts 1 Lang 
Word 
Deve 
Reads 
Uses 
relatio 
vocab 

Analysis, Fluency, Systematic Vocabulary 
lopment 
grade level material fluently and accurately 

knowledge of word origins and word 
nships to determine the meaning of 
ularv 

Reading Comprehension I Literary 1 
Response I Fluency 
Identifies and understands the main idea and 
significant details presented in text 
Draws own conclusions and inferences about a 
text and supports with evidence from text 
Distinguishes facts, inferences and opinions in 
text 
Understands and analyzes narrative text 

Understands evaporation and condensation as 
2 3 applied to Earth's surface 

Understands energy from the sun heats Earth 
unevenly 
Understands the solar system consists of planets 
and other bodies that orbit the sun 
Develops questions and performs investigations 
Communicates findings and observations 

2 3 Mathematics 
Number Sense 
Understands and manipulates decimals and very 
larae numbers 
Understands concept of fraction, decimal and 
percent equivalents 
Understands prime factorization of numbers to 50 

Whole numbers 
Estimates, calculates and lnteqers 
solves problems Decimal 

Fractions 
dconflictlresolution, character traits/motives, 

·terarv devices, themes) ..... Analyzes informational text using text features 

Independently applies reading strategies 

Listening and Speaking 
Listens and responds critically to oral 
communication, asking relevant questions to 
support understanding 
Uses effective techniques of oral language in 
discussions and presentations 

Writing Strategies, Applications, 
Conventions 

Narratives 
Writes fluent, focused Response to literature 

and clear texts Persuasive essays 
Research reports 

Revises and edits selected drafts to improve 
writinq 
Uses correct sentence structure including 
grammar, punctuation and capitalization 
Spells grade level words correctly in written work 

Science - Physical, Life, Earth 
nderstands that elements and their combinations 
ccount for all matter 

Understands plants and animals have structures 
for respiration, digestion, waste disposal, and 
trans ort of materials 

Algebra and Functions 
Understands algebraic Solves 
expressions and equations Evaluates 
Solves linear functions, 
writes the equations and 

1 2 3 

qraphs the ordered pairs 
Measurement and Geometry 
Understands/determines areas and volumes of 
simple objects 
Uses appropriate tools to measure I identify I 
construct al}gles, lines and 2-dimensional oblects 

1 2 3 Identifies, describes and classifies the properties 
of plane and solid geometric fiqures 
Statistics/Data Analysis/Probability 
Collects, displays, analyzes, compares and 
interprets different data sets 

Mathematical Reasoning 
Understands I uses I explains different 
problem solving strategies 

Social Studies 
Geography 

Research/gathers and applies relevant 

1 2 3 accurate information 
U.S. History- shows understanding of 
development of the nation 

1 2 

1 2 

1 2 

.. 

1 2 

1 2 

1 2 

3 

3 

3 

3 

3 

3 



Civicorps Elementary School - Fifth Grade Report Card 

Student: Attendance 
Total Days 
Days Tardy_ 
Days 
Absent 

+-Strength 
Y - Meets Expectations 
N -Area of Concern 

Visual Arts 
Explores new art 

~~ 
materials 
Works carefully using 
art materials and tools 

MAKING Practices artistic 
skills and techniques 

Shows appreciation 

v for the subject 
Collaborates with 
peers 

CARING Asks critical 
questions about the 
subject 

I Reflects on his/her 

'\7 -THINKING 
artwork and process 
Uses art vocabulary 

Makes artistic 
observations about 

~ 
the world 
Analyzes the work of 

LOOKING other artists 
Pays attention to 
their creative 
choices as artists 

Physical Education 
Demonstrates Qood sportsmanship 
Actively participates in activities 

"Let Your Life Speak" 
Exhibits a positive attitude 
Respects people and property 
Cooperates with others 
Follows school rules 
Follows directions 
Demonstrates listening skills 
Takes personal responsibility for behavior 

Study Skills 
Contributes to classroom activities 
Exhibits organizational skills 
Completes class assignments 

1 

1 

1 

1 

2 3 

2 3 

2 3 

2 3 

1 2 3 Academic Year: 2010-11 

Completes and returns homework 
Exhibits neat and legible work 
Works independently 
Demonstrates effort 
Accepts responsibility for individual 
learning 

Comments/Student Goals: (Trimester 1) 

Conference: D 
Teacher Si nature 

Comments/Student Goals: (Trimester 2) 

Conference: D 
Teacher Signature 

Comments/Student Goals: (Trimester 3) 

Conference: D 
Teacher Signature 

( 

0 

( 



() n -._--

CIVICORPS SIGNATURE PROJECT Year-At-A-Glance 

Rrst Second 
Project I We Speak For The We Are Community We Are Heroes a n d 

Trees Helpers Sheroes Humanitarians 
Service I Environment Environment Environment Environment Environment Environment 
Need(s) Global Literacy Community Senior Companionship Community Health Community Social and Economic 

Beautification Global Literacy Food justice Beautification justice 
Global Literacy Global Lite racy Global Literacy Global Lite_r-

Essential Why is it important How we can help our Why are laws made? Does segregation exist How do people change How can the 4R's be 
Academic to care for and community What makes a he ro a today? California's landscape? used to create zero 
& conserve trees? What is a community? hero? Who's Oakland is it How do I change waste at our school? 
Civic How can we serve How do we want to How can we be heroes anyway? California? What makes a business 
Questions 

our community? shape our community? and shero es? How are things green? Why are green 
interdependent? businesses i 

Essential How do artists make How do artists make How do artists te ll their How are artists How do artists educate How do artists inspire 
Artistic art? How do they use decisions? How do they stories? activists? others through art? change? 
Questions their artistic voice? he lp their community? How do they transform 

things? 
Project I September to May I September to May October to May October to May january to May J january to May 
Duration 
Academic I Science Science Science Science Science Science 
Entry Social Studies Socia l Studies Social Stud ies Socia l Stud ies Social Studies Social Studies 

Responsibility Respect Honesty Fairness Collaboration Leadership 
Focus 
Assessment I +CaiServe SLATE +Cal Serve SLATE + Ca lServe SLATE +CaiServe SLATE +CaiServe SLATE + CaiServe SLATE 

Student Academic Student Academic Student Academic Student Academic Student Academic Student Academic 
Tracking Form Tracking Form Tracking Form Tracking Form Tracking Form Tracking Form 

+Signature Project +Signature Project +Signature Project +Signature Project +Signature Project + Signature Project 
Grading Rubric Grading Rubric Grad ing Rubric Grading Rubric Grading Rubric Grading Rubric 

+ Performance of + Performance of + Performance of +Performa nce of +Performance of +Performance of 
Understanding: Understanding: Understanding: Understanding: Understanding: Understanding: 
Bookmaking & Bookmaking & Bookmaking & Bookmaking & Bookmaking & Bookmaking & 
Community Community Community Educationa l Comm unity Community Community Ed ucational 
Educational Outreach Educational Outreach Outreach Educational Outreach Educational Outreach Outreach 



Civicorps Elementary School 
Service Learn ing Rubric 

Serv ice-Learning is a teaching method that combines academic instruction, meaningful service, and critical reflective thinking to 
enhance students learning and civic res ponsibility. 

4 3 2 1 

Meets actual needs Determined by current Determined by past research Determined by making a Community needs secondary 
research conducted or discovered by students with guess at what community to what a project teacher wants 
discovered by students with teacher assistance where needs may be to do; project considers only 
teacher assistance where appropriate student needs or desi res 
appropriate 

Coordinated w/co mmunity Active, direct collaboration wi th Community members act as Community members are Community members are 
community by th e teacher consultants in the project informed of the project co incidentally informed or not 
and/or student development directly knowledgeable at all 

Integrated academica lly Service-learning as Service-learning as a teaching Service-learning part of Service-lea rning supplemental 
instructional strategy with technique with contenUservice curriculum but sketchy to curriculum, in essence just a 
contenUservice components components concurrent connections, with emphasis service project or good deed 
integrated on service 

Facilitates re flection Students think, share, produce Students think, share, produce Students share with no r an out of time for a true 
reflective prod ucts individually group re flection only individual reflective projects reflection; just provided a 
and as group members ~umma ry of events 

Uses academics in rea l All stu dents have direct All students have some active Some students more involved Skill knowledge used mostly in 
world applica tion of new skill or application of new skill or ~ha n others or little co mmunity the c lassroom ; no active 

knowledge in community knowledge service involvement community servi ce experience 
service 

Develops caring Reflections show affective Reflections show generic growth Reflecti ons restricted to pros Reflections limited to se lf-
growth regardin g self in regarding the importance of and cons of particular service centered pros and cons of the 
community and the importance community service project regardin g the serv ice project 
of service community 

Improves quality of life Facilitate change or insight; Changes enhance an already Changes mainly decorative, Changes mainly decorative, 
help alleviate a suffering ; so lve good community situation but new and unique benefits but limited community benefit , 
a problem; meet a need or realized in co mmunity or are not new and unique 
add ress an issue 

------- - - -- --- -- -

Taken from the Coverdell World Wise Schools publication Looking at Ourselves and Others (Washington, DC: Peace Corps, 1998 , p. 6) 

I 



2010-2011 Capacity Building Plan for 
Civicorps Elementary School 

Overview: The following plan outlines specific short and long term areas of focus that can serve as a foundation for school 
improvement. It is grounded in Civicorps' unique mission and is based on best practices that will ensure success for all students. 

Focus: Climate PD/ Actions/Resources Who's Timeline for Completion Status 
and Responsible 

Communication 
Classroom Responsive Classroom Training Principal + Leads Teacher Training at 2010 Completed 10/08/10 

Climate and +Teachers Summer Institute; 
Academic The First Six Weeks of School by Classroom 
Routines Denton and Kriete implementation beginning 

on the first day of school 
and continuing for six 
weeks 

School Campus CHAMPS Principal + Leads Teacher Training at 2010 On hold 
Climate +Staff Summer Institute 

Create Positive School Climate Plan Principal+ Dean Summer Institute Completed 08/27/10 
+ Staff 

School Spirit Brief Morning Assembly (Daily) Principal+ As indicated Begun first week of 
Whole School Meeting (Weekly) Teachers + Staff school and continues on 

Spirit Days (Weekly) a daily or weekly basis 
as indicated . 

School Weekly Staff Newsletter Principal + Office On-going as scheduled Begun Summer 2010 
Communication Weekly Family Bulletin Manager+ and published as 

Monthly Family Newsletter w/PTC Teachers + Staff indicated 
Hot Pink Urgent Notes + PTC Reps. 

Classroom Teacher Letter of Introduction to Teachers First Day of School Begun Summer 2010 
Communication Families As indicated and published as 

*Weekly/Monthly Classroom Bulletins indicated 

1 of 8 



Focus: 
Curricu lum & 

Instruction 
Instructional 

Practices 

Instructional 
Guidelines+ 

Pacing Guides 

Guided Reading 

Comprehension 
Strategies 

20 10-20 11 Capac ity Bui lding Plan for 
Civicorps Elementary School 

PO/ Actions/Resources Who's Timeline for Completion 
Responsible 

Assess practices and create shared Principal + Summer Institute 2010 
agreements for methods of instruction Teachers 

Record instructional guidelines and Principal+ Summer 2010 
create shared agreements for Leadership 
deliverables for Language Arts, Math , Team+ 
Science, Socia l Studies, Service Teachers 
Learning, Art and Music for each 
grade level. Finalize pacing guides for 
each grade level. 
• Use literacy centers as a structure Principal+ First three months of 

to implement gu ided reading with Leadership school 
smal l groups Team+ 

• Use al l components of a guided Teachers 
read ing lesson: leveled books , 
phonics skills , comprehens ion , 
vocabulary 

• Begin to use running records as 
an ongoing monitoring tool 

• PD to support Guided Reading 
• Begin to use various strategies Principal+ First three months of 

effectively in a read alouds and Leadership school 
shared reading . Team+ 

• Beg in to use of too ls for interacting Teachers 
with text, including graphic 
organ izers . 

• Begin to use of strategies to 
access and master read ing 
comprehension standards (skil ls) 
Strategies that Work by Harvey 
and Goudvis 

2 of 8 

Status 

Completed 08/27/1 0 

Completed 08/27/10 
(except Music) 

Begun first week of 
school and continues on 
a daily basis 

Begun first week of 
school and continues on 
a daily basis 

I 



Focus: 
Curriculum and 

Instruction 
continued 

Writing . 

. 

. 

. 
- - -- -~ -- -

2010-2011 Capacity Building Plan for 
Civicorps Elementary School 

PO/ Actions/Resources Who's Timeline for Completion 
Responsible 

Mini-Lessons focused on the Principal + First three months of 
fundamentals of the writing Leadership Team school 
process with an emphasis on +Teachers 
teacher modeling 
Mini-lessons focused on writing 
mechanics, capturing small 
moments and genres 
Use of rubrics to monitor 
student writing 
Students engage in cycles of 
writing 

~~- -- - -~ --- - ---

3 of 8 

Status 

Begun fi rst week of 
school and continues on 
a dai ly basis 

I 

I 



Focus: 
Curriculum & 

Instruction 
continued 
Introduce 

Culturally and 
Linguistically 
Responsive 
Pedagogy 

Service 
Learning 

(Develop EVAL 
Rubric) 

2010-2011 Capacity Bui lding Plan for 
Civicorps Elementary School 

PO/ Actions/Resources Who's Timeline for Completion 
Responsible 

• Gain knowledge of CLRP Principal First Three months of 
• Use culturally appropriate literature school 
• Beg in use of several engagement 

strategies, with consistent use of 
three 

• Provide support for teachers in 
using them by modeling , 
observations with feedback, 
opportunities to observe other 
classrooms and attend PO 
opportunities 

• Students help to determine and Principal+ Develop curriculum at 
meet real , defined community Service Learning Summer Institute 
needs Consultant + 

• Links to academic content and Leadership Team 
standards 

• Benefits both the community and 
the service providers (the students) 
by combining a service experience Principal+ Service First three months of 
with a learning experience. Learn ing school 

• Can be used in any subject area so Consulting + 
long as it is appropriate to learning Teachers + PTC 
goal 

Student Government (nominations, 
campaigns, elections) 

- ·---

4 of 8 

Status 

Introduced at 
September PD 

Workshop delivered at 
Summer Institute 

Developed SL Rubric 
and Template for 
Signature Learning 
Projects 09/29/1 0 

Has not begun as of 
10/06/10 



Focus: 
Curriculum and 

Instruction 
Continued 

Arts Integration 
(Develop EVAL 

Rubric) 

Math 

Science/Lab 

- -

2010-20 11 Capacity Bui lding Plan for 
Civicorps Elementary School 

PO/ Actions/Resources Who's Timeline for Completion 
Responsible 

Assess teacher knowledge on Principal + Visual Summer Institute 
integrating visua l arts into the regu lar Arts Teacher 
curriculum + PO training 

Teachers Dai ly 
Classroom integration 

Daily spiral review or problem of the Teachers (PO Daily 
day; mini-lesson; guided practice ; provided) 
independent practice; assessment and 
differentiation 
Develop at least 2 hands-on lab Teachers (PO Bi-weekly 
lessons per month per grade level provided) 

5 of 8 

Status 

Completed at Summer 
Institute PO 

Schedu led collaboration 
time between Visual Arts 
Teacher and Classroom 
Teachers 08/27/10 
Begun first week of 
school and continues on 
a dai ly basis 

Begun second week of 
school and continues as 
indicated 



Focus: Student 
Assessment 

Cycles of 
Inquiry/ 

Assessment 
and Data 
Analysis 

2010-2011 Capacity Building Plan for 
Civicorps Elementary School 

PO/ Actions/Resources Who's Timeline for Completion 
Responsible 

• Backward mapping to meet goals Principal+ First three months of 
• Choose and begin use of Leadership Team school 

common diagnostic and formative + Teachers 
assessments (including rubrics) 

• Schedule diagnostic assessments 
• Determine focal students 
• Weekly hour-long co llaborative 

grade cl uster meetings with rotating 
faci litator 

• Begin discussing goals and 
progress with students 

• Leadership team creates shared 
agreements about implementation 
and support 

6 of 8 

Status 

Introduced at September 
PO Day 



Focus: 
Information 
Technology 

IT 

Web 

Hardware 

Focus: 
Leadership 

Site Based 
Decision 
Making 
Focus: 

Partnership 
with Families 

Parent 
Involvement 

and 
Leadership 

Focus: 
Development 
Fundraising/ 

Grant Writing/ 
Partnerships 

2010-2011 Capacity Building Plan for 
Civicorps Elementary School 

Actions/Resources Who's Timeline for Completion 
Responsible 

IT inventory/assessment/ IT Volunteers First month of school 
recommendations 
Update Website ? Summer 2010 

Investigate tech options: Netbooks, i- Principal + Staff First month of school 
Touches, projectors, printers, wireless + 

routers Parents 
Actions/Resources Who's Timeline for Completion 

Responsible 

Grade cluster reps selected for Principal Summer 2010 
Leadership Team 

Actions/Resources Who's Timeline for Completion 
Responsible 

• Room parents selected -> Teachers+ First Month of School 
orientation provided Principal + Admin 

• Principal to meet with PTC Manager+ Summer 2010 and on 
president once/week School going through out the 

Community school year 

• Elect SSC reps First Month of School 
Actions/Resources Who's Timeline for Completion 

Responsible 
• Use social networking to explore all Principal + Staff Summer 2010 to first 

options for funding opportunities + three months of school 
and business and university Parents 

-- -
partnershi!JS 

--- ---- -- ------ -

7 of 8 

Status 

In progress as of 
10/05/10 
Completed 08/27/1 0 

In progress as of 
10/05/10 

Completed June 2010 

Completed 09/24/10 

Begun June 2010 and 
ongoing 

sse on hold 

Begun June 2010 and 
ongoing 



Focus: Other 

Publications 

Publications 

Volunteers 

HR 

Calendar 

2010-2011 Capacity Building Plan for 
Civicorps Elementary School 

Actions/Resources Who's Timeline for Completion 
Responsible 

• Update Family Handbook Principal+ Summer 2010 
Leadership Team 

+ PTC 
• Update Staff Handbook Principal + Dean + Summer 2010 

Leadership Team 

Choose curriculum and design Principal+ Summer 2010 
orientations for academic vo lunteers Leadership Team 

• Hire high ly qualified staff with a Principal + Hiring Summer 2010 
focus on hiring staff of color Committee 

• Create year long PO Calendar Principal+ Summer 2010 
Leadership Team 

- - - -~ - -~ -

8 of 8 

Status 

Completed 08/27/10 

Completed 08/13/10 

In progress 

Completed August 201 0 

A work in progress as 
school stabilizes and a 
complete needs 
assessment is discussed 
with staff and famil ies 

- - - ----- -- -- --- - - ---



Civicorps Elementary School 
Academic Response to Intervention (RTI) Flowchart 

Determine specific deficit (e.g., attendance, behavior, academics), review data with grade 
level/support staff, and develop a schedule for intervention and progress monitoring 

Significant progress not demonstrated: go to 
SST Meeting 

Significant progress demonstrated: 
continue TIER I 

Focus 

Students with substantial 
difficulties who have not 
responded to TIER I 
(receive TIERS I & II A) 

Program 

Quality research-based 
instructional 
strategies/programs that 
supplement TIER I 
interventions at 20 
minutes per day, 3 
sessions er week * 

Grouping 

Homogeneous small 
group instruction 
(S 1:5) 

4-6 Weeks 

)> Regular Classroom Teachers 
)> Volunteers 
)> Family Support Coordinator 
)> Children's Hospital of OAK 
)> Afterschool Program 

Assessment 

Monitor progress 1 time 
per week 

Individuals 
Responsible for 

Intervention 

Personnel determined by 
campus SST 
(teacher/specia list , etc.) 

Gen. Ed . Teacher 
continues Tier I 
instruction 

Support 
)> Same as Tier I 

Progress demonstrated at steady pace: 
continue in TIER II A or TIER I 

Progress is minimal and/or data points below 
expected level : Return to IAT 

)> Consultation from Special 
Education 

TIER II 
B 

Focus 

Students with distinct 
difficulties who have not 
responded to TIERS I & 
IIA (receive TIERS I & 
II B) 

Program 

Quality research-based 
instructional 
strategies/programs 
(more explicit and/or 
intensive than TIER II A) 
at two 25-minute 
sessions per day or one 
50 minute session , 5 
sessions er week* 

Grouping 

Homogeneous small 
group instruction 
(S 13) 

Assessment 

Monitor progress 1 time 
per week 

~4-6 Weeks or earlier if SST deems ur 

Progress demonstrated at steady pace: 
continue in TIER II B, IIA or TIER I 

Progress is min im"a l and/or data points below 
expected level: Refer to 504 or Special 

Education 

Individuals 
Responsible for 

Intervention 

Personnel determined by 
campus 
(teacher/specialist, etc.) 

Gen . Ed. Teacher 
continues Tier I 
instruction 



Student Success Team - Menu Of Interventions 

About this document: Interventions listed below are drawn from a number of sources: input from many 
Student Success Team (SST) members and other professional s in the district , the major SFUSD sources li sted in 
the legend at the bottom of each page, and from various other documents used in SFUSD in the last 15 years. The 
interventions include strategies, modifications, adaptations and resources. In the Appendix you will find 
suggested goals (Desired Student Outcomes) and methods of monitoring progress (As Evidenced By) for each 
category . 

This is the first draft of what will be a working document. That is, we will continue to revise and make additions 
and deletions as needed. Any and all suggestions are welcome. 

************************************* 

Interventions 
The name of each intervention is followed by its Code and , if applicable, the SFUSD source from which it was 
drawn (Codes are for use on the SST Log 5.0 and the ACCESS database). Here is an example: 

Name of 1\ervention Cre 

I. A Calmer Classroom, 812, D 

Attendance Strategies 
Student/Family-Focused 
1. Alarm clock for parent/caregiver/student, Al 
2. Earli er bedtime, A2 
3. Give parent/caregiver infonnation re simpl er bus 

route , A3 
4 . Help parent/caregiver to find better transportation 

to school, A4 
5. Parent/caregiver agrees to bring child to school 

daily, AS 

School-Focused 
I . Post the names of perfect a !tenders in a highly 

visib le place, A I 0 
2. Ask teachers to telephone absent students to inquire 

about reasons for absence and encourage 
attendance, A II 

3. A wards/rewards fo r perfect attenders 
( e.g .,certificate of recognition ; opportunity to opt 
out of one fina l exam of student's choice; 

SFUSD Intervention Sources 

SFUSD Source (see legend below) 

I 

6 . Parent/caregiver wi ll make sure child gets on bus in 
morning, A6 

7 . Parent/caregiver will wake up earli er to get child to 
school on-time, A 7 

8. Student will wake up earlier, A8 
9. Wake -up call for parent/caregiver and/or student, 

A9 

school T -shirt ; ass ist a younger student; specia l 
fie ld trips, lunch-time or end-of-school parties ; 
chance to enter a drawing to win special prizes 
donated by local businesses), A I2 

4. Calculate and publi sh the unearned ADA from 
unexcused absences , A I3 

A. SFUSD Educa tional Standards and English/Language Arts Core Curriculum (Section3) 
B. Strategies for Teaching: ELD Curriculum Guide, BELA (B ilingua l Education and Language Academy) 
C. Adapting Curricu lum and Modifying Instruct ion for Studen ts: A Guide for All Educators (SFUS D Special Educa tion Services 

and the Curri culum Improvement and Professional Development Department) 
D. SFUSD Web Page: Stra tegies Data-Base (http://www.sfusd.edu/SST/) 
E . School Health Programs Department Secretary's Binder 
F. School Health Programs Cri sis Response Manual 

SST- Menu of Interventions, II/OJ 



Student Success Team - Menu Of Interventions 

(Attendance Strategies, School-Focused, cont'd) 
5. Develop a student-school contract system that 

requires students to document their classroom 
achievement , citizenship and promptness, A14 

6. Di splay attendance graphs in faculty room to show 
current and past school years' attendance patterns , 
A 15 

7 . Eli cit the cooperati on of doctors, denti sts, and other 
alli ed hea lth profess ionals in scheduling 
appointments after school, A16 

8. Involve high-ri sk students in career education and 
guidance programs, AI 7 

9. Involve parent volunteers or school aides in 
contacting parents/caregivers about absences, usi ng 
a standardi zed telephone ca ll fonnat, AJ 8 

Behavioral Strategies 
l . After-school program (e.g, Girl Souls , Boy Scouts, 

Park and Rec ), 812 
2. All ow student to draw to calm down in class, 813 
3. Allow student to walk aro und while reading, 814 
4 . Apply conseq uences without anger, 815, C 
5. Ask counselors to do in-class presentations on se lf

esteem, 816 
6. Ask student to describe/define the consequences of 

inappropri ate behavior (to make sure he/she 
understands them), 817, C 

7. A void anything that looks like rejecti on of the 
student, 818, C 

8. Avo id giving in to power struggles, 819, C 
9. A vo id helping too much (student can "learn 

helplessness"), 820, C 
1 0 . A vo id ignoring the student, 821, C 
I I . A vo id threats, puni shment, sarcasm, public teas ing 

or shaming, 822, C 
12. Build rapport with student (focus on strengths, 

interests) ; schedu le regular time to ta lk, 823 
13. Call home on a bad day for support , 824 
14. Ca ll home on a good day, 825 
15 . Call on student to parti cipate more in class, 826 
16. Change antecedent event (event that occurs prior to 

target behavior), 827 
17. Chart/graph student behav ior (assess/determine 

pattern of behavior), 828 

SFUSD Intervention Sources 

l 0. Make home vis its re: att endance if 
parents/caregivers cannot be contacted by 
te lephone, A 19 

I I . Post good attendance banners in grade leve l 
classrooms that have had the best attendance, A20 

12. Prov ide tutoring to he lp truants do better, A2J 
13. Publicize perfect attendance rewards in the loca l 

newspaper, A22 
14. Rev iew student attendance records on a weekl y 

bas is to catch emerging absence patterns, A23 
15. Send commendation letters to students and parents 

fo r perfec t attendance and improved attendance, 
A24 

18. Class/counselor change recommended, 829 
19. C lassroom problem-solving sess ions, 830 
20. CMH S/Distri ct will provide transportati on to 

therapy, 8 31 
2 1. Coll aboration with outside sources (e.g ., therapist, 

tutor, after-school program), 832 
22. Concentrati on game, 833 
23 . Connect family with cultural community center, 

834 
24. Connect new learning to prev iously mastered 

concepts, 835, C 
25. Cooperati ve Learning Structures, Bll , D 
26. Create a "risk-free" learning env ironment in which 

mistakes are invited, 836, C 
27. Daily check- in with student, 837, 
28. Develop behavioral contract, 82, D 
29. Develop/a lter classroom rul es ("Development of 

Classroom Rul es"), 810, D 
30. Display exemplary student work (classroom, 

hallway , etc.), 838 
3 I . Earli er bedtime, 839 
32. Eat breakfast at school, 840 
33 . Elementary Advisor will check-in dail y, 841 
34. Encourage student to ask for help when needed, 

842 
35 . Encourage student to make fri ends, 843 
36. Ex tra P .E. , 844 

A. SFUSD Educa tional Standa rds and English/Language Art s Core Curriculum (Section3) 
B. Strategies for Teaching: ELD Curri culum Guide, BELA (Bil ingua l Educa tion and Language Academy) 
C. Adapting Curri culu m and Modify ing Instruction fo r Students: A Gu ide fo r All Educa tors (SFUSD Special Education Services 

and the Curriculum Improvement and Profess ional Development Department) 
D. SFUSD Web Page: Strateg ies Data-Base (http: //www.sfusd.edu/SST/) 
E. School Health Programs Depart ment Secretary's Binder 
F. School Health Programs Cri sis Response Manual 

SST- M enu of Inter ventions, 11 /01 
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Student Success Team - Menu Of Interventions 

(Behavioral Strategies, cont'd) 
37. Follow-up on parent's request to transfer student , 

B45 
38 . Give leadership responsibilities, B46 
39. Give student important jobs, B47, C 
40. Give student opportunities to show work that he/she 

is proud of, B48 
41. Go out at recess, B49 
42 . Have a peer model appropriate behavior, BSO 
43. Help parent/caregiver set up home 

reward/management system, BSI 
44. Help student to identi fY what he/she is fee ling, B52 
45 . Home visit, B53 
46. Home/School Communication Book, B6, D 
4 7. Ignore negative behavior, if possible, B54 
48 . Immediately recognize positive behaviors, BSS, C 
49. Increased parent/caregiver attention at home, B56 
50. Introduce student to School Resource Officer 

(SRO) for mentoring, B57 
51. Lunch time with Principal, B58 
52 . Match learning tasks with the student's learning 

style strengths, B59, C 
53. Model posi ti ve thinking and attribution statements, 

B60, C 
54 . Model, teach and reinforce anger contro l strategies, 

B61 , C 
55 . Move student's seat (preferential seating) , B62 
56. Non-Verbal Signals Between Teacher and Student, 

B63,D 
57. Offer student choices, B64 
58. Organize playground activities to reduce 

fi ghting/ inappropriate behavior ("How to Organize 
Playground Acti vities"), B8, D 

59. Pair student with older or younger student for 
structured academic ac ti vity, with emphasis on 
social ski lls ("Big Buddies/Little Budies"), B65, D 

60. Para will work with chi ld I : I , B66 
61. Paren t/caregiver will call teacher weekly, B67 
62. Parent/caregiver will vis it or spend time in 

c lassroom, B68 
63 . Post rules in the classroom and review them, B69 
64. Praise other studen ts for appropriate behav ior, B70 
65. Present tasks that are slightly challenging and worth 

doing, B71 , C 

SFUSD Intervention Sources 

66. Provide ass ignments that match student's 
instructional leve l, B72 

67. Provide in forn1 ation on gay/lesbi an issues 
("Resources : Gay/Lesbian: For Parents & 
Schools"), B73 , D 

68. Provide studen t frequent breaks for relaxation or 
small-talk, B74 

69. Provide student time for physica l 
activiti es/movement, B75 

70. Reduce aggressive behav ior at home, B76 
7 I. Refer for ADHD evaluation , B77 
72. Refer for mental hea lth assessment, B4 
73. Refer student/fa mily for counse ling at commun ity-

based organization , B3 
74. Refer to confl ict manager training, B78 
75. Refer to Family Mosaic , B79 
76. Refer to mentor program, B80 
77 . Refer to Primary Intervention Program (PIP) , B81 
78. Refer to school sports program, B82 
79. Refer/provide school or di strict-based counse ling 

for studen t (including Sand Play therapy), B83 
80. Rehearse expected behavior, B84 
8 I. Reinforcers in the classroom/home, Bl 
82. Relaxation techniques, B85 
83. Remind child to use words , not aggression , B86 
84. Restrict TV at home, B87 
85. Role-play socia l interactions, B88 
86. Self-Esteem Building Techniques, B89, D 
87 . Showcase student strengths in group learning 

situations, B90, C 
88 . Survey/intervi ew student to detennine interests, 

B91 
89. Teach student how to set short-term dail y goa ls, 

B92, C 
90. Teach student self-monitoring/self-management 

("Inattention: Self-monitoring Technique") , B7, D 
91. Teach student se lf-talk strategies (Self Instruction 

Training), B93 
92 . Teach the link between effort and outcomes, B94, 

c 
93 . Use classroom-wide anger management strategies 

("Anger Management for Children-Classroom"), 
BS, D 

A. SFUSD Educat ional Standards and English/Language Art s Core Curriculum (Sect ion3) 
B. Strateg ies for Teaching: ELD Curriculum Guide, BELA (Bi lingual Education and Language Academy) 
C. Adapting Curriculum and Modify ing Instruc tion for Students: A Gui de for All Educa tors (SFUS D Special Education Services 

and the Curriculum Improvement and Professional Development Department) 
D. SFUSD Web Page: Strategies Data-Base (http ://www .sfu sd.edu/SST/) 
E. School Hea lth Programs Department Secretary 's Binder 
F. School Hea lth Programs Cri s is Response Manual 
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Student Success Team - Menu Of Interventions 

(Behavioral Strategies, cont 'd) 
94. Use game formats to teach needed information, 

8 9S, c 
95. Use high-in terest activi ties, 8 96 
96. Use music to quiet the class during independent 

work activi ti es ("A Calmer Classroom"), 8 97, D 
97. Use non-verbal cues to signal recognition of 

negati ve behaviors and re inforcement of pos itive 
behav iors, 8 98, C 

Health Strategies 
I . Asthma class, H6, E 
2. Chi ld Abuse Reporting , H7, DIE 
3. Collaborate With Primary Medical Provider, H2, E 
4. Cri sis Response Support Acti vities, H8, DIF 
5. Dental exam/dental emergencies, H9, DIE 
6. Fact Sheets on Communicable D iseases and School 

Age Illnesses, HI O, DIE 
7. Hearing screening/exam, H3, E 
8. Improve hygiene, H II 

Instructional Strategies and Modifications 
I. Academic contract, S9 
2. Acti ve Note Taking, S I , C 
3. Allow previewing of content, concepts and 

vocabulary, SI 0 
4 . Allow student to have sample or practice tests, SI 1 
5. Arrange transportation for attendance at after

school program, S 12 
6. Ask parent/caregiver to structure study time (give 

them information about long-term assignments), 
SI3 

7. Ask student to repeat directions before beginning 
tasks, S14 

8. Assess/detennine student's instructional level, S IS 
9. Assignment notebook, SI 6 
I 0. Check student 's work frequently to determine leve l 

of understanding, S I7 
II. Collect homework daily instead of weekly, SIS 
12. Communicate with after-schoo l program staff (e .g., 

re: homework help), S 19 
13. Communicate with last year 's teacher, S20 
14. Complete documentation fo r a 504 plan, S2S 

SFUSD Intervent ion Sources 

98. Use time-out ("Time-Out Guidelines for 
Teachers"), 8 9, D 

99. Utili zation of site- team support (e.g. , principal, 
teacher, psychologist, counse lor, soc ial worker, 
student advisor, resource spec iali st), 8 99 

100. Wake up earli er, 8IOO 

9. Make sure child wears glasses, H l 2 
I 0. Medication Administration, H 13, E 
II. Obtain glasses for student, H I 4, DIE 
12. Refer to CASARC, HIS 
13. Refer to Schoo l Health Center (SFUSD School 

Health Programs Dept), HS, E 
14. Refer to School Nurse or "N urse Of The Day" 

(SFUSD School Health Programs Dept), H I , E 
15. Vision screening/exam, H4, DIE 

15. Connect student wi th "Transiti ons" Program for 
incoming 6th graders, S2I 

16. Connect student w ith drop-in tutoring at CBO, S22 
17. Consider ELL/bilingua l placement , S23 
18. Consider retention, S24 
19. Content-Area Logs (reading log, literature log, 

math journal/log, science log, social science 
research log), S26 

20. Create a blank book for the student to fi ll in ("A 
Book About Me"), S2 7 

2 1. Cue/maintain eye contact w ith student when giving 
directions, S28 

22. Direct Instruction, S29, D 
23. Doub le Entry Journal, S2 
24. Family w ill go to library, S3 0 
25 . Give student immedi ate feedback (make sure 

assignments are started correctl y), S3 I , C 
26. Give student options for presentati on (written/oral 

or illustration/model), S32 
27 . Graphic Organi zers, S4, C 

A. SFUSD Educa tional Standards and Engli sh/Language Arts Core Curricu lum (Section3) 
B. Strategies fo r Teaching: ELD Curri culum Gu ide, BELA (Bi lingual Educa tion and Language Academy) 
C. Adapt ing Curriculum and Modifyi ng Instruction fo r Stude nts: A Guide fo r All Educators (SFUS D Specia l Education Services 

and the Curriculum Improvement and Profess ional Development Department) 
D. SFUS D Web Page : Strategies Data-Base (http://www.s fusd.edu/SST/) 
E. School Heal th Programs Department Secretary's Binder 
F. School Health Programs Cris is Response Manua l 
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Student Success Team - Menu Of Interventions 

(Instructional Strateg ies and Modifications, cont 'd) 
28. Help parents/caregivers to learn reading strategies, 

S33 
29 . Homework checklist or fo lder, S34, AIC 
30. Intersperse brief periods of instruction with 

supervi sed practice, S35, AIC 
3I . Invite parent/caregiver to li teracy night at school , 

S36 
32. Make sure student stays for after school program, 

S37 
33. Manipulative and Visual Prompts, SS, C 
34. Move child's seat (preferenti al seating), S38 
35. Para will work student I : I or in small group , S39, 

c 
36. Parent/caregiver wi ll ask another famil y member to 

give child homework help , S40 
37. Parent/caregiver will give more homework help, 

S41 
38. Parent/caregiver will look at di fferent middle 

schools fo r best ELL support, S42 
39. Parent/caregiver will pick up homework when 

student is absent, S43 
40. Principal will check-in with student daily regarding 

classwork, S44, C 
41 . Provide frequent feedback and praise, S45 
42. Provide opportuni ty for extra drill before tests, S46 
43. Provide printed copy of boardwork/notes, S47 
44 . Provide study guides/questions, S48 
45. Questions First, S6 
46. Qui ck Write, S7 

Math Strategies 
I. Do info rmal assessment of student 's math skill s, 

M l 
2. Get ex tra help with math word problems (from 

peer, volunteer, etc.), M2 

Math Adaptations 
Physical Assistance 
I . Adapted materials (e.g., enlarged calculators, 

pencil s) , MA l , C 
2. Assist student with proper alignment of probl ems 

(e.g., graph paper), MA2, C 

SFUSD Intervention Sources 

47. Read aloud to parent/caregiver at home, S49, C 
48. Reduce classroom di stractions and no ise, SSO, C 
49. Review test scores from past 3 years and uti lize in 

instructional planning, SSI 
50. Send home extra work, S52, C 
51 . Send home unfi ni shed classwork , S53 
52 . Simplify instructions/directions (short, specifi c, 

direct), S54 
53. Student wi ll teach/tutor/read to a peer or younger 

child (e.g. , "Big Buddies/Litt le Budddies"), SSS 
54. Study Carrell , S56 
55. Summer school, S57, D 
56. Supply student with samples of work expec ted., 

S58 
57. Teach notetaking, S59 
58. Teach student problem-solving ski ll s, S60 
59. Tutor (Peer, Cross-age , Agency, Parent, etc.), S61 
60. Use focused question in reviewing student work 

("Focused Question"), S3 
6 1. Use techn iques of repetition , review and 

summari zation, S62 
62. Use visuals to moti va te reading and support 

understanding of concepts"Visuals"), S8, C 
63. Utili zation of site-team support (e.g., counselor, 

elementary advisor, OT/PT specialist, principal, 
psychologist, resource speciali st, speech/language 
specialist), S63 

64. Write assignments on board, S64, C 

3. Send home math fl ash cards, M3 
4. Study math facts at home, M 4 
5. Teach student to make estimates and choose 

appropriate strategies ("Estimate This") , MS, D 

3. Color code for di fferent operations (e.g., red for 
addition problems) , MA3, C 

4. Use software programs such as Math Pad, MA4, C 

A. SFUSD Educational Standards and English/Language Arts Core Curricul um (Section3) 
B. Strategies for Teaching: ELD Curriculum Guide, BELA (B ilingual Education and Language Academy) 
C. Adapting Curricul um and Modify ing Instruction for Students : A Guide for All Educa tors (S FUSD Special Education Services 

and the Curriculum Improvement and Profess ional Development Department) 
D. SFUSD Web Page: Strategies Data-Base (http://www.sfu sd.edu/SST/) 
E. School Health Programs Department Secretary 's B inder 
F. School Health Programs Crisis Response Manual 
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Math Adaptations 
Multi-Level Instruction and Performance Standards 
I . Adapted text books (e.g. , cu t concepts into smaller 

steps than regular tex tbooks provide, MAS, C 
2. Allow/encourage student to use times tables, MA6 
3. Create & illustrate personal word problems relevant 

to students' lives, MA7, C 
4. Create classroom situations where kids need to use 

fractions (e.g., dividing treats for a party or art 
material s for a proj ect), MAS, C 

5. Flash cards, MA9, C 
6. Have students find exampl es of fractions used in 

rea l life and organize by ca tego ri es on a chart, 
MAIO, C 

7. Have students verbalize the problem step by step to 
make sure s/he understands each stage, MAll, C 

Overlapping Participation 
I . Counting objects (e.g., inventory office supplies, 

lunch count, classroom jobs that require 
counting), MAI9, C 

Extension 
I. Connect math concepts to careers or personal life, 

MA22, C 
2. Create and play math board games, MA23, C 
3. Creating math sheets for other students, MA24, C 

Motor Skills Strategies 
I. Color in small areas, MSI 
2. Collaboration with outside sources, MS2 
3. Encourage drawing to develop muscles, MS3 
4. Have student si t in an appropriate size chair for 90-

90-90 posture, MS4 

Motor Skills Adaptations 
I. Make a large dot to cue student where to start when 

trac ing letters, MSAI 
2. Encourage student to use finger movements 

(instead of arm movements) while coloring or 
writing, MSA2 

SFUSD Intervention Sources 

8. Pennit student to work out the problem on scrap 
paper, MAI2, C 

9. Provide steps necessary to complete problems on 
tape or study sheet, MAI3, C 

I 0. Reduce number of problems (shorten assignments) , 
MAI4, C 

II. Simplify patterns (e.g., ABAB instead of ABBCD), 
MAIS, C 

12. Touch Math program, MA16, C 
13 . Use calculators instead of performing paper and 

pencil steps, MAI7, C 
14. Use manipulatives such as money, c locks, MAIS, 

c 

2. Identify numbers on spinner or di ce, MA20, C 
3. Weighing and measuring related to cooking, 

MA21 

4. Peer Tutoring, MA25, C 
5. Research mathematicians and/or musicians, MA26, 

c 
6. Write in math journals, MA27, C 

5. Practice drawing & coloring in simple shapes, MSS 
6. Provide parent/caregiver li sts of home activities for 

student, MS6 
7. Tracing: write model in pen/pencil , give studen t fe lt 

pen to trace letters, MS7 

3. Support wrist and elbow on table, MSA3 
4. Use hand over hand to guide movement ; gradually 

fade ou t as student learns motions , MSA4 
5. Utili zation of site-team support , MSAS 

A. SFUSD Educational Standards and English/Language Arts Core Curricu lum (Section3) 
B. Strategies for Teaching: ELD Curriculum Guide, BELA (Bi lingual Educati on and Language Academy) 
C. Adapting Curri cu lum and Modifying Instruction for Students: A Guide for All Educators (SFUSD Special Educat ion Services 

and the Curricu lum Improvement and Profess ional Development Department) 
D. SFUSD Web Page: Strateg ies Data-Base (http://www.sfu sd.edu/SST/) 
E. School Health Programs Department Secretary's Binde r 
F. School Health Programs Crisis Response Manual 
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Oral Language Strategies 
I. Brainstonn and Cluster Maps , 05, BIC 
2. Carousel, 010, B 
3. Debate , 09, B 
4. Expert Group, 016, C 
5. Four Comers, 0 17, C 
6. Gallery Walk , 08, B 
7. Give One, Get One, 014, C 
8. Group Investigation Model, 0 15, C 
9. Hot Seat (Character Analysis) , 0 13, B 
I 0. Increase oral language opportunities, 018 
II. Inside-Outside Circle, 02, B 

Oral Language Adaptations 
Physical Assistance 
I. Allow all students time for oral expression , OAI, C 
2. Deliver oral reports/presentations using high or 

low-tech augmentative communication device, 

Multi-Level Instruction and Performance Standards 
I . Add gestures or agreed upon visual cues, OA4, C 
2. Ask some yes/no questions , OA5, C 
3. Give student choices for answers, OA6, C 

12. Knowledge Chart (KWL), 04, BIC 
13 . Lindamood , 019 
14. Paren t/careg iver will encourage student to speak 

more in class, 020 
15. Reading the Picture, 07, B 
16. Roundtabl e, 01 , B 
17. Silent Dialogue, 011 , B 
18. Story Board, 012, B 
19. Sunshine Interv iew, 03, B 
20. Think-Pair-Share, 06, BIC 

OA2, C 
3 ... Point to pictures to cue or illicit speech from 

student or communication dev ice, OA3, C 

choose one , OA8, C 
6. Teacher asks student a direct question- comes back 

for answer, OA9, C 
4 . Give student opportunity to preview questions prior 7. Teacher or peer models turn taking, OA10, C 

Uti lize choral speech, plays, ro le modeling, OAll, 
c 

to activ ity, OA 7, C 8. 
5. Present student with two answers and let child 

Overlapping Participation 
I. Establish and maintain eye contact, OAJ2, C 
2. Peer or teacher reads student's passage during 

round robin, OAI3, C 
3. Peers or teacher reads student's work out loud, 

Extension 
I . Adjust volume, tone, phrasing & pace of 

speaking for various situations/audiences, 
OA16, C 

2. Make presentations to other classes, 
organizations, OA17, C 

3. Records other student ' s written work, OA18, C 

SFUSD Intervention Sources 

OA14, C 
4 . Reinforce classroom etiquette (e.g .: rais ing hand), 

OA15, C 

4. Student writes and/or records simplified versions 
of tex t, OA19, C 

5. Students writes a play for peers to perform, 
OA20, C 

6. Use eye contact, posture and gesture to engage 
audience, OA21 , C 

A. SFUSD Educational Standards and English/language Arts Core Curriculum (Section3) 
B. Strategies for Teaching: ELD Curriculum Guide, BELA (Bi lingual Educat ion and Language Academy) 
C. Adapting Curri culum and ModifYing Instructi on for Students: A Guide for All Educa tors (SFUSD Special Education Services 

and the Curriculum Improvement and Profess ional Development Department) 
D. SFUSD Web Page: Strategies Data-Base (http: //www.sfusd.edu/SSTI) 
E. School Health Programs Department Secretary ' s Binder 
F. School Health Programs Crisis Response Manual 
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Reading Strategies 
I . Accept some homework papers typed or di ctated by 

student , R23 
2. Alternate Reading, RS, B 
3. Brainstorming, R24, C 
4. Choral Reading, R6, B 
5. Class illustrates a big book ("Creating Your Own 

Bi g Book"), R25, D 
6. Collaborate with Read ing Recovery Teacher, R26 
7. DEAR (Drop Everyth ing and Read) Time, RI3 , A 
8. Di rected Read ing-Thinking Activ ity (DR-TA), 

R27, B 
9. Echo Readi ng, R7, B 
I 0. Family will borrow books from library in student 's 

pri mary language, R28 
11 . Guided Reading, R8, AlB 
12. Hooked on Phoni cs, R29 
13. Jigsaw Reading, R21, B 
14. Label (Labeling) , R30, B 
15. Language Experi ence Approach (LEA), R31 , B 
16. Leveled reading groups, R32 
17. Literature Study Circles, Rl4, AIC 
18. Loan student books to family in student 's primary 

language, R33, D 
19. Matching Picures, R34, BID 
20. Model the thinking processes a good reader 

engages in when reading ("Thi nk Aloud"), R35, C 
21. Modeled Reading Aloud, R36, D 
22 . My Book Chart, R37, D 
23. My Neighborhood Map, R38, D 
24. On-Site Reading Team, R39, B 
25. Parent/caregiver will have child cut out pictures 

that start with a chosen letter ("Le tters And 
Pictures") , R40, D 

26. Parent/caregiver will write letters to student 
("Family Letters"), R41 , D 

27. Patterned Reading, R42 , D 
28 . Phonics Treasure Hunt, R43 , D 
29. Phonics Videos, R44, D 
30. Pl an, Do and Rev iew, RJS, A 
31. Pocket Chart Reading WI Predictable Tex ts, Rl6, A 
32. Poetry ln the Classroom, R45, B 
33. Popcorn Reading/Break-In Read ing, R46 
34. Primary Phonics, R47, B 
35. Project Cube, R22, C 

SFUSD Intervention Sources 

36. Provide partial outlines of chapters, study guides , 
and testing outli nes, R48 

37. Quaker Readi ng, R49 , D 
38. Read & Retell , R9 , B 
39. Reader's Theater, RIO, A/BID 
40. Reading Environmental Pri nt, RSO, B 
41. Reciprocal Reading, Rl7, B 
42 . Reciprocal Teaching, RSI 
43 . Refer for Reading Recovery (including literacy 

group), R52 
44. Refer parent/caregiv to ELL class, R53 , D 
45. Relic Box, Rl 8, C 
46. Repeated Reading, R54, D 
47. Segment sentences on fl ash cards, RSS 
48. Send home books, R56 
49. Send home word games, R57, D 
50. Shared Reading across Genre of tex ts, R2, B 
51. Shared Reading of Poetry & Song, R4, D 
52. Shared Reading With Predictabl e Tex ts, R3 , AID 
53. Sight-Word Bingo, R58, D 
54. Simpli fy complex directions, R59 
55. Sing, Speak, Spell, R60 
56. Small group reading, R6J, D 
57. Sociogram, Rl l, B 
58. Special Delivery , R62, B 
59. SQ3R (Survey , Question, Read, Recite & Review), 

R63 ,B 
60. Stories With Friends, R64, D 
6 1. Story Sequencing for Reading, Rl2 , B 
62. Story Sidewalk, R65, D 
63. Story Squares, R66, D 
64. Storyboard, R20, C 
65. Student creates a poetry word bank ("Creating a 

Poetry Word Bank"), R67, D 
66. Student fill s in a (student or teacher-created) book 

for sounds or for reference ("ABC Student Book" ), 
R68,D 

67. Student identifies number of pages to be read and 
uses post-its . . . ("Bookmark Strategy"), R69 , D 

68. Student prepares a grocery li st; looks for 
environmental print ("A Shopping Trip"), R70, D 

69. Student will go to li brary with teacher, R71 
70. Student will read books in primary language, R72 , 

BID 

A. SFUSD Educat ional Standa rds and English/Language Arts Core Curricul um (Section3) 
B. Strategies for Teaching: ELD Curri culum Guide, BELA (Bi lingual Educa ti on and Language Academy) 
C. Adapting Curriculum and ModifYing Instruction for Students: A Guide for All Educators (SFUSD Special Education Services 

and the Curriculum Improvement and Professional Development Department) 
D. SFUS D Web Page : Strategies Data-Base (http://www.sfusd.edu/SST/) 
E. School Hea lth Progra ms Department Secretary' s Binder 
F. School Health Programs Cris is Response Manua l 
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(Reading Strategies, cont'd) 
71. Sustained Silent Reading (S SR) , R73, D 
72 . Teacher Read-Aloud , RI , AlB 
73. The Breakfast Club, R74, D 
74 . The Name Game, R75, D 
75. The Name List, R76, C 
76. Transitional Reading Strategies (Spani sh to 

Engli sh), R77, D 

Reading Adaptations 
Physical Assistance 
I . Enlarge print , RAJ , C 
2. Have student use bookmarks for trackjng, RA2 , C 
3. Use augmentati ve communication dev ices , RAJ, C 
4. Use book stand , RA4, C 

M ulti-Level Instruction and Performance S tandards 
I . Color code tex tbook, highlighting important 

sentences, phrases , vocabulary, RA8, C 
2. Create interest for material to be read by bringing in 

items that will stimulate discussion about a topic, 
RA9, C 

3. Do not force student to read orally; encourage peer 
tutoring and have pairs take turns reading together 
ora ll y to group, RAIO, C 

4. Do not require lengthy outside reading assignments, 
RA34 

5. Have student be responsible for one main idea, 
RAil , C 

6. Have student draw a picture, RA12, C 
7. Have student fill in the blanks, RA 13, C 
8. Have student hold prop that is related to story (e.g., 

puppet), RA 14, C 
9. Have student match tex t to pictures , RA I S, C 
10. Pre-teach vocabulary, RAI 6, C 
I I. Provide photocopies of teacher's notes, RA35 
12. Provide supp lementary materi als that student can 

read, RA36 
13 . Reduce workload, RA17, C 
14. Review words periodica ll y, RAI8, C 

SFUSD Intervention Sources 

77. Use "Bulletin Board Stories" , R78, D 
78. Using The Newspaper To Improve Reading Skills , 

R79,D 
79. Word Making, R80, D 
80. Word Neck laces, R81, D 
8 1. Word Wall s, Rl9, A/BID 

5. Use books on tape, RAS, C 
6. Use Braille, RA6, C 
7. Use computers, RA 7, C 

15. Substitute symbols fo r written text, RA 19, C 
16. Use books on tape/"Talking Books for the Blind", 

RA20, C 
17. Use charac ter web, RA21 , C 
18. Use co llage, RA22, C 
19. Use computer software, RA23, C 
20. Use graphic organizer, RA24, C 
21 . Use images on overhead , RA25, C 
22 . Use modi fied tex t or assign a smaller portion , 

RA26, C 
23. Use music-related stori es, RA27, C 
24. Use peer or communi ty volunteer tutors, RA28, C 
25. Use pictures/symbols, RA29, C 
26. Use props (e.g., puppet, magnets on cookie sheet, 

fe lt board), RA30, C 
27. Use small group settings or pairs and assign various 

paragraphs; put a good average reader with a less 
able reader; encourage di scussion of materi al read 
and sharing to the whole class, RA3 1, C 

28. Use storyboard sequencing, RA32, C 
29. Use video or fi lm strips to supp lement tex t, RA33 , 

c 

A. SFUSD Educational Standa rds and English/Language Arts Core Curricul um (Section3) 
B. Strategies for Teaching: ELD Curriculum Guide, BELA (Bi lingual Educati on and Language Academy) 
C. Adapting Curri culum and Modify ing Instruction for Students: A Gu ide for All Educa tors (SFUSD Special Educa tion Services 

and the Curriculum Improvement and Professional Deve lopment Department) 
D. SFUS D Web Page: Strateg ies Data-Base (http ://www .sfusd.edu/SST/) 
E. School Health Programs Department Secretary 's Binder 
F. School Hea lth Programs Crisis Response Manual 

SST- M enu of In tervent ions, 11/01 
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Student Success Team - Menu Of Interventions 

Reading Adaptations 
Overlapping Participation 
I . Art project related to story, i.e. co llage, a story 

board , RA37, C 
2. Categori ze, RA38, C 
3. Demonstrate appropriate li stening behav., RA39, C 
4. Get books, hand out and put away, RA40, C 
5. Hold book in front of class fo r teacher, RA41 , C 
6. Identify sight words , pictures, etc., RA42, C 
7. Pointing to picture related to story to test 

Extension 
I . Find vocabulary words in the newspaper or 

magazine, RA48, C 
2. Have student connect stori es to background 

knowledge or experi ence, RA49, C 
3. Have student create story map, RASO, C 
4. Have student create story timelines, RASI , C 
5. Have student design a comi c book about the story ; 

other students can color the characters or 
write/copy the sentences, RA52, C 

Writing Strategies 
I . ABC Wall Chart or Class Book, W 1, A 
2. Author ' s Chair, W2, AIC 
3. Buddy Journals, W3, B 
4. Content Area Logs, W4, B 
5. Copying, Wl4, B 
6. Creating Texts for Wordless Books, WS, A 
7. Dialecti c (Response) Journal, W6, B 
8. Guided Writing Activ ities , W7, B 
9. Interacti ve Journals, WS, AlBIC 
I 0. Interactive Writing, W9, AB 
II. Letter Wri ting, WIO, B 
12. Metacogniti ve Journal, W12, B 

SFUSD Intervention Sources 

comprehension, RA43, C 
8. Practi ce letter recognition, RA44, C 
9. Practi ce writing or copying words on topic, RA45, 

c 
I 0. Retell sto ry to younger kids, RA46, C 
II . Turning the page appropriate ly at correct time, 

RA47, C 

6 . Have student write a play for the story that other 
students can act out, RA53, C 

7. Have student write a song about the story (e .g., tap 
song and other kids parti c ipate), RA54, C 

8. Read other books by the same author, RASS, C 
9. Read the story to students who cannot read, RA56, 

c 

13. Modeled Wri ting (A loud), W 15, AIB 
14. Patterned Writing With Predictable Tex t, W I 6, AID 
15. Personal Dictionari es , W 11 , B 
16. Plan, Do and Review , W 17, A 

17. Practi ce writing daily, W18, 
18. Real-Li fe Writing Acti vities, W 19, B 
19. Story Sequencing For Writing, W20, B 
20. Storyboarding, W21 , B 
2 1. Student will write in cursive all the time, W22 
22. Student will wri te in da ily home journal , W23 
23. Writer ' s Workshop, WI3 ,A 

A. SFUSD Educationa l Standards and English/Language Arts Core Curriculum (Section3) 
B. Strategies for Teaching: ELD Curriculum Gu ide, BELA (B il ingua l Educa ti on and Language Academy) 
C. Adapting Curriculum and Modify ing Instruction for Students: A Guide for All Educa tors (SFUSD Special Educa tion Services 

and the Curricu lum Improvement and Professional Development Depart ment) 
D. SFUSD Web Page : Strateg ies Data-Base (h ttp://www.sfusd.edu/SST/) 
E. School Health Programs Department Secretary's Binder 
F. School Heal th Programs Cris is Response Manual 

SST- Menu of Interventions, 11/01 
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Student Success Team - Menu Of Interventions 

Writing Adaptations 
Physical Assistance 
I . Adapted keyboa rd , W AI 
2. Adaptive writ ing materials (e.g., pencil grip , larger 

fe lt pen), WA2, C 
3. Computer/typ ing on keyboard , W A3 
4. Dictate to a peer, W A4, C 
5. Give student ora l exami nati ons and qui zzes, W AS 
6. Substi tute oral reports/projects fo r writing, WA6, C 
7. Tape paper to desk , WA7, C 
8. Use adap ti ve paper (e.g., lines, larger li nes, lined 

columns), W AS, C 
9. Use assistive technology dev ice that allows student 

Multi-Level Instruction and Performance Standards 
I . Complete one part of assignment, W AlS, C 
2. Create and use personal dictionary, W A 16, C 
3. Organi ze pictures to tell story , WA17 
4. Pictori al co ll age, WA I8, C 
5. Provide sentence or paragraph starters, WAI9, C 
6. Shorten assignment, W A20, C 
7. Trace or copy dictated answers, WA21 , C 
8. Utili ze Spelli ng Styles and Vocabu lary Attributes 

Overlapping Participation 
I . Match pictures to words, W A28, C 
2. Pass out materi als for writ ing assignment, W A29, 

c 
3. Practice copying, WA30, C 
4. Trace other students' writing, WA31 , C 
5. Use communication dev ice, WA32, C 

Extension 
I. Incorporate features such as italics, foo tnotes and 

bibliography into writing, W A36, C 
2. Peer uses rubric to check work, W A37, C 
3. Put words to peers picture collage, WA38, C 

SFUSD Intervention Sources 

to ora lly dic tate writing and/or with voice output, 
W A9,C 

I 0. Use phys ical and verbal prompts for placement of 
fi ngers on pencil and wri st on table, WAIO 

I I. Use stenc il s, W A 11 
12. Use ta pe recorder to dictate, W AI2 
13. Write on a vertical/slan ted surface (e.g., 

chalkboard), W A 13 
14. Write on top of a tex tured surface (e .g., sandpaper), 

WA14 

charts, W A22, C 
9. Use editi ng checklist (caps, periods, commas, etc.), 

W A23,AC 
I 0. Use graphic organizers, W A24, C 
II . Use stamps, W A25, 
12. Use word bank, W A26, C 
13. Use word prediction and other writing software, 

W A27 

6. Use storyboard, WA33, C 
7. Write down key words (i.e. , personal vocabulary 

li st), W A34, C 
8. Write name, heading and date on top of paper, 

W A35, C 

4 . Use di ctionary or spe ll check too ls to edit work, 
WA39, C 

5. Write from a peer's dictati on, W A40, C 

A. SFUSD Educationa l Standards and English/Language Arts Core Curriculum (Section3) 
B. Strategies for Teaching: ELD Curri culum Guide, BELA (Bi lingual Educa tion and Language Academy) 
C. Adapting Curri culum and Modi fyi ng Instruction for Students: A Gui de for All Educators (SFUSD Special Education Services 

and the Curriculum Improvement and Profess ional Development Department) 
D. SFUSD Web Page: Stra tegies Data-Base (http://www.sfusd.edu/SST/) 
E. School Health Programs Department Secretary 's Binder 
F. School Health Programs Cri sis Response Manual 

SST- M enu of Interve ntions, 11/01 
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Student Success Team - Menu Of Interventions 
APPENDIX 

Attendance 
Desired Student Outcome 
I . Arri ves at school on time except for excusable reasons, AI 
2. Attends schoo l every day except for excusable absence, A2 
3. Improved attendance , A3 
4. Improved punctuali ty , A4 

As Evidenced By 
I . Attendance record, AI 
2. Communi ty agency reports, A2 
3. Teacher/staff observation/report (e .g. , checklist), A3 

Behavior/Social-Emotional 
Desired Student Outcome 
I . Attend/concentrate adequately in school 

envirorunent, 8 I 
2. Decreased incidences of verbally aggressive 

behaviors, 82 
3. Diminished impact of loss or event on academic 

performance, 83 
4. Follows school and classroom rul es, 84 
5. Improved classroom behav ior, 85 
6. Improved se lf- esteem , 86 

As Evidenced By 
I . Behavior check list, 8I 
2. Classperi od count, 82 
3. Communi ty agency reports, 83 
4. Da ily count, 84 
5. Hea lth report , 85 
6. Hourly count, 86 

Health 
Desired Student Outcome 
I. Comes to school clean and free of odor, HI 
2. Has a pl an of action for chronic health condition, 

H2 
3. Has adequate meals throughout the day , H3 
4. Has adequate sleep each night, H4 
5. Healthy enough to attend school daily, H5 

SFUSD Interven tion Sources 

7. Improved social ization skill s/peer relationships, 8 7 
8. Increased abili ty to follow routines/transitions in 

and out of classroom, 88 
9. Increased use of positive statements, 8 9 
I 0. M ai ntains relati onships to successfully function in 

school, 810 
II. No incidences of physically aggressive behaviors, 

811 
12. No incidences of verbally aggressive behaviors, 8 

7. Parent/caregiver report/ checklist, 8 7 
8. Report from home visit , 88 
9. Student se lf-report checklist, 89 
I 0. Teacher/staff observation/report (e.g., checklist) , 

810 
II. Weekly count , 811 

6. Improved hea lth , H6 
7. Lives in a safe environment free of abuse/neglect, 

H7 
8. Stays awake in class, H8 
9. Vi sua l acuity is adequate for school functioning, 

H9 

M. SFUSD Educational Standa rds and Engli sh/Language Arts Core Curri cu lum (Section3) 
N. Strategies for Teaching: ELD Curriculum Guide, BELA (B ilingual Education and Language Academy) 
0 . Adapting Curriculum and ModifYing Instruction for Students: A Guide for All Educators (SFUSD Special Educat ion Services 

and the Curriculum Improvement and Professional Development Department) 
P. SFUSD Web Page: Strateg ies Data-Base (http://www.sfusd.edu!SST/) 
Q. School Health Progra ms Department Secretary's Binder 
R. School Health Programs Cri sis Response Manual 

SST- Men u ofl nte rventions 11/01 
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Student Success Team - Menu Of Interventions 
APPENDIX 

Health 
As Evidenced By 
I . Behavior checklist, H 1 
2. Communi ty agency reports, H2 
3. Exam/screening results, H3 
4 . Hea lth report from primary medica l provider, H4 

Math 
Desired Student Outcome 
I . Improved additi on skill s, MAl 
2. Improved application sk ills, MA2 
3. Improved divi sion skill s, MA3 
4. Improved measurement skill s, MA4 
5. Improved multiplication skill s, MAS 
6. Improved subtraction skills, MA6 
7. Student demonstrates understanding of concept of 

addition, MA 7 
8. Student demonstrates understanding of concept of 

di vision, MA8 
9. Student demonstrates understanding of concept of 

As Evidenced By 
I . Bas ic Math Skills Test, MA l 
2. Curri culum-Based Measurement - Math 

Computation , MA2 
3. Functional Skills Analys is, MA3 
4. Mathland Assessments, MA4 
5. Other SFUSD Performance Standards, MAS 
6. Portfo lio Review, MA6 
7. SFUSD Mathemati cs Performance Assessment , 

MA7 
8. Student counting by rote, MA8 

Motor Skills 
Desired Student Outcome 
I . Improved fine motor skill s, MSI 
2. Improved gross motor skill s, MS2 

As Evidenced By 
I . Parent/caregiver report/ checkli st, MSI 
2. Student se lf-report checkli st, MS2 

SFUSD Intervention Sources 

5. Parent/caregiver report/checkli st, HS 
6. Report fro m home visit, H6 
7. Teacher/staff observa tion/report (e.g., check I ist), 

H7 

multiplication, MA9 
1 0. Student demonstrates understanding of concept of 

subtraction, M AIO 
I 1. Student demonstrates understanding of place value, 

MAll 
12. Student matches numeral with collection of obj ects, 

MAJ2 
13. Student recognizes numera ls to _ , MAI3 
14. Student rote coun ts to , MA I4 
15. Students demonstrates one-to-one correspondence, 

MAIS 

9. Student coun ting objects, MA9 
10. Student making a pattern, MA I O 
II . Student matching a pattern , MAll 
12. Student reading numerals, MA I 2 
13. Student reading numerals and building sets with 

objec ts, MAJ3 
14. Student writing numerals to name sets, MAI4 
15. Teacher-designed test, MAIS 
16. Touch Math, MA16 

3. Improved perceptual motor ski lls, MS3 
4 . Uses appropriate assistance device, MS4 

3. Teacher/staff observation/report (e.g., checklist), 
MS3 

M. SFUSD Educational Standards and English/Language Arts Core Curricu lum (Section3) 
N. Strategies for Teaching: ELD Curri culum Guide, BELA (B ilingual Educa tion and Language Academy) 
0. Adapting Curriculum and Modify ing Instruction fo r Students : A Guide fo r All Educa tors (SFUS D Spec ial Education Services 

and the Curricul um Improvement and Profess ional Development Department) 
P. SFUSD Web Page : Strategies Data-Base (http://www .sfusd.edu/SST/) 
Q. School Health Programs Department Secretary's B inder 
R. School Health Programs Cri sis Response Manual 

SST - Menu ofl nterventions 11/01 
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Student Success Team - Menu Of Interventions 
APPENDIX 

Oral Language 
Desired Student Outcome 
1. Improved oral expression, 01 
2. Asks for clarifications in different situations. , 02 
3. Begins to speak to peers in some small group 

situations, 03 
4. Contributes to classroom di scuss ions/responds to 

questions/debates issues, 04 
5. Dramatizes/gestures/draws pi ctures to show 

comprehension/needs, OS 
6. Expresses responses in phrases/simple sentences, 

06 

Oral Language 
As Evidenced By 
I . Cali fornia English Language Development Test 

(CELDT), Ll 
2. Into Engli sh - Student Progress Fonn, L2 
3. LALAR (Language & Literacy Assessment 

Rubric) , L3 

Reading 
Desired Student Outcome 
I . Demonstrates book sense (tracking; locating cover, 

author, title; matchi ng pictures to words), R1 
2. Follows along in text as story is read aloud, R2 
3. Has mastered ski ll s at the early fluency level, R3 
4 . Has mastered ski ll s at the emergent level, R4 
5. Has mastered ski ll s at the fluency level, RS 
6. Identifi es/associates written symols; 

recognizes/identifies letters, R6 
7. Improved comprehension/ comprehension 

strategies, R7 

As Evidenced By 
I . A Continuum of Reading Growth in the Primary 

Grades, R1 , A 
2. Anecdotal Record Log, R2 , A 
3. Audiotape Reading Survey - Child , R3 , A 
4. Background Survey on Reading (Primary), R4 , A 
5. California English Language Development Test 

(CELDT), RS 

SFUSD Intervention Sources 

7. Improved listening comprehension/recepti ve 
language , 07 

8. Produces a fu ll range of grade-approp ri ate 
grammati ca l structures/vocabulary in un fa miliar 
si tuations, 08 

9. Responds to simple commands/questions through 
actions or one/two-word phrases, 09 

I 0. Speaks comforta bly with peers in small groups, 
010 

I 1. Use age-appropriate vocabulary , 011 

4. LAS (Language Assessment Scale), L4 
5. Pre-LAS, LS 
6. Teacher/staff observation/report (e.g., checkli st), 

L6 

8. Improved reading fluency , R8 
9. Reads across variety of genres; identi fies features 

of di ffe rent reading materials, R9 
I 0. Reads familiar words and phrases aloud , RIO 
II . Reads independently; chooses increasingly 

difficult texts ; makes predictions/inferences about 
readings, Rll 

12. Reads/comprehends grade- level text with complex 
language/vocabu lary , R12 

13. Reads/fo llows simple written directi ons , R13 

6. Child Interest Inventory - Grades l to 5, R6, A 
7. Curri culum-Based Measurement - Reading 

Fluency, R7 
8. DIBELS (Dynamic Indicators of Basic Early 

Literacy Skill s, R8 
9. Dolch word Ji st - graded li sts, R9 
10. Entry Survey "Getting To Know Me", RIO, A 

M. SFUSD Educational Standards and English/Language Arts Core Curriculum (Section3) 
N. Strategies for Teaching: ELD Curriculum Gu ide, BELA (B ilingual Educati on and Language Academy) 
0. Adapting Curriculum and Modifying Instruction fo r Studen ts: A Guide for All Educa tors (SFUSD Special Educa tion Services 

and the Curriculum Improvement and Profess ional Development Department) 
P. SFUSD Web Page: Strategies Data-Base (http://www.sfusd.edu/SST/) 
Q. School Health Programs Department Secretary 's B inder 
R. School Health Programs Crisis Response Manual 

SST- Men u of Interventions 11 /01 
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Student Success Team - Menu Of Interventions 
APPENDIX 

(Reading As Evidenced By, cont 'd) 
II . Feb/M arch Reading Evaluation Survey , RII , A 
12 . First Grade Instant Words, RI2 , A 
13. Fry's Oral Reading Test, RI3 
14. Fry 's Si lent Reading Comprehension Test, RI4 , A 
15 . Graded spelling lists, RIS 
16. Initial Sounds assessment, RJ 6, A 
17. LALAR (Language & Literacy Assessment 

Rubric), R17 
18. Letter/Sound Identification , R I8 , A 
19. Literature Logs, RI9 
20. Miscue Analysis (Record Fonn, Inventory), R20 , A 
21 . Observation Survey, R21 
22. Phonemic Awareness Assessment (Yopp-Singer), 

R22 ,A 
23. Phonics Test Pt. 1, R23 ,A 
24 . Phonics Test Pt. 2 (Blending Words), R24, A 
25. Phono-Graphix Pre and Post Tests, R25 
26. Phonological Awareness Profi le, R26 
27. Reading Checks - Early, R27, A 
28. Reading Checks - Emergent, R28 , A 

Written Expression 
Desired Student Outcome 
I . Applies the steps in the writing process to writing 

tasks, WI 
2. Experiments with vari ety of writing styles/genres, 

W2 
3. Generates ideas for simple stori es with awareness 

of sequence/detail , W3 
4. Improved conventions of written language, W4 
5. Improved organization of thoughtslinfo nnation, 

ws 
6. Parti cipates in revising/edit ing own work , W6 

As Evidenced By 
1. Analytic Writing Assessment Guide, WI , A 
2. Cali fornia Engli sh Language Development Test 

(CELDT), W2 
3. Continuum of Written Language Development, 

W3 ,A 
4. Curriculum-Based Measurement - Spelling, W4 

SFUSD Interven tion Sources 

29. Reading Checks- Fluent , R29 , A 
30. Reading Experience and Interest Survey, R30, A 
3 1. Reading Inventory Summary Sheet, R3I 
32. Reading Self-Eva luati on Survey, R32 
33. Reading Strateg ies Intennediate Survey , R33 , A 
34. RESULTS assessments, R34 
35. Runni ng Record, R35 , A 

36. Scholasti c end of unit assessments, R36 
37 . Second Grade Instant Words, R37, A 
38. Self-Eva ! Checkl ist for Lit Responses, R38, A 

39. SFUSD ABC, R39 
40. Strategies That Help Me Understand A Story 

(Primary) , R40 , A 
41. Student Profi le of Print Concepts, R4 J, A 
42. T AAS (J erome Rosner's Test of Auditory Skill s) , 

R42 ,A 
43. Third Grade Instant Words, R43 , A 
44 . Yopp-Singer Test of Phoneme Segmentation 

(Phonemic Awareness Assessment), R2 I , A 

7. Uses invented spelling and fa miliar words or short 
phrases, W7 

8. Uses some conventions of print including spacing 
between words , names and letters, W8 

9. Uses writing to get and give infonnation , W9 
I 0. Writes from various points of view, WI 0 
11 . Writes on all topics nonnall y required for grade 

leve l, Wll 
12. Writes to describe a drawing or illustration, WI2 

5. Curri culum-Based Measurement - Written 
Expression, WS 

6. Grade 4 Informati ve Writing Rubric, W6, A 
7. Grade 4 Narrati ve Writ ing Rubric, W7, A 
8. Grade 4 Persuasive Writing Rubric, W8, A 
9. Grade 4 Writing Rubric, W9, A 

M. SFUSD Educationa l Standards and English/Language Arts Core Curri culum (Section3) 
N. Strategies fo r Teaching: ELD Curri culum Guide, BELA (Bi lingua l Education and Language Academy) 
0 . Adapting Curricu lum and Modifying Instruction for Students: A Guide fo r All Educators (S FUSD Specia l Education Services 

and the Curricul um Improvement and Profess ional Development Department) 
P. SFUSD Web Page: Strategies Data-Base (http://www.sfusd.edu/SST/) 
Q. School Health Programs Department Secretary ' s Binder 
R. School Health Programs Cri sis Response Manual 

SST- Menu of Interventio ns 11/0 1 
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(Written Expression As Evidenced By, cont 'd) 
I 0. Interactive Journal Assessment, WI 0, A 
I I. K-2 Writing Rubri c, Wll , A 
12. LALAR (Language & Literacy Assessment 

R ubric), Wl2 
13. Literature Logs, W l 3 
14. Observati on Survey, Wl4 
15. OLE Criteri a fo r Evaluati on in Writer 's Workshop, 

WlS 
16. Phoneti c Spelling Test, Wl6 
17. Phonologica l Awareness Profi le- Invented 

Spelling, Wl7 
18. Portfo lio Confe rence, W l 8, A 
19. Project Evaluation Form (Teacher), W l 9, A 

Mise 
Desired Student Outcome 
I . Improved academic perfonnance, Ml 
2. Increase in acqui red credits, M2 
3. No decrease in academic perfo m1ance, M3 

As Evidenced By 
I . Communi ty agency reports, Ml 
2. Parent/caregiver report/ checkl ist, M2 
3. Student se lf-report checkli st, M3 
4. Teacher/staff observa tion/report (e.g ., checkli st), M4 

SFUSD Intervention Sources 

20. Project Self-Eva luation (Student), W20, A 
21. RESULTS assessments, W21 
22. Rigby 's Continuum of Written Lang Development , 

W22, A 

23. Scholasti c End of Unit Assessments, W23 
24. School-based Math Program, W24 
25. School-based Reading Program, W25 
26. SFUSD ABC, W26 
27. SFUSD ALAS Rubric, W27 
28. SFUSD IW A, W28 
29. Teacher-designed test, W29 
30. Writer 's Workshop Assessments, W30 

M. SFUS D Educational Standards and English/Language Art s Core Curricu lum (Section3) 
N. Strategies fo r Teaching: ELD Curri culum Guide, BE LA (Bi li ngual Education and Language Academy) 
0. Adapting Curriculum and Mod ifyi ng Instruct ion for Students: A Guide fo r All Educators (SFUSD Special Educa tion Services 

and the Curriculum Improvement and Profess ional Development Department) 
P. SFUSD Web Page: Stra tegies Data-Base (http://www.sfusd.edu/SST/) 
Q. School Hea lth Programs Depart ment Secretary's Binder 
R. School Health Programs Cri sis Response Manual 

SST- Menu of In terventions 11/01 
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Student Referral 
For Student Success Team (SST) Consideration 

Today's Date: Teacher: 

Student Name: Student ID: 

Grade: Age : Date of Birth : 

Parent/Guardian Name: Relationship: 

D EL student 

Ostudent has I.E.P . 

Family 
information: 

Ofoster child 

Oguardianship 

Test Scores: 

Attendance: 

Language spoken at home: 

0Special Needs 

Donly child 
Relatives at 

home: 
0Siblings 

Dolder sibling(s) 01 parent 0 Grandparents 

Oyounger sibling(s) 02 parents Dother relatives 

Reading Benchmark Level : Fall : Winter: Spring : 

Writing Benchmark (1-5): Fall : Winter: Spring: 

Math Benchmark: Fall : Winter: Spring : 

Absences : Fall : Winter: Spring : 

Tardiness: Fa ll: Winter: Spring : 



Student Support Team Referral Form 

Current 
Services: D Afterschool 0School-based Counseling (Individual) 

D Tutoring 0School-based Group Counseling 

D Summer School Ocounseling from an Outside Provider 

D Other: 

Last school 
year's information: 

School : 

Teacher: 

0Does well in small groups 

Dean work independently 

0Helpful to others 

Last school 
year's final or CST 
scores: 

Reading : 

Math : 

Total: 

Likes: 

0Music 

0Visual Arts 

0Performing Arts 

Last school 
year's totals : 

Absences: 

Tardiness: 

DELA 

0Math 

Ocomputers 

0Science 

Osocial Studies 

0Good peer relationships 

0Good adult relationships 

DOt her: 

Page 2 



Student Support Team Referral Form Page 3 

Health 
Concerns: 

Academic 
Difficulties: 

DReading 

0Math 

0Articulation 

0Language 

Behavioral 
Difficulties: 

0Self I Hurt 

0Fighting 

0Withdrawn 

0Earaches 0Wears Glasses 0Unexplained Injuries 

0Headaches 0Medications 
0Possible Physical/Sexual 
Abuse 

0Hygiene 0Substance Abuse 0Stomach Complaints 

0Fatigue 00ther 

Dlnattentive 0Lack of motivation 

0Distractible 0Unable to follow directions 

0Fine Motor 

0Homework completion 

0Attendance/Truancy problem 

0Brief attention span 

OOther: 

Dscapegoating 

Dstealing 

0Chronically Disruptive 

0Frequently Leaves Seat 

0Explosive Behaviors 

0Careless with work 

Olnconsistent memory skills 

0Tries hard with poor results 

0Frequently Speaks Out Loud 

0Attention Seeking Behaviors 

0Refuses to Follow Direction 

0Potential to Harm others (hitting , biting 
weapons , other) 

Olnappropriate Sexual Behavior (kissing , 
touching , exposing , other) 



Student Support Team Referral Form 

Emotional 
Difficulties: 

0Cries Often 

0No Affect 

Page 4 

0Withdrawn I Avoidant 

0Psychosomatic Complaints 

0Anxious 0Tantrums 0Difficulty with Peer Interaction 

0Appears Angry 0Verbal Outbursts 0Talks to Invisible Others 

0Makes Threats 0Talks to Self Dother 

What strategies have been used to address the area of 
concerns? (Letter, phone call, meeting etc.) 

Please Expla in 

0Ciassroom intervention 

0Parent contact 

D Administrative referral 

Dother: 



CIVICORPS EXECUTIVE ADMINISTRATION 

Interim Chief Executive Officer 
Bill Zenoni 

D irector of Development 
Rebecca Grove 

Joyce lyn Bishop 
Executive Administrator 

Interim ChiefFi nancial Officer 
Brian Hickey 

Interim Principal 
Civ icorps Academy 
Tessa Christenson 

" 
Principal 

K-5 
Desiree Braganza 

Contracts Manager 
Adam Cope 

Program Manager 
Bruce Grou lx 

----- - --- - --- ---



r 

Accounting Manager 
Wendy Wang 

FINANCE DEPARTMENT 

Interim Chief 
Financial Officer 

Brian Hickey 

Admistrative Services 
Coordinator ~ 

Cornelius Shields 

~ :I_ 

Payroll Specialist 
Imie Lam 

Fund Accountant 
Cathy Chen 



After School 
Coordinator 

Nekeya Murray 

After School 
Instructors (3) 
Shayla Taylor 
Ryan Nichols 
Brad Phelps 

*Administrative Intern: Lacedric Johnson 
Custodian: Victor Guerrero 

CIVICORPS ELEMENTARY SCHOOL 

Administrative 
Manager 

Tara Denison* 

Principal 
Desiree 

Braganza 

" 
Playground 
Supervisor 

Dustin Johansen 

Emily Roberts 
(K) 

Megan Wherritt 
(K) 

Marissa Giovacchni 
(1) 

Breanna Adams 
(1) 

Mariah Mills 
(2) 

Jenny Rikkers 
(2-3) 

Michael Bartone 
(3) 

Charlotte Vaughns 
(4) 

Abdul-Haqq Khalifah 
(5) 

Constance Moore 
(Art) 

Playworks 
(Staff) 

OBUGS Laura Crandall 



Civicorps Elementary School 
2010-2011 Staff Roster 

"-----:-=----'- -(' 

Principal: Desiree Braganza 
Administrative Manager: Tara Denison 
Administrative Intern: Lacedric Johnson 
Custodian: Major Castleberry 

K5 

Kindergarten Teacher (Lower Grade Leadf))l: liiJifiiiiiM 
Kindergarten Teacher: Megan Wherritt 

First Grade Teacher: Breanna Adams 
First Grade Teacher: Marissa Giovacchin i 

Second Grade Teacher: Mariah Mills 
Second/Third Grade Teacher (C ,I & A Lead): Jenny Rikkers 
Third Grade Teacher: Michael Bartone 

Fourth Grade Teacher: Charlotte Vaughns 

Art Teacher: Constance Moore 
PE Teacher (Piayworks): icente Cruz 

arden-Based Education (OBUGS Teacher: Laura Crandall 
Service Learnin Consultant: ngelina Vergara 
Counselor. Chi ldren's Hospital Center for Ch ild Protection referral 

Playground Supervisor: Dustin Johansen 
Lunch Supervisor: Dustin Johansen 

Afterschool Coordinator: Nekeya Murray 
Afterschool Tutor: Ryan Nichols 
Afterschool Tutor: Shayla Taylor 
Afterschool Tutor: Brad Phelps 



Civicorps Schools 
5 Years Forecasts 

OGUGrant Description 2010-2011 2011-2012 2012-2013 2013-2014 2014-2015 

Revenues 

Total School Revenues 2,056,787 2,118,491 2,182,045 2,247,507 2,314,933 

Fees for Service Contracts 3,979,536 4,098,922 4,221,890 4,348,547 4,479,003 

Grants and Donations 2,446,189 2,519,575 2,595,162 2,673,018 2,753,208 

Total Revenues 8,482,513 8,736,988 8,999,097 9,269,072 9,547,144 

Expenses 

Payroll 

Salaries- Certificated Teachers 731,470 753,414 776,016 799,296 823,275 

Salaries - Certificated Administrators 145,200 149,556 154,043 158,664 163,424 

Salaries - Classified Administrators 69,000 71,070 73,202 75,398 77,660 

Salaries - Classified Clerical & Office 83,890 86,407 88,999 91,669 94,419 

Salaries - Certificated Pupil Support 46,000 47,380 48,801 50,265 51,773 

Salaries - Classified Instructional Aides 88,587 91,244 93,981 96,800 99,704 

Salaries - Staff 1,375,835 1,417,110 1,459,623 1,503,412 1,548,514 

Wages- Staff 28,383 29,234 30,111 31,014 31,944 

Wages - Corpsmembers & Interns 1,861,928 1,917,786 1,975,320 2,034,580 2,095,617 

Total Payroll 4,430,293 4,563,201 4,700,096 4,841,098 4,986,330 

oenefits 

taff Payroll Taxes 191,474 197,218 203,135 209,229 215,506 

Staff Unemployment costs 120,000 123,600 127,308 131,127 135,061 

CM /Intern Payroll Taxes 142,438 146,711 151,112 155,645 160,314 

Health, Vision & Life Insurance 230,109 237,012 244,122 251,446 258,989 

Dental 49,828 51,323 52,863 54,449 56,082 

Other Medical Expenses 10,300 10,609 10,927 11,255 11,593 

Workers Compensation Insurance 372,621 383,800 395,314 407,173 419,388 

Total Benefits 1,116,769 1,150,273 1,184,781 1,220,324 1,256,933 

Temp Staffing 59,000 60,770 62,593 64,471 66,4Q5 

Recurring Contractors 154,600 159,238 164,015 168,935 174,003 

Total Contractors 213,600 220,008 226,608 233,406 240,408 

Recruitment 

Recruitment Advertising and Agencies 1,250 1,287 1,326 1,366 1,407 

Employee Analysis 6,000 6,180 6,365 6,556 6,753 

Employee Expense - other 

Total Recruitment 7,250 7,467 7,691 7,922 8,160 

Total Personnel Related 5,767,911 5,940,949 6,119,176 6,302,750 6,491,831 

Non-Personnel Related 

Oupplies 
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Civicorps Schools 
5 Years Forecasts 

OGUGrant Description 2010-2011 2011-2012 2012-2013 2013-2014 2014-2015 

Uniforms 20,000 20,600 21,218 21,855 22,511 

Safety Supplies & Services 17,384 17,905 18,442 18,995 19,565 

Teaching Materials 19,000 19,570 20,157 20,762 21,385 

Art Supplies 4,000 4,120 4,244 4,371 4,502 

Books 4,000 4,120 4,244 4,371 4,502 

Food-Schools 13,000 13,390 13,792 14,206 14,632 

Tools & Equipment 69,006 71,076 73,208 75,404 77,666 

Other Program Supplies 8,000 8,240 8,487 8,742 9,004 

Total Supplies 154,390 159,021 163,792 168,706 173,767 

Program related-other 

Corpsmember Enrichment 

Field Trips 6,500 6,695 6,896 7,103 7,316 

Extracurricular Activities 6,000 6,180 6,365 6,556 6,753 

Consultants 77,000 79,310 81,689 84,140 86,664 

Fiscal Sponsor Fees 123,402 127,104 130,917 134,845 138,890 

Total Program related-other 212,902 219,289 225,867 232,644 239,623 

Fleet 

Vehicle Leases & Rentals 

Vehicle Maintenance 84,025 86,546 89,142 91,816 94,570 

Que I 116,899 120,406 124,018 127,739 131,571 

Vehicle/Drivihg Fees 910 937 965 994 1,024 

Vehicle Insurance 64,704 66,645 68,644 70,703 72,824 

Fleet- Other 

Total Fleet 266,538 274,534 282,769 291,252 299,989 

Travel, Meetings & Conferences 

General Staff Development 11,490 11,835 12,190 12,556 12,933 

Hospitality/Business Meals 3,990 4,110 4,233 4,360 4,491 

Conference Fees 2,200 2,266 2,334 2,404 2.476 

Local Travel 4,530 4,666 4,806 4,950 5,099 

Out of Area Travel 2,000 2,060 2,122 2,186 2,252 

Total Travel, Meetings & Conferences 24,210 24,937 25,685 26,456 27,251 

Operating 

Rent 666,765 686,768 707,371 728,592 750,450 

Utilities (water, electricity & trash) 95,286 98,145 101,089 104,122 107,246 

Security 11,436 11,779 12,132 12,496 12,871 

Building Repairs & Maintenance 13,600 14,008 14,428 14,861 15,307 

Janitorial 53,506 55,111 56,764 58,467 60,221 

Insurance 94,120 96,943 99,851 102,847 105,932 

Equipment Leases 26,386 27,178 27,993 28,833 29,698 

ohones Facility 29,268 30,146 31,050 31,982 32,941 
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Civicorps Schools 
5 Years Forecasts 

OGUGrant Description 2010-2011 2011-2012 2012-2013 2013-2014 2014-2015 

Telecommunications- Field 30,828 31,753 32,706 33,687 34,698 

Telecommunications - Network 10,932 11,260 11,598 11,946 12,304 

Office Furniture/Equipment/Repair 38,630 39,789 40,983 42,212 43,478 

Total Operating 1,070,757 1,102,880 1,135,965 1,170,045 1,205,146 

General & Administrative 

Office Supplies 34,850 35,895 36,972 38,081 39,223 

Postage 5,132 5,286 5,445 5,608 5,776 

Express Delivery 920 948 976 1,005 1,035 

Printing & Copying 8,000 8,240 8,487 8,742 9,004 

Dues & Subscriptions 44,400 45,732 47,104 48,517 49,973 

Accounting 25,000 25,750 26,523 27,319 28,139 

Legal 15,000 15,450 15,914 16,391 16,883 

Bank Fees 8,000 8,240 8,487 8,742 9,004 

Payroll Processing Fees 18,000 18,540 19,096 19,669 20,259 

Taxes, Licences & Fees 250 257 265 273 281 

Miscellaneous G & A Costs 

Total General & Administrative 159,552 164,338 169,269 174,347 179,577 

Total Non-Personnel Related 1,888,350 1,944,999 2,003,347 2,063,450 2,125,353 

Qon-operating 

Interest - credit cards 

Interest - Financing 30,000 30,900 31,827 32,782 33,765 

Total Non-operating 30,000 30,900 31,827 32,782 33,765 

Total Expenses 7,686,261 7,916,848 8,154,350 8,398,982 8,650,949 

Revenue over Expenses 796,251 820,140 844,747 870,090 896,195 

0 
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Civicorps Schools 
Civicorps Elementary 

0 
5 Year Forecast 

2010-2011 2011-2012 2012-2013 2013-2014 2014-2015 

REVENUES 
Standard Charter School Funding (State and Federal) 

Oakland Unified-Class Size Reduction $ 142,443 $ 146,716 $ 151,117 $ 155,651 $ 160,321 

General Block Grant 852,950 878,539 904,895 932,042 960,003 

Categorical Block Grant 70,384 72,496 74,671 76,911 79,218 

Lottery-Unrestricted 19,434 20,018 20,619 21,238 21,875 

Lottery-Restricted 2,451 2,525 2,601 2,679 2,759 

Economic Impact Aid 48,022 49,463 50,947 52,475 54,049 

Title I 81,225 83,662 86,172 88,757 91,420 

Supplemental Hourly 5,000 5,150 5,305 5,464 5,628 

Art & Music Grant 1,986 2,045 2,106 2,169 2,234 

Total Standard Charter School Funding 1,223,896 1,260,613 1,298,431 1,337,384 1,377,506 

Grants and Donations 

Grants and Donations Revenues 

Bottle Bill allocation 85,000 87,550 90,177 92,882 95,668 

ASES 112,500 115,875 119,351 122,932 126,620 

K5 Parent Association 20,000 20,600 21,218 21,855 22,511 

Total Grants and Donations 217,500 224,025 230,746 237,668 244,798 

Ootal Revenues 1,558,896 1,605,663 1,653,833 1,703,448 1,754,551 

EXPENSES 
Payroll 

Salaries- Certificated Teachers 545,216 561,572 578,419 595,772 613,645 

Salaries - Certificated Administrators 90,000 92,700 95,481 98,345 101,295 

Salaries - Classified Administrators 

Salaries - Classified Clerical & Office 40,480 41,694 42,945 44,233 45,560 

Salaries- Classified Instructional Aides 70,030 72,130 74,294 76,523 78,819 

Total Payroll 745,726 768,097 791,140 814,874 839,320 

Benefits 

Staff Payroll Taxes 54,078 55,700 57,371 59,092 60,865 

Staff Unemployment costs 8,136 8,380 8,631 8,890 9,157 

Health, Vision & Life Insurance 62,164 64,029 65,950 67,929 69,967 

Dental 12,617 12,995 13,385 13,787 14,201 

Workers Compensation Insurance 20,414 21,026 21,657 22,307 22,976 

Total Benefits 157,409 162,131 166,995 172,005 177,165 

Temp Staffing 20,000 20,600 21,218 21,855 22,511 

Recurring Contractors 55,000 56,650 58,350 60,101 61,904 

Recruitment Advertising and Agencies 1,000 1,030 1,061 1,093 1,126 

Total Personnel Related 

0 
979,134 1,008,508 1,038,763 1,069,926 1,102,024 
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Civicorps Schools 
Civicorps Elementary 

0 
5 Year Forecast 

2010-2011 2011-2012 2012-2013 2013-2014 2014-2015 

Non-Personnel Related 

Teaching Materials 14,000 14,420 14,853 15,299 15,758 

Art Supplies 4,000 4,120 4,244 4,371 4,502 
Books 2,000 2,060 2,122 2,186 2,252 

Food-Schools 8,000 8,240 8,487 8,742 9,004 

Tools & Equipment 1,000 1,030 1,061 1,093 1,126 

Tools & Equipment rental 

Other Program Supplies 2,000 2,060 2,122 2,186 2,252 

Total Supplies 31,000 31,930 32,888 33,875 34,891 

Program related-other 

Fiscal Sponsor Fees 113,279 116,677 120,177 123,782 127,495 

Total Program related-other 119,279 122,857 126,543 130,339 134,249 

Travel, Meetings & Conferences 

Conference Fees 1,500 1,545 1,591 1,639 1,688 

Local Travel 1,000 1,030 1,061 1,093 1,126 

Board Costs 

Total Travel, Meetings & Conferences 13,700 14,111 14,534 14,970 15,419 

0 Rent 72,000 74,160 76,385 78,677 81,037 

Utilities (water, electricity & trash) 19,302 19,881 20,477 21,091 21,724 

Security 6,044 6,225 6,412 6,604 6,802 

Building Repairs & Maintenance 8,000 8,240 8,487 8,742 9,004 
Janitorial 32,800 33,784 34,798 35,842 36,917 
Insurance 8,159 8,404 8,656 8,916 9,183 

Equipment Leases 10,835 11,160 11,495 11,840 12,195 

Phones Facility 3,437 3,540 3,646 3,755 3,868 

Telecommunications- Field 1,961 2,020 2,081 2,143 2,207 

Telecommunications- Network 4,656 4,796 4,940 5,088 5,241 

Total Facilities and Communications 174,434 179,667 185,057 190,609 196,327 

General & Administrative 

Office Supplies 15,000 15,450 15,914 16,391 16,883 

Postage 2,000 2,060 2,122 2,186 2,252 

Dues & Subscriptions 3,000 3,090 3,183 3,278 3,376 

Total General & Administrative 20,700 21,321 21,961 22,620 23,299 

Total Non-Personnel Related 359,113 369,886 380,983 392,412 404,184 

Indirect Allocation 214,906 221,354 227,995 234,835 241,880 

Total Expenses 1,553,154 1,599,748 1,647,740 1,697,172 1,748,087 

Budget Surpluss $ 5,742 $ 5,915 

0 
$ 6,092 $ 6,275 $ 6,463 
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Brian Lowell Hickey, CPA 
2244 Regent Way, Castro Valley, CA. 94546 

(510) 314-0926 BrianHickeyCPA@gmail.com 

Certified Public Accountant 
California State Board of Accountancy 

Passed all Four Parts of the Uniform Certified Public Accountant Examination on First Sitting 

Bachelors of Art in Business Economics with an Emphasis in Accounting 
- University of California at Santa Barbara 

Over Eleven Years as Controller 
• Lead companies through a total of eight financial statement audit engagements, numerous quarterly reviews, 

two due diligence engagements, two 401(k) audits and a sales tax audit; 
• Elected as Corporate Officer by Board of Directors; 
• Supervised all aspects of accounting including AIR, AlP, Payroll, and Inventory and Fixed Asset Control 
• Extensive skills and experience surrounding internal control design, implementation and documentation. 

Over Three Years with a "Big 4" Public Accounting Firm 
• Promoted six months early to Senior Associate ("Field Team Leader"); 
• Achieved highest rating among approximately ISO associates within the Los Angeles Cluster Peer Group; 
• Two years managing audit teams at various client sites as Field Team Leader. 

Computer Skills 
Advanced knowledge of accounting software and proficient using the Microsoft Office Professional Suite of products. 

Extensive experience with Solomon, Sage (MIP I MAS 90 & 200, A bra), Peachtree, and Quick Books. 

Professional Experience and Accomplishments 

Controller (promoted to CFO), Civicorps Schools (formerly East Bay Conservation Corps) June 2008- Present 
Responsible for all areas of financial management and accounting for this 27 year old organization. Field questions regarding 
budget vs. actual results and general financial matters at company Board Meetings. DResponsible for all compliance and reporting 
requirements of various divisions (including three charter schools). Worked closely with Executive Director and Board of Directors 
to identify operational cuts during periods of downsizing. Successfully administered two annual audits of the company's financial 
statements. Currently involved with charter school renewal. 

Controller, Pacific Energy Consulting & Facilities (Green Tech) August 2004- June 2008 
Developed, implemented and maintained procedures for invoicing and reporting. Worked directly with corporate counsel to 
successfully incorporate the company in 2008. Helped grow the company from under $1M in 2005 to its current level of over $8M. 
Continue to foster the confidence of ownership and upper management which is evidenced by our continuing relationship where I 
provide audit preparation and training services throughout the year. 

Controller, Secretary and Treasurer, Smart Systems International (Green Tech) January 2001- July 2004 
Responsible for all financial aspects of company and managed accounting department. Selected by Board of Directors to oversee 
the operations of the Company and manage its nineteen employees during transition of CEO. Later elected by same Board as one of 
the two Corporate Officers at the twelve year old corporation. Successfully lead company through a three year audit, a due 
diligence engagement and an eleven million dollar equity transaction within the first six months of employment. 

Controller I Accounting Manager, PrimeMed Pharmacy Group May 1998 -January 2001 
Managed seven person accounting department of a 100 million dollar retail pharmaceutical company. Developed internal control 
procedures to monitor and report on the operations of newly acquired pharmacies. Oversaw the independent monthly close and 
reporting procedures of three off-site sister companies as well as the corporate parent. Directed two subsidiary controllers in tasks 
surrounding quarterly consolidations and monthly inter-company transactions I reconciliations. Responsible for quarterly and 
annual consolidations, and financial statement presentations including footnote disclosure. Built on a strong relationship with "Big 
4" accounting firm while administering six quarterly reviews and three audit engagements (including company's initial audited 
annual report covering three years of operations), and served as lead contact of a due diligence engagement performed by a second 
"Big 4" accounting firm which ultimately lead to the acquisition of the company. Provided financial data and disclosure for 
inclusion in lOQ, lOK, and 8K reports. 

Senior Associate, PriceWaterhouseCoopers, LLC January 1995- May 1998 
Consistently a top performer, acknowledged by early promotion to Senior Associate and assignment to high profile engagements 
(SEC, first time audits). 

References Available Upon Request 
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PROFESSIONAL EXPERIENCE 

Accounting Manager 

WENDYW. WANG, CPA& CGA 
2 Bosshard Ct 

Alameda, CA 94501 
(510) 769-6929 

Email: w.w.wang((ikomcast.net 

Western Athletic Clubs, Inc., San Francisco, CA 
December 2004 to November 2006 

• Reporting directly to the Controller, complete all general ledger monthly closing procedures and adjusting journal entries 
on a timely basis for four subsidiaries by using Timberline accounting software and Excel spreadsheets 

• Prepare monthly, quarterly and annual consolidated Balance Sheets, P&L's and Statement ofCashflows 
• Prepare annual budget for all subsidiaries and uploaded to the accounting system 
• Liaison with auditors and prepare supporting documents on a timely basis 
• Prepare quarterly industry census reports and quarterly reports to our overseas parent company 
• Supervise five accounting staff (Senior GL Accountant, GL Accountant, AP Supervisor, and two AP Assistants) 

Accounting Manager 
Kelmscott Communications, LLC, San Francisco, CA 
June 2003 to November 2004 

• Reporting directly to the CFO, administering the corporate full set of accounting records and complete corporate general 
ledger monthly closing procedures and adjusting journal entries on a timely basis by using Peachtree, Quickbook and 
Hyperion Financials software. 

• Utilizing BNA & FAS software to maintain capital assets records, prepare amortization schedules for book and tax 
purposes. 

• Prepare consolidated Balance Sheet, P&L, Statement ofCashflow and other statistical summary reports. 
• Process payroll by using ADP PCPW and coordinate with ADP agent to create special payroll project report by business 

units. Ensure proper filing of tax withholding report. 
• Prepare annual budget reports and monthly cash flow forecasts. Analyze variances from budgets to actual and prepare 

management and ad hoc reports 
• Liaison with auditors and prepare the supporting documents on a timely basis 
• Prepare quarterly manufacturer and monthly census report for the government authorities 

Assistant Controller 
SCORE! Learning Inc, Oakland, CA (Subsidiary of Kaplan and Washington Post) 
August 2001 to June 2003 (Company headquarter moved to Chicago in early 2003) 
• Responsible to review all work performed by accounting department members to ensure consistency with company 

policies and procedures and compliance with GAAP where applicable 
• Complete all general ledger monthly closing procedures and adjusting journal entries on a timely basis 
• Resolve queries regarding financial reports from 150 educational centers across US 
• Prepare ad hoc financial reports, monthly, quarterly and annual report for parent company (Kaplan/Washington Post in 

New York) utilizing Oracle Financial System and Excel spreadsheets 
• Prepare annual budget reports 
• Complete monthly bank reconciliation, balance sheet reconciliation, analyze billing errors & revenue reconciliation 
• Liaison with bankers, internal and external auditors 
• Responsible for payroll processing by utilizing intranet based system and assisting 150 centers' payroll processing (HBS 

and ADP system) 
• Supervise three accounting staff (Manager, FP&A, Payroll Administrator and Accounts Payable Clerk) 
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Financial Controller 
Gogo.com Limited, (www.gogo.com} 
July 2000 to April 2001 
• Reporting directly to the CEO, responsibilities include administering the corporation's full set of accounting records that 

included the Regional office and Hong Kong operations 
• Custodian of petty cash and preparing various expense reports 
• Assisted in setup of Singapore office, liaison with legal counsel and compliance with legal requirements 
• Reviewed trademark policy with lawyers 
• Setup new accounting system (Peachtree) and implemented internal controls 
• Preparation of budgets and forecasts, analysis of variances from budgets to actual, preparation of month-end and year-end 

accounting, management and ad hoc reports 
• Preparation of working paper files and consolidation of financial statements 
• Assist Retail & Marketing department for preparation of sales & pricing reports and marketing budgets 
• Preparation of monthly payroll using HSBC payroll and Hexagon systems 
• Performed duties of Human Resources Manager, initiated setup of pensions and medical benefits for staff, maintained 

employees' information in preparing employment and stock options contracts 
• Liaison with bankers, auditors, lawyers, government officials and tax authorities 

Assistant Controller 
Walton International Group Inc., Calgary, Alberta, Canada 
March 1995 to April 2000 
• Reporting directly to the Corporate Controller, responsibilities include administering the company's full set of accounting 

records 
• Preparation of budgets, analysis of budgets to actual, recording of foreign exchange transactions, preparation of month-end 

and year-end accounting, management reports, as well as intercompany reconciliation 
• Performed internal audits for corporate head office and subsidiaries 
• Preparation of working paper files, corporate and personal tax returns 
• Supervision and management of five Staff Accountants in Canada and assisted four accounting staff in Hong Kong and 

Singapore offices 
• Supervised the design and implemented the corporate database used by the Canada, Hong Kong and Singapore offices. 

Provided overseas training to the staff. 
• Supervised conversion of mortgage database software from manual to electronic media 

Accountant/Receptionist 
NFC Management Inc., Calgary, Alberta, Canada 
May 1994 to February 1995 
• Administered complete accounting records and payroll records 
• Prepared monthly and annual financial statements, monthly budget variances reports 
• Reconciled bank accounts 

Administrative Assistant 
Cantonese Chinese School of Calgary, Calgary, Canada 
September 1991 to September 1992 
• Responsible for all aspects of bookkeeping, payroll and general office duties 
• Provided teaching support for teachers 
• Prepared and participated in fund raising activities 

Customer Servicing Representative & Pension Scheme Administrator 
Carlingford Swire Assurance Group, (Hong Kong Bank Group), Hong Kong 
May 1987 to October 1990 
• Provided professional advice on all of the company's provident fund & pension scheme products ranging from routine 

administration procedures to professional levels of technical advice. 
• Responsible for the design of suitable pension plans to meet client's expectations. Written proposals and presented to the 

clients. 

General Insurance Clerk 
Blue Cross (Asia-Pacific) Insurance Ltd., Hong Kong 
April1983 to April 1987 
• Responsible for the preparation of renewal notices, insurance policies and endorsements 
• Administered claims from auto, householders and fire insurance 
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EDUCATION 

CERTIFIED PUBLIC ACCOUNT ANT DESIGNATION 
Successfuily passed ail 4 exams on the first attempt in year 200 I 

CERTIFIED GENERAL ACCOUNT ANT DESIGNATION 
Certified General Accountant Association of Canada - 1997 

BUSINESS ADMINISTRATION 
Emphasis in Accounting with Honors 
Southern Alberta Institute ofTechnology (SAlT), Calgary, Alberta, Canada- 1994 

Academic Achievements: 
-Graduated with President's Honor Roil and attained an average GPA of3.86 out of 4.00 
- Received two academic scholarships during 1993 
- Tutored in Accounting and Business Math at SAlT Learning Skiils Centre 

CERTIFICATE OF FUNDAMENTALS OF LIFE AND HEALTH INSURANCE (LOMA) 
Life Management Institute, USA - 1989 

OTHER SKILLS 
• Details oriented, exceilent interpersonal and organization skiils 
• Proficient in the foil owing software applications: 

Oracle Financial System, Hyperion Consolidation Financial System, Timberline, Peachtree, QuickBooks Pro, 
Accpac Plus, Accpac for Windows, Accpac Simply Accounting and SBT Pro Series (accounting software) 
Turbo Tax, Tax Cut, Cantax Tl, T2 and T3 (tax software) 
Caseware (electronic working papers & audit software) 
LSSI Loanbase for Windows and Loan Advisor (mortgage & loan application software) 
ADP payroil system, HBS intranet base payroll information system, HSBC payroll system and Hexagon banking 
system (payroil and bank software) 
Microsoft Office 2003 Professional (Excel, Word, PowerPoint, Access) 
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lmielam 
3432 Rhoda Avenue 
Oakland, CA 94602 

Phone (510) 530-8056, Cell (510) 484-5736 

Objective/Qualifications 
To work in a fast-paced accounting environment. Exceptional attention to detail. Work well with others, looking for 
team attitude and friendly work environment. 

Work Experience 
January, 2002 to Present 

Accounts Receivable and Payroll Specialist 

Civicorps Schools, Oakland, CA 

Process payroll and accounts receivable. Responsible for compiling and distributing all customer invoices. Review 
AIR aging and attempt to collect on past due accounts. Process all new hire, pay change and termination paper 
work in payroll system. 

June, 2000 to January, 2002 A Royal Wolf Portable Storage, Inc., Hayward, CA 

Accounts Receivable 
Maintain rental database (active rentals status), review leases for compliance, maintain resale certificates in 
customer files, issue invoice/credit memos, reconcile with site's rental database, track customer payment status, 
resolve customer questions/requests about payment history, meet corporate deadlines for billing process. 

Equipment/Inventory Control 
Maintain equipment/inventory by site (Inventory cycle - purchases, sales and rentals). Reconcile equipment and 
inventory balances with site managers and provide monthly reports to CFO and site managers. Provide support to 
other accounting departments as time allowed. 

Miscellaneous 
Organize social events (company birthdays/holiday parties), order office supplies. 

October, 1997 to May, 2000 Fashion 4 Less, Oakland, CA 

Sales Associate 
Cashier, train new cashiers, customer service, display merchandise, organize deposits (bank transactions include 
change/deposits), supervise employees, open and close store, organize social events. 

September, 1998 to May, 2000 Family & Child Counseling Center Oakland, CA 

Temporary Secretary 
Fill in for full-time secretary for vacations, days off and maternity leave. Answer phones, greet patients, file 
documents, type letters, bill customers, run errands. 

Education 
BS, Business Administration/Accounting California State University Hayward Hayward, CA 

Technical Skills 
Microsoft Office, Peachtree, Quickbooks Pro, Paradox, AccPac 

References available upon request 



Civicorps Schools 
EMPLOYEE PERFORMANCE APPRAISAL GUIDE 

To assist each manager/supervisor in evaluating the employee's performance, supplemental 
questions are noted under each of the identified performance dimensions on the Employee 
Performance appraisal. The questions under each performance area should be used as a guide 
to assist you in completing the Employee Performance Appraisal. 

WORK HABITS 
Complying with Rules Does employee follow all rules and regulations whether or not he/she 
and Regulations agrees with them? Does employee "bend" the rules to fit the situation? 

Is employee on time? Does employee take extended coffee or meal 

Punctuality/Attendance 
breaks? Is employee often late for training sessions or any required 
departmental functions? Does employee submit justifications for absences 
as required? 
Is employee safety conscious? Is employee aware of safety rules? Is 

Observing Safety Rules employee knowingly or unknowingly inclined to place his/her own safety or 
the safety of others injeopardy? 
Does employee use time wisely? Does employee manage own time and 

Use of Time 
use appropriate work methods and equipment to achieve the most 
effective and efficient result in the time available? Is he/she mutually 
respectful of time and schedule of others? 

Appearance Appropriate Is employee's clothes/uniform neat clean and appropriate? Does 
for Job employee fail to maintain grooming, clothing or uniform standards? 
Understanding Civicorps 

Does employee have a clear understanding of Civicorps procedures? 
Procedures 

: . JOB PERFORMANCE ···• 
· .. 

Job Knowledge Is employee familiar with duties of the position? 

Does employee make good decisions? Does employee hesitate to make a 
Decision Making Ability decision? Does he/she arrive at sound decisions without being influenced 

by his/her _l)_ersonallikes and dislikes? Does he/she consider alternatives? 
Performing Under Is employee dependent on others for decisions? Does he/she overreact? 
Pressure Can he/she think logica lly? 
Ability to Perform Multi- Does employee adjust to new and changing situations? Can employee 
Tasks perform multiple tasks or projects? 
Exercise Initiative, where Does employee show initiative? Does employee take initiative in 
appropriate identifying problems and/or solutions? 

Resourcefulness Does employee fully utilize departmental/organizational resources? 

Priority Setting 
Does employee prioritize tasks? Does employee balance multiple 
priorities? 

QUALITY OF WORK 
Accuracy of Is employee's work free from mistakes? Are oral and written facts and 
Accomplishments information correct? 
Neatness and Clarity of Is employee's work neat and legible? Are reports easily understood and 
Prepared Work complete? Is employee's work organized? 

If the employee is performing in a specialized position, has he/she 
Performance in a Special adequately met the specific demands of the assignments? How does 
Project his/her efforts and results compare with those of others in the same or 

similar position? 



Written Communication 
Does employee prepare clear and concise reports? 

Skills 

QUALITY OF WORK - Continued 
Does employee express himself/herself in public clearly and with ease? 

Verbal Communication Does employee's oral expression reflect a professional attitude (e.g . 
Skills respectful , persuasive, controlled and knowledgeable)? Does employee 

use profane language or language that is offensive? 

Attention to Detail Does employee pay attention to details? 

Maintenance Qualities 
Does employee properly maintain Civicorps facilities? Does employee's 
work reflect accepted maintenance standards and expectations? 
Does employee follow safety rules and procedures? Does employee 

Equipment Management properly maintain office or work equipment? Does employee report 
equipment damages in a timely and proper manner? 

. ,. QUANTITY OF WORK 
Is the employee's total output distributed among various tasks? Are 

Completing Daily routine tasks ignored? Is he/she performing to his/her potential? Is 
Assignments he/she performing within acceptable bounds? Does employee respond 

promptly to assignments? 
Producing the Scheduled 

Does employee produce scheduled or assigned workload? 
Amount of Work 

Timeliness of Completing 
Does employee complete assignments before deadlines? Does 

Tasks and Assignments 
employee inform others in a timely fashion when/why a deadline cannot 
be met? 

ADAPTABILITY 

Accepting Change 
Does employee adjust to new and changing situations? Does employee 
grow and improve with change? 

Accepting Constructive Does employee recognize errors when brought to his/her attention? 
Criticism Does he/she welcome constructive criticism? 

Does employee offer positive, realistic suggestions? Does employee find 
Creating Innovative more efficient ways of accomplishing tasks? Does employee lean 
Solutions towards non-traditional solutions when they are appropriate? Can 

employee evaluate the merits of other suggestions? 

Does employee welcome teamwork and collaboration? Is employee 
Teamwork and cooperative and understanding of others? Does employee meet 
Collaboration commitments of co-workers and/or team members? Does employee 

actively work to accomplish team goals? 

Supporting Management's 
Does employee accept and carry out the directions of his/her 

Plans and Directions 
supervisors? Does employee knowingly carry out directives in such a 
manner that might be detrimental to the department of the organization? 

CUSTOMER SERVICE (Field/Recycling Only) .·. ·'··· 
Is employee courteous when dealing with the public? Is he/she 

Courtesy to courteous with fellow employees? Is employee courteous and 
Customers/Public professional with his/her telephone procedure? Does employee respond 

in a respectful and timely manner to the needs of customers? 

Problem Identification Does employee identify customer's problem(s) and concern(s) in his/her 
area? 
Does employee formulate an appropriate plan for resolving customer's 

Problem Resolution problem(s)? Does employee resolve customer's problem(s) in a timely 
manner? 
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Public Relations 
Does employee establish and maintain constructive rapport with 
citizens? 

Does employee establish and maintain constructive rapport with other 
Inter-department Rapport employees? Does employee share relevant information with other 

department members? 

. CUSTOMER SERVICE (Field/RecycljngQnly) - Continued 
Does employee exercise good, fair judgment? Is he/she impartial and 

Fairness/Tolerance 
unbiased? Is fairness displayed with all persons , regardless of their 
positions, social or economic status? Is employee flexible in his/her 
thought and treatment of the public and other employees? 
Can employee cope well with new and unusual situations? Can 

Tact and Diplomacy 
employee exhibit effective communication skills in varied community 
contact situations? Can employee deal with a hostile-type group when 
required? 

.-......... ;._ .... PERSONAL DEVELOPMENT 

Interest and Effort to 
Is employee eager to learn? Is employee energetic and motivated? Does 

Improve Job Skills 
he/she utilize what he/she is taught? Does employee inquire about 
his/her progress? 
Is employee attending classes/school(s) outside regular employment? 

Attending Classes and 
Does employee utilize training materials and classes available to him/her 

Work Related Programs 
within the department or organization? Is employee involved in related 
organizations or agencies that enhance their experiences as it applies to 
their job? 

Finds Ways to Improve 
Does employee analyze the work he/she directs and the performance of 
his/her subordinates and make changes in plans based on that 

Efficiency 
analysis? 

SUPERVISORY/LEADERSHIP ABILITIES (Managers/Supervisors Only) 
·-· .. 

~· -
MANAGERS ONLY 

'--

Team/Department Goal 
Does employee set goals for his/her work group? Do such goals come 

Setting 
from his/her initiative and an understanding of the job or are they provided 
for him/her by others? 

Increasing Efficiency and 
Does employee analyze the work he/she directs and the performance of 

Productivity of 
his/her subordinates and mal<e changes in plans based on that analysis? 

Team/Department 
Does employee strive to get the best work from subordinates or is just 
getting the job done usually considered good enough? 

Does employee show an awareness of the budget process? Does 
Monitoring Budget employee regularly monitor budget performance? Does employee exercise 
Performance effective cost control or reduction techniques? Does employee utilize 

performance based budgeting? 

Preparing Board Does employee prepare neat and legible reports and correspondences? 
Materials- Quality and Are Board materials easily understood and complete? Are work schedule 
Deadlines deadlines met? If not, why not? 

Overseeing Board 
Does employee accept and carry committee assignments? Does 

Committee Assignments 
employee report timely and accurate information? Are assignments 
accomplished as expected? 
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Responding to General 
Manager/Board 

Directing Subordinate 
Employees 

Planning, Organizing, 
Implementing Work 
Programs 

Training and Developing 
Subordinate Employees 

Setting an Example for 
Success 

Recognizing/Addressing 
Deficient Performance by 
Employees 

Preparing and 
Conduction Staff 
Evaluations 

Supporting 
Management's Plans 

Adhering to and 
Enforcing Civicorps 
Rules and Regulations 

Productive and 
Cooperative Regulations 

Organization-Wide 
Thinking 

Does employee accept and carry out committee assignments? Does 
employee report timely and accurate information? Are assignments 
accomplished as expected? Does employee respond to Board requests in 
a timely and appropriate manner? 

SUPERVISORS & MANAGERS 
Does employee regularly direct the activities of his/her subordinates? Is 
he/she flexible in his/her approach to each individual and the particular 
situation requiring direction? Is he/she sensitive to each subordinate's 
abilities and special needs for amount and type of direction? 
Does employee utilize planning techniques to implement work programs? 
Does employee plan the work logically or is there no plan or an incomplete 
plan? Is the time allotted , the physical resources to be used, and the 
abilities of the subordinates adequately considered? 
Does employee attempt to train subordinates or provide them with access 
to training for professional development? Does employee encourage 
professional development by subordinates? Does he/she assist them by 
identifying their strengths and weaknesses? Has the employee trained 
others to replace him/her? 
Does employee lead by example? Does employee attempt to model 
desired behaviors? Does employee demonstrate leadership? Does he/she 
encourage and motivate staff to succeed? 
Does employee regularly assess deficient performance by employees? 
Does employee attempt to correct deficiencies? Does employee follow 
through on staff enhancement plans or corrective action to improve overall 
employee performance? 
Does employee regularly prepare and conduct staff evaluations? Does 
employee prepare and conduct staff evaluations appropriately? Does 
employee exercise impartial judgment in conducting staff evaluations? 
Does employee prepare and conduct staff evaluations on time and 
consistent to Civicorps' employee performance appraisal system? 
Does employee accept and carry out management's plans and directions? 
Does employee knowingly carry out directives in such a manner that might 
be detrimental to the department or the organization? 

Does employee adhere to and enforce Civicorps rules and regulations? 
Does employee "bend" the rules to fit the situation? 

Does employee work cooperatively with management? Does the 
employee work well with subordinate staff and Civicorps staff? Does the 
emplo_yee work cooperatively with the public and outside agencies? 
Does employee understand and consistently use organization-wide 
approach to problem solve? Is employee aware of the need to consider 
the "big picture" when making decisions? Does employee see alternatives 
and their broadest conseguences? 
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Civicorps Schools 
Employee Performance 

Appraisal Form 

Current Review Date: --- - ---

Personnel Information: Last Review Date: 

Employee: 

Name: 

Job Title/Classification: 

Job Location/Department: 

Evaluator: 

Name: 

Job Title/Classification: 

Job Location/Department: 

Revised 5/24/10 

Purpose of Appraisal: 

Annual -

- Preliminary (3 months) 

- Probationary ( months) -

- Seasonai/T emporary 

- Special: 

• Results are clearly outstanding and among the best in the Department/Unit 

• Performance is consistently well above established standards 

• Achieves objectives at an outstanding level and demonstrates exceptional skills 

• Results exceed expectations but are not quite outstanding 

• Performance may meet or exceed established standards 

• Achieves objectives at a high level 

• Results are at the expected level of performance 

• Performance consistently meets job requirements 

• Achieves performance objectives as stated 

• Results are below expected levels of performance and there is a clear need for improvement 

• Performance in one or more skill area is less than expected and needs improvement 
• Direction, supervision, and learning are required if performance objectives are to be 

achieved. 

• Results are well below expectations and are unacceptable 
• Performance in several skills is substantially weak 
• Performance objectives are not met, even under close supervision 
• Substantial improvement by employee is required 



Name: Review Date: 
-------------------------------------------------- -------------

Please check the appropriate box. 

Complying with Rules and Regulations D D D D D 
Punctuality/Attendance D D D D D 
Observing Safety Rules D D D D D 
UseofTime D D D D D 
Appearance Appropriate for Job D D D D D 

-~~~~~~~a.~~i~9._Si~i_c?~l?~~~?~~~~~~~ - ___ ______ ____ ___ Q ____ ____ ___ Q __ _______ Q _____ _____ g_ _____ __ __ Q ___ _ 
Comments/Examples: 

Note: For printing purposes, all Comment/Examples text boxes are limited to the amount of characters visible on screen 
for that section . If your comments/examples do not fit entirely in the space provided, please include the additional text 
on a clearly labeled blank sheet and attach. Please remember to save as you go. 

Job Knowledge D D D D D 
D D D D D 

Ability to Perform Multi-Tasks D D D D D 
D D D D D 

Resourcefulness D D D D D 

-~r.~?r.~t:y -~~~i~9- - - - - -- - - - - - - - - - - - - - - - - - - - - - - - - - - - -g_ ---------_g ---------g_ ---------_g_ --------_g- -
Comments/Examples: 

Civicorps Schools -Performance Appraisal Form 
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Name: Review Date : ------------------------------------------------ -------------

Accuracy of Accomplishments D D D D D 
Neatness and Clarity of Prepared Work D D D D D 
Performing in a Special Project D D D D D 
Written Communication Skills D D D D D 
Verbal Communication Skills D D D D D 
Attention to Detail D D D D D 
Maintenance Qualities D D D D D 
Equipment Management D D D D D 
Resource Management D D D D D 
Comments/Examples: 

Timeliness of Completing Tasks and Assignments 
• - ·- - ·· - -· - ·· - ··-·· · ·· · ·· · ·· - ·· - ··- · · - ·· - ·· - ·· - ·· - ·· - · · - ·· - ·· - -· -· · -· · - ·· - ·· - · · - ·- - ·· - ·· - .. - - ·- ·· - ··-·· · · · - ·· -·· - ··· ·· ··· - ·· - ·· - ··-·· - ··-·· - ·· - ··-··-·· - · · -··- ·· - ·· - ·· -· ·- ··-·· - ·· - ·· - ··-·· - ··- ·· - ·· - ·· - ·· - ·· - ·· - ·· - ·· - ·· - ·- - -· - ·· - ·· - ·· - ··-·· ···· ··- .. · - · .. . .. . .. . .. . .. ....... . ...... J 

Comments/Examples : 

Civicorps Schools -Performance Appraisal Form 
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Name: Review Date: ------------------------------------------------ --------

Accepting Change 0 0 0 0 0 
Accepting Constructive Criticism 0 0 0 0 0 
Creating Innovative Solutions 0 0 0 0 0 
Teamwork and Collaboration 0 0 0 0 0 
Supporting Management's Plans and Directions 0 0 0 0 0 

··-··-··-··-····· -··-·· -········-·· ···-·· -··- ··-··-·····-·····-·· -··-····· -·· -·· -·· -··-·····-·····-··-·············· -··············· ··· ··-··-··· ··-··-········ ······-·· ···- ·· ···-··-··-·· -··- ·····-··-·····-· ·- ·····-········-·· -·····-·· -··-·· -··-··-··-··-·· -··- -··-··-··-··-··-·····-··-··-· ·-·· -·· 

Comments/Examples: 

Problem Identification 

Problem Resolution 

Public Relations 

Fairness/Tolerance 

Tact and Diplomacy 

Comments/Examples : 

0 
0 
0 
0 
0 
0 
0 

Civicorps Schools -Performance Appraisal Form 
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Name: Review Date : ---------------------------------------------------- ---------------

(E .g. Interest and Effort to Improve Job Skills; Attending Classes and Work Related Programs; Finding Ways to Improve 
Efficiency. Please refer to the Employee Performance Appraisal Guide.) 

Comments/Examples: 

Civicorps Schools -Performance Appraisa l Form 

Page 5 of 8 



Name: Review Date: ---------------------------------------------- ---------- -

Please check the appropriate box. If a dimension is not applicable, evaluator should note "N/ A". 

D D D D D D 
D D D D D D 
D D D D D D 
D D D D D D 

Deficient Performance Employees D D D D D D 
Preparing and Conducting Staff Evaluations D D D D D D 
~ D D D D D D 

lations D D D D D D 
Productive and Cooperative Relations D D D D D D 
Organization-Wide Thinking D D D D D D 

... . ..... ....... ... ........ .... ... .. . .. . .. ... . ...... ........ .... .. . .. . .. .... ... .. . ...... ... .. . .. . .. . .. . ... ...... ... ......... ... ...... .. . .. ......................... ... .................. ... .. . .. . .. . ......... ... .. . .. . .. . ...... .. . .. . .. . .. . .. . ............ ... ...... ... ................... ... .. . .. . ... ... ~ 

Comments/Examples: 

Civicorps Schools -Performance Appraisal Form 
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Name: Review Date: ------------------------------------------------ -------------

0 Yes 0 No 

• If YES, please explain what was done to complete the goals including any additional work 
requi red for its completion. In addition, include descriptions of new goals to be completed 
by the next evaluation period. 

• If NO, please explain why each goal was not completed. Additionally, describe a plan for 
completion of the goal. New goals that have been agreed upon by the employee 
for completion during the next evaluation period should also be noted. 

Explanation : 

.0.~-~!:~1~ ~~~i~2 . ~~~~d..~~ ~~~~~~- ~f.. P.r~~i?~~ g!f"!l~':l ~ i <_J~S- _________ ... ___________ ______ _____ ____ _______ _____ ___ ___ _ 

Explanation : 

Civicorps Schools -Performance Appraisa l Form 
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Name: Review Date: ------------------------------------------------ -------------

SIGNATURES/EMPLOYEE OPTIONS 

Prior to signing this form, the evaluator must insure that: 

• The contents and results of this form have been discussed with the employee. 

• Any IMPROVEMENT NEEDED or UNSATISFACTORY ratings must be thoroughly 
explained to the employee. 

• Any Career Development objectives have been set and agreed upon. 

• The employee must be reminded that if he/she does not agree with the results of this 
appraisal, he/she must initial the "I Disagree" option below and thus request another review 
meeting with the evaluator's supervisor. 

For evaluators of probationary appraisals only: 

Check one : 0 Ido 0 I do not recommend that this employee be considered for permanent 

status. If "do not" is checked, please comment on your recommendation below. 

Comments: 

Evaluator: By signing this document, I confirm that I have completed all of the requirements above and that this 
appraisal is valid and has been completed impartially and fairly. 

Evaluator's Signature: ______________________________________ Date: _____ _ 

Employee: By signing this document, I accept the results of this review and have agreed with the supervisor to make any 
necessary changes to improve/maintain my performance in my current position. 
* Confidential/Management and Seasonai{Temporary employees must sign . 

*Employee's Signature: Date: ______ _ 

Initial Here if: I, the employee, disagree with the results of this review and would like to request another 
review with the supervisor of the evaluator. 

Reviewed by Evaluator's Supervisor: ------------------- Date: _____ _ 

Civicorps Schools -Performance Appraisa l Form 
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Civicorps Schools 
Classroom Observation Checklist 

Grade/ Subj ect Date 

Learning Environment 

Room Setup 1 2 3 4 5 6 
Flexible, moveable 0 0 0 0 0 0 
I nviting, clean 0 0 0 0 0 0 
Safe and orderly 0 0 0 0 0 0 

I ,,;deoce "Commeo" 

Visual Examples 1 2 3 4 5 6 
Graphic Organizers 0 0 0 0 0 0 
Flow Charts 0 0 0 0 0 0 
Scoring Guides 0 D D D D D 
Samples of Proficient Work D 0 D D 0 .o 
Essentia l Questions Posted D 0 0 0 0 0 
Procedures and Gu idel ines D D D 0 D 0 
Agenda Posted D D D D D D 
Evidence or Comments 

Print Materials 1 2 3 4 5 6 
Variety of Books 0 0 0 0 0 0 
Magazines/Newspapers 0 0 0 0 0 0 
Other Print Materia l 0 0 0 0 0 0 

I '';''""" Commeo" 

Student Work Displayed 
1 2 3 4 5 6 

Room/Hallway D D D D D D 
I Evidence or Comments 



Academic Performance 

Teacher Engagement 1 2 3 4 5 6 
Lecture D D D D D D 
Discussion Leader D D D D D D 
Modeling D D D D D D 
Monitoring D D D D D D 
Assessment D D D D D D 
Learning Groups D D D D D D 
Positive Reinforcement D D D D D D 
Independent Work D D D D [;] D 
I ,,;deoce oc Commeoo 

Student Engagement 1 2 3 4 5 6 
Student Talk D D D D D D 
Active Engagement D D D D D D 
Use of Manipulatives D D D D D D 
Writing/Sharing D D D D D D 
Allows for Choice D D D D D D 
Real Life Connections D D D D D D 
Reflects Core Content D D D D D D 
Problem Solving D D D D D D 
Experimental/Hands-on D D D D D D 
Evidence or Comments 

learning Strategies 1 2 3 4 5 6 
Project-based D D D D D D 
Higher Level Questioning D D D D D D 
Independentlnqui~ D D D D D D 
Sustained Writing/Reading D D D D D D 

Evidence or Comments 



Civicorps Schools 
Classroom Observation Checklist 

Grade/ Subject Date 

learning Environment 

Room Setup 1 2 3 4 5 6 
Flexible, moveable D D D D D D 
Inviti ng, clean D D D D D D 
Safe and orderly D D D D D D 

I ''"'"" oc Com moo~ 

Visual Examples 1 2 3 4 5 6 
Graphic Organizers D D D D D D 
Flow Charts D D D D D D 
Scoring Guides D D D D D D 
Samples of Proficient Work D D D D D D 
Essential Questions Posted D D D D D D 
Procedures and Guidelines D D D D D D 
Agenda Posted D D D D D D 
Evidence or Comments 

Print Materials 1 2 3 4 5 6 
Variety of Books D D D D D D 
Magazines/Newspapers D D D D D D 
Other Print Material D D D D D D 

I ''"'"" oc Com me"" 

Student Work Displayed 
1 2 3 4 5 6 

Room/Ha llway D D D D D D 
I Evidence or Comments 



Academic Performance 

Teacher Engagement 1 2 3 4 5 6 
Lecture D D D D D D 
Discussion Leader D D D D D D 
Modeling D D D D D D 
Monitoring D D D D D D 
Assessment D D D D D D 
Learning Groups D D D D D D 
Positive Reinforcement D D D D D D 
Independent Work D D D D [;] D 

I , ,;dooce" COmmooo 

Student Engagement 1 2 3 4 5 6 
Student Talk D D D D D D 
Active Engagement D D D D D D 
Use of Manipulatives D D D D D D 
Writing/Sharing D D D D D D 
Allows for Choice D D D D D D 
Real Life Connections D D D D D D 
Reflects Core Content D D D D D D 
Problem Solving D D D D D D 
Experimental/Hands-on D D D D D D 
Evidence or Comments 

Learning Strategies 1 2 3 4 5 6 
Project-based D D D D D D 
Higher Level Questioning D D D D D D 
Independentlnqui~ D D D D D D 
Sustained Writing/Reading D D D D D D 

Evidence or Comments 



CIVICORPS SCHOOLS 
TEACHER EVALUATION SUMMARY 

Evaluation Summary for: ________________ _ 

Date: --------- Grade/Subject: __________ _ 

Areas of Strength: 

Areas Which Have Been Improved This Year: 

Areas That Might Be Included in Future Growth Plans: 

Dates of Supervision Conferences: 

1. ______ _ 2. ______ _ 3. ______ _ 

We have read and discussed the above evaluation report. 

Signature _____________ Date _______ _ 
Teacher 

Signature ____________ Date _______ _ 
Principal 



TEACHER AND STAFF EVALUATION 

Civicorps' teacher evaluation system is based on the six areas of focus of the California 
Standards for the Teaching Profession (CSTP) coupled with a focus on the pillars of our 
charter: academic rigor, artistic literacy and service learning . Along with informal 
observations by the administrator and peers , each teacher will participate in a formal 
classroom observation and evaluation process once a yea r. Each teacher is also 
expected to present artifacts of practice in a professional development setting as 
described in the following pages. 

Each teacher and staff member will also participate in the Civicorps Schools employee 
evaluation program. 

23 



Timeline 

Event 
Self Evaluation Rubric 

renee (Cohort 1) Pre-Observation Conte 
Pre-Observation Conte 

Observation C 
renee (Cohort 2) 
ohort 1) 

Observation (C ohort 2) 
renee (Cohort 1) 
renee (Cohort 2) 
Presentation 

Post-Observation Conte 
Post-Observation Conte 

Artifacts of Practice 
(Cohorts 1 & 2) 

Evaluation Conference (Cohort 1 & 2) 

Cohort 1 
Adams 

Deadline 
August 26, 2010 

December 2, 2010 
March 3, 2011 

December 3, 2011 
March 4, 2011 

Within 3 working days of observation 
Within 3 working days of observation 

April1 , 2011 

May 6, 2011 

Giovacchini 
Wherritt 

Mills 
Vaughn 

Cohort 2 
Roberts 
Rikkers 
Khalifah 
Moore 

Bartone 

24 
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Teacher: 
Subject/Grade: 
Time: 
Date: 

Civicorps Elementary 
Pre-Observation Conference 

1. Briefly describe the students in the class (or group of students), including 
those with special needs. 

2. What are your goals for this lesson? What do you want students to learn? 

3. To which of your curriculum content standards do these goals relate? How is 
Service Learning and/or the Arts integrated into your lesson? 

4. Describe the learning that occurred prior to this lesson and what will follow it. 

5. How will you engage students in the content? What will you do? What will the 
students do? Will the students work in groups, or all together? 

6. How and when will you know whether the students have learned what you 
intended? 

25 



Teacher: 
Observer: 
Date of Observation : 
Grade: 
Subject: 

Civicorps Elementary 
Classroom Observation Record 

Time In : Time Out: __ _ 

CSTP/Civicorps Focus (Check all that apply) 

0 Engaging and supporting all students in learning 

Evidence: 

Interpretation: 

0 Creating and maintaining effective environments for student learning 

Evidence: 

Interpretation: 

0 Understanding and organizing subject matter for student learning 

Evidence: 

Interpretation: 

26 



D Planning i 

Evidence: 

nstruction and design ing learning experiences for all students 

Interpretation 

D Integrating 

Evidence: 

Interpretation 

D Assessing 

·Evidence: 

Interpretation 

Service Learn ing and/or the Arts 

student learning 

D Developin 

Evidence: 

g as a professional educator 

Interpretation 

27 
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Civicorps Elementary 
Post-Observation Conference 

1. As you reflect on the lesson, to what extent were students productively 
engaged? 

2. Did the students learn what you intended? Were your instructional goals met? 
How do you know, or how and when will you know? 

3. Did you alter your goals or plan as you taught the lesson? Why or why not? 

4 . If you had the opportunity to teach this lesson again to the same group of 
students, what would you do differently? Why? · 

5. What do you plan to do next with these students? 
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Civicorps Elementary School 
Teacher Evaluation 
Artifacts of Practice 

As part of the evaluation process, teachers will present artifacts of practice to their peers 
in order to demonstrate elements of CSTP and their work in integrating Service Learning 
and the Arts. The presentation must use PowerPoint or a similar multimedia program 
and be no longer than 20 minutes . The following are just some examples of artifacts that 
might be used to demonstrate elements of CSTP. This is not an exhaustive list, and 
teachers may provide other relevant artifacts not included below. Please note that, in 
some cases, one artifact could be used as evidence for several different standards. 

Standard 1: Engaging and supporting all students in learning 

Student work samples that evidence their building on life experiences, prior 
knowledge and interest (autobiographies , family histories, personal narratives, 
college/career reports, for example) 
Documentation of student led conferences or goal setting conferences 
Lesson plans that utilize a variety of instructional strategies (small group, 
partners , technology, mini lesson , Socratic seminar, preview/review, SADAI , 
TPR) 
Video of classroom instruction that evidences a variety of instructional strategies, 
grouping strategies, and student engagement 
Documentation of a wide variety of grouping strategies (list of cooperative 
learning groups, partner assignments , student-teacher conference schedules) 
Lesson plans or other documents that demonstrate modifications for students 
with special needs and/or differentiation to meet students ' unique learning styles 
and levels of achievement 

• Student work samples that evidence problem solving and critical thinking (open 
ended problems, extended projects , research and writing assignments , thematic 
units of instruction) 

• Student work samples that evidence student reflection and self-evaluation 
(student led conferences , peer editing , student scored work, student use of 
rubrics/checklists , student reflections) 

Standard 2: Creating and maintaining an effective environment for student 
learning 

Photographs of classroom displays, learning centers, seating arrangements 
• Posters or lists of classroom rules , agreements , schedules, agendas , routines , 

procedures 
• Posters or lists of student roles and responsibilities, and leadership opportunities 

Video tape of classroom instruction that evidences smooth transitions from one 
activity to another 
Charts, posters , displays that provide clear expectations, standards, rubrics , 
checklists and other resources for students 

Standard 3: Understanding and organizing subject matter for student learning 
List of professional reading in subject matter being taught 
Identification of key concepts in subject matter used for designing instruction 

29 



Lesson plans which reference key standards 
Documentation of collaborative planning of units of study with colleagues 
Example of integrated units of study organized around key concepts, themes and 
skills 
Lesson plans which evidence use of variety of instructional strategies to make 
content accessible to all students 
Lists of wide range of materials used , including technology integration , to extend 
students ' understanding of content and concepts 
Lists of books and materials used that reflect diverse perspectives 

Standard 4: Planning instruction and designing learning experiences for all 
students 

Lesson plans evidencing a variety of instructional designs and strategies 
Student work samples that evidence their building on life experiences, prior 
knowledge and interests (autobiographies, family histories, personal narratives, 
college/career reports , for example) 
Documentation of student led conferences, student goal sheets , or individualized 
instructional plans Lessons plans evidencing differentiation to reflect individual 
students ' interests and developmental needs 

• Samples of student assessments and lesson plans that reflect changes in 
instruction based on results of assessments 

Standard 5: Assessing student learning 
Examples of student learning goals, goal setting conferences, progress reports 
which indicate student progress toward goals 

• Samples of anecdotal student records 
Samples of student assessments 
Samples of student reflection , self-evaluations, peer evaluations 
Documentation of parent nights, parent-teacher-student conferences 
Samples of parent newsletters, web pages, parent communication logs , 
homework hotlines 
Samples of student awards 
Samples of student progress reports 

Standard 6: Developing as a professional educator 
Materials from workshops and seminars attended 
Notes from peer coaching , grade level team, department meetings 
Samples of work produced from team collaboration/team teaching/team planning 
sessions 

• Materials from professional organizations, conferences , networks that 
demonstrate professional collaborations 
Documentation of meetings, committees and school event planning with parents 
and other community members 
Written notes/reflections on professional goals , written notes from plan books, 
lesson plans 
Learning walk documentation 
Samples of parent newsletters 
Documentation of parent workshops/training/partnership 
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Dear Civicorps Families, 

Welcome to Civicorps Elementary School-a vibrant community of learners! I am honored to be 

your new principal and I look forward to an extraordinary school year. 

This handbook has been prepared to provide families and students with important information 

regarding the various policies, procedures, activities, events, and programs that are available at 

Civicorps Elementary. Together with your child, please review this handbook and refer to it as 

needed. We hope that it will be a valuable reference and resource to you and it will be updated 

as needed throughout the year. 

Although we use e-mail to provide you many of the school's communications, there are some 

notices that go home in a hard copy format. Please expect your child to bring home a 

communications folder every Monday to be returned the next day. The vital link in this system is 

your child, who must assume the responsibility for taking the folder to and from school. The 

school's monthly family update, this handbook and other important informational documents will 

be posted on the school's website, www.civicorpsk5.org, for your reference. 

Please let us know if you have questions that we can answer. 

Warm regards, 

Desiree Braganza, Ed.D., principal 
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General Information 

Address, Telephone & FAX 
1086 Alcatraz Avenue 
Oakland, CA 94608-1265 

(51 0) 420-3701 -Phone 
(51 0) 420-3703- FAX 
Website: www.civicorpsk5.org 

School Hours 

Staff Hours: 8:00 AM - 4:00 PM 

Student Hours (1 - 5): 8:10AM-3:15PM 

Student Hours (K): 

Wednesday (K- 5): 

Conference Days: 

8:10AM-2:30PM 

8:10AM-1:30PM (school day) 

8:10AM -12:00 PM (see schedule for conference days) 

Extended Day Telephone & Hours 

After School Program Telephone- (51 0) 420-370·1 x226 

Afterschool Program Hours* 3:15PM-6:00PM (M- F) & 1:30-6:00 (W- minimum days) 

*Students must be registered to participate. 
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Daily Schedule 0 
School Hours 

M,T,Th,F w 
Breakfast/Drop-Off Breakfast/Drop-Off 

7:45-8:10 7:45-8:10 
Core Academic Programs Core Academic Programs 

8:15-2:30 (K) 8:15-1 :30 (K-5) 
8:15-3:15 (1-5) 

Afterschool Program Afterschool Program 
2:30-6:00 (K) 1 :30-6:00 (K- 5) 

3:15-6:00 (1-5) 

Km2 

TH F 

RECESS 10:15- 10:15-
10:15-10:30 

10:15-
10:15-10:30 

10:30 10:30 10:30 

CLASS 11:30- 11:30- 11:30-11 :50 11:30- 11 :30-11 :50 
LUNCH 11:50 11:50 11:50 

0 
LUNCH 11:50- 11:50- 11:50-12:20 

11:50- 11:50-12:30 
RECESS 12:30 12:30 12:30 

10:35- 10:35-
10:35-10:50 

10:35-
10:35-10:50 RECESS 10:50 10:50 10:50 

CLASS 12:20- 12:20-
12:00-12:20 

12:20-
12:20-12:40 

LUNCH 12:40 12:40 12:40 

LUNCH 12:40-
12:40-1:20 12:20-12:50 12:40-1:20 12:40-1:20 

RECESS 1:20 

Conference Kindergarten, First & Third, Fourth & Fifth 
Days Second 

Day Begins 8:10 8:10 

Morning Recess 10:15-10:30 10:35-10:50 0 
Day Closes 1:30 1:30 

4 



0 

0 

0 

Administrative Team 

Desiree Braganza, Ed. D.- Principal 

Tara Denison- Administrative Manager 

Lacedric Johnson -Administrative Intern 

Teaching Team 

Megan Wherritt- Kindergarten Teacher 

Emily Roberts- Kindergarten Teacher 

Breanna Adams- First Grade Teacher 

Marissa Giovacchini - First Grade Teacher 

Mariah Mills- Second Grade Teacher 

Jenny Rikkers - Second/Third Grade 
Teacher 

Michael Bartone- Third Grade Teacher 

Charlotte Vaughns- Fourth Grade Teacher 

Abdui-Haqq Khalifah- Fifth Grade Teacher 

Constance Moore- Visual Arts Teacher 

Eric Miller- Resource Teacher 

Lesley Tilley (SLP) and Stephanie Milona 
(SLPA)- Speech Therapists 

Children's Hospital of Oakland- Counseling 
Referrals 

Afterschool Staff 

Neykeya Murray- Afterschool Program 
Coordinator 

Shayla Taylor- Afterschool Program 
Instructor 

Brad Phelps- Afterschool Program 
Instructor 

Ryan Nichols - Afterschool Program 
Instructor 

Specials 

Vicente Cruz- Playworks Coach 

Laura Crandall - Oakland Based Urban 
Gardens (OBUGS) 

Custodian 

Victor Guerrero 

Playground and Lunch Supervisor 

Dustin Johansen 
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Our Mission 

The mission of Civicorps Schools is to promote citizenship and build a civil society by creating 
educational models and programs that draw upon the power of service as a way of learning. As 
an elementary school, we prepare our students for their lifelong roles as citizens by instilling 
them with academic, artistic and civic literacy. 

Academic Literacy is defined as the ability to read, write, calculate, reason and 
communicate with precision and depth. 

Civic Literacy is the ability to "let one's life speak" through participating 
thoughtfully, responsibly and passionately in the life of the community with an 
overriding concern for the common good and an orientation towards service. 

Artistic Literacy is graceful personal expression, the development of a discerning 
eye, a sensitive ear, and an acquired taste for beauty. 

We believe that each of these forms of literacy is necessary for twentieth century learners to 
grow into adults who can successfully grapple with the complexities of our world and effect 
positive change. 

We provide our students with empowering and transformational opportunities that will enable 
them to understand and improve their world. 

Guiding Principles· 

In addition to our mission, we have five guiding principles that serve to guide our constant 
evolution as educators: 

e Academic and artistic excellence 
• Values, ethics and spiritual development necessary for thoughtful citizenship in a 

pluralistic, democratic society 
• Service as a way of learning 
• Participation in the life of the school and the community through stewardship of the 

environment 
• Creative partnerships in sustaining public education 

Philosophy 

Civicorps Schools strives to maintain an atmosphere in school and at school activities that 
enhances the potential for success of every member of the school community. The district's 
commitment to learning includes the concept that, in order to learn, students must be 
guaranteed an environment that is safe, classrooms where mutual respect is the underlying 
principle, and rules that are publicized, explained, and enforced. The schools' rules derive from 
the goals of respect for self, for property, and for others. In enforcing the rules of the schools, 
the district, and the state, the staffs of the schools believe that students must understand that 
their actions do have consequences. As students become responsible for their own behavior, 
they develop the self-discipline needed for good citizenship. 
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Admissions & Enrollment Policies & Procedures 

Continuing Students 

1. In February, current families will be asked to submit an Intent to Return Form. 
2. All families who complete and submit the Intent to Return Form by the given deadline will 

reserve a space for the following academic year. 
3. Families who do not submit the Intent to Return Form by the given deadline will be called 

to confirm that they received the form, and given the opportunity to return the form. If 
they then do not contact the office or return the form, their space for the following year 
will be considered open. Families will be informed in writing that this is to occur and that 
should they decide to return they will need to fill out a new application and enter the 
enrollment lottery. 

4. Following this procedure, the school will determine how many spaces are open for new 
students and the lottery process will commence. 

New Students - Lottery Process 

Each year, Civicorps Elementary School will hold one lottery on the last Wednesday in 
February. To participate in the lottery, all new students/families are required to submit an 
Enrollment Application by the application deadline, which will be 24 hours before the lottery is to 
take place. 

In the lottery: 

1. Classes may be drawn in order to balance for gender. 
2. Students who have siblings already enrolled and confirmed for the following year at the 

school will be given the initial open spots, or be placed in the waitlist if no slots are 
currently available in the grade to which they are applying. 

3. If there are more students than spaces available, students' names will be drawn to 
determine an order for the waiting list. 

4. Students who have siblings enrolled in the school will be given preference for 
enrollment, and thus will be moved to the top of the waiting list. 

If a child's name is selected in the lottery, his or her family will be mailed an Intent to Enroll 
Form. Families will have two weeks from the date of the lottery to complete and return the 
Intent to Enroll Form. If a family fails to return the packet by the deadline, they will be placed at 
the bottom of the waitlist and their spot will be offered to the next person on the waitlist. 

Following the lottery, applications for open spots will be taken and processed on a first-come, 
first-served basis. 

!n June, all families enrolled for the following year will be sent an enrollment packet for the new 
school year. Families must return the complete enrollment packet by the published deadline. 
Failure to return the enrollment packet by this date will result in the child being dropped from the 
enrollment list and placed last on the waitlist. 

In order to retain their spot in the school, students are required to be present on the first 
day/week of school. If a child is not present on the first day/week of school without prior 
arrangement with the Principal, his/her name will be dropped from the enrollment list and his/her 
spot will be given to a student on the waiting list. If a child forfeits his/her spot due to absence 
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• Your name and relationship to the child 
• Estimated length of absence 
• Reason for absence 

Please help us eliminate unnecessary phone calls to you by using our attendance number or 
website to ensure your child's safety. 

Students who are tardy to school must report to the office and sign in before going to their 
classroom. Kindergarteners must be accompanied by their parent and signed in at the office 
before the parent takes the child to the classroom. 

Chronic tardiness is regarded as a serious problem that impacts the educational 
process. Parents will be notified by the office after three or more unexcused tardies and the 
student will be considered to be truant. If the problem is not resolved, the child may be referred 
to the Student Study Team or the district's School Attendance Review Board (SARB) for action. 

Truancy 

0 

If a child accumulates five unexcused absences and/or tardies in a trimester, the 
parent/guardian will receive a notice from the school. The letter will remind the family of the 
attendance policies and that the student is in danger of being considered truant. The family will 
be required to meet with an administrator to discuss solutions and to create a planto address 
attendance issues. 0 
If the family continues to demonstrate a pattern of repeated truancy, which will be measured by 
the accumulation of ten additional unexcused absences and/or tardies (total of fifteen), the 
family will be advised that they are no longer in good standing with the school and will be 
considered for expulsion. 

• In cases where the family has failed to attend any administrative meetings or comply at all 
with an attendance contract, the school reserves the right to pursue all measures allowable 
under state law. These may include: 

o Calling a peace officer to issue a written warning of truancy. 
o Reporting the family to Oakland Unified School District's Student Attendance Review 

Board (SARB). 
o Recommending that the family be referred to the judicial system either through 

juvenile hall or child protection services. 

Independent Study Contracts 

If a student will be absent for five to ten consecutive school days, parents may request an 
Independent Study Contract (ISC). The contract MUST be requested at least one full week in 
advance of the absence. Please request the ISC from the school administrative manager. The 
teacher will provide the child with appropriate activities to keep current with curriculum and 
school activities. Although work is provided, classroom activities cannot be duplicated outside of 
school. Some activities may need to be made up upon the student's return to class. The 0--
Independent Study Contract must be signed by the parent and teacher prior to the absence. 
The completed contract and all work are due back to the teacher the first day the student 
returns to school. 
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o Dismissal K (2:30- 2:45PM); 1st- 5th (3:15- 3:30PM) 

0 

0 

.. 

• 

Students staying for Afterschool Program activities will be dismissed to the 
Garden/Structure yard. 

Students leaving immediately after school will form lines on the blacktop yard for 
dismissal with one classroom staff member. 

Older children who walk or take the bus (without a parent/family member) will be 
dismissed right away. These students are expected to leave school without delay. 
Parent must provide their child's teacher with a written note giving permission to leave 
school without a parenUfamily member. 

Families are encouraged to park their cars and meet their children on the yard. This is 
often a good time for a very quick check-in with the child's teacher. 

TO ENSURE STUDENT SAFETY, DRIVERS MAY NOT DOUBLE PARK AND LOAD 
CHILDREN INTO THE CAR IN FRONT OF THE SCHOOL ON ALCATRAZ AVENUE 
or ON SALEM or HERZOG AVENUES. 

Staff members will dismiss children who are picked up by a designated family member 
only after the staff member has made visual contact with the child's usual caretaker. 
Staff will release the children to the caregiver when once the caregiver's vehicle is within 
the coned pick up area or the caregiver is physically present at the gate. 

No play equipment will be brought out during dismissal and no running games are 
allowed. 

• Students may only re-enter the building -with permission from a staff member- to use 
the bathroom. 

Accountability Procedures to Support the Arrival & Dismissal Policy 

• Students who are not picked up by 3:30 PM will be brought to sit outside of the office. 
The Administrative Intern will start to call primary guardians and then each person listed 
for pick up on the students' emergency card until someone can be reached to arrange 
pick up. 

• If the caregiver then arrives to pick up the student, it is their responsibility to contact 
anyone who may have been called to pick up the student in their place. 

• Caregivers picking a student up late will be required to sign their student out in the office. 

• If the person collecting the student late is a daycare provider, then the guardian will be 
contacted to advise them that their service is tardy. 

• If a child accumulates three late pick ups the parents/guardians will receive a warning 
letter from the school. The letter will remind parents/guardians of their responsibility for 
picking their child up from school in a timely manner. If the person collecting the student 
late is a daycare provider, the parents/guardians will still be held accountable for the 
tardy pickups and will need to have the appropriate conversations with their service. 

12 



Hats & Head Coverings Q, 

Hats and other head coverings (hoods, scarves, bandanas, etc.) may not be worn inside of the 
building. Exceptions can be made with the permission of a teacher or the Principal or for 
religious reasons. Hats and head coverings may be worn outside on the yard. 

Discipline Policies & Procedures 

In order for Civicorps Elementary School to be a safe place for every person to learn and grow, 
we expect our students to be held accountable to the following expectations. 

Expectations 

• Follow Directions and Agreements 
• Be Safe- Use hands, feet and objects appropriately 
• Use Put-Ups, not Put-Downs - No bullying or name-calling 

Grounds for Disciplinary Action 

The following acts, whether occurring on school grounds, during lunch on or off campus, while 
going to or from school, or at a school function may result in disciplinary action: 

• causing, attempting to cause, or threatening to cause physical injury to another person 
• willfully using force or violence upon another person, except in self-defense 
• possessing, selling, or otherwise furnishing any firearm, knife, explosive, or other 

dangerous object 
• unlawfully possessing, using, selling or otherwise furnishing, or being under the 

influence of any controlled substance, alcoholic beverage, or intoxicant of any kind 
• unlawfully offering, arranging, or negotiating to sell any controlled substance, alcoholic 

beverage, or intoxicant of any kind, and then either selling, delivering, or otherwise 
furnishing that substance to another person, or selling, delivering, or otherwise furnishing 
to a person another substance or material and representing it to be a controlled 
substance, alcoholic beverage, or intoxicant 

• committing or attempting to commit robbery or extortion 
• causing or attempting to cause damage to school property or private property 
• stealing or attempting to steal school property or private property 
• possessing or using tobacco or nicotine products, including but not limited to cigarettes, 

cigars, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets, and 
betel, unless by prescription 

• committing an obscene act or engaging in habitual profanity or vulgarity 
• unlawfully possessing or offering, arranging, or negotiating to sell any drug 

paraphernalia 
• disrupting school activities or otherwise willfully defying the valid authority of supervisors, 

teachers, administrators, school officials, or other school personnel engaged in the 
performance of their duties 

• knowingly receiving stolen school property or private property 
• possessing an imitation firearm (something that would lead a reasonable person to 

conclude that the replica was a firearm) 
• committing or attempting to commit sexual assault or committing sexual battery 
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For other actions, Civicorps Elementary supports alternatives to suspension and expulsion. 
Such solutions can address possible causes of the behavior, including misdirected goals and 
unmet needs on the part of the student. In some cases, these alternatives may include making 
restitution to those affected or harmed by the behavior. Some alternatives used by Civicorps 
Schools include the following: 

restorative justice practices, such as circles of support and accountability 
conflict resolution programs 
community service activities 
behavioral contracts 
home visits and/or conferences with family members 
on-campus suspension 
loss of privilege (such as recess) 
changes in schedule 
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School Safety Policy & Procedures 

Transportation 

Children may ride their bicycles to school. Bikes must be parked and locked in the bicycle racks 
during the school day. Bicycle riders should observe traffic safety laws and be considerate to 
children walking to school. Bicycles must be walked on school grounds. 

'" Lock your bike in the bike rack if you ride to school. 
.. CA state law requires that all students wear helmets while riding a bicycle 
.. Roller blades, skateboards, wheelies, and scooters may be ridden to 

school, but must not be ridden upon the school grounds. These are to 
remain in the classroom during the school day. 

• Use this guideline when unsure. Up the ladders and down the slides. 
" Go down slides feet first, one at a time. 
" Go across rings using arms. Do not sit on the rings. 

.. Take turns. 
• Bars are for going across with arms, not for sitting. 
" Use the play structure for the climbing equipment, not for tag or ball 

games. 
.. There will be a schedule of use by grade level and/or by class during recess periods. 

Supervision 

e Adults provide supervision at all recesses. Seek their help if you cannot settle your 
difficulties or if "Talk It Out" does not work. 

" Students who choose not to follow the school rules may be given a warning and/or a 
time-out and/or behavior notification and/or a referral to the administrator, depending 
upon the infraction. 

" Behaviors that result in referrals to the principal may result in a behavior slip, which 
requires signatures from teachers, parents, and students. These must be returned the 
next school day. 

" Inappropriate behavior may result in suspension and/or expulsion. 

liability for Damages and losses 

Parents and guardians are liable for all the damages caused by the willful misconduct of their 
minor children or themselves which results in the injury to or death of other students or to 
members of the school staff or volunteers, or in damage to school property, or damage to other 
personal property (car windows, school windows, house windows, etc.). Parents will be 
expected to pay for the costs of labor and materials needed to repair property. Parents will be 
expected to pay for medical treatment of the injured party. 

Pets at School 

0 

Pets are not to be brought to school without the permission of the teacher and administration. ,,

0 They must be brought in by a parent, shown, and taken home; they are not allowed to stay on 
campus. Please keep pets at home when coming onto the school grounds. There are many 
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Emergency Card Information 

If your child becomes ill or there is an emergency and the school is unable to reach you, the 
people listed on the emergency card will be called to pick up your child. Your child will only be 
released to the people you have designated on the emergency card. Emergency contacts may 
be relatives, friends, or neighbors that you would entrust with the care of your child. They should 
live locally. It is imperative that families keep the school informed of changes made to any of the 
relevant emergency telephone numbers. 

Long Term Illness 

If your child is going to be absent due to illness or injury for two or more weeks, contact the 
office staff or the classroom teacher to arrange for a home teacher. 

We believe that active, happy children need healthy food to consume 
during morning recess. In keeping with our mission, the Civicorps 
Elementary School community also believes that learning to take care 
of one's body is a critical aspect of growing and developing into a 
healthy, productive citizen capable of making a strong contribution to 
our world. We are concerned -from both a public health and an 
educational perspective - with the recent upward trends of childhood 
obesity and diabetes that are so rampant in our community. Current 
research about healthy eating habits for students indicates that 

students who eat fresh and nutritious meals and snacks experience fewer behavioral and 
learning challenges in their school day. Furthermore, as stewards of the environment and in an 
effort to "reduce, reuse, recycle, and rot," we also believe that our community must make an 
effort to act in a conscious and responsible manner when making choices about how lunches 
and snacks are packed and packaged, and how we dispose of waste at the school. 

Because of these beliefs and findings: 

" 

• 

" 

• 
" 

• 
" 

• 
" 

We have entered into a partnership with Revolution Foods to supply our breakfast and 
lunch programs. 
Students who order school lunch must bring a healthy snack to eat during morning 
recess time. 
Students who do not buy a lunch must bring simple, healthful snacks and lunches to 
school every day. 
Snacks and lunches may not include high-sugar items . 
Soda and candy are not allowed in student lunches or snacks. If a student is found with 
these items, they wiil be confiscated and disposed of by a staff member. 
Students may not bring items that require cooking, heating, or microwaving . 
Students are encouraged to bring their lunches in environmentally friendly and waste
reducing lunchboxes, containers, and thermoses. 
Students may not use or enter the Civicorps Elementary School Kitchen Facilities . 
Children with food allergies or special diets should: 

a. Bring a note from home at the beginning of the year informing the teacher and 
staff of the child's needs. 

b. Bring their own food to special events. 
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at the beginning of the lunch period for forgotten items. We will not interrupt classroom 0 
instruction to notify a student that a forgotten lunch has been delivered for him/her. , 

Family Service Policy 

We believe that family participation in the life of the school is critical to our mission as a school 
and a community. Family participation and engagement is related to higher student 
achievement and literacy rates. Our school needs all of the talents, skills, involvement, and love 
that our adult community provides to its students. Each family is expected to volunteer 12 
hours of service to the school per trimester. 

Because of these beliefs: 
" Each family is expected to participate in at least one service team throughout the year. 
.. Each family is expected to attend Back to School Night, both Showcases and the State 

of the School Address. 
" A family member is required to attend all conferences to discuss their child's academic, 

social, and emotional growth and achievement. 
• A family member is required to attend all administrative conferences requested by the 

Principal or other administrative designee. 
" Each family is expected to stay in frequent contact with their child's teacher throughout 

the year. 

Classroom Service 

Volunteering in the classroom takes many forms and can include: 

1. Helping in a classroom 
2. Working as a classroom "room parent" to organize other families in assisting the teacher 

to meet the needs of the students 
3. Chaperoning field trips 

School-Wide Service 

There are many ways to benefit ali students by volunteering outside the classroom. Parents 
may sign up in the main office for these ongoing volunteer functions: 

1. Lunch Distribution (assemble and hand out trays) 
2. Main Office assistant (file, copy, clean, organize, etc.) 
3. Main Office substitute (answer phones, greet people, etc.) 
4. Art Smock washing 
5. Loaner uniform washing 
6. Working to organize and support school fundraisers 
7. Assisting with maintaining the schoo! grounds (gardening, painting, fixing things, etc.) 

"Work from Home" Opportunities 

0 

The school understands that adult family members have many responsibilities to juggle in their 
lives. Therefore, volunteer work done outside of the school campus is counted towards 
volunteer hours for the school. Work at Home activities can include: 0 

1. Cooking for a school event or fundraiser 
2. Organizing school fundraisers/community connections 
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folder in the evening, remove and review the contents, and make certain that the folder is sent 
back to school on the next school day. The vital link in this system is your child. S/he must 
assume the responsibility for taking the folder home and bringing it back to school. It is 
important for parents to assist their child in being accountable for accepting this responsibility. 

lost and Found 

Parents are urged to mark all personal articles with the child's name and phone number. Lost 
and found items are stored on a coat rack near the office. Items not claimed will be donated to 
charity at regular intervals, generally at the vacation periods. Every effort is made by volunteers 
to return marked items to families. 

Messages 

To eliminate classroom interruptions, messages for students will be limited to those that are 
urgent. 

Pagers and Phones 

Students who have pagers or cell phones on campus must keep them turned off during school 
hours. 

Report Cards and Conferences 

Report cards will be sent home to families three times during the school year. Conferenc~s will 
be held in the fall and spring, following the end of each trimester. Additional conferences may be 
held during the year at the teacher's or the family's request. In order for your child to have a 
successful school experience, communication between the school and home is essential. 

Telephones 

School telephones are available for student use for illness or emergencies only. 

Trading Cards 

Baseball cards, Pokemon cards and other trading cards are not allowed at school. 

Student Records 

Only that information which is pertinent to the individual's educational progress and those items 
required by law are to be maintained in the student's file. A student's records are open for 
inspection by the student, his parents or guardians, school officials and certified employees of 
the school district. Copies of records shall be fumished to authorized agencies upon written 
request of parents, guardians or students of legal age in accordance with the FERPA policy. 
Students are to be enrolled by their legally given name and all school records will be recorded 
by that name. 

0 Family Educational Rights and Privacy Act (FERPA) 

This policy and the procedures included with it are designed to meet the provisions of the 
Family Educational Rights and Privacy Act (FERPA), and Civicorps Schools is committed to the 
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Programs 

All students will receive art instruction during the year through classroom instruction as well as 
art integration activities in the classroom. 

English language Development (ELD) 

Children whose primary language is not English are designated as English Language Learners 
(ELL) and will receive English Language Development (ELD) from their classroom teachers. 
They will receive ELD until they are fluent in listening, speaking, reading, and writing and can 
perform at grade level. In some cases, students may work individually or in a small group with 
classroom teachers and/or other adults both in the classroom and under the supervision of the 
teacher. 

Physical Education (PE) 

Students in grades K through 5 are provided with physical education classes each week. 
During these periods, a PE coach and the classroom teacher instruct students. The children 
receive a balanced grade appropriate PE curriculum, which provides warm-up exercises, skill 
instruction, health awareness, game instruction, and cooperative learning. In order for your 
child to fully benefit from the class, we ask they dress appropriately on days they will be 
participating in PE. Students should wear athletic shoes and girls who opt to wear a dress or 
skirt should wear shorts underneath. 

, Gommunity Conflict Resolution Policy & Procedures 

We believe that it is important for all individuals who are a part of this school community to 
model and practice positive, proactive, non-violent conflict behaviors and language at all times 
on the Civicorps Elementary School campus. 

Thus: 

., The Civicorps Elementary School community recognizes that conflicts are a normal, 
healthy part of all communities. 

• Ail students, families, staff and other members of the Civicorps Elementary School 
community are required to use conflict resolution language and practices while on the 
school campus. 

• Participants in a conflict must work through their conflicts either on their own or with the 
mediation of a third party. , 

~ All members of the Civicorps Eieroentary School community wiil be provided with 
opportunities to obtain training in non-violent conflict resolution and/or positive 
communication practices. 

Conflict Resolution Policies & Procedures 

0 

0 

1. All members of the Civicorps Elementary School community are expected to treat one 0 
another with respect and dignity at all times. 
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· Unlform Complaint Procedure 

Unlawful Harassment Complaint and Grievance Procedures 

Civicorps Schools maintains a zero tolerance policy that prohibits harassment in any form 
against any person involved in the operations of Civicorps Schools. This prohibition includes 
sexual harassment. 

Civicorps Schools maintains a strict policy of prohibiting sexual harassment and harassment 
because of gender, race, color, age, national origin, ancestry, religious creed, marital status, 
sexual orientation, political belief or activity, veteran status, pregnancy or medical condition, 
physical or mental disability, or any other characteristic protected under federal and state laws 
and regulations. Our non-harassment policy applies to all persons involved in the operations of 
Civicorps Schools, including all agents, company vendors, suppliers and customers. 
Harassment in any form, including verbal, physical and visual conduct, threats, demands and 
retaliation, is prohibited. It is a violation of this policy for males to harass females or other males, 
and for females to harass males or other females. 

Harassment defined 

Harassment includes, but is not limited to, the following forms of offensive behavior: 

• Verbal conduct such as making or using derogatory comments, offensive jokes, slurs, 
and inappropriate comments about an employee's body or attire; 

• Verbal sexual advances or propositions; verbal abuse of sexual nature; graphic verbal 
commentary about an individual's body; sexually degrading words to describe an 
individual; suggestive or obscene letters, notes or invitations; visual conduct such as 
leering or making gestures; 

• Displaying sexually suggestive objects or pictures, derogatory posters, photography, 
cartoons, drawings or gestures; web-surfing sexually explicit sites; 

• Physical conduct such as assault, unwanted touching, blocking norma! movement or 
interfering with work; 

• Threats and demands to submit to sexual requests in order to retain employment or 
avoid some other loss; offers of job benefits in return for sexual favors; 

• Flirtation and sexual innuendoes which could be perceived as sexual harassment even 
when well intended; 

• Retaliation for having reported or threatened to report harassment; making or 
threatening reprisals after receiving a negative response to sexual advances; 

.. Using peer pressure to discourage harassment victims from complaining. 

Complaint Process 

If you are the victim of, or a witness to, harassment in the workplace you are required by 
Civicorps Schools to take Step #2, below, and may take Step #1: 

1. If appropriate, confront the harasser and ask him/her to stop. The harasser may not realize 
that his/her conduct is offensive. If it is appropriate and sensible for you to do so, you may tell 
the harasser the behavior is unwelcome and ask him/her to stop. 

2. Report the harassment to a Supervisor/Manager via the UNIFORM COMPLAINT 
PROCEDURE as follows: 
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binding mediation, and if the information mediation does not resolve the problem within o 
the parameters of the law, the compliance officer or designee shall proceed with this or · 
her investigation of the complaint. 

Investigation of Complaint 

The compliance officer or designee shall hold an investigative meeting within ten ( 1 0) days of 
receiving the complaint or an unsuccessful attempt to informally mediate the complaint. The 
investigative meeting shall provide an opportunity for the complainant or his/her representative 
to repeat the complaint orally. The complainant and/or his/her representative shall have an 
opportunity to present information relevant to the complaint. Parties to the complaint may 
discuss the complaint and question each other or each other's witnesses. 

Response/Resolution 

An investigation shall be completed, resolved and a decision rendered within sixty (60) days 
after receiving a request for direct investigation or an appeal request, unless the complainant 
agrees in writing to an extension of time. The complaint officer or designee shall prepare and 
send to the complainant a written report of the investigation and decision. The written report 
shall contain: Findings and disposition of the complaint; corrective actions (if any); rationale for 
such disposition; and procedures for initiating an appeal within fifteen (15) days of receiving the 
written report to the California Department of Education. 

We believe that our school must be a safe and sacred place for learning. As a school 
community we believe that both the teaching and modeling of exemplary civic behavior by 
adults and common sense are probably adequate means for educating our school community 
about appropriate behavior at school. However, we also acknowledge that, as a California 
Public School, we are bound to uphold and enforce the California Education Code and thus feel 
it is important to make five of its guidelines for student behavior as explicit as possible. 

The following items and actions are STRICTLY FORBIDDEN AND/OR BANNED at all 
times at the CIVICORPS K-5 Charter School: 

• Weapons (Real or Imitation) 
• Intoxicants, Paraphernalia, and/or Tobacco 
• Sexual Harassment, Assault, Battery 
• Hate Violence 
• Harassment, Threats, or Intimidation 
" Terroristic Threats 

Weapons 

The California Education Code (§48900-b) strictly forbids students from possessing, selling, 
and/or furnishing of any firearm, knife, explosive, or dangerous object on a school campus. 

The California Education Code (§48900-m) bans students from possessing an imitation firearm 
(toy gun, knife, weapon, explosive, etc.). 

Intoxicants. Paraphernalia and/or Tobacco 
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Hate Violence 

The California Education Code (§48900.3) bans students from causing, threatening to cause, or 
participating in an act of hate violence, as defined in the Education Code 233. Hate violence 
means the pupil has caused, attempted to cause, threatened to cause, or participated in an act 
of, hate violence, because of the other person's race, color, religion, ancestry, national origin, 
disability, gender, or sexual orientation or the perception that the other person has one or more 
such characteristics. (Penal code sections 422.6, 422. 7, and 422. 75) 

Harassment, Threats, or Intimidation 

The California Education Code (§48900.4) bans students from intentionally engaging in 
harassment, threats, or intimidation, directed against a pupil or group of pupils, that is 
sufficiently severe or pervasive to have the actual or reasonably expected effect of materially 
disrupting class work, creating substantial disorder, and invading the rights of that pupil or group 
or pupils by creating an intimidating or hostile educational environment. 

Terroristic Threats 

The California Education Code (§48900. 7) bans students from making terroristic threats against 
school officials or school property, or both. For the purposes of Education Code section 
48900.7, "terroristic threat" shall include any statement, whether written or oral, by a person who 
willfully threatens to commit a crime which will result in death, great bodily injury to another 
person, or property damage in excess of one thousand dollars ($1 000), with the specific intent 
that the statement is to be taken as a threat, even· if there is no intent of actually carrying it out, 
which, on its face and under the circumstances in which it is made, is so unequivocal, 
unconditional, immediate, and specific as to convey to the person threatened, a gravity of 
purpose and an immediate prospect of execution of the threat, and thereby causes that person 
reasonably to be in sustained fear for his or her won safety or for his or her immediate family's 
safety, or for the protection of school, or the personal property of the person threatened or his or 
her immediate family. 
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Civicorps Elementary School 

Receipt of Notification of the 
2010-2011 Student and Family Handbook 

Please detach, sign, and return this form to school office. 

I have received and read the Civicorps Elementary School Family 
Handbook and fully understand and accept its content. The signatures 
below acknowledge our understanding and promised compliance as 
they pertain to our student. 

Please print: 

Student Name 

Grade 

Please sign: 

Signature of Parent/Guardian #1 Date 

Signature of Parent/Guardian #2 Date 
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0 CIVICORPS ELEMENTARY SCHOOL 
STUDENT & FAMILY HAN DB K 

2010-2011 

0 

Academic Rigor + Creativity + Purpose 

This book belongs to _______ _ 
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Dear Civicorps Families, 

Welcome to Civicorps Elementary School-a vibrant community of learners! I am honored to be 

your new principal and I look forward to an extraordinary school year. 

This handbook has been prepared to provide families and students with important information 

regarding the various policies, procedures, activities, events, and programs that are available at 

Civicorps Elementary. Together with your child, please review this handbook and refer to it as 

needed. We hope that it will be a valuable reference and resource to you and it will be updated 

as needed throughout the year. 

Although we use e-mail to provide you many of the school's communications, there are some 

notices that go home in a hard copy format. Please expect your child to bring home a 

communications folder every Monday to be returned the next day. The vital link in this system is 

your child, who must assume the responsibility for taking the folder to and from school. The 

school's monthly family update, this handbook and other important informational documents will 

be posted on the school's website, www.civicorpsk5.org, for your reference. 

Please let us know if you have questions that we can answer. 

Warm regards, 

Desiree Braganza, Ed.D., principal 

2 

0 

0 

0 



0 

0 

0 

General Information 

Address, Telephone & FAX 
1086 Alcatraz Avenue 
Oakland, CA 94608-1265 

(51 0) 420-3701 - Phone 
(51 0) 420-3703- FAX 
Website: www.civicorpsk5.org 

School Hours 

Staff Hours: 8:00 AM - 4:00 PM 

Student Hours (1 - 5): 8:10AM - 3:15 PM 

Student Hours (K): 

Wednesday (K- 5): 

Conference Days: 

8:10AM-2:30PM 

8:10AM-1:30PM (school day) 

8:10AM -12:00 PM (see schedule for conference days) 

Extended Day Telephone & Hours 

After Schooi Program Telephone- (51 0) 420-3701 x226 

Afterschool Program Hours* 3:15PM-6:00PM (M- F) & 1:30- 6:00 (W- minimum days) 

*Students must be registered to participate. 
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Daily Schedule 0 
School Hours 

M,T,Th,F w 
Breakfast/Drop-Off Breakfast/Drop-Off 

7:45-8:10 7:45-8:10 
Core Academic Programs Core Academic Programs 

8:15-2:30 (K) 8:15-1 :30 (K-5) 
8:15-3:15 (1-5) 

Afterschool Program Afterschool Program 
2:30-6:00 (K) 1 :30-6:00 (K- 5) 

3:15-6:00 (1-5) 

K-2 

RECESS 10:15- 10:15-
1 0:15-1 0:30 

10:15-
10:15-10:30 

10:30 10:30 10:30 

CLASS 11:30- 11:30- 11 :30-11:50 11:30- 11:30-11 :50 
lUNCH 11:50 11:50 11:50 

0 
lUNCH 11:50- 11:50-

11:50-12:20 
11:50-

11:50-12:30 
RECESS 12:30 12:30 12:30 

RECESS 10:35-10:50 10:35-10:50 

ClASS 12:20- 12:20-
12:00-12:20 

12:20-
12:20-12:40 

LUNCH 12:40 12:40 12:40 

lUNCH 12:40-
12:40-1:20 12:20-12:50 12:40-1:20 12:40-1:20 

RECESS 1:20 

Conference Kindergarten, First & Third, Fourth & Fifth 
Days Second 

Day Begins 8:10 8:10 

Morning Recess 10:15-10:30 1 0:35-1 0:50 0 
Day Closes 1:30 1:30 
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Administrative Team 

Desiree Braganza, Ed. D.- Principal 

Tara Denison- Administrative Manager 

Lacedric Johnson -Administrative Intern 

Teaching Team 

Megan Wherritt- Kindergarten Teacher 

Emily Roberts- Kindergarten Teacher 

Breanna Adams- First Grade Teacher 

Marissa Giovacchini- First Grade Teacher 

Mariah Mills- Second Grade Teacher 

Jenny Rikkers - Second/Third Grade 
Teacher 

Michael Bartone- Third Grade Teacher 

Charlotte Vaughns- Fourth Grade Teacher 

Abdui-Haqq Khalifah- Fifth Grade Teacher 

Constance Moore- Visual Arts Teacher 

Eric Miller- Resource Teacher 

Lesley Tilley (SLP) and Stephanie Milona 
(SLPA)- Speech Therapists 

Children's Hospital of Oakland - Counseling 
Referrals 

Afterschool Staff 

Neykeya Murray- Afterschool Program 
Coordinator 

Shayla Taylor- Afterschool Program 
Instructor 

Brad Phelps- Afterschool Program 
Instructor 

Ryan Nichols - Afterschool Program 
Instructor 

Specials 

Vicente Cruz- Playworks Coach 

Laura Crandall - Oakland Based Urban 
Gardens (OBUGS) 

Custodian 

Victor Guerrero 

Playground and Lunch Supervisor 

Dustin Johansen 
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Our Mission 

The mission of Civicorps Schools is to promote citizenship and build a civil society by creating 
educational models and programs that draw upon the power of service as a way of learning. As 
an elementary school, we prepare our students for their lifelong roles as citizens by instilling 
them with academic, artistic and civic literacy. 

Academic Literacy is defined as the ability to read, write, calculate, reason and 
communicate with precision and depth. 

Civic Literacy is the ability to "let one's life speak" through participating 
thoughtfully, responsibly and passionately in the life of the community with an 
overriding concern for the common good and an orientation towards service. 

Artistic Literacy is graceful personal expression, the development of a discerning 
eye, a sensitive ear, and an acquired taste for beauty. 

We believe that each of these forms of literacy is necessary for twentieth century learners to 
grow into adults who can successfully grapple with the complexities of our world and effect 
positive change. 

We provide our students with empowering and transformational opportunities that will enable 
them to understand and improve their world. 

Guiding Prineip.les · .. 

In addition to our mission, we have five guiding principles that serve to guide our constant 
evolution as educators: 

* Academic and artistic excellence 
• Values, ethics and spiritual development necessary for thoughtful citizenship in a 

pluralistic, democratic society 
.. Service as a way of learning 
• Participation in the life of the school and the community through $tewardship of the 

environment 
" Creative partnerships in sustaining public education 

Philosophy 

Civicorps Schools strives to maintain an atmosphere in school and at school activities that 
enhances the potential for success of every member of the school community. The district's 
commitment to learning includes the concept that, in order to learn, students must be 
guaranteed an environment that is safe, classrooms where mutual respect is the underlying 
principle, and rules that are publicized, explained, and enforced. The schools' rules derive from 
the goals of respect for self, for property, and for others. In enforcing the rules of the schools, 
the district, and the state, the staffs of the schools believe that students must understand that 

0 

0 

their actions do have consequences. As students become responsible for their own behavior, 0: 
they develop the self-discipline needed for good citizenship. 
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Admissions & Enrollment Policies & Procedures 

Continuing Students 

1. In February, current families will be asked to submit an Intent to Return Form. 
2. All families who complete and submit the Intent to Return Form by the given deadline will 

reserve a space for the following academic year. 
3. Families who do not submit the Intent to Return Form by the given deadline will be called 

to confirm that they received the form, and given the opportunity to return the form. If 
they then do not contact the office or return the form, their space for the following year 
will be considered open. Families will be informed in writing that this is to occur and that 
should they decide to return they will need to fill out a new application and enter the 
enrollment lottery. 

4. Following this procedure, the school will determine how many spaces are open for new 
students and the lottery process will commence. 

New Students - Lottery Process 

Each year, Civicorps Elementary School will hold one lottery on the last Wednesday in 
February. To participate in the lottery, all new students/families are required to submit an 
Enrollment Application by the application deadline, which will be 24 hours before the lottery is to 
take place. 

In the lottery: 

1. Classes may be drawn in order to balance for gender. 
2. Students who have siblings already enrolled and confirmed for the following year at the 

school will be given the initial open spots, or be placed in the waitlist if no slots are 
currently available in the grade to which they are applying. 

3. If there are more students than spaces available, students' names will be drawn to 
determine an order for the waiting list. 

4. Students who have siblings enrolled in the school will be given preference for 
enrollment, and thus will be moved to the top of the waiting list. 

If a child's name is selected in the lottery, his or her family will be mailed an Intent to Enroll 
Form. Families will have two weeks from the date of the lottery to complete and return the 
Intent to Enroll Form. If a family fails to return the packet by the deadline, they will be placed at 
the bottom of the waitlist and their spot will be offered to the next person on the waitlist. 

Following the lottery, applications for open spots will be taken and processed on a first-come, 
first-served basis. 

In June, all families enrolled for the following year will be sent an enrollment packet for the new 
school year. Families must return the complete enrollment packet by the published deadline. 
Failure to return the enrollment packet by this date will result in the child being dropped from the 
enrollment list and placed last on the waitlist. 

In order to retain their spot in the school, students are required to be present on the first 
day/week of school. If a child is not present on the first day/week of school without prior 
arrangement with the Principal, his/her name will be dropped from the enrollment list and his/her 
spot will be given to a student on the waiting list. If a child forfeits his/her spot due to absence 
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• Your name and relationship to the child 
• Estimated length of absence 
• Reason for absence 

Please help us eliminate unnecessary phone calls to you by using our attendance number or 
website to ensure your child's safety. 

Students who are tardy to school must report to the office and sign in before going to their 
classroom. Kindergarteners must be accompanied by their parent and signed in at the office 
before the parent takes the child to the classroom. 

Chronic tardiness is regarded as a serious problem that impacts the educational 
process. Parents will be notified by the office after three or more unexcused tardies and the 
student will be considered to be truant. If the problem is not resolved, the child may be referred 
to the Student Study Team or the district's School Attendance Review Board (SARB) for action. 

Truancy 

0 

If a child accumulates five unexcused absences and/or tardies in a trimester, the 
parent/guardian will receive a notice from the school. The letter will remind the family of the 
attendance policies and that the student is in danger of being considered truant. The family will 
be required to meet with an administrator to discuss solutions and to create a planto address 
attendance issues. 0 
If the family continues to demonstrate a pattern of repeated truancy, which will be measured by 
the accumulation of ten additional unexcused absences and/or tardies (total of fifteen), the 
family will be advised that they are no longer in good standing with the school and will be 
considered for expulsion. 

• In cases where the family has failed to attend any administrative meetings or comply at all 
with an attendance contract, the school reserves the right to pursue all measures allowable 
under state law. These may include: 

o Calling a peace officer to issue a written warning of truancy. 
o Reporting the family to Oakland Unified School District's Student Attendance Review 

Board (SARB). 
o Recommending that the family be referred to the judicial system either through 

juvenile hall or child protection services. 

Independent Study Contracts 

If a student will be absent for five to ten consecutive school days, parents may request an 
Independent Study Contract (ISC). The contract MUST be requested at least one full week in 
advance of the absence. Please request the ISC from the school administrative manager. The 
teacher will provide the child with appropriate activities to keep current with curriculum and 
school activities. Although work is provided, classroom activities cannot be duplicated outside of 
schooL Some activities may need to be made up upon the student's return to class. The o 
Independent Study Contract must be signed by the parent and teacher prior to the absence. . 
The completed contract and all work are due back to the teacher the first day the student 
returns to school. 
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0 Dismissal K (2:30- 2:45PM); 151
- 5th (3:15- 3:30PM) 

0 

0 

• Students staying for Afterschool Program activities will be dismissed to the 
Garden/Structure yard. 

• Students leaving immediately after school will form lines on the blacktop yard for 
dismissal with one classroom staff member. 

• Older children who walk or take the bus (without a parent/family member) will be 
dismissed right away. These students are expected to leave school without delay. 
Parent must provide their child's teacher with a written note giving permission to leave 
school without a parent/family member. 

" Families are encouraged to park their cars and meet their children on the yard. This is 
often a good time for a very quick check-in with the child's teacher. 

• TO ENSURE STUDENT SAFETY, DRIVERS MAY NOT DOUBLE PARK AND LOAD 
CHILDREN INTO THE CAR IN FRONT OF THE SCHOOL ON ALCATRAZ AVENUE 
or ON SALEM or HERZOG AVENUES. 

• Staff members will dismiss children who are picked up by a designated family member 
only after the staff member has made visual contact with the child's usual caretaker. 
Staff will release the children to the caregiver when once the caregiver's vehicle is within 
the coned pick up area or the caregiver is physically present at the gate. 

" No play equipment will be brought out during dismissal and no running games are 
allowed. 

" Students may only re-enter the building -with permission from a staff member- to use 
the bathroom. 

Accountability Procedures to Support the Arrival & Dismissal Policy 

• Students who are not picked up by 3:30 PM will be brought to sit outside of the office. 
The Administrative Intern will start to call primary guardians and then each person listed 
for pick up on the students' emergency card until someone can be reached to arrange 
pick up. 

• If the caregiver then arrives to pick up the student, it is their responsibility to contact 
anyone who may have been called to pick up the student in their place. 

• Caregivers picking a student up late will be required to sign their student out in the office. 

G If the person collecting the student late is a daycare provider, then the guardian will be 
contacted to advise them that their service is tardy. 

• If a child accumulates three late pick ups the parents/guardians will receive a warning 
letter from the school. The letter will remind parents/guardians of their responsibility for 
picking their child up from school in a timely manner. If the person collecting the student 
late is a daycare provider, the parents/guardians will still be held accountable for the 
tardy pickups and will need to have the appropriate conversations with their service. 
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Hats & Head Coverings o 
Hats and other head coverings (hoods, scarves, bandanas, etc.) may not be worn inside of the • 
building. Exceptions can be made with the permission of a teacher or the Principal or for 
religious reasons. Hats and head coverings may be worn outside on the yard. 

Discipline Policies & Procedures 

In order for Civicorps Elementary School to be a safe place for every person to learn and grow, 
we expect our students to be held accountable to the following expectations. 

Expectations 

• Follow Directions and Agreements 
• Be Safe - Use hands, feet and objects appropriately 
• Use Put-Ups, not Put-Downs - No bullying or name-calling 

Grounds for Disciplinary Action 

The following acts, whether occurring on school grounds, during lunch on or off campus, while 
going to or from school, or at a school function may result in disciplinary action: 

• causing, attempting to cause, or threatening to cause physical injury to another person o 
• willfully using force or violence upon another person, except in self-defense . J 

• possessing, selling, or otherwise furnishing any firearm, knife, explosive, or other 
dangerous object 

• unlawfully possessing, using, selling or otherwise furnishing, or being under the 
influence of any controlled substance, alcoholic beverage, or intoxicant of any kind 

• unlawfully offering, arranging, or negotiating to sell any controlled substance, alcoholic 
beverage, or intoxicant of any kind, and then either selling, delivering, or otherwise 
furnishing that substance to another person, or selling, delivering, or otherwise furnishing 
to a person another substance or material and representing it to be a controlled 
substance, alcoholic beverage, or intoxicant 

• committing or attempting to commit robbery or extortion 
• causing or attempting to cause damage to school property or private property 
• stealing or attempting to steal school property or private property 
• possessing or using tobacco or nicotine products, including but not limited to cigarettes, 

cigars, miniature cigars, clove cigarettes, smokeless tobacco, snuff, chew packets, and 
betel, unless by prescription 

• committing an obscene act or engaging in habitual profanity or vulgarity 
• unlawfully possessing or offering, arranging, or negotiating to sell any drug 

paraphernalia 
• disrupting school activities or otherwise willfully defying the valid authority of supervisors, 

teachers, administrators, school officials, or other school personnel engaged in the 
performance of their duties 

• knowingly receiving stolen school property or private property 
• possessing an imitation firearm (something that would lead a reasonable person to F\ 

conclude that the replica was a firearm) ~ 
• committing or attempting to commit sexual assault or committing sexual battery 
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For other actions, Civicorps Elementary supports alternatives to suspension and expulsion. 
Such solutions can address possible causes of the behavior, including misdirected goals and 
unmet needs on the part of the student. In some cases, these alternatives may include making 
restitution to those affected or harmed by the behavior. Some alternatives used by Civicorps 
Schools include the following: 

restorative justice practices, such as circles of support and accountability 
• conflict resolution programs 

community service activities 
behavioral contracts 
home visits and/or conferences with family members 
on-campus suspension 
loss of privilege (such as recess} 
changes in schedule 
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School Safety Policy & Procedures 

Transportation 

Children may ride their bicycles to school. Bikes must be parked and locked in the bicycle racks 
during the school day. Bicycle riders should observe traffic safety laws and be considerate to 
children walking to school. Bicycles must be walked on school grounds. 

• Lock your bike in the bike rack if you ride to school. 
• CA state law requires that all students wear helmets while riding a bicycle 
• Roller blades, skateboards, wheelies, and scooters may be ridden to 

school, but must not be ridden upon the school grounds. These are to 
remain in the classroom during the school day. 

• Use this guideline when unsure. Up the ladders and down the slides. 
.. Go down slides feet first, one at a time. 
• Go across rings using arms. Do not sit on the rings. 

.. Take turns. 
• Bars are for going across with arms, not for sitting. 
• Use the play structure for the climbing equipment, not for tag or ball 

games. 
• There will be a schedule of use by grade level and/or by class during recess periods. 

Supervision 

• Adults provide supervision at all recesses. Seek their help if you cannot settle your 
difficulties or if "Talk It Out" does not work. 

• Students who choose not to follow the school rules may be given a warning and/or a 
time-out and/or behavior notification and/or a referral to the administrator, depending 
upon the infraction . 

., Behaviors that result in referrals to the principal may result in a behavior slip, which 
requires signatures from teachers, parents, and students. These must be returned the 
next school day. 

.. Inappropriate behavior may result in suspension and/or expulsion. 

liability for Damages and Losses 

Parents and guardians are liable for all the damages caused by the willful misconduct of their 
minor children or themselves which results in the injury to or death of other students or to 
members of the school staff or volunteers, or in damage to school property, or damage to other 
personal property (car windows, school windows, house windows, etc.). Parents will be 
expected to pay for the costs of labor and materials needed to repair property. Parents will be 
expected to pay for medical treatment of the injured party. 

Pets at School 

Pets are not to be brought to school without the permission of the teacher and administration. ~ 
They must be brought in by a parent, shown, and taken home; they are not allowed to stay on ~ 

campus. Please keep pets at home when coming onto the school grounds. There are many 
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Emergency Card Information 

If your child becomes ill or there is an emergency and the school is unable to reach you, the 
people listed on the emergency card will be called to pick up your child. Your child will only be 
released to the people you have designated on the emergency card. Emergency contacts may 
be relatives, friends, or neighbors that you would entrust with the care of your child. They should 
live locally. It is imperative that families keep the school informed of changes made to any of the 
relevant emergency telephone numbers. 

Long Term Illness 

If your child is going to be absent due to illness or injury for two or more weeks, contact the 
office staff or the classroom teacher to arrange for a home teacher. 

H~c:tlthy Eating Policy & Proced(lres 

We believe that active, happy children need healthy food to consume 
during morning recess. In keeping with our mission, the Civicorps 
Elementary School community also believes that learning to take care 
of one's body is a critical aspect of growing and developing into a 
healthy, productive citizen capable of making a strong contribution to 
our world. We are concerned- from both a public health and an 
educational perspective- with the recent upward trends of childhood 
obesity and diabetes that are so rampant in our community. Current 
research about healthy eating habits for students indicates that 

students who eat fresh and nutritious meals and snacks experience fewer behavioral and 
learning challenges in their school day. Furthermore, as stewards of the environment and in an 
effort to "reduce, reuse, recycle, and rot," we also believe that our community must make an 
effort to act in a conscious and responsible manner when making choices about how lunches 
and snacks are packed and packaged, and how we dispose of waste at the school. 

Because of these beliefs and findings: 

• 

.. 

$ 

$ 

" 

$ 

.. 

• 
.. 

We have entered into a partnership with Revolution Foods to supply our breakfast and 
lunch programs. 
Students who order school lunch must bring a healthy snack to eat during morning 
recess time. 
Students who do not buy a lunch must bring simple, healthful snacks and lunches to 
school every day. 
Snacks and lunches may not include high-sugar items. 
Soda and candy are not allowed in student lunches or snacks. If a student is found with 
these items, they will be confiscated and disposed of by a staff member. 
Students may not bring items that require cooking, heating, or microwaving. 
Students are encouraged to bring their lunches in environmentally friendly and waste
reducing !unchboxes, containers, and thermoses. 
Students may not use or enter the Civicorps Elementary School Kitchen Facilities . 
Children with food allergies or special diets should: 

a. Bring a note from home at the beginning of the year informing the teacher and 
staff of the child's needs. 

b. Bring their own food to special events. 
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at the beginning of the lunch period for forgotten items. We will not interrupt classroom 

0 
__ _ 

instruction to notify a student that a forgotten lunch has been delivered for him/her. 

Family Service Policy 

We believe that family participation in the life of the school is critical to our mission as a school 
and a community. Family participation and engagement is related to higher student 
achievement and literacy rates. Our school needs all of the talents, skills, involvement, and love 
that our adult community provides to its students. Each family is expected to volunteer 12 
hours of service to the school per trimester. 

Because of these beliefs: 
• Each family is expected to participate in at least one service team throughout the year. 
• Each family is expected to attend Back to School Night, both Showcases and the State 

of the School Address. 
• A family member is required to attend all conferences to discuss their child's academic, 

social, and emotional growth and achievement. 
" A family member is required to attend all administrative conferences requested by the 

Principal or other administrative designee. 
• Each family is expected to stay in frequent contact with their child's teacher throughout 

the year. 

Classroom Service 

Volunteering in the classroom takes many forms and can include: 

1. Helping in a classroom 
2. Working as a classroom "room parent" to organize other families in assisting the teacher 

to meet the needs of the students 
3. Chaperoning field trips 

SchoolmWide Service 

There are many ways to benefit all students by volunteering outside the classroom. Parents 
may sign up in the main office for these ongoing volunteer functions: 

1. Lunch Distribution (assemble and hand out trays) 
2. Main Office assistant (file, copy, clean, organize, etc.) 
3. Main Office substitute (answer phones, greet people, etc.) 
4. Art Smock washing 
5. Loaner uniform washing 
6. Working to organize and support school fundraisers 
7. Assisting with maintaining the schoo! grounds (gardening, painting, fixing things, etc.) 

"Work from Home" Opportunities 

The school understands that adult family members have many responsibilities to juggle in their 

0 

lives. Therefore, volunteer work done outside of the school campus is counted towards 

0 volunteer hours for the school. Work at Home activities can include: 
1. Cooking for a school event or fundraiser 
2. Organizing school fundraisers/community connections 
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folder in the evening, remove and review the contents, and make certain that the folder is sent 
back to school on the next school day. The vital link in this system is your child. S/he must 
assume the responsibility for taking the folder home and bringing it back to school. It is 
important for parents to assist their child in being accountable for accepting this responsibility. 

Lost and Found 

Parents are urged to mark all personal articles with the child's name and phone number. Lost 
and found items are stored on a coat rack near the office. Items not claimed will be donated to 
charity at regular intervals, generally at the vacation periods. Every effort is made by volunteers 
to return marked items to families. 

Messages 

To eliminate classroom interruptions, messages for students will be limited to those that are 
urgent. 

Pagers and Phones 

Students who have pagers or cell phones on campus must keep them turned off during school 
hours. 

Report Cards and Conferences 

Report cards will be sent home to families three times during the school year. Conferences will 
be held in the fall and spring, following the end of each trimester. Additional conferences may be 
held during the year at the teacher's or the family's request. In order for your child to have a 
successful school experience, communication between the school and home is essential. 

Telephones 

School telephones are available for student use for illness or emergencies only. 

Trading Cards 

Baseball cards, Pokemon cards and other trading cards are not allowed at school. 

Student Records 

Only that information which is pertinent to the individual's educational progress and those items 
required by law are to be maintained in the student's file. A student's records are open for 
inspection by the student, his parents or guardians, school officials and certified employees of 
the school district. Copies of records shall be furnished to authorized agencies upon written 
request of parents, guardians or students of legal age in accordance with the FERPA policy. 
Students are to be enrolled by their legally given name and all school records will be recorded 
by that name. 

0 Family Educational Rights and Privacy Act (FERPA) 

This policy and the procedures included with it are designed to meet the provisions of the 
Family Educational Rights and Privacy Act (FERPA), and Civicorps Schools is committed to the 
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Programs 

All students will receive art instruction during the year through classroom instruction as well as 
art integration activities in the classroom. 

English language Development (ELD) 

Children whose primary language is not English are designated as English Language Learners 
(ELL) and will receive English Language Development (ELD) from their classroom teachers. 
They will receive ELD until they are fluent in listening, speaking, reading, and writing and can 
perform at grade level. In some cases, students may work individually or in a small group with 
classroom teachers and/or other adults both in the classroom and under the supervision of the 
teacher. 

Physical Education (PE) 

Students in grades K through 5 are provided with physical education classes each week. 
During these periods, a PE coach and the classroom teacher instruct students. The children 
receive a balanced grade appropriate PE curriculum, which provides warm-up exercises, skill 
instruction, health awareness, game instruction, and cooperative learning. In order for your 
child to fully benefit from the class, we ask they dress appropriately on days they will be 
participating in PE. Students should wear athletic shoes and girls who opt to wear a dress or 
skirt should wear shorts underneath. 

,, Gornmunity Conflict Resolution Policy & Procedur~s 

We believe that it is important for all individuals who are a part of this school community to 
model and practice positive, proactive, non-violent conflict behaviors and language at ail times 
on the Civicorps Elementary School campus. 

Thus: 

" 

.. 

The Civicorps Elementary School community recognizes that conflicts are a normal, 
healthy part of all communities. 
All students, families, staff al]d other members of the Civicorps Elementary School 
community are required to use conflict resolution language and practices while on the 
school campus. 
Participants in a conflict must work through their conflicts either on their own or with the 
mediation of a third party. 
All members of the Civicorps Elementary School community will be provided with 
opportunities to obtain training in non-violent conflict resolution and/or positive 
communication practices. 

Conflict Resolution Policies & Procedures 

0 

0 

1. All members of the Civicorps Elementary School community are expected to treat one 0 
another with respect and dignity at all times. 
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Uniform Complaint Procedure 

Unlawful Harassment Complaint and Grievance Procedures 

Civicorps Schools maintains a zero tolerance policy that prohibits harassment in any form 
against any person involved in the operations of Civicorps Schools. This prohibition includes 
sexual harassment. 

Civicorps Schools maintains a strict policy of prohibiting sexual harassment and harassment 
because of gender, race, color, age, national origin, ancestry, religious creed, marital status, 
sexual orientation, political belief or activity, veteran status, pregnancy or medical condition, 
physical or mental disability, or any other characteristic protected under federal and state laws 
and regulations. Our non-harassment policy applies to all persons involved in the operations of 
Civicorps Schools, including all agents, company vendors, suppliers and customers. 
Harassment in any form, including verbal, physical and visual conduct, threats, demands and 
retaliation, is prohibited. It is a violation of this policy for males to harass females or other males, 
and for females to harass males or other females. 

Harassment defined 

Harassment includes, but is not limited to, the following forms of offensive behavior: 

• Verbal conduct such as making or using derogatory comments, offensive jokes, slurs, 
and inappropriate comments about an employee's body or attire; 

• Verbal sexual advances or propositions; verbal abuse of sexual nature; graphic verbal 
commentary about an individual's body; sexually degrading words to describe an 
individual; suggestive or obscene letters, notes or invitations; visual conduct such as 
leering or making gestures; 

• Displaying sexually suggestive objects or pictures, derogatory posters, photography, 
cartoons, drawings or gestures; web-surfing sexually explicit sites; 

• Physical conduct such as assault, unwanted touching, blocking normal movement or 
interfering with work; 

" Threats and demands to submit to sexual requests in order to retain employment or 
avoid some other loss; offers of job benefits in return for sexual favors; 

• Flirtation and sexual innuendoes which could be perceived as sexual harassment even 
when well intended; 

• Retaliation for having reported or threatened to report harassment; making or 
threatening reprisals after receiving a negative response to sexual advances; 

" Using peer pressure to discourage harassment victims from complaining. 

Complaint Process 

If you are the victim of, or a witness to, harassment in the workplace you are required by 
Civicorps Schools to take Step #2, below, and may take Step #1: 

1. If appropriate, confront the harasser and ask him/her to stop. The harasser may not realize 
that his/her conduct is offensive. If it is appropriate and sensible for you to do so, you may tell 
the harasser the behavior is unwelcome and ask him/her to stop. 

2. Report the harassment to a Supervisor/Manager via the UNIFORM COMPLAINT 
PROCEDURE as follows: 
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binding mediation, and if the information mediation does not resolve the problem within 0 
the parameters of the law, the compliance officer or designee shall proceed with this or 
her investigation of the complaint. 

Investigation of Complaint 

The compliance officer or designee shall hold an investigative meeting within ten (1 0) days of 
receiving the complaint or an unsuccessful attempt to informally mediate the complaint. The 
investigative meeting shall provide an opportunity for the complainant or his/her representative 
to repeat the complaint orally. The complainant and/or his/her representative shall have an 
opportunity to present information relevant to the complaint. Parties to the complaint may 
discuss the complaint and question each other or each other's witnesses. 

Response/Resolution 

An investigation shall be completed, resolved and a decision rendered within sixty (60) days 
after receiving a request for direct investigation or an appeal request, unless the complainant 
agrees in writing to an extension of time. The complaint officer or designee shall prepare and 
send to the complainant a written report of the investigation and decision. The written report 
shall contain: Findings and disposition of the complaint; corrective actions (if any); rationale for 
such disposition; and procedures for initiating an appeal within fifteen (15) days of receiving the 
written report to the California Department of Education. 

··California Ech.1cation Code Policies & Procedures · .. 

We believe that our school must be a safe and sacred place for learning. As a school 
community we believe that both the teaching and modeling of exemplary civic behavior by 
adults and common sense are probably adequate means for educating our school community 
about appropriate behavior at school. However, we also acknowledge that, as a California 
Public School, we are bound to uphold and enforce the California Education Code and thus feel 
it is important to make five of its guidelines for student behavior as explicit as possible. 

The following items and actions are STRICTLY FORBIDDEN AND/OR BANNED at all 
times at the CIVICORPS K-5 Charter School: 

• 

" 

Weapons (Real or Imitation) 
Intoxicants, Paraphernalia, and/or Tobacco 
Sexual Harassment, Assault, Battery 
Hate Violence 
Harassment, Threats, or Intimidation 
Terroristic Threats 

Weapons 

The California Education Code (§48900-b) strictly forbids students from possessing, seiling, 
and/or furnishing of any firearm, knife, explosive, or dangerous object on a school campus. 

The California Education Code (§48900-m) bans students from possessing an imitation firearm 
(toy gun, knife, weapon, explosive, etc.). 

Intoxicants, Paraphernalia and/or Tobacco 
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Hate Violence 

The California Education Code (§48900.3) bans students from causing, threatening to cause, or 
participating in an act of hate violence, as defined in the Education Code 233. Hate violence 
means the pupil has caused, attempted to cause, threatened to cause, or participated in an act 
of, hate violence, because of the other person's race, color, religion, ancestry, national origin, 
disability, gender, or sexual orientation or the perception that the other person has one or more 
such characteristics. (Penal code sections 422.6, 422. 7, and 422. 75) 

Harassment. Threats, or Intimidation 

The California Education Code (§48900.4) bans students from intentionally engaging in 
harassment, threats, or intimidation, directed against a pupil or group of pupils, that is 
sufficiently severe or pervasive to have the actual or reasonably expected effect of materially 
disrupting class work, creating substantial disorder, and invading the rights of that pupil or group 
or pupils by creating an intimidating or hostile educational environment. 

Terroristic Threats 

The California Education Code (§48900.7) bans students from making terroristic threats against 
school officials or school property, or both. For the purposes of Education Code section 
48900.7, "terroristic threat" shall include any statement, whether written or oral, by a person who 
willfully threatens to commit a crime which will result in death, great bodily injury to another 
person, or property damage in excess of one thousand dollars ($1 000), with the specific intent 
that the statement is to be taken as a threat, even· if there is rio intent of actually carrying it out, 
which, on its face and under the circumstances in which it is made, is so unequivocal, 
unconditional, immediate, and specific as to convey to the person threatened, a gravity of 
purpose and an immediate prospect of execution of the threat, and thereby causes that person 
reasonably to be in sustained fear for his or her won safety or for his or her immediate family's 
safety, or for the protection of school, or the personal property of the person threatened or his or 
her immediate family. 
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Civicorps Elementary School 

Receipt of Notification of the 
2010-2011 Student and Family Handbook 

Please detach, sign, and return this form to school office. 

I have received and read the Civicorps Elementary School Family 
Handbook and fully understand and accept its content. The signatures 
below acknowledge our understanding and promised compliance as 
they pertain to our student. 

Please print: 

Student Name 

Grade 

Please sign: 

Signature of Parent/Guardian #1 Date 

Signature of Parent/Guardian #2 Date 
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CIVICORPS ELEMENTARY SCHOOL 
2010-2011 

STAFF HANDBOOK 

ACADEMIC RIGOR+ CREATIVITY+ PURPOSE 
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WELCOME to the 2010-2011 School Year! 

Dear Team, 

It gives me great pleasure to welcome you to the 2010-2011 school year after you so 
warmly welcomed me to the school last June. 

While we as a learning community have faced several transitions in the past few months, 
I am confident that these changes will lead us in a very positive direction. Several staff 
and families of our scholars have expressed to me a renewed sense of purpose and an 
even deeper commitment to the mission and vision of the school. 

Moving forward with the positive energy of the school community, we will have a great 
year. 

That said, this will also be a defining year for the school in many ways. After facing the 
challenges of the past year, we are coming back into balance. We now have the 
opportunity to come together and refine our instructional program, strengthen our 
partnership with families and deepen our scholar's experience in our school's three 
pillars- academic, artistic and civic literacy. 

Given that we are in a charter renewal year, I'd like to suggest that our unofficial motto 
for the year be, "Show, not tell'. Meaning, it will be vital to clearly show off all of the 
wonderful things about our school to anyone who walks through our doors. And with 
such a talented staff, there's lot of incredible instruction and best practices to show off! 

It's an honor to be working with you and I look forward to the year ahead. 

My best, 

Desiree 
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OUR MISSON 

The mission of Civicorps Schools is to promote citizenship and build a civil society by 
creating educational models and programs that draw upon the power of service as a way 
of learning. As an elementary school, we prepare our students for their lifelong roles as 
citizens by instilling them with academic, artistic and civic literacy. 

Academic Literacy is defined as the ability to read, write, calculate reason 
and communicate with precision and depth. 

Civic Literacy is the ability to "let one's life speak" through participating 
thoughtfully, responsibly and passionately in the life of the community 
with an overriding concern for the common good and an orientation 
towards service. 

Artistic Literacy is graceful personal expression, the development of a 
discerning eye, a sensitive ear, and an acquired taste for beauty. 

We believe that each of these forms of literacy is necessary for twentieth century 
learners to grow into adults who can successfully grapple with the complexities of our 
world and effect positive change. 

We provide our students with empowering and transformational opportunities that will 
enable them to understand and improve their world. 

GUIDING PRINCIPLES 

In addition to our mission, we have five guiding principles that serve to guide our 
constant evolution as educators. 

• Academic and artistic excellence 
• Values, ethics and spiritual development necessary for thoughtful citizenship in a 

pluralistic, democratic society 
• Service as a way of learning 
• Participation in the life of the school and the community through stewardship of 

the environment 
• Creative partnerships in sustaining public education 

TEAM GUILDLINES 

TEACHER WORK DAY 
Teachers are expected to be on site, ready and prepared for the day by 8:00 AM Please 
sign in the attendance book located in the office. If you need to leave during the day, 
please inform the principal or administrative manager, make arrangements to have 
classes and yard duty responsibilities covered, and sign out. The work day officially ends 
at 4:00 PM and teachers are expected to remain until that time unless they have notified 
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the office. See the staff calendar on the Q drive for additional school events that occur 
on Saturdays on in the evenings that will require your attendance. 

A schedule of staff meetings, staff development workshops and professional 
developments days will be posted on the Q drive. 

PROFESSIONAL APPEARANCE 
All staff is expected to dress in a professional manner. Tight or suggestive clothing is not 
considered acceptable. Educators are expected to wear shoes that allow for athletic 
movement. 

COMMUNICATION PROTOCOL 
Most school communication is sent via e-mail. All staff are expected to check their 
accounts at least twice daily (at the beginning and end of the day) for new messages. 

When sending e-mail, please first contact the appropriate person at our school site 
before contacting home office personnel. Here are suggestions for whom to reach: 

Curriculum questions- principal and/or lead teachers 
Discipline questions- principal and/or administrative manager and/or lead teachers 
Absence request - principal 
Human Resources questions- principal or administrative manager 
Supplies -principal or administrative manager 
Professional Development- principal and/or lead teachers 
Cleaning and maintenance - principal or administrative manager 

EMAIL ETIQUETTE 

RESPECTFUL RESPONSE 
o Try to return email within 48 hours. If you need to RSVP to an event or a 

meeting, do so promptly. 
o If you cannot get an email response back in that time, send a courtesy email 

stating you received the email and when you can respond. 
o If someone from the Civicorps office sends you something, either via email or 

pony, please respond to it as soon as possible. In fact, respond to anyone at your 
site as soon as possible too. 

o Beware of "reply all" - know whom the email is going to. 
o Be aware of text messages as well. Anything in writing can be subpoenaed. 
o If you have a strong feeling about the email you have just sent and you need to 

respond: Wait 24 hours; put your response in Word and cut and paste it into the 
email, send it to the department chair, your coach or a colleague to read it for 
tone; "cc:" your supervisor if you feel he or she needs to be "in the know" 

FORM 
o Proof your writing to catch typos, mistaken or missing words, and grammatical 

errors. 
o Use clear subject lines. Do not put names, especially student names, in the 

header. If you receive an email with a student's name in the subject, change it to 
"Your student" before you send it back. 

o Consider your use of capital letters - they can be perceived as hostile. 
o Consider your opener- the reader might forget what a "yes" or "no" refers to. 
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• Begin with a greeting and a reiteration of the question or topic. "Hello ... nice to 
hear from you ... with regard to your invitation/concern/assignment. .. " 

• Consider if email is the correct medium for the topic. If you have gone back and 
forth two to three times, voice or face to face might be a better way of handling 
the situation. 

• Less is more. Shorter is almost always better in email exchange. Think 
Hemingway. Short noun-verb sentences and bullets. 

• Limit the number of different questions or issues in one email. If you include too 
many, some may not get addressed in response, and that can irritate. If you do 
have several answers, state you will respond to the questions with responses 
directly below the question and if possible, put them in another color so your 
reader can easily see them. 

©Jennifer Abrams, 2008 

PRINCIPAL'S REQUESTS 

• Use hard copy sign-up sheets for planning events or asking for volunteers 
• Please send me any official documents or surveys before they go out to all staff 
• Direct email only to the targeted recipients 
• Don't use the subject line to capture entire thoughts 
• Do not use blind copy. Forward when necessary 
• Remember that work email is subject to subpoena 
• Use weekly staff e-newsletter for announcements that can wait 
• Please do not use email groups (such as the K5 group) when communicating 

with families 

Thank you! 

REGULAR COMMUNICATION AND RESOURCES 

MASTER CALENDAR 
Civicorps maintains an electronic master calendar on Outlook. Staff members are 
responsible for regularly checking the calendar, responding to outlook invitations, and 
posting important dates (such as field trips and planned absences). Please see the 
administrative manager to access the master calendar. 

THE INSIDER 
A weekly electronic staff newsletter is sent by e-mail every Friday. Staff members are 
responsible for reading and contributing to The Insider. 

MAILBOX 
You have your very own snail mail box in the staff restroom ante room. Check your 
mailbox before school and before heading home for the day. 
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EMAIL 
A Civicorps e-mail account will be set up for each staff member. Remote access to this 
account is through the network while at school and through the web address 
webmail.42inc.com while offsite. 

MONDAY FOLDERS 
Folders containing school fliers and homework for the week go home with students on 
Mondays (or Tuesdays if there is a holiday). Teachers are provided with these folders at 
the start of the school year. Electronic versions of most documents will also be available 
of the Q drive if you choose to email them to families. 

SCHOOL NEWSLETTER PUBLISHED JOINTLY WITH THE PTC 
Informational newsletters for families will be sent home with students on a monthly basis. 
Please send submissions to the principal or the administrative manager by the 151

h of 
each month. 

OUR SCHOOL WEBSITE 
www.civicorpsk5.org 

THEQ DRIVE 
Please see our local drive for a wealth of information and forms. To access the Q drive, 
login to a school computer, go to "My Computer" and click on the "K5" icon. You must 
close out files once you read them otherwise they will not be accessible to others. As Q 
drive folders are public folders, do not store your "only copy" of files on the drive as files 
can inadvertently be erased or changed by other users. 

STAFF ABSENCE 

SCHEDULED ABSENCE REQUEST 
If you need to schedule an absence, fill out a Scheduled Absence Request Form located 
in the office and submit it 10 school days in advance for consideration. Please note that 
it is not permissible to request an absence during required school events. Personal day 
requests are subject to denial depending on school financial circumstances, schedule 
conflicts, and classroom dynamics. 

ILLNESS 
While on campus, let the principal or administrative manager know at the earliest sign of 
an illness, even if you are not certain that you will need a substitute. If you are off 
campus, you are responsible for securing your own substitute. Please use our 
substitute pool list first (substitute contact available in the office), if you do not get a 
response, please contact Teachers on Reserve (information also available in the office) 
and request a substitute. You must email or leave a message for the administrative 
manager and principal to let them know that you will be out. 

GUEST TEACHER LESSONS PLANS 
For all scheduled absences and foreseeable illnesses, thorough substitute teacher plans 
are required. Substitute plans should remain true to regular class schedules, routines 
and procedures as much as possible to avoid a disruption of routine and to ensure 
quality instruction. 
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One week of emergency substitute plans must be on file with the main office. General 
illness is not considered an emergency. Emergency plans are self-contained plans that 
are universal enough that they can be implemented at any time and are independent of 
the current classroom content. 

Lastly, a breakout plan for students must be kept on file with the office in the case of an 
emergency situation where a substitute is not available 

OFFICE PROCEDURES & EQUIPMENT 

COPIERS 
We have three copiers. The primary copier/printer is located in the Teacher Resource 
Room and are available to all staff. The backup copier is located in the area outside of 
the storage room. The third copier resides in the main office and is only to be 
operated by the administrative manager or intern. Please inform them if you have a 
copying emergency and they will accommodate you, as time allows. Copiers have 
idiosyncrasies and need to be handled with care. If you should encounter a problem that 
is not easily fixed, please let the administrative manager know immediately. 

FAX 
A fax machine is located in the main office. 

SUPPLIES 
Each teacher has an annual supply budget of $300 to spend on classroom supplies for 
students. Gift cards to Office Depot and Target will be provided to each teacher. 
Receipts for items purchased with the gift cards must be returned to the administrative 
manager. 

Office supplies will be ordered bi-weekly. A 'Top Ten" order binder is located in the 
office. Supplies outside of this list must be purchased with your supply gift cards. 

REIMBURSEMENT 
A Reimbursement Form is to be submitted by the last Friday of the month to the 
administrative manager for any previously approved expenditures during the month in 
order to keep our budget current. 

TIMESHEETS 
Timesheets are located in the Staff Timesheets Binder in the main office. Each staff 
member is responsible for signing in every morning, checking the accuracy of his/her 
timesheet, and for signing their timesheet. Payroll is submitted every two weeks and 
employees are paid within the same cycle. 

POSITIVE SCHOOL CLIMATE 

BEGINNING AND END OF SCHOOL DAY 
At the beginning of the day, teachers and administrative staff gather on the blacktop no 
later than 8:10AM. At that time, any equipment still out is collected and put away. 
Teachers informally greet families and students and help out with supervision until the 
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drum sounds and everyone gathers in the circle. At 8:15AM, a drumbeat sounds and 
the entire school gathers for "Morning Circle", a brief meeting to hear any important 
announcements, honor birthdays, and simply become ready for the day ahead. Classes 
are then dismissed off the black top and head to class with their teacher. Teachers on 
morning duty (schedule on the Q drive) must arrive to the blacktop area by 8:05AM. 

At the end of the day teachers release their afterschool students to afterschool staff in 
the garden area and then walk the rest of their class out to the blacktop. You must wait 
with and supervise your class as students are picked up or walk out on their own. Please 
make every effort to encourage parents not to engage in conversations with you at that 
time, so that you can be alert to what is occurring at dismissal. You must make eye 
contact and identify anyone who is picking up a student. At 3:30 PM, any students who 
have not been picked up must be escorted back to the main office to call home. 

OUTDOOR SUPERVISION OF STUDENTS 
Students must be supervised while at play on the garden/structure and blacktop yard. 
Our three general school expectations hold for play times as well as class times: 

• Follow Di'r-ections and Agreements 
• Be safe -use hands, feet and objects appropriately 
• Use put-ups, not put-downs -no bullying or name-calling 

In addition to our general school expectations, there are procedures specific to the 
outdoor play spaces. 

• Students sit down to eat and drink and do not wander around with 
food/beverage. 

• Students get a restroom pass from an adult to use the restroom or go inside, 
unless there is an emergency (nose bleed etc.). 

• At the 5-minute warning whistle (one whistle), students freeze, then clean-up 
equipment and take care of their personal needs. 

• At the final whistle (three whistles), students freeze, then line-up to go inside 
(students do not get water or use the restroom after this whistle). 

We want all students to understand and apply these general and specific expectations to 
their recess and lunch times so that everyone can have fun. If students are not meeting 
expectations, they will be benched and will receive a lunchtime citation. 

Please carry a first aid fanny pack while supervising students. 

INDOOR SUPERVISION OF STUDENTS 
Students are to be supervised at all times. If it is necessary for an educator to leave 
the classroom, please have another educator share supervision (students must be in 
view) until your return or call the office for an emergency back-up. Students are never 
to be placed outside of the classroom away from an educator's supervision. 
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HALLWAY RULES 
Students are to show respect for the learning of others. Quiet is to be observed in the 
hallways at all times. EXCEPTION - Students may greet adults and visitors in the 
hallway, when appropriate. 

Students who are sent out of the classroom for specific reasons are to have a hallpass 
with the day and time clearly marked with them. During instructional time, students sent 
to the office or restroom or any other area must travel in the hallways with a partner and 
possess a hallpass. 

OFFICE 
The office is a very busy place. Only students who have an office pass may come to the 
office from their classrooms or the playground. Please do not send students to the office 
to pick up copies. 

STUDENT ATTENDANCE AND UNIFORM REPORTING 
Teachers take the daily attendance and uniform status of their class on-line through 
Power School. Each teacher will be provided with a user name, password and 
necessary training to access Power School. Attendance and uniform statuses are due 
no later than 9:00AM each morning. 

Tardy students are only permitted to enter class with a slip from the office. If a child 
comes to class without a tardy slip, kindly send them back to the office to get one. 

STUDENT ATTENDANCE AND TRUANCY POLICY 
Students who are alert and ready to learn in school each day make the most of the 
learning opportunities offered. Regular attendance also contributes to school resources, 
because each school's budget is based on its average daily attendance from the 
previous year. 

Parents' Legal Responsibility for Attendance 
Parents are legally responsible for ensuring that each child between 6 and 18 years old 
attends school during the entire school year. Parents of truant students may be held 
civilly and criminally accountable for their children's truancy. EDUCATION CODE 
SECTION 48200 

ATTENDANCE COMMUNICATION 
When a child is absent from school, his or her parent must call the school each day to 
validate the absence. 

ABSENCES 
Absences from school are accepted only in cases of illness, quarantine, medical 
appointments, funeral services of an immediate family member, jury duty, and certain 
justifiable personal reasons. For the full text of the absence policy in 
EDUCATION CODE 48205, including rights to make up assignments and tests 
EDUCATION CODE SECTION 46014, 48205, 48980 Students must be provided with 
make-up homework to be turned in by the deadline determined by the teacher, 

8 



0 

0 

0 

LATE STUDENTS 
Students who arrive in class after the bell has rung are considered tardy. A student is 
considered tardy when the teacher takes roll once students are in the classroom. Tardy 
students may be required to attend after-school detention. Students who are 30 minutes 
late without a valid excuse three or more times are considered truant. Students who 
regularly arrive late to school may, at the discretion of the school administration, may be 
excluded from extracurricular activities, including proms, athletics, and graduation 
ceremonies. Parents will also receive a Notification of Truancy (NOT) letter in the mail 
from the school alerting them of their child's truancy. 

TRUANCY CONSEQUENCES 
A student who receives a NOT letter in the mail may also be invited to a Student 
Attendance Review Team (SART) meeting, to be held at the school site with school 
personnel. An attendance contract is signed at that meeting. If the contract is 
subsequently broken, the school may refer the student to the School Attendance Review 
Board (SARB) for a hearing. If attendance still does not improve, SARB may refer the 
student and/or parent to the district attorney and/or probation department or to court 
for prosecution and/or disposition of the matter. EDUCATION CODE SECTION 40293 

TRUANCY RETRIVAL 
Students who are out of school during school hours without a valid pass or permit may 
be transported by any peace officer to their school, or to the Family & Community Office 
to be re-enrolled. One- and two-time repeaters will appear before the School Attendance 
Review Board (SARB) for a hearing. If attendance still does not improve, SARB may 
refer the student to juvenile court or the district attorney. Truancy is a serious offense 
and may result in a criminal complaint against a parent who fails to comply with the state 
attendance requirement. EDUCATION CODE SECTION 48260 

EXCUSED ABSENCES 
A pupil shall be excused from school when the absence is: 

1. Due to his or her illness. 
2. Due to quarantine under the direction of a county or city health officer. 
3. For the purpose of having medical, dental, optometrical, or chiropractic 
4. services rendered. 
5. For the purpose of attending the funeral services of a member of his or her 

immediate family, so long as the absence is not more than one day if the service 
is conducted in California and not more than three days if the service is 
conducted outside California. 

6. For the purpose of jury duty in the manner provided for by law. 
7. Due to the illness or medical appointment during school hours of a child of whom 

the pupil is the custodial parent. 
8. For justifiable personal reasons, including, but not limited to, an appearance in 

court, attendance at a funeral service, observance of a holiday or ceremony of 
his or her religion, attendance at religious retreats, attendance at an employment 
conference, or attendance at an educational conference on the legislative or 
judicial process offered by a nonprofit organization when the pupil's absence is 
requested in writing by the parent 

9. or guardian and approved by the principal or a designated representative 
pursuant to uniform standards established by the governing board. 

10. For the purpose of serving as a member of a precinct board for an election 
pursuant to Section 12302 of the Elections Code. 
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11. A pupil absent from school under this section shall be allowed to complete all 
assignments and tests missed during the absence that can be reasonably 
provided and, upon satisfactory completion within a reasonable period of time, 
shall be given full credit therefore. The teacher of the class from which a pupil is 
absent shall determine which tests and assignments shall be reasonably 
equivalent to, but not necessarily identical to, the tests and assignments that the 
pupil missed during the absence. 

12. For purposes of this section, attendance at religious retreats shall not exceed 
four hours per semester. 

13. Absences pursuant to this section are deemed to be absences in computing 
average daily attendance and shall not generate state apportionment payments. 

STUDENT DISCIPLINE 
The maintenance of student conduct and behavior is the primary responsibility of the 
classroom educator. The principal operates in a support capacity with defiant, 
disrespectful and disruptive students. Prior to sending a student to the office, please 
verify that the principal is on site AND available to receive the student by calling ahead 
or sending another student with a referral to the office. Please employ due process 
before sending a student out to the office (e:g. nonverbal and verbal warnings, timeout, 
conference with student, student call to parent, letter home to be signed by parent, 
etc ... ). A conduct referral (see Q drive) must accompany each student when they come 
to the office. NEVER leave a student in a hallway unsupervised as a time out. This is a 
liability issue that also constitutes failure to supervise. 

GROUNDS FOR DISCIPLINARY ACTION 
The following acts-whether occurring on school grounds, during lunch on or off 
campus, while going to or from school, or at a school function may result in disciplinary 
action: 

• causing, attempting to cause, or threatening to cause physical injury to another 
person 

• willfully using force or violence upon another person, except in self-defense 
• possessing, selling, or otherwise furnishing any firearm, knife, explosive, or other 

dangerous object 
• unlawfully possessing, using, selling or otherwise furnishing, or being under the 

influence of any controlled substance, alcoholic beverage, or intoxicant of any 
kind 

• unlawfully offering, arranging, or negotiating to sell any controlled substance, 
alcoholic beverage, or intoxicant of any kind, and then either selling, delivering, 
or otherwise furnishing that substance to another person, or selling, delivering, or 
otherwise furnishing to a person another substance or material and representing 
it to be a controlled substance, alcoholic beverage, or intoxicant 

• committing or attempting to commit robbery or extortion 
• causing or attempting to cause damage to school property or private property 
• stealing or attempting to steal school property or private property 
• possessing or using tobacco or nicotine products, including but not limited to 

cigarettes, cigars, miniature cigars, clove cigarettes, smokeless tobacco, snuff, 
chew packets, and betel, unless by prescription 

• committing an obscene act or engaging in habitual profanity or vulgarity 
• unlawfully possessing or offering, arranging, or negotiating to sell any drug 

paraphernalia 
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• disrupting school activities or otherwise willfully defying the valid authority of 
supervisors, teachers, administrators, school officials, or other school personnel 
engaged in the performance of their duties 

• knowingly receiving stolen school property or private property 
• possessing an imitation firearm (something that would lead a reasonable person 

to conclude that the replica was a firearm) 
• committing or attempting to commit sexual assault or committing sexual battery 
• harassing, threatening, or intimidating a student who is a complaining witness or 

a witness in a student disciplinary proceeding, for the purpose of preventing the 
student from being a witness, retaliating against the student for being a 
witness, or both 
for students in grades 4 and 5, committing sexual harassment 

• for students in grades 4 and 5, participating in, causing, attempting, or 
threatening to cause hate violence 

• for students in grades 4 and 5, intentionally engaging in harassment, threats, or 
intimidation against the school personnel or another student that is severe 
enough to disrupt the other student's class work, creates substantial disorder, or 
invades the rights of a student or students by creating an intimidating or hostile 
educational environment 

• engaging in, or attempting to engage in hazing 
• engaging in an act of bullying, including by means of an 

electronic act 
• making terroristic threats against school officials or school property 
• unlawfully offering or arranging to sell, negotiating to sell, or having sold the 

prescription drug Soma 
• aiding and abetting, as defined by Section 31 of the Penal Code, the infliction or 

attempted infliction of physical injury to another person 
• engaging in an act of bullying, including, but not limited to, bullying committed by 

means of an electronic act directed specifically toward a pupil or school 
personnel. 

DISCIPLINARY ACTIONS 
Students found to have committed any act of misconduct listed as "grounds for 
disciplinary action" (preceding) may be suspended or expelled from school following a 
hearing. This includes students enrolled in special education programs or receiving 
educational services pursuant to Section 504. 

Five actions will result in immediate suspension and recommendation for expulsion if a 
student commits any of them at school or at a school activity: 

1. possessing, selling, or otherwise furnishing a firearm 
2. brandishing a knife at another person 
3. selling a controlled substance 
4. committing or attempting to commit sexual assault or battery 
5. possessing explosives 

If the Principal determines that an expulsion hearing is warranted, a hearing will be 
scheduled within the next seven school days. No fewer than three staff members will sit 
on the hearing's panel. 
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Once the hearing is held, a decision will be made and communicated in writing within 
three school days. The decision may be appealed by postmarking a letter within three 
school days of the hearing decision date addressed to: 

The Civicorps Board Program Committee 
101 Myrtle Street 
Oakland, CA 94607 

The Civicorps Board Program Committee will make a ruling within three school days and 
communicate the answer in writing. 

The Civicorps Board Program Committee holds the final authority in expulsion matters. 

For other actions, Civicorps Elementary supports alternatives to suspension and 
expulsion. Such solutions can address possible causes of the behavior, including 
misdirected goals and unmet needs on the part of the student. In some cases, these 
alternatives may include making restitution to those affected or harmed by the 
behavior. Some alternatives used by Civicorps Schools include the 
following: 

• restorative justice practices, such as circles of support and accountability 
• conflict resolution programs 
• community service activities 
• behavioral contracts 
• home visits and/or conferences with family members 
• on-campus suspension 
·loss of privilege (such as recess) 
• changes in schedule 

SUSPENSION 
A student may be removed from regular school activities for up to five school days at a 
time and not more than 20 school days in any school year. Parents must be notified in 
writing in their primary language of the reasons for suspension. EDUCATION CODE 
SECTION 48903 

Suspended students may not be present on any school property or attend any school 
activity, whether at a public or private facility, during the entire time period of suspension. 
Students are required to complete all assignments and tests missed during the 
period of suspension. Except in emergencies, before students are suspended they will 
meet with a site administrator to discuss the misconduct and present their version of the 
incident and evidence in their defense. Suspension and the length of the suspension 
shall be determined on a case-by-case basis with the administrator imposing the 
suspension, taking into account any mitigating or aggravating circumstances. 

Students who are on "in-school suspension" will be placed in an out of classroom 
setting. 

DUE PROCESS RIGHTS 
All school staff members are expected to treat all students in a consistent, fair, and 
equitable manner and to assure due process for all students. Parents and students have 
the right to: 
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• be informed of the policies and rules governing student conduct and discipline 
• be informed of charges of misconduct and the evidence used as a basis for the 

charges 
• present their version of the facts and any supporting evidence or testimony to the 

appropriate school administrator prior to disciplinary action being taken, unless 
the administrator deems it an emergency situation 

• have a conference with school staff 
• be notified in advance of any disciplinary hearing 
• subpoena witnesses, and appear and be represented in disciplinary hearings 

DISCIPLINE BY TEACHER 
Should other means to correct student behavior fail for any acts of misconduct listed 
under "grounds for disciplinary action" (preceding), a teacher can: 

• keep a student after school for not more than half an hour at the end of the 
school day 

• refer the student to the appropriate school administrator 
• require, following written notice, the student's parent to attend a conference with 

the teacher ·· 

CELL PHONES AND OTHER ELECTRONIC EQUIPMENT 
Use of cell phones, pagers, and other electronic equipment is prohibited during class or 
during school hours. Prohibited equipment may be confiscated from a student and held 
until the end of the class period, school day, or activity. 

PERSONAL PROPERTY 
Students are discouraged from wearing expensive clothing or jewelry and from bringing 
expensive personal items to school. Civicorps Schools is not responsible for the loss of 
students' personal property. 
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Expectations for Student Conduct 

AREA OF SCHOOL BE SAFE BE RESPECTFUL BE RESPONSIBLE 

1.Walk facing forward 1.Use kind words and actions 1.Follow school rules 
2.Keep hands, feet and objects to 2.Wait for your turn 2.Remind others to follow school rules 
self 3.Ciean up after self 3. Take proper care of all personal 

All Common Areas 3.Get adult help for accidents and 4.Follow adult directions belongings and school equipment 
spills 4.Be honest 
4.Use all equipment and materials 
appJOQriately_ 
1.Keep all food to self 1.AIIow anyone to sit next to 1.Raise hand and wait to be excused 
2.Sitwith feet on floor, bottom on you 2.Throw away or compost, recycle or 

Lunch seat and facing table 2.Use quiet voices reuse all garbage 
3.Eat your own food 3.AII food and drinks stay inside 

4. Be polite -say "please" and 
"thank you" 

1.Walk to and from the playground 1. Play fairly 1.Ask an adult before leaving the 
2.Stay on the playground 2.1nclude everyone playground area 
3.Be aware of activities and 3. Use words to solve problems 2. Use playground equipment properly and 

Playground/ Recess games around you 4. Be pleasant and respectful return it to the proper place 
4.No play fighting with all staff members 
5.What is on the ground, stays on 
the ground 

1.Stay to the right 1.Hold the door open for the 1.Stay on sidewalk 
Passing Areas Halls, 2.AIIow others to pass person behind you 2. Walk with purpose 

Breezeways, Sidewalks 3.Walk at all times 2.Use quiet voices 
4.Move to class on time 
1.Keep feet on floor 1.Knock on stall door 1.Fiush toilet after use 
2.Keep water in the sink 2.Give people privacy 2.Return to room promptly 

0 Restrooms 3.Wash hands 3.Use quiet voices 3. Use a restroom pass 
4. Put towels in garbage can 4. Use the restroom during break times or 

recess 
1.Use sidewalks and crosswalks 1.Use kind words and actions 1.Arrive on time 

Arrival and Dismissal 2.Wait in designated areas 2.Wait for your turn 2.Leave on time 
Areas 3.Ciean up after self 3. Get teacher permission to use the 

4.Follow adult directions classroom phone 

1.Keep hands and feet to yourself 1.Return materials on time 1.Respect property, yours and others 

Library 2.Use chairs and tables 2.Use quiet voices 2. Return unused materials to the proper 
appropriately 3.No food or drinks place 

4. Be polite 
1.Sit quietly during presentation 1.Use audience manners 1.Listen responsibly 

Special Events and 2.Wait for arrival and dismissal 2.Sit on bottom 2.Applaud appropriately 
Assemblies signal 3. Give the speaker your 

attention 
1.Keep hands and feet to yourself 1.State your pllrpose politely 1.Use kind words and actions 

Office 2.Use tables and chairs 2.0btain permission to use 2.Keep hands and feet to yourself 
appropriately phone 
1. Keep hands and feet to yourself 1. Use kind words and actions 1. Use kind words and actions 
2. Use all equipment and 2. Clean up after yourself 2. Follow school rules 
materials appropriately 3. Use quiet voices 3. Remind others to follow school rules 
3. Use tables and chairs 4. Follow adult directions 4. Take proper care of all personal 

Classroom appropriately 5. Put forth your best effort belongings and school equipment 
4. Walk at all times 5. Be honest 
5. Keep feet on floor 6. Arrive and leave on time 

7. Respect property, yours and others 
8. Be prepared and productive 

1.Report to the appropriate line 1.Use kind words and actions 1.Ask an adult before you move to a new 
immediately following dismissal 2.Use quiet voices area 
2.Keep hands and feet to yourself 3.Follow adult instructions 2.Arrive on time 

Afterschool Program 3.No play fighting 4.1nclude everyone in activities 3.Arrive on time 
4.Use all equipment appropriately 5.Put forth your best effort 4.Listen to all adults 

5.Follow all school rules 
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REFERRALS 

STUDENT SUCCESS TEAM REFERRAL 
SST meetings are held as needed. Students who are struggling academically or socially 
must be referred for an SST by filling out a SST Referral Form and returning it to the 
principal. The referring teacher is responsible for scheduling SST meetings with 
participants. Available times will be listed on the master Outlook calendar. Please see 
the administrative manager to secure a time. Current assessment data must be made 
available to the team prior to meeting. The SST will plan and agree to Response to 
Intervention (RTI) and schedule a follow-up meeting. 

DISCIPLINE REFERRAL 
If you are in need of immediate administrative support in handling a situation with a 
student, either 1) intercom the office and simply request immediate administrative 
support or 2) send a confidential note with a student to the office. A student conduct 
incident that requires immediate administrative attention assumes severity as a factor 
and must be followed up with a Conduct Referral Form. For severe, but non-emergency 
incidents, please send the student to the office with a completed referral. All discipline 
outcomes will be recorded in PowerSchool and are accessible to teachers. Parents will 
be notified by the school administration. 

SCHOOL-WIDE PROCEDURES 

SCHEDULES 
See Q Drive for schedules. 

RAINY DAY SCHEDULES 
On rainy day mornings, students will wait under the awning until 8:10AM and then walk 
inside to their classrooms (no need to pick students up). Before recess, the admin-on 
will make a call as to whether we are having and indoor or outdoor recess. If indoors, 
students stay in their classroom. Teachers on blacktop duty will relieve teachers on the 
upstairs floor. Teachers on garden/structure duty will relieve teachers downstairs. At 
lunchtime, the admin-on will make a call as to whether students will be allowed to play 
outside. If not, students will be able to choose a lunch activity 1) arts and crafts 2) 
games or 3) movies. We will rotate the use of rooms for rainy day lunch recess, starting 
with rooms 1, 2, and 3 and moving through all the classrooms and repeating if 
necessary. 
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RECESS DUTY SCHEDULES 
Teachers have recess duty two times per week. Recess packs are available in the Ante 
room to assist in recess duties. The pack includes a whistle, restroom passes, band
aids. 

INSTRUCTIONAL GUIDELINES 

LESSON PLANNING 
All teachers plan in a unique way. Educators are not required to submit lesson plans 
however; instruction must be in sync with grade level scopes and sequences. Lesson 
overviews/note for each day must be available for reference in the clas?room. 

ASSESSMENT 
On-going assessment brings the teaching and learning cycle together. Civicorps has 
universal trimester and interim assessments that are administered, scored, analyzed and 
used for re-teaching or setting new learning goals. Teachers are free to conduct other 
informal assessments that they feel will be beneficial to the teaching and learning cycle. 

FAMILIES AS PARTNERS 
We recognize families as partners in the education of their children. We strive to create 
authentic and lasting relationships with families through positive, caring and truthful 
communication that conveys a deep care and respect for their child. 

CONFERENCES AND REPORT CARDS 
We have three sets of conferences throughout the year. The first conference is a goal
setting conference/check-in with families. The last two sets of conferences correspond 
to the December and March trimester reports. There are no conferences associated 
with the last report period. 

Report cards are issued to families at the end of each trimester. Teachers new to our 
report cards will be supported with a brief training. 

FIELD TRIPS 
Of course, many trips have multiple objectives and can be interconnected (i.e. service
learning trips foster community-building), but for purposes of budget management and 
support, we put them in these four categories: 

1. Academic - these are field trips that are focused on supporting the current 
academic content students are learning. 

2. Service-Learning/Arts Integration- these are field trips specifically related to bi
annual service-learning and arts integrations. 

3. Signature -these are repeated year after year and are signature to a certain 
grade-level. 

4. Community-Building- these are field trips that are focused on community
building, adventure, and exploration, i.e. we are going bowling. Community
building trips are at most one trip in the first trimester and one trip in the last 
trimester. 
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FIELD TRIP PROTOCOL 
1. Field trips are scheduled in advance at the beginning of the school year. 
2. Field trips to local parks or walking field trips have been pre-approved by parents 

during registration, however, please be courteous and inform all parents ahead of 
time. 

3. Anytime that you are off-campus, you must inform the office 
4. Driving Fieldtrips: Any time parents or staff are drivers, they must sign a 

waiver and show proper insurance. 

INSTRUCTIONAL MINUTES BY SUBJECT/DAY 

GRADES K-3 

Reading 90 minutes 
Writing 60 minutes 
Math 60 minutes 
Social Studies 30 minutes 
Science 30 minutes 

LANGUAGE ARTS GUIDELINES 

Reading Workshop 
Read Aloud 
Reading Mini-lesson 

*Shared Reading 
Literacy Work Stations 

*Literature Circles 
Guided Reading 
Written Response to Text 
Independent Reading 

Writing Workshop 
Independent Writing 
Writing Mini-lessons 
Guided Writing 
Interactive Writing 
Grammar/DOL 

Word Work 
Spelling Paragraph 
K-3 Phonics 
4-5 Vocabulary 
Word Wall 

MATH GUIDELINES 

Do Now 
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GRADES4-5 

Reading 60 minutes 
Writing 60 minutes 
Math 60 minutes 
Social Studies 30 minutes 
Science 40 minutes 

60 minutes 
Daily 
5 times a week 

5 times a week 

5 times a week 
5 times a week 
5 times a week 

60 minutes 
5 times a week 
5 times a week 
3 times a week 
2 times a week 
Daily 

30 minutes 
1 paragraph a week 
Daily 
Daily 
Daily 

Daily 
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Math Facts/Fact Fluency Daily 
• Flash cards 
• Roll and Write 
• Mad Minute 

Math Meeting Daily 
Student Led Solution (SLS) 
Problem Solving 

4 times a week 
Once a week 
On-going 
On-going 

Mental Math 
Math Journaling 
Math Workshop 
Mini-lesson 

5 times a week 

(Opportunities for instruction and spiral review- 10 min.) 
Guided Practice 

(Students practice skill from mini-lesson while teacher assesses 
understanding through observation- 5 min.) 

Guided Math 
(Teacher pulls small groups or work individually with students based on 
data while other students are working at centers- 30 min.) 

Work Stations/Independent Practice 
(Students work independently or with partners on standards based 
activities such as Math Games or Math Investigations- 30 min.) 

Suggested format by strand: 
• Number Sense (i.e. Roll and Write, Flash Cards, Calculator Math) 
• Algebra & Functions (i.e. missing addends) 
• Measurement & Geometry (i.e. area game) 
• Statistics, Data & Probability (i.e. graphs) 
• Mathematical Reasoning (i.e. Problem Solving) 

ASSESSMENTS 
• 
• 

• 
• 
• 
• 
• 
• 

Benchmark Exams 
(Survey of standards taught throughout the year- administered 3 times; fall, 
winter, spring 
Problem Solving Question 
Observation/Checklists 
(Teacher makes anecdotal notes on individual students) 
Exit Tickets 
(Quick check of skills) 
Homework 
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Grade Number and Writing Writing Other #Days Amount of 
level Types of Essays Assessment Benchmark Expectations Writing Writing 

Modules Assessment per per week 
week 

Kinder 2 narrative 1 narrative Teacher made - Increase the 5 1 page 
11nterdisciplinary unit 1 expository assessment practice of 

4 Published piece description conferring to 
Pieces 1 expository increase revision 

description skills 
- Increase use of 
rubrics 

1$ 2 narrative 1 narrative Teacher made - Increase the 5 1 page 
11nterdisciplinary unit 1 expository assessment practice of 

4 Published piece description conferring to 
Pieces 1 expository increase revision 

description skills 
- Increase use of 
rubrics 

2"" 4 writing pieces (one Summary, Civicorps - Increase the 5 2 pages 
per Interdisciplinary Narratives Trimester Writing practice of 

6 Published unit) (personal and Assessment conferring to 
Pieces 2 Narratives imaginative) increase revision 

1 Formal skills 
letter - Increase use of 
Numerous rubrics 
friendly -Increase use of 
letters, graphic 
summaries & organizers and 

(reading response planning tools 
letters) 

0 
3'" 4 writing pieces( one Summary, Civicorps Increase the 5 3 pages 

per Narratives Trimester Writing practice of 
7 Published Interdisciplinary unit) (personal and Assessment conferring to 
Pieces 1 Narrative imaginative) increase revision 

1 Description skills 
w/sensory - Increase use of 

details rubrics 
1 Formal letter -Increase use of 
- Numerous friendly graphic 

Letters, summaries & organizers and 
(reading response 
letters)-

planning tools 

4'" 4 writing pieces (one Summary, Civicorps Increase the 5 4 pages 
per Interdisciplinary Narrative Trimester Writing practice of 

8 Published unit) (personal & Assessment conferring to 
Pieces 1 Narrative imaginative), increase revision 

1 Response Response to skills 
to Literature Literature - Increase use of 

1 Informational rubrics 
Report -Increase use of 

graphic 
organizers and 
planning tools 

5"' 4 writing pieces( one Summary, Civicorps Increase the 5 4 pages 
per Interdisciplinary Narrative Trimester Writing practice of 

8 Published unit) (personal & Assessment conferring to 
Pieces 1 Narrative imaginative), increase revision 

1 Response to Response to skills 
Literature Literature & - Increase use of 
1 Research persuasive rubrics 
Report -Increase use of 

1 Persuasive graphic 
Letter organizers and 

olannino tools 
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HOMEWORK POLICY 

HOMEWORK FOR ALL GRADE LEVELS-

1. The Grade Level Guidelines of this policy are based on the needs of the average 
student. The amount of time a student spends on assigned homework depends on 
factors such as the student's needs, learning ability, subject, school schedule, testing 
schedule and assigned homework due dates. Time spent on homework should be 
balanced with the importance of personal and family well-being, and the wide array of 
family obligations experienced in our society today. 

2. Parents and teachers should make students aware that learning occurs at home, 
school, and in the world around them. 

3. Homework should be the result of collaborative efforts, thoughtfully considered, and 
coordinated to improve student learning. 

4. Homework should be purposeful and meaningful to students. Legitimate purposes for 
homework include practicing a skill or process that students can do independently but 
not fluently, elaborating on information that has been addressed in class to deepen 
students' knowledge, and providing opportunities for students to explore topics of their 
own interest. 

5. Reading is an integral part of learning and is a consistent part of homework. 

6. Homework will reflect the accommodations and modifications of curriculum that is 
stated in a student's IEP or 504 plan. 

7. Assigning homework over holidays is highly discouraged. 

GRADE LEVEL GUIDELINES 

1. Reading is an integral part of learning. These guidelines include 15-20 minutes of 
reading per night: 

K-1 15-30 minutes of homework per night (reading included) 
2-3 30-45 minutes of homework per night (reading included) 
4-5 45-60 minutes of homework per night (reading included) 

2. In the primary grades (K-3), homework consists primarily of reading and a limited 
number of independent exercises to reinforce previously taught basic skills. 

3. Except for reading, homework at the elementary level should not be assigned over 
weekends, holidays, or extended school breaks. 

4. At the upper grades (4-5), homework consists of completing, practicing, preparing, or 
extending core academic skills and is designed to build independent study habits. 

5. Long term assignments should be limited in number and duration. Project based 
assignments should primarily be undertaken and completed in the classroom. Portions 
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of projects may be assigned as homework; however, these tasks should not require 
group participation, significant assistance from parents or costly materials. These 
assignments should include clear check points to monitor progress toward completion. 

FUNDRAISING 

In order to provide equitable educational opportunities to all our students, proceeds from 
school fundraising will be deposited into a general school fund. 

The only exception is individual education grants written and received by teachers. 
Every teacher is strongly encouraged to write a Donors Choose grant at least once a 
year. If you need assistance with grant writing, Civicorps' Director of Development will be 
happy to help you. All funding received must be reported to the school. 

Individual teachers may not fundraise for their classes outside of grant writing. 

BAKE SALES- These are fundraisers sponsored by each class every week. Proceeds 
will be deposited to the general school field trip fund. All money must be accounted for 
and turned into the administrative manager. See Q drive for bake sale schedule. 

PTC- Civicorps' Parent Teacher Core is a strong supporter of our school's program and 
they have scheduled fundraisers throughout the year. It's very important that we support 
these efforts as much as we can to ensure their success. All fundraising proceeds will be 
deposited into the PTC account. Please do not make any individual requests for 
funding for your classrooms. 

HEALTH AND SAFETY OF STAFF AND STUDENTS 

CHILD ABUSE REPORTING 
All school employees are considered to be mandated reporters of child abuse. This 
means that an employee who knows or reasonably suspects that a child has been the 
victim of child abuse is responsible for reporting the instance to a child protective 
agency. Child abuse is defined as "a physical injury which is inflicted by other than 
accidental means," sexual abuse, willful cruelty or unjustifiable punishment, cruel or 
inhuman corporal punishment or injury, and negligent treatment or maltreatment under 
circumstances indicating harm, or threatened harm, to the child's health or welfare. 

If you suspect that a child is a victim of child abuse, you must 1) promptly report the 
suspicion to the Principal by filling out a Suspected Child Abuse Form and 2) report the 
incident to Child Protective Services yourself or elect to have the Principal report the 
incident to Child Protective Services. If you have a borderline concern, it is imperative 
that you discuss the matter with the Principal. 

SECURITY PROTOCOLS 
Civicorps has developed guidelines to maintain a secure school site. Be aware of 
unknown persons loitering in walkways, entrances, and exits of the school; report 
suspicious persons or activities to the administrative staff immediately. In the event that 
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you feel concerned or threatened by a person known to the community, immediately 
report the matter to an administrator. 

The public address (PA) system operates through our phone system. It is therefore 
necessary that phones be set to allow calls and must not be set to the 'Do Not Disturb' 
or 'DND' setting. If a situation arises that requires security measures to be taken, the 
following announcement will be made over the PA system: "Staff, we are instituting lock
in procedures." If this announcement is made, immediately secure your classroom 
door(s), transition your students to a quiet activity and await further instructions. 

Secure your classroom or office at the end of each day by locking doors and windows 
unless it is in use by the afterschool program. When called away from your classroom 
for an extended length of time, do not leave valuable or personal articles unattended. 

The security of our facility is directly related to the health and safety of our students and 
our colleagues. You should immediately notify an administrator when keys are missing 
or if security access or codes have been breached. 

Each employee will be issued a set of building keys and a unique alarm code. Prior to 
school beginning, Civicorps staff will be trained and/or updated on relevant security 
features. Do not give your alarm code to anyone as each staff member will receive a 
unique code. 

ACCJDENT/INCJDENT REPORTING 
It is the duty of every employee to immediately or as soon as is practical report any 
accident or injury occurring during school activities or on the Civicorps premises by filling 
in an Accident/Incident Form and informing the office so that arrangements can be made 
for medical or first aid treatment, as well as for investigation and follow-up purposes. All 
work place injuries must be diagnosed by our Worker's Compensation provider. 
You will not be reimbursed medical expenses billed by any other provider. 

GUESTS AND VISITORS 
All guests and visitors must report to the office to sign in and receive a visitor pass to 
enter Civicorps Elementary. If ever you notice a visitor without a pass, please redirect 
them to the office. If they do not comply, please call the administrator on duty. 

FLU 
Please familiarize yourself with the CDC's flu guidance for schools (located on the Q 
drive). 

EMERGENCY PREPAREDNESS 

EMERGENCY DRILLS/EMERGENCY MANAGEMENT PLANS 
Appropriate fire exit and earthquake preparedness drills will be administered and 
practiced monthly. Each staff member will have a copy of the Emergency Management 
Plan and will be required to fully read through it for understanding. 

In the case of an actual emergency, teachers are to take their emergency backpack and 
emergency clipboard, meet at our pre-determined meeting site, and assist in emergency 
response efforts as needed. The State of California mandates that all school staff 
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members remain at the school site (or evacuation staging area) until the Incident 
Commander releases them. 

REPORTING FIRES AND EMERGENCIES 
Please call 9-1-1 to report any emergencies, and then call the office to follow-up. 

FACILITY MAINTENANCE 

It is important that our facility be clean and safe at all times. If you notice a facility issue 
(light broken, lock missing, water leak, etc.), please notify the administrative manager by 
filling out a Facilities Maintenance Request Form located in the Staff Requests Binder. 

COMMON AREA USAGE AND ETTIQUETTE 
The following areas are considered common areas: Teacher Resource Room, Staff 
Restroom and Ante Room, Multi-Purpose Room and Kitchen. In all these areas it is 
important to be mindful of the space and to leave no trace! 

STAFF REFRIGERATOR 
The white refrigerator in the kitchen is designated for staff. Note, this space is only for 
short-term storage of your lunch or foods for classroom activities. The refrigerator will be 
cleaned out regularly with notice posted in the Insider. 

AFTER LUNCH CLEAN-UP 
As our scholars eat lunch in the classrooms, please make sure that they are responsible 
for cleaning up their work spaces. Each class will be provided with spray cleaner to wipe 
down desks after each lunch period. Recyclables and compost must be deposited in the 
appropriate containers outside. 

COMPOST 
To keep our school building free of insects, pests, mold and fungi, compost bins will only 
be stored outside 

TEACHER AND STAFF EVALUATION 

Civicorps' teacher evaluation system is based on the six areas of focus of the California 
Standards for the Teaching Profession (CSTP) coupled with a focus on the pillars of our 
charter: academic rigor, artistic literacy and service learning. Along with informal 
observations by the administrator and peers, each teacher will participate in a formal 
classroom observation and evaluation process once a year. Each teacher is also 
expected to present artifacts of practice in a professional development setting as 
described in the following pages. 

Each teacher and staff member will also participate in the Civicorps Schools employee 
evaluation program. 
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0 Timeline 

Event Deadline 
Self Evaluation Rubric AuQust 26, 2010 

Pre-Observation Conference (Cohort 1) December 2, 2010 
Pre-Observation Conference (Cohort 2) March 3, 2011 

Observation (Cohort 1) December 3, 2011 
Observation (Cohort 2) March 4, 2011 

Post-Observation Conference (Cohort 1) Within 3 working days of observation 
Post-Observation Conference (Cohort 2) Within 3 working days of observation 

Artifacts of Practice Presentation April 1, 2011 
(Cohorts 1 & 2) 

Evaluation Conference (Cohort 1 & 2) May 6, 2011 

Cohort 1 
Adams 

Giovacchini 
Wherritt 

Mills 
Vaughn 

Cohort 2 
Roberts 
Rikkers 
Khalifah 

0 Moore 
Bartone 
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Teacher: 
Subject/Grade: 
Time: 
Date: 

Civicorps Elementary 
Pre-Observation Conference 

1. Briefly describe the students in the class (or group of students), including 
those with special needs. 

2. What are your goals for this lesson? What do you want students to learn? 

3. To which of your curriculum content standards do these goals relate? How is 
Service Learning and/or the Arts integrated into your lesson? 

4. Describe the learning that occurred prior to this lesson and what will follow it. 

5. How will you engage students in the content? What will you do? What will the 
students do? Will the students work in groups, or all together? 

6. How and when will you know whether the students have learned what you 
intended? 
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Teacher: 
Observer: 
Date of Observation: 
Grade: 
Subject: 

Civicorps Elementary 
Classroom Observation Record 

Time In: ___ Time Out: __ _ 

CSTP/Civicorps Focus (Check all that apply) 

D Engaging and supporting all students in learning 

Evidence: 

Interpretation: 

D Creating and maintaining effective environments for student learning 

Evidence: 

Interpretation: 

D Understanding and organizing subject matter for student learning 

Evidence: 

Interpretation: 
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D Planning instruction and designing learning experiences for all students 

Evidence: 

Interpretation: 

D Integrating Service Learning and/or the Arts 

Evidence: 

Interpretation: 

D Assessing student learning 

Evidence: 

Interpretation: 

D Developing as a professional educator 

Evidence: 

Interpretation: 
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Civicorps Elementary 
Post-Observation Conference 

1. As you reflect on the lesson, to what extent were students productively 
engaged? 

2. Did the students learn what you intended? Were your instructional goals met? 
How do you know, or how and when will you know? 

3. Did you alter your goals or plan as you taught the lesson? Why or why not? 

4. If you had the opportunity to teach this lesson again to the same group of 
students, what would you do differently? Why? 

5. What do you plan to do next with these students? 
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Civicorps Elementary School 
Teacher Evaluation 
Artifacts of Practice 

As part of the evaluation process, teachers will present artifacts of practice to their peers 
in order to demonstrate elements of CSTP and their work in integrating Service Learning 
and the Arts. The presentation must use PowerPoint or a similar multimedia program 
and be no longer than 20 minutes. The following are just some examples of artifacts that 
might be used to demonstrate elements of CSTP. This is not an exhaustive list, and 
teachers may provide other relevant artifacts not included below. Please note that, in 
some cases, one artifact could be used as evidence for several different standards. 

Standard 1: Engaging and supporting all students in learning 

• Student work samples that evidence their building on life experiences, prior 
knowledge and interest (autobiographies, family histories, personal narratives, 
college/career reports, for example) 

• Documentation of student led conferences or goal setting conferences 
• Lesson plans that utilize a variety of instructional strategies (small group, 

partners, technology, mini lesson, Socratic seminar, preview/review, SADAI, 
TPR) 

• Video of classroom instruction that evidences a variety of instructional strategies, 
grouping strategies, and student engagement 

• Documentation of a wide variety of grouping strategies (list of cooperative 
learning groups, partner assignments, student-teacher conference schedules) 

• Lesson plans or other documents that demonstrate modifications for students 
with special needs and/or differentiation to meet students' unique learning styles 
and levels of achievement 

• Student work samples that evidence problem solving and critical thinking (open 
ended problems, extended projects, research and writing assignments, thematic 
units of instruction) 

• Student work samples that evidence student reflection and self-evaluation 
(student led conferences, peer editing, student scored work, student use of 
rubrics/checklists, student reflections) 

Standard 2: Creating and maintaining an effective environment for student 
learning 

Photographs of classroom displays, learning centers, seating arrangements 
Posters or lists of classroom rules, agreements, schedules, agendas, routines, 
procedures 
Posters or lists of student roles and responsibilities, and leadership opportunities 
Video tape of classroom instruction that evidences smooth transitions from one 
activity to another 
Charts, posters, displays that provide clear expectations, standards, rubrics, 
checklists and other resources for students 

Standard 3: Understanding and organizing subject matter for student learning 
• List of professional reading in subject matter being taught 
• Identification of key concepts in subject matter used for designing instruction 
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• Lesson plans which reference key standards 
• Documentation of collaborative planning of units of study with colleagues 
• Example of integrated units of study organized around key concepts, themes and 

skills 
• Lesson plans which evidence use of variety of instructional strategies to make 

content accessible to all students 
• Lists of wide range of materials used, including technology integration, to extend 

students' understanding of content and concepts 
• Lists of books and materials used that reflect diverse perspectives 

Standard 4: Planning instruction and designing learning experiences for all 
students 

Lesson plans evidencing a variety of instructional designs and strategies 
Student work samples that evidence their building on life experiences, prior 
knowledge and interests (autobiographies, family histories, personal narratives, 
college/career reports, for example) 
Documentation of student led conferences, student goal sheets, or individualized 
instructional plans Lessons plans evidencing differentiation to reflect individual 
students' interests and developmental needs 
Samples of student assessments and lesson plans that reflect changes in 
instruction based on results of assessments 

Standard 5: Assessing student learning 
Examples of student learning goals, goal setting conferences, progress reports 
which indicate student progress toward goals 
Samples of anecdotal student records 
Samples of student assessments 
Samples of student reflection, self-evaluations, peer evaluations 
Documentation of parent nights, parent-teacher-student conferences 
Samples of parent newsletters, web pages, parent communication logs, 
homework hotlines 
Samples of student awards 
Samples of student progress reports 

Standard 6: Developing as a professional educator 
• Materials from workshops and seminars attended 
• Notes from peer coaching, grade level team, department meetings 
• Samples of work produced from team collaboration/team teaching/team planning 

sessions 
• Materials from professional organizations, conferences, networks that 

demonstrate professional collaborations 
• Documentation of meetings, committees and school event planning with parents 

and other community members 
• Written notes/reflections on professional goals, written notes from plan books, 

lesson plans 
• Learning walk documentation 
• Samples of parent newsletters 
• Documentation of parent workshops/training/partnership 
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0 Introductory Statement 

0 

0 

Welcome! As an employee of Civicorps Schools, you are an important member of a team effort. We hope 
that you will find your position with Civicorps Schools rewarding, challenging and productive. 

Because our success depends upon the dedication of our employees, we are highly selective in choosing 
new members of our team. We look to you and the other employees to contribute to the success of 
Civicorps Schools. 

This employee handbook is intended to explain the terms and conditions of employment of all full-time 
and part-time employees. Written employment contracts between Civicorps Schools and some individuals 
may supersede some of the provisions of this handbook. 

This handbook summarizes the policies and practices in effect at the time of publication. This handbook 
supersedes all previously issued handbooks and any policy or benefit statements or memoranda that are 
inconsistent with the policies described here. Your supervisor or Human Resources will be happy to 
answer any questions you may have. 

Mission and Values 

Civicorps Schools promotes citizenship and builds civil society by creating educational models that draw 
upon the power of service as a way of learning. 

An educated citizenry is the cornerstone of a healthy democracy. At Civicorps Schools, we promote not 
only academic and artistic mastery but an understanding in each student of their potential and 
responsibility to change the world. 

Guiding Principles 

)> Academic excellence 

)> Artistic literacy 

:>- Values, ethics and spiritual development necessary for thoughtful citizenship in a pluralistic, 
democratic society 

)> Service as a way of learning 

» Participation in the life of the school and the community through stewardship in the environment 

:>- Creative partnerships in sustaining public education 

New Employee Orientation 

Civicorps Schools; distribute and complete all legal paperwork for payroll, benefits, etc. and give you time 
with your manager to review your job functions, have a tour and meet your co-workers. Please use this 
time to ask any questions you may have. We want to ensure that you have a great start! 
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GENERAL EMPLOYMENT POLICIES C; 
' 

At-Will Employment Status 

Civicorps Schools personnel are employed on an at-will basis. Employment at-will may be terminated with 
or without cause and with or without notice at any time by the employee or Civicorps Schools. Nothing in 
this handbook shall limit the right to terminate at-will employment. No supervisor or employee of Civicorps 
Schools has any authority to enter into an agreement for employment for any specified period of time or 
to make an agreement for employment on other than at-will terms. Only the Executive Director of 
Civicorps Schools has the authority to make any such agreement, which is binding only if it is in writing. 

Integration Clause and Right to Revise 

This employee handbook contains the employment policies and practices of Civicorps Schools in effect at 
the time of publication. All previously issued handbooks and any inconsistent policy statements or 
memoranda are superseded. 

Civicorps Schools reserves the right to revise, modify, delete or add to any and all policies, procedures, 
work rules or benefits stated in this handbook or in any other document, except for the policy of at-will 
employment. Changes may be made with or without advance notice to employees and become effective 
immediately unless otherwise stated. No oral statements or representations can in any way alter the 
provisions of this handbook. 

This handbook sets forth the entire agreement between you and Civicorps Schools as to the duration of 
employment and the circumstances under which employment may be terminated. Nothing in this ( 
employee handbook or in any other personnel document, including benefit plan descriptions, creates or is 0· _ 

intended to create a promise or representation of continued employment for any employee. _ 

Equal Employment Opportunity and Americans with Disabilities Act 

Civicorps Schools is an equal opportunity employer and makes employment decisions on the basis of 
merit. We want to have the best available person in every job. Civicorps Schools policy prohibits unlawful 
discrimination based on race, color, creed, gender, religion, marital status, age, national origin or 
ancestry, physical or mental disability, and medical condition including genetic characteristics, sexual 
orientation, or any other consideration made unlawful by federal, state or local laws. It also prohibits 
unlawful discrimination based on the perGeption that anyone has any of those characteristics, or is 
associated with a person who has or is perceived as having any of those characteristics. 

Civicorps Schools is committed to compliance with all applicable laws providing equal employment 
opportunities. This commitment applies to all persons involved in the operations of Civicorps Schools and 
prohibits unlawful discrimination by any employee of Civicorps Schools, including supervisors and co
workers. 

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 
disability, Civicorps Schools will make reasonable accommodations for the known physical or mental 
limitations of an otherwise qualified individual with a disability who is an applicant or an employee unless 
undue hardship would result. 

Any applicant or employee who requires an accommodation in order to perform the essential functions of 
the job should contact Human Resources and request such an accommodation. The individual with the 
disability should specify what accommodation he or she needs to perform the job. Civicorps Schools will 
then conduct an investigation to identify the barriers that interfere with the equal opportunity of the 
applicant or employee to perform his or her job. Civicorps Schools will identify possible accommodations, 
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if any, that will help eliminate the limitation. If the accommodation is reasonable and will not impose an 
undue hardship, Civicorps Schools will make the accommodation. 

If you believe you have been subjected to any form of unlawful discrimination, submit a written complaint 
to Human Resources or the Chief Financial Officer. Your complaint should be specific and should include 
the names of the individuals involved and the names of any witnesses. Civicorps Schools will immediately 
undertake a thorough and objective investigation and attempt to resolve the situation. If Civicorps Schools 
determines that unlawful discrimination has occurred, effective remedial action will be taken 
commensurate with the severity of the offense, up to, and including, termination. Appropriate action also 
will be taken to deter any future discrimination. Civicorps Schools will not retaliate against you for filing a 
complaint and will not knowingly permit retaliation by management, employees or your co-workers. 

Unlawful Harassment & Uniform Complaint Procedures 

Civicorps Schools maintains a zero tolerance policy that prohibits harassment in 
any form against any person involved in the operations of Civicorps Schools. 
This prohibition includes sexual harassment. 

Civicorps Schools maintains a strict policy of prohibiting sexual harassment and harassment because of 
gender, race, color, age, national origin, ancestry, religious creed, marital status, sexual orientation, 
political belief or activity, veteran status, pregnancy or medical condition, physical or mental disability, or 
any other characteristic protected under federal and state laws and regulations. Our non-harassment 
policy applies to all persons involved in the operations of Civicorps Schools, including all agents, 
company vendors, suppliers and customers. Harassment in any form, including verbal, physical and 
visual conduct, threats, demands and retaliation, is prohibited. It is a violation of this policy for males to 
harass females or other males, and for females to harass males or other females. 

Harassment defined: 

Harassment includes, but is not limited to, the following forms of offensive behavior: 
• Verbal conduct such as making or using derogatory comments, offensive jokes, slurs, and 

inappropriate comments about an employee's body or attire; 
• Verbal sexual advances or propositions; verbal abuse of sexual nature; graphic verbal 

commentary about an individual's body; sexually degrading words to describe an individual; 
suggestive or obscene letters, notes or invitations; visual conduct such as leering or making 
gestures; 

• Displaying sexually suggestive objects or pictures, derogatory posters, photography, cartoons, 
drawings or gestures; web-surfing sexually explicit sites; 

111 Physical conduct such as assault, unwanted touching, blocking normal movement or interfering 
with work; 

" Threats and demands to submit to sexual requests in order to retain employment or avoid some 
other loss; offers of job benefits in return for sexual favors; 

" Flirtation and sexual innuendoes which could be perceived as sexual harassment even when well 
intended; 

., Retaliation for having reported or threatened to report harassment; making or threatening 
reprisals after receiving a negative response to sexual advances. 

" Using peer pressure to discourage harassment victims from complaining 

Complaint process 

If you are the victim of, or a witness to, harassment in the workplace you are required by Civicorps 
Schools to take Step #2, below, and may take Step #1: 

1. If appropriate, confront the harasser and ask him/her to stop. 
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The harasser may not realize that his/her conduct is offensive. If it is appropriate and sensible for you 
to do so, you may tell the harasser the behavior is unwelcome and ask him/her to stop. 

2. Report the harassment to your Supervisor/Manager via the UNIFORM COMLAINT PROCEDURE 
as follows: 

Civicorps Schools shall follow uniform complaint procedures when addressing complaints alleging 
unlawful discrimination based on age, sex, sexual orientation, gender, ethnic group identification, race, 
ancestry, national origin, religion, color, or mental or physical disability in any program or activity that 
receives or benefits from state financial assistance. Uniform complaint procedures shall also be used 
when addressing complaints alleging failure to comply with state and/or federal laws in adult education, 
consolidated categorical aid programs, migrant education, vocational education, child care and 
development programs, child nutrition programs, special education programs, and federal school safety 
planning requirements. 

Civicorps Schools acknowledges and respects every individual's right to privacy. Discrimination 
complaints shall be investigated in a manner that protects the confidentiality of the parties and the facts. 
This includes keeping the identity of the complainant confidential except to the extent necessary to carry 
out the investigation or proceedings, as determined by the CEO or CEO's designee on a case-by-case 
basis. 

The CEO or CEO's designee shall ensure that employees designated to investigate complaints are 
knowledgeable about the laws and programs for which they are responsible. Such employees may have 
access to legal counsel as determined by the CEO or CEO's designee. 

Civicorps Schools prohibits retaliation in any form for participating in complaint procedures, including by 
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not limited to the filing of a complaint or the reporting of instances of discrimination. Such participation 0, ··-
shall not in any way affect the status, grades or work assignments of the complaint. __ 

Civicorps Schools recognizes that a neutral mediator can often suggest a compromise that is agreeable 
to all parties in a dispute. In accordance with uniform complaint procedures, whenever all parties to a 
complaint agree to try to resolve their problem through mediation, the CEO or CEO's designee shall 
initiate mediation. The CEO or CEO's designee shall ensure that mediation results are consistent with 
state and federal laws and regulations. 

This policy shall be disseminated annually to students, employees, parents or guardians of students, 
school and district advisory committee, and other interested parties. Civicorps Schools designates the 
CEO as the compliance officer. The compliance officer shall receive and investigate complaints and 
ensure compliance with the law. The designee appointed by the CEO may conduct the investigation. 

Procedures 

The following procedures shall be used to address all complaints that allege that Civicorps Schools has 
violated federal or state laws ore regulations governing educational programs. Compliance officers shall 
maintain a record of each complaint as required for compliance with the California Code of Regulations. 

• Complaint: a complaint shall be presented in writing by way of a Civicorps Schools Community 
Complaint Form to the CEO, and the complaint must be initiated no later than six (6) months from 
the date when the alleged discrimination occurred or when the complainant first obtained 
knowledge of the facts of the alleged discrimination, unless the CEO or CEO's designee grants 
an extension of time under 5 CCR 4630(b ). A copy of this complaint form is attached to the end 
of this handbook. 

• Mediation: Within five (5) days of receiving the complaint, the compliance officer or designee shall 
informally discuss with the complainant the possibility of using non-binding mediation, and if the 
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information mediation does not resolve the problem within the parameters of the law, the 
compliance officer or designee shall proceed with this or her investigation of the complaint. 

Investigation of Complaint 

The compliance officer or designee shall hold an investigative meeting within ten (10) days of receiving 
the complaint or an unsuccessful attempt to informally mediate the complaint. The investigative meeting 
shall provide an opportunity for the complainant or his/her representative to repeat the complaint orally. 
The complainant and/or his/her representative shall have an opportunity to present information relevant to 
the complaint. Parties to the complaint may discuss the complaint and question each other or each 
other's witnesses. 

Response/Resolution 

An investigation shall be completed, resolved and decision rendered within sixty (60) days after receiving 
a request for direct investigation or an appeal request, unless the complainant agrees in writing to an 
extension of time. The complaint officer or designee shall prepare and send to the complainant a written 
report of the investigation and decision. The written report shall contain: Findings and disposition of the 
complaint; corrective actions (if any); rationale for such disposition; and procedures for initiating an appeal 
within fifteen (15) days of receiving the written report to the California Department of Education. 

Alternative Dispute Resolution 

All Civicorps Schools employees and Corpsmembers agree that if a resolution is not possible within this 
process further action will be done under the Alternative Dispute Resolution criteria and documentation 
set forth on page 18 of this handbook. 

liability for Harassment 

Harassers may be personally liable for their actions. If you, as an employee, are found to have engaged 
in any form of harassment of if you, as a supervisor, know about such conduct and condone or ratify it, 
you may be personally liable for monetary damages. Civicorps Schools will not pay damages assessed 
against you personally in such instances. 

In addition, Civicorps Schools will take appropriate measures - up to and including termination -
against any employee or contractor who engages in any form of harassment, including sexual 
harassment, or who condones or knowingly permits harassment to take place. 

Child Abuse & Neglect Reporting 

Mandatory reporting of suspected child abuse or neglect is required under the California Child Abuse and 
Neglect Reporting Act by any mandated reporter. "Child" is defined as a person under the age of 18 
years. A mandated reporter is any individual who is an employee of a youth organization or public school. 
The term "child abuse or neglect" includes sexual abuse; neglect defined as the negligent treatment or 
the maltreatment of a child by a person responsible for the child's welfare under circumstances indicating 
harm or threatened harm to the child's health or welfare including both acts and omissions on the part of 
the responsible person; wi!lfu! cruelty or unjustifiable punishment; unlawful corporal punishment or injury; 
and abuse or neglect in out-of-home care. Child abuse or neglect does not include a mutual affray 
between minors or an injury caused by reasonable and necessary force used by a peace officer acting 
within the course and scope of his or her employment as a peace officer. 

AI! employees of Civicorps Schools must also comply with the reporting responsibilities outlined in the 
California Child Abuse and Neglect Reporting Act in reporting the concern immediately or as soon as is 
practicably possible (within 36 hours) by telephone, to child protective services, any police department, 
sheriff's department, county probation department, if designated by the county to receive mandated 
reports, or the county welfare department. School district police or security departments are not 
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considered acceptable reporting agencies. The individual making the report must also prepare and send 
a written report to the reporting agency within 36 hours of receiving the information concerning the 
incident. 

Employees shall not contact the child's family or any other persons to determine or investigate the cause 
of the suspected abuse or neglect. Any personal interview of the child should be conducted in a 
professional manner, after consulting with Human Resources. In any investigation of suspected child 
abuse or neglect, all persons participating in the investigation of the case shall consider the needs of the 
child victim and shall do whatever is necessary to prevent psychological harm to the child. 

Domestic Partner Definition 

All references in these policies to "spouse" shall include "domestic partner". A domestic partner 
relationship exists when: 

• The employee and the domestic partner are each other's sole domestic partner and intend to 
remain so indefinitely; 

• Neither person is married to or legally separated from anyone else nor have had another 
domestic partner within the prior six months; 

• Both are at least eighteen (18) years of age; 

• The employee and the domestic partner reside together in the same residence and intend to do 
so indefinitely; 

• The employee and the domestic partner are engaged in a committed relationship of mutual caring 
and support and are jointly responsible for their common welfare and living expenses; and 

• The employee and the domestic partner are not in the relationship for the purpose of obtaining 
benefits. 

In order to enroll a domestic partner in any group benefits, an employee must fill out an "Affidavit of 
Domestic Partnership", available through Human Resources. Civicorps Schools wishes to make it clear 
that it cannot guarantee confidentiality of the relationship once a domestic partner is covered under our 
policy. 

Criminal Record Search Policy 

As mandated by the California Education Code Civicorps Schools is required to conduct a criminal record 
check for each applicant we are seriously considering for employment who will be in a position requiring 
contact with minor pupils. 

Civicorps Schools is not allowed to employ any person who has been convicted of any sex offense, 
controlled substance offense, crime of violence, or serious or violent felony. 

The criminal record check is conducted by the California Department of Justice and the Federal Bureau of 
Investigation and overseen by the California Department of Justice. You will be required to be 
fingerprinted in order to conduct the investigation. 

The Human Resources department will oversee the internal process. Results from the investigation will 
be destroyed and all that will remain in the Human Resources department is a database of ID numbers, 
which correspond to the results of the investigation held at the Department of Justice. Only Human 
Resources and their designees will have access to Criminal Offender Record Information (CORI) and will 
be committed to protect CORI from unauthorized access, use or disclosure. Human Resources and any 
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designees who will have access to CORI will also be fingerprinted and processed through the California 
Department of Justice. CORI shall only be used for the purpose for which it was requested. Misuse of 
CORI is a criminal offense. Misuse of CORI may result in criminal or civil prosecution and/or 
administrative action up to and including loss of access to information maintained by the Department of 
Justice. 

Personnel Records 

You have a right to inspect certain documents in your personnel file, as provided by law, in the presence 
of Human Resources at a mutually convenient time. Employees wishing to review their personnel file 
must put the request in writing. 

The personnel file must be inspected at the Human Resources department. Employees are not allowed to 
remove any document from their file nor may they make any changes in their file. An employee may take 
notes during the review of their file. No copies of documents in an employee's file may be made, with the 
exception of documents that the employee has previously signed. The employee will be required to sign a 
receipt for any copies of documents. If an employee disagrees with or challenges any information in their 
file, they can submit a written request explaining why such a change should be made. This procedure 
does not apply to documents concerning disciplinary matters, pay and promotion or performance 
appraisals. Disagreements concerning these matters are provided for in applicable procedures. 

Civicorps Schools will attempt to restrict disclosure of your personnel file to authorized individuals within 
Civicorps Schools. Any request for information from personnel files must be directed to Human 
Resources. Disclosure of personnel information to outside sources will be limited. Only payroll or Human 
Resources are authorized to release information about current or former employees. However, Civicorps 
Schools will cooperate with requests from authorized law enforcement or local, state or federal agencies 
conducting official investigations and as otherwise legally required. 

Persona/Information 

Since changes in personal information affect such things as your tax withholding, receipt of tax forms, and 
benefits, please notify Human Resources of any change in your name, home address, telephone number, 
marital status, number of dependents, beneficiaries, or the individuals to notify in case of an emergency. 

Employment Verifications 

All requests for employment verifications must be directed to Human Resources. No other manager, 
supervisor or employee is authorized to release verifications for current or former employees. By policy, 
Civicorps Schools discloses only the dates of employment and the title of the last position held by former 
employees. With written authorization from the employee, Civicorps Schools will release salary or wage 
information to institutions such as banks or credit unions, or prospective employers. 

Employment of Relatives 

Civicorps Schools may refuse to hire relatives of present employees if doing so could result in actual or 
potential problems in supervision, security, safety or morale, or if doing so could create potential conflicts 
of interest. 

Civicorps Schools defines "relatives" as spouses, children, siblings, parents, in-laws and step-relatives. 
Under most circumstances one relative may not supervise another. If two employees marry or become 
related, causing actual or potential problems such as those described above, only one of the employees 
will be retained with Civicorps Schools, unless reasonable accommodations can be made to eliminate the 
actual or potential problems. The employees will have 30 days to decide which relative will stay with 
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Civicorps Schools. If this decision is not made within the time allowed, the department director will make 
the decision, taking the employment history and job performance of both employees into account. 

Conflicts of Interest 

All employees must avoid situations involving actual or potential conflicts of interest. Personal or romantic 
involvement with a partnering or sponsoring agency, supplier, or subordinate employee of Civicorps 
Schools, which impairs an employee's ability to exercise good judgment, creates an actual or potential 
conflict of interest. Supervisor-subordinate romantic or personal relationships also can lead to 
supervisory problems, possible claims of sexual harassment and morale problems. In addition, all staff 
must avoid fraternizing with participants or students. 

An employee involved in any of the types of relationships or situations described in this policy should 
immediately and fully disclose the relevant circumstances to his or her immediate supervisor, or Human 
Resources, for a determination of whether a potential or actual conflict exists. If an actual or potential 
conflict is determined, Civicorps Schools may take whatever corrective action appears appropriate 
according to the circumstances. Failure to disclose facts shall constitute grounds for disciplinary action. 

Reductions in Force 

Under some circumstances, Civicorps Schools may need to restructure or reduce its workforce. In such 
cases, Civicorps Schools will attempt to provide advance notice to help prepare affected individuals. If 
possible, employees subject to layoff will be informed of the nature of the layoff and the foreseeable 
duration of the layoff, whether short-term or indefinite. 

In determining which employees will be subject to layoff, Civicorps Schools will take into account, among 
other things, operation and requirements, the skill, productivity, ability, and past performance of those 
involved, and also, when feasible, the employee's length of service. 

Internal Job Postings 

In most cases open positions will be posted internally to allow current employees to submit cover letters 
and resumes for the newly posted positions. In most cases, employees must be in their current positions 
for six months before they are entitled to apply for other positions. The employee must notify their 
manager of their decision to submit their application for consideration. Civicorps Schools will make every 
effort to fill open positions from within, but reserves the right to select external candidates when deemed 
appropriate to so do. Occasionally, for legitimate business reasons, some positions will not be posted 
internally. · 

EMPLOYMENT CONDITIONS & CLASSIFICATIONS 

Eligibility for Employment 

Civicorps Schools will only employ authorized workers. All new hires must provide proof of identity and 
work eligibility in accordance with US Immigration and Homeland Security Regulations. Employees must 
complete and sign a Form 1-9 and produce valid documents designated by the U.S. Department of Justice 
which establish both identity and employment eligibility within three working days of hire. Failure to 
comply may result in termination of employment. 

Employment Classifications 

For purposes of salary administration and eligibility for overtime payments and employee benefits, 
Civicorps Schools classifies its employees as defined below. If you change positions during your 
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employment, you will be informed of any change in your status. Please direct any questions you may 
have to Human Resources or your direct supervisor. 

Nonexempt Employees 
Employees who are entitled to be paid overtime in accordance with applicable federal and state 
wage and law hours. They may be either full-time or part-time employees. 

Exempt Employees 
Employees who are not required to be paid overtime in accordance with applicable federal and 
state wage and hour laws. Executives, professional employees, outside sales representatives, 
and certain employees in administrative positions are typically exempt. 

Employment Status 

Regular Full-time Employees 
Employees hired to work Civicorps Schools normal, full-time, 40 hour workweek on a regular 
basis. Such employees may be "exempt" or "nonexempt" as defined above. They are eligible for 
employee benefits as described in this handbook as well as those benefits required by law. 

Regular Part-time Employees 
Employees hired to work fewer than 40 hours per week on a regular basis. Such employees may 
be "exempt" or "nonexempt" as defined above. Employees working 30 or more hours per week 
are eligible for prorated benefits as described in this handbook. 

Temporary!Seasonai!Contract!lntem Employees 

Employees engaged to work for a limited period of time to fill a specific need within Civicorps 
Schools. A temporary/seasonal/contract/intern employee earns no employee benefits except 
where specifically indicated or required by law. A temporary employee may be offered and may 
accept a new temporary assignment with Civicorps Schools and still retain temporary status. 
Temporary/seasonal/contract/intern employees are not eligible for benefits, outside of federal and 
state mandated benefits, unless specifically stated in employment agreement. 

People hired from temporary employment agencies are employees of the agency and not of 
Civicorps Schools. 

Temporary Transfers 

Employees who request a temporary transfer for medical and/or family medical leave reasons will be 
considered for that transfer if a position exists at the time the transfer is requested and the employee is 
qualified to perform the job. The employee will be paid in accordance with the responsibilities and duties 
of the temporary job. 

Rehired Employees (Bridging of Time) 

A rehired employee is considered a nevv employee from the date of the rehire. Civicorps Schools will give 
credit to employees previously employed by the agency, provided the break in service does not exceed 
one year for the purposes of vacation accrual only. 



WORK SCHEDULE & PAY 

Job Duties 

Your supervisor will explain your job responsibilities and the performance standards expected of you. Be 
aware that your job responsibilities may change at any time during your employment. From time to time, 
you may be asked to work on special projects or to assist with other work necessary or important to the 
operation of your department or Civicorps Schools. Your cooperation and assistance in performing such 
additional work is expected. 

Civicorps Schools reserves the right, at any time, with or without notice, to alter or change job 
responsibilities, reassign or transfer job positions or assign additional job responsibilities. 

Work Schedules 

Civicorps Schools is normally open for business between the hours of 8:00 a.m. and 5:00 p.m., Monday 
through Friday. Your supervisor will assign your individual work schedule. All employees are expected to 
be at their desks or workstations at the start of their scheduled shifts, ready to work. The workweek 
begins at 12:01 a.m. Monday and ends at midnight on Sunday. Civicorps Schools reserves the right to 
change work schedules and assign employees to special schedules as deemed necessary for effective 
operations. When a change in work schedule is necessary, every effort will be made to provide 
reasonable advance notice to the employees. 

Any request to change work hours must be approved in advance by the employee's supervisor. 

Meal and Rest Periods 

Non-exempt employees are provided with a 30-minute to 1-hour unpaid meal period to be taken 
approximately in the middle of the workday, and also are allowed a 10-minute paid rest period for every 
four hours of work or major portion thereof. Your supervisor will schedule your meal and rest periods. 

You are expected to observe your assigned working hours and the time allowed for meal and rest 
periods. Do not leave the premises during your rest period and do not take more than 10 minutes for each 
rest period. You may leave the premises during your meal period. 

Timekeeping Requirements 

All non-exempt employees are required to record time worked on a timesheet (Non-Exempt Daily 
Timesheet) for payroll purposes. Employees must record their own time at the start and at the end of 
each work period, including before and after the lunch break. Employees also must record their time 
whenever they leave the building for any reason other than Civicorps Schools business. Any errors on 
your timesheet should be reported immediately to your supervisor. Your supervisor must initial any 
changes on the timesheet. Do not use whiteout to make changes. Completing another employee's 
timesheet, allowing another employee to complete your timesheet, or altering a timesheet is not 
permissible and is subject to disciplinary action. 

Exempt employees are required to complete the Exempt Employee Work Performed Record Sheet for 
the purpose of indicating whether or not they worked and what type of payment they should receive. 
Due to the limited time frame in which payroll must be processed, all employees are required to complete 
and submit their timesheets on the designated days. Failure to submit a timesheet is grounds for 
disciplinary action. 
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The way in which time is tracked may change from time to time. In the event of any change, employees 
will be given adequate notice and instruction as to the new procedure. 

Payment of Wages 

Paydays are scheduled on the 15th and last work day of the month for the semi-monthly pay periods 
ending on the 15th day of the month and the last day of the month, respectively. If a regular payday falls 
on a Saturday or Sunday, employees will be paid on the previous Friday. If a regular payday falls on a 
holiday, employees will generally be paid on the previous business day and if not, the following business 
day. Paychecks are normally available by 12:00 p.m. and must be picked up from your supervisor. If you 
observe an error on your check, please report it immediately to your supervisor. 

Civicorps Schools offers direct payroll deposit for all employees. You may begin and stop direct payroll 
deposit at any time. To begin direct payroll deposit, you must complete the Direct Deposit form (available 
from payroll) and return it to payroll no later than the final day of the pay period (15th or the last day of the 
month) that the service is to begin. 

To stop automatic payroll deposit, complete the Direct Deposit form (available from payroll) and return it 
to payroll no later than the final day of the pay period (15th or the last day of the month) that the service is 
to end. You will receive a regular payroll check on the first pay period after the receipt of the form, 
provided it is received no later than the final day of the pay period (15th or the last day of the month) that 
the service is to end. 

Garnishments and Support Orders 

Civicorps Schools must comply with all legal claims against the wages of employees. If the Organization 
receives a wage garnishment from taxing authorities, child support order, or some other legal claim 
against your wages, you will be notified about the amount and details of the order. 

Payroll Deductions 

Federal and state laws require deductions from each employee's wages. These include federal and state 
income taxes, Social Security taxes, Medicare and State Disability Insurance payments. Such deductions 
are made without written authorization of the employee. 

Optional deductions for insurance premiums or other employee elected benefits are made only with the 
written authorization of the employee. 

Call-In Pay for Non-exempt Employees 

Civicorps Schools will pay a minimum of two hours' compensation to employees who are required to 
report to work on a day other than their normally scheduled workday. 

Civicorps Schools will pay employees for half of the regularly scheduled workday if employees report to 
work as scheduled but no work is available. 

Civicorps Schools will not pay employees for reporting under the following circumstances: 

1. Interruption of work because of the failure of any or all public utilities; or 

2. Interruption of work because of natural causes or other circumstances beyond Civicorps 
School's power to control. 
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Pay for Mandatory Meetings/Training 

Civicorps Schools will pay non-exempt employees for their attendance at meetings, lectures and training 
programs under the following conditions: 

• Attendance is mandatory; 
• The meeting, course or lecture is directly related to the employee's job; and 
• The employee who is required to attend such meetings, lectures or training programs is notified of 

the necessity for such attendance by his or her supervisor. 

The employee will be paid at their regular rate of pay for attendance at meetings, lectures and training 
programs, including travel time beyond their normal commute time to work. If an overnight stay is 
required, employees will be paid for the number of hours each day that they would normally be at work 
plus overtime pay where required by law. 

Overtime for Non-exempt Employees 

Non-exempt employees may be required to work overtime as necessary. Only actual hours worked in a 
given workday or workweek can apply in calculating overtime. Civicorps Schools will attempt to distribute 
overtime evenly and accommodate individual schedules. A supervisor must previously authorize all 
overtime work. 

Civicorps Schools provides compensation for all overtime hours worked by non-exempt employees in 
accordance with state and federal law as follows: 

• All hours worked in excess of eight hours in one workday or 40 hours in one workweek will be 
treated as overtime. A workday begins at 12:01 a.m. and ends at midnight 24 hours later. 
Workweeks begin each Monday at 12:01 a.m. 

• Compensation for hours in excess of 40 for the workweek, or in excess of eight and not more 
than 12 for the workday, and for the first eight hours on the seventh consecutive day of work in 
one workweek, shall be paid at a rate one-and-one-half times the employee's regular rate of pay. 

• Compensation for hours in excess of 12 in one workday and in excess of eight on the seventh 
consecutive workday in a workweek shall be paid at double the regular rate of pay. 

Exempt employees may have to work hours beyond their normal schedules, as work demands require. 
No overtime compensation will be paid to exempt employees. 

Reduced Salary for Exempt Employees 

Salaried exempt employees will receive their salary for any week in which they perform any work. For 
purposes of this salary pay policy, a week is Monday 12:01 a.m. through Sunday midnight. An employee 
will receive his or her full salary for any week in which an employee does any work, subject to the 
following rules: 

• An employee's salary may be reduced for complete days of absence due to vacations, holiday or 
personal business, before sick leave benefits accrue or after they are exhausted, and incomplete 
initial and final weeks of work. 

• An employee's salary will not be reduced due to a partial week of work due to service as a juror, 
witness or in the military, or for lack of work. 
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Civicorps Schools permits a limited number of advances against paychecks in emergency situations, as 
determined by the CEO and/or CFO. Employees may receive advances only against money that has 
been earned, but is unpaid. These advances are dependent upon the financial health of the agency, and 
require the approval of the CEO and/or CFO. Civicorps Schools does not permit advances against 
accrued vacation. 

PERFORMANCE 

Employment Responsibilities 

Upon employment, each employee will be given a job description that explains the responsibilities and 
duties of the tasks associated with his or her position. From time to time, employees may be asked to 
work on special projects or to assist with other work that is necessary or important to the operation of 
Civicorps Schools. Employees' cooperation and assistance in performing such additional work is 
expected. 

Performance Evaluations 

Civicorps Schools strives to conduct performance reviews for all of its employees at least once a year. 
Teachers typically will be reviewed twice each school year. 

Your performance evaluations may cover factors such as job criteria, critical duties and tasks of a job, 
attainment of goals, and Civicorps Schools values. The performance evaluations are intended to make 
you aware of your progress, areas for improvement and objectives or goals for future work performance. 
Favorable performance evaluations do not guarantee increases in salary or promotions. Salary increases 
and promotions are solely within the discretion of Civicorps Schools and depend upon many factors in 
addition to performance, including availability of funds. After the review, you will be required to sign the 
evaluation report to acknowledge that it has been presented to you, that you have discussed it with your 
supervisor and that you are aware of its contents. You may add a rebuttal statement to your review that 
will be maintained in your personnel file. 

Performance Improvement Plan 

Employees who are having performance or behavioral difficulties will be placed on a performance 
improvement plan. This plan will detail the current issue(s) and outline improvement plan steps and goals 
to assist the employee in a successful outcome. Performance Improvement Plans will be initiated by the 
Supervisor and will be done in writing with input from Human Resources. Both the Supervisor and the 
employee are expected to sign off on the plan and meet at the specified times to work through the issues. 

DISCIPLINE, TERMINATIONS and GRIEVANCES 

Introduction 

Violation of Civicorps Schools policies and rules may warrant disciplinary action. Civicorps Schools has 
established a system of discipline that may include verbal warnings, written warnings and suspension. 
The system is not formal and Civicorps Schools may, at its sole discretion, utilize whatever form of 
discipline is deemed appropriate under the circumstances, up to, and including, termination of 
employment. Civicorps Schools' policy of discipline in no way limits or alters the at-will employment 
relationship or the right to change an employee's position, job title, job responsibilities, benefits, 



compensation level, or any other terms and conditions of employment at any time, within its sole 
discretion, with our without cause or notice. 

Voluntary or Involuntary Termination 

Termination is the voluntary (resignation) or involuntary end of the employment relationship between an 
employee and Civicorps Schools. Should an employee decide to resign, we request that you give your 
manager two-weeks notice. This will allow Civicorps Schools time to seek a replacement so that an 
undue burden will not have to be placed on the employee's department. All resignations must be 
confirmed in writing. ResignationNoluntary termination also results when an employee fails to report to 
work for three consecutively scheduled workdays without notice to, or approval by, his or her supervisor. 

Return of Civicorps Schools Property 

All Civicorps Schools -owned property, including vehicles, keys, cell phones, pagers, gas cards and credit 
cards must be returned immediately upon termination of employment. 

Termination Pay 

An employee who is terminated by Civicorps Schools will be paid his/her earned wages and earned and 
unused accrued benefits according to applicable state and federal laws. 

Complaint and Grievance Procedure 

Civicorps Schools philosophy is that good relations and communications between employees and 
management is essential. Each employee is encouraged to request discussion time with his/her 
supervisor or manager whenever necessary. 

Civicorps Schools encourages employees to contract their supervisor/manager regarding work-related 
controversies, complaints, disputes and misunderstandings. The following voluntary procedure has been 
established to address these problems: 

1. Discuss the situation with an immediate supervisor. 
2. If not satisfied with the resolution, please contact your manager or director who will try to resolve 

the problem. 
3. If not satisfied with the resolution, contact the Human Resources Department who will review the 

matter with the appropriate parties and render a decision on the problem and necessary actions. 

Civicorps Schools has created a voluntary Complaint and Grievance Procedure to administer 
sound complaint processes. For further information on this procedure, review page 8 and 9 of 
this document or contact Human Resources. 

Alternative Dispute Resolution 

Civicorps Schools has implemented a policy requiring binding arbitration, which is described in the Mutual 
Agreement to Arbitrate Claims. This policy establishes procedures to quickly and inexpensively resolve 
disputes regarding employment or termination of employment. Binding arbitration ("arbitration") provides 
the opportunity for employees and Civicorps Schools to have employment disputes heard and resolved in 
a private and informal setting by an impartial person with experience in the employment field. The 
arbitration procedures set forth in the Mutual Agreement to Arbitrate Claims provided to you, and 
summarized below, shall be followed if and when a dispute arises. 

As a condition of hire or continued employment with Civicorps Schools, all employees are required to 
arbitrate disputes and to sign an agreement to do so (the "Mutual Agreement to Arbitrate Claims"). 
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Disputes covered by Civicorps Schools Alternative Dispute Resolution Policy include all claims or causes 
of action an employee may have against Civicorps Schools and all claims or causes of action that 
Civicorps Schools may have against the employee. 

When either an employee or Civicorps Schools wishes to initiate arbitration, that party must give written 
notice of the claim to the other party. The written notice must identify and describe the nature of the 
claims asserted and the facts upon which such claims are based. An employee should give notice to the 
Human Resources Department. Civicorps Schools will give notice to the employee's last known address 
recorded in that employee's personnel file. 

Either party may submit the dispute for resolution by final binding confidential arbitration under the 
Procedure. The arbitration will be conducted under the rules of the American Arbitration Association 
(AAA) with the additional proviso that the Procedure shall be conducted on a confidential basis. These 
Rules, incorporated by reference into the Mutual Agreement to Arbitrate Claims, include (but are not 
limited to) the procedures for the joint selection of an impartial arbitrator and for the hearing of evidence 
before the arbitrator. The arbitrator shall have the authority to allow for appropriate discovery and 
exchange of information before a hearing, including, but not limited to, production of documents, 
information requests, depositions and subpoenas. A copy of the complete AAA Employment Dispute 
Resolution Rules may be obtained from AAA's San Francisco office. 

Employees assume responsibility for any fees associated with their opening of a claim up to $355. 
Civicorps Schools will advance the remaining fees and costs of the arbitrator. To the extent permissible 
under the law, however, the arbitrator may rule that the arbitrator's fees and costs be distributed in an 
alternative manner. Each party may be represented by legal counsel, but must pay its own costs and 
attorneys' fees, if any. 

if you have questions about Civicorps Schools Alternative Dispute Resolution Policy, please contactthe 
Human Resources Department. ·--

STANDARDS OF CONDUCT 

Prohibited Conduct 

The following conduct is prohibited and will not be tolerated by Civicorps Schools. This list of prohibited 
conduct is illustrative only; other types of conduct that threaten security, personal safety, employee 
welfare and Civicorps Schools' operations also may be prohibited. 

.. Falsification of employment records, employment information, or other Civicorps Schools records; 

" Recording the work time of another employee or allowing any other employee to record your work 
time, or falsification of any time card, either your own or another employee's; 

" Theft or deliberate or careless damage or destruction of any Civicorps Schools property or the 
property of any employee or customer; 

" Removing or borrowing Civicorps Schools property without prior authorization; 

" Unauthorized use of Civicorps Schools equipment, time, materials, or facilities including 
computers, telephones, cell phones, pagers, email, faxes, mail system or other employer-owned 
equipment; 

.. Provoking a fight, fighting or threatening violence during working hours or on Civicorps Schools 
property; 

" Carrying firearms or any other dangerous weapons on Civicorps Schools premises at any time; 
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• Engaging in criminal conduct whether or not related to job performance; 

• Causing, creating or participating in a disruption of any kind during working hours on Civicorps 
Schools property; 

• Insubordination, including but not limited to failure or refusal to obey the instructions of a 
supervisor or member of management, or the use of abusive or threatening language toward a 
supervisor or member of management; 

• Using abusive language at any time on Civicorps Schools premises; 

• Failure to notify a supervisor when unable to report to work; 

• Unreported absence of three (3) consecutive scheduled workdays; 

• Failure to obtain permission to leave work for any reason during normal working hours; 

• Failure to observe working schedules, including rest and lunch periods; 

• Failure to provide a physician's certificate when requested or required to do so; 

• Sleeping or malingering on the job; 

• Working overtime without authorization or refusing to work assigned overtime; 

• Violating any safety, health, security or Civicorps Schools policy, rule or procedure; 

• Committing a fraudulent act or a breach of trust under any circumstances; 

• Committing or involvement with any act of unlawful harassment or discrimination of another 
individual; 

• Possession, distribution, sale, transfer or use of alcohol, illegal drugs or controlled substances in 
the workplace, while on duty, when acting as a representative of Civicorps Schools, or while 
operating employer owned vehicles or equipment; and 

• Violation of personnel policies. 

This statement of prohibited conduct does not alter Civicorps Schools policy of at-will employment. Either 
you or Civicorps Schools remains free to terminate the employment relationship at any time, with or 
without reason or advance notice. 

Off-Duty Conduct 

While Civicorps Schools does not seek to interfere with the off-duty and personal conduct of its 
employees, certain types of off-duty conduct may affect Civicorps Schools' legitimate business interests. 
For this reason, employees are expected to conduct their personal affairs in a manner that does not 
adversely affect Civicorps Schools' or their own integrity, reputation or credibility. Please be aware that 
while in uniform, whether on- or off-duty, employees are expected to act as a representative of Civicorps 
Schools and conduct should be reflective of this. Off-duty conduct by an employee that adversely affects 
Civicorps Schools' legitimate business interests (use of alcohol or drugs while in uniform) or the 
employee's ability to perform his or her job will not be tolerated. 
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Civicorps Schools is concerned about the use of alcohol, illegal drugs or controlled substances as it 
affects the workplace. Use of these substances, whether on or off the job, can detract from an employee's 
work performance, efficiency, safety and health. In addition, the use or possession of these substances 
on the job constitutes a potential danger to the welfare and safety of other employees and exposes 
Civicorps Schools to the risks of property loss or damage, or injury to other persons. 

The use of prescription drugs and/or over-the-counter drugs also may affect an employee's job 
performance and may seriously impair the employee's value to Civicorps Schools. 
Any employee who is using prescription or over-the-counter drugs that may impair the employee's ability 
to safely perform the job, or affect the safety or well being of others, must notify a supervisor immediately 
before starting or resuming work. 

The following rules and standards of conduct apply to all employees either on Civicorps Schools property 
or during the workday (including meals and rest periods). Behavior that violates Civicorps Schools policy 
includes: 

• Possession or use of an illegal or controlled substance or alcohol,· or being under the influence of 
an illegal or controlled substance or alcohol while on the job; 

" Driving an Civicorps Schools vehicle while under the influence of an illegal or controlled 
substance or alcohol; and 

.. Distribution, sale or purchase of an illegal or controlled substance or alcohol while on the job. 

Violation of these rules and standards of conduct will not be tolerated. Civicorps Schools also may bring 
the matter to the attention of appropriate law enforcement authorities. 

In order to enforce this policy, Civicorps Schools reserves the right to conduct searches of Civicorps 
Schools property or employees and/or their personal property, and to implement other measures 
necessary to deter and detect abuse of this policy. 

An employee's conviction on a charge of illegal sale or possession of any controlled substance while off 
Civicorps Schools property will not be tolerated because such conduct, even though off duty, reflects 
adversely on Civicorps Schools. In addition, Civicorps Schools must keep people who sell or possess 
controlled substances off Civicorps Schools' premises in order to keep the controlled substances 
themselves off the premises. 

Civicorps Schools will encourage and reasonably accommodate employees with alcohol or drug 
dependencies to seek treatment and/or rehabilitation. Employees desiring such assistance should 
request a treatment or rehabilitation leave. Civicorps Schools is not obligated to provide assistance to 
cover the cost of the treatment or rehabilitation plan. In addition, Civicorps Schools is not obligated to 
continue to employ any person whose performance of essential job duties is impaired because of drug or 
alcohol use, nor is Civicorps Schools obligated to re-employ any person who has participated in treatment 
and/or rehabilitation if that person's job performance remains impaired as a result of dependency. 
Additionally, employees who are given the opportunity to seek treatment and/or rehabilitation, but fail to 
successfully overcome their dependency or problem, will not automatically be given a second opportunity 
to seek treatment and/or rehabilitation. This policy on treatment and rehabilitation is not intended to affect 
Civicorps Schools' treatment of employees who violate the regulations described previously. Rather, 
rehabilitation is an option for an employee who acknowledges a chemical dependency and voluntarily 
seeks treatment to end that dependency. 

Civicorps Schools reserves the right to conduct a drug or alcohol screening test as part of the pre
placement process for new hires, transfers and promotions; and where there is a good faith belief that 
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substance or alcohol abuse is affecting the safety, productivity and/or work-related performance of any 
employee. 

In addition, employees must notify their supervisor, the CEO or Human Resources of any criminal drug 
statute conviction for any violation occurring in the workplace no later than five (5) days after such a 
conviction. Civicorps Schools shall in turn notify any federal or state agency funding the activities of said 
employees within ten (10) calendar days after receiving notice from an employee or otherwise receiving 
such notice of an employee's conviction. Any activity leading to such conviction will be subject to 
disciplinary action and rehabilitation treatment as detailed in this policy. 

Civicorps Schools believes that the majority of our employees share our commitment to maintaining an 
environment free of substance abuse, and will do their part in ensuring that Civicorps Schools is indeed 
safe, pleasant and productive. 

Punctuality and Attendance 

As an employee of Civicorps Schools, you are expected to be punctual. Any tardiness or absence causes 
problems for your fellow employees. When you are absent, others must perform your assigned work. 
Employees are expected to r~port to work as scheduled, on time and prepared to start work. Employees 
also are expected to remain at work for their entire work schedule except for meal periods or when 
required to leave on authorized Civicorps Schools business. Late arrival, early departure or other 
unanticipated and unapproved absences from scheduled hours are disruptive and must be avoided. 

If you are unable to report for work on any particular day you must under all but the most extenuating 
circumstances call your supervisor and leave a voice mail message at least one hour before the time you 
are scheduled to begin working that day. If you call less than one hour before your scheduled time to 
begin work and do not arrive in time for your assigned shift, you will be considered tardy for that day. In all 
cases of absence or tardiness, employees must provide their supervisor with an honest reason or 
explanation. Employees also must inform their supervisor of the expected duration of any absence. 
Excessive absenteeism or tardiness will not be tolerated and may be grounds for termination. 

If you fail to report for work without any notification to your supervisor and your absence continues for a 
period of three days, Civicorps Schools will consider you to have abandoned your employment. 

Dress Code and Other Personal Standards 

Each employee is a representative of Civicorps Schools and, therefore, it is important that each employee 
report to work wearing appropriate dress. Civicorps Schools uniform symbolizes the service that we 
provide to the community. In addition, staff serves as role models and educators to participants and 
therefore should model professional behavior through appropriate work attire. 

Although some departments may wear a different uniform than others, all employees must wear a uniform 
as described below. The uniforms are designed to fit the needs of the job, and above all, make the 
statement of our solidarity and our commitment to providing a service to the community. 

There may be circumstances where it is appropriate to wear something other than one of the uniforms 
described below. The manager of each department has the discretion to diverge from this policy as 
appropriate, and also has the responsibility to ensure that their staff follows the guidelines set out by this 
policy. 

The following departments must wear the field uniform: 

• Field Program 
• Operations 
• Recycling 
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The field uniform consists of black issued pants, long or short-sleeved gray work shirts, gray Civicorps 
Schools T-shirt, work boots, and work jacket. Civicorps Schools sweatshirt may be worn with the gray 
work shirt as well as Civicorps Schools baseball hat or beanie. Civicorps Schools T-shirts may be worn in 
the field only when crews are working in remote areas out of the public eye or at the discretion of the 
supervisor as conditions dictate for health and safety reasons. 

The Corpsmember Academy staff must wear the in-house uniform or professional attire. The in-house 
uniform is Civicorps Schools emblem polo shirt or sweatshirt and a black or khaki colored skirt or slacks. 

Other departments may wear the in-house uniform or professional attire. If wearing professional attire, 
items that are not acceptable include blue jeans, shorts, mini-skirts and ripped, tom or dirty 
clothing, flip flops, sneakers, and beach shoes. 

At the time of hire, uniform employees will receive their initial set of uniforms as follows: 

Teacher Uniforms: 
2 shirts 
1 Sweatshirt 

Field Uniforms: 
2 Shirts 
2 pairs of Pants 
1 Work Jacket 
1 pair of Work Boots 
1 pair of Suede Work Gloves 
1 Baseball Hat or Beanie 

Annually, on the anniversary date of the employee's hire date, the following uniform allotment will be 
authorized: 

Field Uniforms: 
2 Shirts 
2 pairs of Pants 
1 resole of Work Boots or if necessary, a new pair 

Employees, at any time, may also purchase additional pieces of the uniform at their own cost. 

Confidentiality 

Each employee is responsible for safeguarding confidential information obtained during employment. In 
the course of your work, you may have access to confidential information regarding Civicorps Schools, its 
suppliers, its business partners or even fellow employees. You have a responsibility not to reveal or 
divulge any such information unles~ it is necessary for you to do so in the performance of your duties. 
Access to confidential information is on a "need-to-know" basis and must be authorized by your 
supervisor. Any breach of this policy will not be tolerated and legal action may be taken by Civicorps 
Schools. 

Business Conduct and Ethics 

Employees should avoid accepting sizeable or excessive gifts or gratuities from any customer, vendor, 
supplier or other person doing business with Civicorps Schools because doing so may give the 
appearance of influencing business decisions, transactions or services. If you are ever unsure whether a 
gift or gratuity is appropriate, please discuss it with your supervisor. 



News Media Contacts 

Employees occasionally may be approached for interviews or comments by the news media. Only 
employees designated by the Executive Director may comment to news reporters on Civicorps Schools 
policy or events relevant to Civicorps Schools. 

Notice Posting 

Civicorps Schools notices and notices required by law are regularly posted on our bulletin board(s) or 
designated area(s). Employees should make it a practice to review them frequently so that they can keep 
current regarding news about Civicorps Schools. Employees may not post or remove items on the 
bulletin board(s) or designated area(s) without approval by their manager. The same restrictions apply to 
bulletin boards located in employee break areas. Employees who wish to post on the bulletin board 
should obtain approval from their Manager or Director. 

Referral for Employment 

Civicorps Schools appreciates those employees who recommend qualified individuals for employment. 
Job applicants that are referred will be considered, along with other applicants, for suitable current 
openings for which they are qualified. Policy prohibits the placement of friends or relatives in positions 
that management deems to be in conflict with Civicorps Schools interests, such as one relative 
supervising another relative. 

Smoking Policy 

Civicorps Schools prohibits smoking in all locations on school property except where specifically 
designated. In addition, all local, city and state smoking ordinances must be followed. 

Change of Status 

Employees who change their name, address, telephone number, dependent status (for purposes of tax 
withholdings), insurance coverage for themselves or their dependents and/or their insurance beneficiaries 
should advise Human Resources in writing of the change. Failure to do so may result in distribution of 
insurance benefits or payroll in a manner contrary to the employee's wishes. 

Operational Considerations 

Employer Property 

Lockers, computers, desks, vehicles and other employer-owned property are Civicorps Schools property 
and must be maintained according to Civicorps Schools rules and regulations. They must be kept clean 
and are to be used only for work-related purposes. Civicorps Schools reserves the right to inspect all 
Civicorps Schools property to ensure compliance with its rules and regulations, without notice to the 
employee and at any time, not necessarily in the employee's presence. 

Civicorps Schools voice mail and/or electronic mail (e-mail) are to be used for business purposes only. 
Civicorps Schools reserves the right to monitor voice mail messages and e-mail messages to ensure 
compliance with this rule, without notice to the employee and at any time, not necessarily in the 
employee's presence. 
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No personal locks may be used on Civicorps Schools -provided lockers unless the employee furnishes a 
copy of the key or the combination to the lock to both Human Resources and the employee's supervisor. 
Unauthorized use of a personal lock by an employee may result in losing the right to use the locker. 

Civicorps Schools may periodically need to assign and/or change passwords and personal codes for 
voice mail, e-mail, alarm systems or computer access. These communication technologies, related 
storage media and databases are to be used only for Civicorps Schools business and they remain the 
property of the Organization. 

Civicorps Schools reserves the right to keep a record of all passwords and codes used and may override 
any such password system. Prior authorization must be obtained before any Civicorps Schools property 
may be removed from the premises. 

For security reasons, employees should not leave personal belongings of value in the workplace. 
Personal items are subject to inspection and search, with or without notice, and with or without the 
employee's prior consent. 

Terminated employees should remove any personal items at the time they leave the agency. Personal 
items left in the workplace are subject to disposal if not claimed at the time of an employee's termination. 

Computer and Telecommunication Resources Policy 

Civicorps Schools has created this Computer and Telecommunication Resources Policy to ensure that its 
resources are used properly by all personnel, including but not limited to employees, participants, 
consultants, and other persons working with Civicorps Schools who use the e-mail system. 

The rules and obligations described in this policy apply to all users of the resources, wherever the user 
may be located. It is every person's obligation to use the resources responsibly, professionally, ethically 
and lawfully. 

(a) Business Use. The e-mail system is meant to be used for business purposes of 
Civicorps Schools. Personal e-mail accounts are not to be used for professional 
communications. 

(b) Ownership. All email accounts and all information and messages that are 
created, sent, received or stored on the e-mail system of Civicorps Schools is the 
sole property of Civicorps Schools and are not the properties of the employee or 
other personnel. 

(c) E-mail Review. All e-mail is subject to the right of Civicorps Schools to monitor, 
access, read, delete, copy, disclose and use such e-mail without prior notice to 
the originators and recipients of such e-mail. E-mail may be monitored and read 
by authorized personnel for any violations of law, breaches of Civicorps Schools 
policies, communications harmful to Civicorps Schools, or for any other reason. 

(d) E-mail Content. Emails should be professional, courteous and in compliance with 
all applicable laws. Use of "All Civicorps" emails are limited to supervisor 
level and above. If employees want to send an "All Civicorps" email; 
please obtain authorization from your supervisor prior to sending. 

(e) Prohibited Acts. Provided below is a non-exclusive list of prohibited acts 
associated with your use of our email system. When considering the 
appropriateness of engaging in a particular act, personnel should be guided by 
both the specific prohibitions and the other mandates set forth in this policy. 
Prohibited activities include: 



(i) Using any words, images or references that could be views as libelous, 
offensive, harassing, illegal, derogatory, discriminatory, or otherwise 
offensive; 

(ii) Creating or transmitting email or images that might be considered 
inappropriate in the workplace, including, but not limited to, messages or 
images that are lewd, obscene, sexually explicit, or pornographic; 

(iii) Creating or transmitting messages or images that might be considered 
inappropriate, harassing or offensive due to their reference to race, sex, 
age, sexual orientation, marital preference, religion, national origin, 
physical or mental disability, or other protected status; 

(iv) Downloading copying or transmitting documents or software protected by 
third party copyrights in violation of those copyrights. Any personnel with 
a question concerning a copyright issue should contact the Human 
Resources Dept; and 

(v) Using encryption devices and software that have not been expressly 
approved by Civicorps Schools. 

(f) Security. The e-mail system is only to be used by authorized persons, and 
personnel must have been issued an e-mail password in order to use the system. 
Personnel shall not disclose their codes or passwords to others and may not use 
someone else's code or password without express written authorization from an 
authorized officer of Civicorps Schools. 

(g) No Presumption of Privacy/Confidentiality. E-mail communications should not be 
assumed to be private and security cannot be guaranteed. Highly confidential or 
sensitive information should not be sent through e-mail. Personnel are required 
to use email in a manner that will not risk the disclosure of proprietary and other 
information to persons outside Civicorps Schools. In addition, Civicorps Schools 
reserves the right to monitor its employees' email communications. 

(h) Message Retention and Creation. Users expressly waive any right of privacy in 
anything they create, store, send, or receive on or through the resources, 
regardless of whether such material may be protected by password or other 
special entry code or procedure. Civicorps Schools makes its resources 
available to users solely to assist them in the performance of their jobs. Access 
to resources is within the sole discretion of Civicorps Schools and use of the 
resources is a privilege that may be revoked at any time. Generally, users are 
given access to our various technologies based on their job functions. Only 
employees whose job performance will benefit from the use of Civicorps Schools' 
resources will be given access to the necessary resources. 

(i) Viruses. Any files downloaded from e-mail received from non-Civicorps Schools 
sources must be scanned with Civicorps Schools' virus detection software. If a 
computer does not have a virus protection system and/or any viruses, suspected 
tampering or system problems should be immediately reported to our network 
administrator. 

(j) Passwords. All passwords must be made known to network administrator. The 
use of passwords to gain access to our computer systems or to access specific 
files does not provide users with an expectation of privacy in connection 
therewith. 

(k) Retention in the Event of Litigation, subpoena, or Regulatory lnauirv. It is 
Civicorps Schools' policy to comply with all legal proceedings. In the event of 
any litigation, subpoena, regulatory inquiry, criminal proceeding, or the like, our 
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personnel are prohibited from deleting, discarding, or destroying any emails or 
any other documents relating in any way to the litigation, subpoena, regulatory 
inquiry, criminal proceeding, or the like. 

(1) No Waiver. Any delay or failure to discipline personnel for violations of this policy 
will not constitute a waiver of the rights of Civicorps Schools. 

(m) Prohibited Acts. Users may not use the resources of Civicorps Schools for any 
illegal purpose, violation of any Civicorps Schools policy, in a manner contrary to 
the best interests of Civicorps Schools, in any way that discloses confidential 
information of Civicorps Schools or third parties, or for personal or pecuniary 
gain. Provided below is a non-exclusive list of prohibited acts associated with 
use of the resources of Civicorps Schools. When considering the 
appropriateness of engaging in a particular act, users should be guided by both 
the specific prohibitions and the other mandates set forth in this policy. 
Prohibited activities include: 

(i) Using any words, images or references that could be viewed as libelous, 
harassing, illegal, derogatory, discriminatory, or otherwise offensive. 

(ii) Using the resources of Civicorps Schools to transmit, receive, or store 
any information that might be considered inappropriate in the workplace, 
including, but not limited to, messages or images that are lewd, obscene; 
sexually explicit, or pornographic (e.g., sexually explicit or racial 
messages, jokes, or cartoons). 

(iii) Creating or transmitting messages or images that might be considered 
inappropriate, harassing or offensive due to their reference to race, sex, 
age, sexual orientation, marital status, religion, national origin, physical 
or mental disability, or other protected status. 

(iv) Downloading, copying or transmitting documents or software protected 
by third party copyrights in violation of those copyrights. Without prior 
consultation with the Network Administrator, users may not do any of the 
following: (1) copy software for use on their home computers; (2) 
provide copies of software to any independent contractors or participants 
of Civicorps Schools programs or to any other third party; (3) install 
software on any of Civicorps Schools' workstations or servers; (4) 
download any software from the Internet or other on-line service to any 
Civicorps Schools' workstations or servers; (5) modify, revise, transform, 
recast, or adapt any software; or (6) reverse-engineer, disassemble, or 
decompile any software. Any user with a question concerning a 
copyright issue, or who becomes aware of any misuse of software or 
violation of copyright law, should contact the Human Resources 
Department. 

(v) Using encryption devices and software that have not been expressly 
approved by Civicorps Schools. 

(vi) Deliberately performing acts that waste any of the resources or unfairly 
monopolize any of the resources to the exclusion of others. These acts 
include, but are not limited to, using the e-mail system for other than 
business-related communications (or occasional and necessary personal 
communications, as described in section b), sending multiple pictures 
using the e-mail system (unless specifically authorized to do so and 
business-related), sending mass mailings or chain letters, spending 
excessive amounts of time on the Internet, playing games, engaging in 
on-line chat groups, printing multiple copies of large documents, 



undertaking excessively large OCR scanning projects, or otherwise 
creating unnecessary network traffic. 

Note: Questions regarding e-mail technical usage or terms contained in this policy should be 
directed to the Network Administrator and/or the Human Resources Department. 

Questions about access to electronic communications or issues relating to security should be addressed 
to Human Resources. 

Cell Phone Policy 

Cell phones are to be used for Civicorps Schools business only. Outgoing personal calls, except in an 
emergency, are not allowed. Downloading or accessing the Internet generates additional charges and is 
therefore also not allowed. Any user found to be exceeding average minutes (a figure based on all users) 
may face disciplinary actions, which may include losing cell phone privileges, re-paying the Company for 
unauthorized usage costs and/or other disciplinary action. 

Incoming calls to users from callers outside the company are reported as minutes used on the account 
and could push a user over the average minute usage; therefore, employees should not use their 
Civicorps Schools cell phones to receive personal calls except in emergencies. 

Prohibited Use of Company Cell Phone While Driving 

In the interest of the safety of our employees and other drivers, Civicorps Schools employees are 
prohibited from using cell phones while driving on Civicorps Schools business and/or Civicorps Schools 
time. If your job requires that you keep your cell phone turned on while you are driving, you must use a 
hands-free device and safely pull off the road before conducting company business. Under no 
circumstances should employees place phone calls while operating a motor vehicle while driving on 
Civicorps Schools business and/or time. 

Civicorps Schools will NOT assume liability for any traffic violations or fines if you are ticketed for driving 
and using your cell phone in ways that violate current city, county or state regulation. 

Conducting Personal Business 

We recognize that employees may need to conduct some limited personal business (e.g. personal phone 
calls) during work hours. Employees should make all efforts to conduct personal business during their 
breaks and lunch period. Excessive use of work hours for personal business will not be tolerated and 
disciplinary action will be taken to control abuse of this policy. Employees may not conduct business for 
another employer during their scheduled working hours. 

Off-Duty Use of Facilities 

Employees are prohibited from remaining on Civicorps Schools premises or using Civicorps Schools 
facilities while not on duty. Employees are expressly prohibited from using Civicorps Schools facilities, 
Civicorps Schools property or Civicorps Schools equipment for personal use. 

Employee Property 

An employee's personal property, including, but not limited to, packages, purses and backpacks, may be 
inspected upon reasonable suspicion of unauthorized possession of Civicorps Schools property. For 
Insurance purposes, employees' personal property is not covered by our liability insurance for damages 
resulting from theft, fire or any other cause while on the premises, and you are requested to keep 
personal items to a minimum. 
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Civicorps Schools has developed guidelines to help maintain a secure workplace. Be aware of persons 
loitering for no apparent reason in parking areas, walkways, entrances, exits and service areas. Report 
any suspicious persons or activities to your supervisor. 

Secure your desk or office at the end of the day. When called away from your work area for an extended 
length of time, do not leave valuable and/or personal articles in or around your workstation that may be 
accessible. The security of facilities as well as the welfare of our employees depends upon the alertness 
and sensitivity of every individual to potential security risks. 

You should immediately notify your supervisor when unknown persons are acting in a suspicious manner 
in or around the facilities, or when keys, security passes or identification badges are missing. 
Civicorps Schools workplace security and violence program is described in detail in the Civicorps Schools Illness and 
Injury Prevention Program (IJPP). This document is available from the HR office. 

Health and Safety 

Civicorps Schools is committed to the safety and health of all employees. Maintaining a safe work 
environment requires everyone's cooperation. When in doubt about how to safely perform a job, please 
ask your supervisor for assistance. Immediately report any suspected unsafe conditions and all injuries 
that occur on the job. Compliance with safety rules is a condition of employment. 

In compliance with Proposition 65, Civicorps Schools will inform employees of any known exposure to a 
chemical known to cause cancer or reproductive toxicity. 

Ergonomics 

Civicorps Schools is subject to Cai!OSHA ergonomics standards for minimizing workplace Repetitive 
Motion Injuries (RM!s). Civicorps Schools will make necessary adjustments to reduce exposure to 
ergonomic hazards through modifications to equipment and processes and employee training. Civicorps 
Schools encourages safe and proper work procedures and requires all employees to follow safety 
instructions and guidelines. 

Civicorps Schools believes that reduction of ergonomic risk is instrumental in maintaining an environment 
of personal safety and well being and is essential to our business. We intend to provide appropriate 
resources to create a risk-free environment. If you bave any questions about ergonomics, please contact 
Human Resources. 

Parking 

Employees may park their vehicles in any Civicorps Schools marked space, if space permits. if space is 
unavailable, employees must park in permissible public areas on the streets in the vicinity of Civicorps 
Schools property. Employees may not use parking areas specifically designated for visitors, other 
companies or Civicorps Schools vehicles. Civicorps Schools is not responsible for any loss or damage to 
employee vehicles or contents while parked on Civicorps Schools property. 

Solicitation and Distribution of Literature 

Employees are expected to avoid solicitations and distribution of literature that disrupt the efficient 
operation of Civicorps Schools' business and/or their co-worker's productivity. No employee shall 
represent Civicorps Schools in support of any cause or organization unless directed to do so by his or her 
manager. Any employee who is in doubt concerning the application of these guidelines should consult 
with his or her supervisor. 



Unless part of a school sponsored event; under no circumstances will non-employees be permitted to 
solicit or to distribute written material for any purpose on Civicorps Schools property. 

Vehicle Safety Program for Employees who are Required to Drive 

Many employees operate agency owned, rented or personal vehicles as part of their jobs. Employees are 
expected to operate vehicles safely to prevent accidents/damage which may result in injuries and/or 
property loss. It is the policy of Civicorps Schools to provide and maintain a safe working environment to 
protect our employees and the citizens of the communities where we conduct business from injury and 
property loss. Civicorps Schools is committed to promoting a high level of safety awareness and 
responsible driving behavior in its employees. Our efforts and the commitment of employees will prevent 
vehicle accidents and reduce personal injury and property loss claims. 

Civicorps Schools will obtain and review a Motor Vehicle Record (MVR) prior to employment for those 
individuals seeking positions that require driving a Civicorps Schools or rented vehicle. Once employed, 
Civicorps Schools will receive from the DMV at least every 12 months an updated MVR for every 
employee insured under our plan. 

Each MVR will be evaluated using either an applicant or employee point system and will be retained in 
the employee's driver file. Applicants with a disqualifying score will be ineligible for hire. Employees with a 
disqualifying score will lead to immediate revocation of driving privileges. In most cases, revocation of 
driving privileges will lead to termination. 

Applicants and employees, who drive their personal vehicles on behalf of Civicorps Schools business, are 
required as part of our general liability insurance, to submit proof of auto insurance and registration. This 
policy covers any individual who will submit mileage reimbursement for the use of a personal vehicle in 
the course of work or volunteering for Civicorps Schools. Each person is required to furnish proof of auto 
insurance and registration annually. 

Employees who drive their own vehicles on Civicorps Schools business will be reimbursed at a rate per 
mile that may be adjusted from time to time. 

Employees are required immediately to report to their supervisors any of the following: 

• Any type of moving violation, speeding ticket, parking ticket or accident either while driving a 
Civicorps Schools or non- Civicorps Schools vehicle; 

• Any type of violation that would affect the employee's driving status (i.e., court ordered drivers 
license suspension for child support violations); and 

• Loss or denial of personal auto insurance or registration. 

Failure to inform Civicorps Schools of any of the above described incidents that would affect the 
employee's driving status may lead to revocation of driving privileges for Civicorps Schools business. In 
most cases, revocation of driving privileges will lead to termination. In addition, employees agree to the 
following: 

• To complete daily vehicle inspections. If there are any safety problems with the vehicle, the 
vehicle should not be driven and the Operations Supervisor must be notified immediately; 

• To operate all vehicles in a safe manner; to wear seat belts whenever the vehicle is in motion and 
require other occupants to do so; to use a spotter at all times; to remove all tools and equipment 
from the vehicle daily with the exception of those items assigned to the vehicle; and to not use a 
cellular phone or similar device unless the vehicle is safely parked; 

• To clean the interior of vans daily and wash the exterior weekly, before Friday afternoon; 
• Only insured Civicorps Schools employees/participants operate agency vehicles; 
• To maintain a valid California driver's license; 
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e Employees are responsible for the coverage of passengers while driving personal vehicles to 
conduct agency business. 

For a complete description of this policy, please review the Vehicle Safety Program Manual. 

Expense Accounts 

Employees who have expense accounts or who have incurred business expenses must submit required 
receipts and the Expense Reimbursement and/or Mileage Form to the Accounts Payable Administrator in 
the Finance department. In order to process requests for reimbursements, employees must have their 
department manager sign the appropriate form. 

If you have any questions about Civicorps Schools' expense reimbursement policy, contact the Controller. 

Spending Authority 

Some Directors and Senior Executives may be granted spending authority as part of their position. It 
should be noted that: 

e All contracts must be signed by the Chief Executive Officer. 
• Each Director or Senior Executive will be given a spending limit from the Controller's Office. 

Board Communications 

If an employee wishes to communicate with the board, this communication should be approved by the 
employee's department Director and be initiated by the Chief Executive Officer. 

Employee Benefits 

Holidays 

Teachers 

Teachers follow the school calendar set for each academic year and are ineligible for vacation or paid 
holidays other than what is included in the school calendar. 

All Employees Other than Teachers 

Regular full and part-time employees who work a minimum of 30 hours per week are eligible for holiday 
pay. Part-time employees will be paid proportionately to the number of hours they normally work. 
Temporary employees are not eligible for holiday pay. 

Civicorps Schools observes the following paid holidays: 

" January 1st- New Year's Day 
.. Martin Luther King Jr.'s Birthday 
.. Presidents' Day 
.. Memorial Day 
.. July 4th- Independence Day 
" Labor Day 
.. Thanksgiving Day and the following Friday 
.. Christmas Day 
.. Floating Holiday 
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When a holiday falls on a Saturday, generally it will be observed on the preceding Friday and when it falls 
on a Sunday generally it will be observed on the following Monday. 

To be eligible for a paid holiday you must be regularly scheduled to work on the day on which the holiday 
is observed and must work your regular schedule on the days immediately preceding and immediately 
following the holiday, unless an absence on either day is approved in advance by your supervisor. If you 
are required to work on a paid scheduled holiday, you will receive your regular pay and be permitted to 
take those hours off within the following two pay periods to make up for the time worked on the holiday. 
Employees who are on unpaid leave at the time of the holiday will not receive holiday pay. 

Winter Leave 

All regular full- and part-time employees who work a minimum of 30 hours per week are eligible for Winter 
Leave. Temporary employees are not eligible for Winter Leave pay. For complete Teacher Winter Leave 
Policy - see page 43. 

Civicorps Schools will be closed from December 25th and will reopen the first business day following New 
Years Day. Winter Leave will begin December 26th and extend through New Years Eve day (December 
31). You will be eligible for your regular rate of pay for each of the days you would have normally worked 
between December 26th and December 31st. Part-time employees will be paid proportionately to the 
number of hours or days they normally work. 

Winter Leave may only be used between December 26th and December 31st. It cannot be carried over 
from year to year nor can it be converted to cash. 

Only under unusual circumstances may employees work during the Winter Leave. Employees must get 
prior authorization from their manager and director. In accordance with the law, non-exempt employees 
Will be paid their regular rate of pay for the time that they work plus the Winter Leave pay and exempt 
employees will only be paid for the Winter Leave. 

Employees on leave without pay status on the working day immediately preceding and immediately 
following the Winter Leave will not receive the leave pay. 

Vacation 

Regular full- and part-time employees who work a minimum of 30 hours per week accrue paid vacation in 
accordance with the following policy: 

Active service commences with an employee's first day of work and continues thereafter unless broken by 
an absence without pay, a leave of absence or termination of employment. Temporary employees do not 
accrue paid vacation. 

Accrual for full-time regular employees 
)> 0-3 Years 3.33 Hours per pay period 
)> 4-10 Years 5.00 Hours per pay period 
)> 11+ Years 6.70 Hours per pay period 

10 days per year 
15 days per year 
20 days per year 

Employees working less than 40 hours per week but a minimum of 30 hours per week accrue vacation 
proportionately to the number of hours worked. 

Employees may not accrue more than 200 hours of vacation. Once this cap is reached, no further 
vacation will accrue until some vacation is used. When some vacation is used, vacation time will begin to 
accrue again. 
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Vacation schedules must be coordinated and cleared with your supervisor. Civicorps Schools schedules 
determine permissible vacation periods, which employees may need to defer or otherwise adjust 
accordingly. 

An employee whose employment terminates will be paid for accrued unused vacation days. 

Employees on unpaid leave do not accrue vacation time. 

If a holiday occurs during a vacation period, the employee will be paid the holiday rate for that day and 
will not be charged for a vacation day for that day. 

NOTE: Teaching staff does not accrue vacation pay. 

Insurance Benefits 

Health Benefits 

Civicorps Schools offers a comprehensive health insurance plan for eligible employees. Eligible 
employees will also be provided, at no cost to the employee, with disability and life insurance coverage 
even if the employee chooses to waive coverage for the health plan. 

Regular full- and part-time employees, who work at least 30 hours per week, are eligible for health 
insurance on the first day of the month following completion of 30 days of service. Temporary employees 
are not eligible for health benefits. 

Employees pay a portion of the monthly premium for employee health benefits. Civicorps Schools pays 
the remainder of the premium for eligible employees up to the designated benchmark. Employees will be 
notified of their contribution amount at the time they sign up for the specific benefit. Eligible employees 
may be responsible for a portion of the monthly premium costs for their dependents' coverage. 

In the event of an increase in health insurance premium rates, all employees may be required to 
contribute to the cost of increased premiums to retain coverage. Details about health insurance coverage 
are available in a separate publication from Human Resources. 

Section125/129 Flexible Spending Plans 

Civicorps Schools provides, at no cost to employees a Premium Only Plan (POP) which allows 
employees to pay for monthly health premiums with pre-tax dollars. This means your health premiums are 
subtracted from your gross pay before federal, state and social security (FICA) taxes are applied. The 
125 Plan Document is in all cases controlling and supersedes any inconsistent terms in this manual. We 
also offer employees' access to a Medical Reimbursement and Dependent Care option within this 
program that is funded 100% by the employee. These options will be explained to you during your new 
hire orientation and during open enrollment. 

Section 132 Commuter Choice Tax Benefit 

Employees are able to deduct pre-tax up to the federal published limit each year, expenses for public 
transit including BART, buses, and van pools and I or work-related parking expenses. Details regarding 
this deduction are available from Human Resources. 

Guaranteed Ride Home 

Through this program, you will be issued a voucher good for a free taxi ride home if you have an 
emergency and you have walked, bicycled, carpooled, or taken the train, bus or ferry on the day the 
Guaranteed Ride home is used. 
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Disability Insurance 

Each employee contributes to the State of California to provide short-term disability insurance mandated 
by the California Unemployment Insurance Code. Long-term disability insurance coverage (after a 90 day 
benefit waiting period) is provided at no cost to the employee. Contributions are made through a payroll 
deduction. Disability insurance benefits are payable when you cannot work because of illness or injury not 
caused by employment at Civicorps Schools or when you are entitled to temporary workers' 
compensation at a rate less than the daily disability benefit amount. Specific rules and regulations 
governing disability are available from Human Resources. 

Workers' Compensation 

You are protected by Civicorps Schools' workers' compensation insurance policy while employed by 
Civicorps Schools, at no cost to you. The policy covers you in case of occupational injury or illness. 
Specific rules and regulations governing workers' compensation insurance are available from Human 
Resources 

Retirement Plan 

Civicorps Schools provides a 403(b) plan for eligible employees in order to assist in saving for their 
retirement. All employees age 18 or over are eligible upon hire to begin contributing their own money on a 
pre-tax basis. For information regarding eligibility, contributions, benefits and tax status, contact Human 
Resources. 

Unemployment Compensation 

Civicorps Schools contributes to the California Unemployment Insurance Fund on behalf of all 
employees. 

Social Security 

Civicorps Schools pays a matching contribution to each employee's social security tax deduction. 

Leaves of Absence 

Personal Leave of Absence 

Civicorps Schools may grant leaves of absence to employees in certain circumstances. Request any 
leave in writing as far in advance as possible, keep in touch with your supervisor or Human Resources 
during your leave, and give prompt notice of any change in your anticipated return date. If your leave 
expires and you fail to return to work without contacting your supervisor or the Human Resources office, 
Civicorps Schools will assume that you do not plan to return and that you have terminated your 
employment. 

Upon returning from a leave of absence, you will be offered the same position you held at the time your 
leave began, if available. If your former position is not available, a comparable position will be offered if 
legally mandated. If neither the same nor a comparable position is available, your return to work will 
depend on job openings existing at the time of your scheduled return. Civicorps Schools makes no 
guarantees of reinstatement, and your return will depend on your qualifications for existing openings. 

Any leave taken under this provision qualifying as leave under the state and/or federal family/medical 
leave acts will be counted as family/medical leave and charged to your entitlement of 12 workweeks of 
family/medical leave in a 12-month period. California workers' compensation laws govern work-related 
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lnJUnes and illnesses leaves. California pregnancy disability laws govern leaves taken because of 
pregnancy, childbirth, and related medical conditions. 

Family Medical Leave Act (FMLA)/Califomia Family Rights Act (CFRA) 

Eligibility for FMLA/CFRA Leave 

Employees who have more than 12 months of service, who have worked at least 1,250 hours during the 
previous 12-month period before the date the leave is to begin, and who are employed at a work site 
where Civicorps Schools maintains on the payroll (as of the date of the leave request) at least 50 part- or 
full-time employees within 75 miles (measured in road miles) of the work site where the employee 
requesting the leave works, are eligible under federal (FMLA) and state (CFRA) family leave laws to take 
up to a maximum of 12 workweeks of unpaid family/medical leave within a 12-month period. 
Family/medical leave time is permitted for the birth of the employee's child, or placement of a child with 
the employee for adoption or foster care, to care for the employee's spouse, child or parent who has a 
serious health condition, or for a serious health condition that makes the employee unable to perform his 
or her job. 

Requests for FMLA/CFRA Leave 

Please contact Human Resources as soon as you realize the need for family/medical leave. If the leave 
is based on the expected birth, placement for adoption or foster care, or planned medical treatment for a 
serious health condition of the employee or a family member, the employee must notify Civicorps Schools 
at least 30 days before leave is to begin. The employee must consult with his or her supervisor regarding 
scheduling of any planned medical treatment or supervision in order to minimize disruption to the 
operations of Civicorps Schools. Any such scheduling is subject to the approval of the health care 
provider of the employee or the health care provider of the employee's child, parent or spouse. 
If the employee cannot provide 30 days' notice, Civicorps Schools must be informed as soon as practical. 

If the FMLNCFRA request is made because of the employee's own serious health condition, Civicorps 
Schools may require, at its expense, a second opinion from a health care provider that Civicorps Schools 
chooses. The health care provider designated to provide a second opinion will not be one who is 
employed on a regular basis by Civicorps Schools. If the second opinion differs from the first opinion, 
Civicorps Schools may require, at its expense, the employee to obtain the opinion of a third health care 
provider designated or approved jointly by the employer and the employee. The opinion of the third health 
care provider shall be considered final and binding on Civicorps Schools and the employee. 

When both parents are employed by Civicorps Schools and request simultaneous leave for the birth, 
adoption or foster care of a child, Civicorps Schools will not grant more than 12 workweeks total of 
family/medicalleave for each employee. 

Leave granted under any of the reasons provided by state and federal law will be counted as 
family/medical leave and will be considered as part of the 12-workweek entitlement in a 12-month period. 
The 12-month period is measured forvvard from the date any employee's first family/medical leave begins. 
No carryover of unused leave from one 12-month period to the next 12-month period is permitted. 

Employees may take FMLNCFRA leave intermittently (in blocks of time, or by reducing their norma! 
weekly or daily work schedule) if the leave is for the serious health condition of the employee's child, 
parent or spouse, or of the employee, and the reduced leave schedule is medically necessary as 
determined by the health care provider of the person with the serious health condition. The smallest 
increment of time that can be used for such leave is 1 hour. 
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Certification by Health Care Providers 

Civicorps Schools requires employee's to provide certification as explained below within 15 days of any 
request for FMLNCFRA leave, unless it is not practicable to do so. Civicorps Schools may require 
recertification from the health care provider if additional leave is required. 

:> If the leave is needed to care for a sick child, spouse or parent, the employee must provide a 
certification from the health care provider stating: 

• Date of commencement of the serious health condition; 
• Probable duration of the condition; 
• Estimated amount of time for care by the health care provider; and 
• Confirmation that the serious health condition warrants the participation of the employee. 

> If an employee cites his or her own serious health condition as a reason for a leave, the 
employee must provide a certification from the health care provider stating: 

• Date of commencement of the serious health condition; 
• Probable duration of the condition; and 
• Inability of the employee to work at all or to perform any one or more of the essential functions 

of his or her position because of the serious health condition. 

Civicorps Schools will require certification by the employee's health care provider that the employee is fit 
to return to his or her job. 

Failure to provide certification by the health care provider of the employee's fitness to return to work will 
result in denial of reinstatement for the employee until the certificate is obtained. 

Coordination with Health Insurance 

An employee taking family/medical leave will be allowed to continue participating in any health and 
welfare benefit plans in which he or she was enrolled before the first day of the leave at the level and 
under the conditions of coverage as if the employee had continued in employment for the duration of such 
leave. Civicorps Schools will continue to make the same premium contribution as if the employee had 
continued working. The employee will also have to continue paying his or her share of the benefits 
premiums. Failure to do so will result in cancellation of coverage. The continued participation in health 
benefits begins on the date leave first begins under FMLA/CFRA. In some instances, Civicorps Schools 
may recover from an employee premiums paid to maintain health coverage if the employee fails to return 
to work following family/medical leave. 

Employees on family/medical leave who are not eligible for continued paid coverage may continue their 
group health insurance coverage through Civicorps Schools in conjunction with federal COBRA 
guidelines by making monthly payments to Civicorps Schools for the amount of the applicable premium. 
Employees should contact Human Resources for further information. 

Use of Accrued Paid Leave Time for Family/Medical Leave 

Paid leave may be substituted for unpaid leave in the following circumstances: 

• Vacation may be used for any family/medical leave qualifying event; 
• Accrued sick leave may be used only for the employee's own serious health condition except as 

allowed in the Sick Leave Policy. 
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0 Return from Family/Medical Leave 
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Under most circumstances, upon return from family/medical leave, an employee will be reinstated to his 
or her original job or to an equivalent job with equivalent pay, benefits and other employment terms and 
conditions. 

However, an employee has no greater right to reinstatement than if he or she had been continuously 
employed rather than on leave. For example, if an employee on family/medical leave would have been 
laid off had he or she not gone on leave, or if the employee's job is eliminated during the leave and no 
equivalent or comparable job is available, then the employee would not be entitled to reinstatement. In 
addition, an employee's use of family/medical leave will not result in the loss of any employment benefit 
that the employee earned before using family/ medical leave. 

California Paid Family Leave Insurance 

As of July 1, 2004 most California employees are eligible for up to six weeks of partial pay, per twelve 
month period, while taking time from work to care for a new child or sick family member. The payments 
are distributed by the EDD, a state agency, not by Civicorps Schools. California's Paid Family Leave 
program does not create a right to take a leave of absence if one does not exist under the law. 

Employees may take this leave in order to: 
.. Care for a child, husband, wife, domestic partner, or parent because of a serious health problem; 

or 
• Bond with a new baby, adopted or foster child (this is for both mothers and fathers). 

For additional information, please contact Human Resources, call 1-877-238-4373 or go to 
www.edd.ca.gov. 

Pregnancy Disability Leave 

Time off from work because of the employee's disability due to pregnancy, childbirth or related medical 
condition is not counted as time used for CFRA leave, but is counted as time used for FMLA leave. 
Pregnant employees may have the right to take a pregnancy disability leave in addition to family or 
medical leave. Such employees should contact Human Resources regarding their individual situation. 
Any leave taken for the birth, adoption or foster care placement of a child does not have to be taken in 
one continuous period of time. CFRA leave taken for the birth or placement of a child will be granted in 
minimum amounts of two weeks. However, Civicorps Schools will grant a request for a CFRA leave (for 
birth/placement of a child) of less than two weeks' duration on any two occasions. Any leave taken must 
be concluded within one year of the birth or placement of the child with the employee. 

Requests for Pregnancy Disability Leave 

Any female employee planning to take pregnancy disability leave should advise the Human Resources 
department as early as possible. The individual should make an appointment with Human Resources to 
discuss the following conditions: 

e Employees who need to take pregnancy disability leave must inform Civicorps Schools when a 
leave is expected to begin and how long it will likely last. If the need for a pregnancy disability 
leave or transfer is foreseeable, employees must provide notification at least 30 days before the 
pregnancy disability leave or transfer is to begin. If 30 days' advance notice is not possible, notice 
must be given as soon as practical. 

.. Upon the request of an employee and recommendation of the employee's physician, the 
employee's work assignment may be changed if necessary to protect the health and safety of the 
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employee and her child. Requests for transfers of job duties will be reasonably accommodated if 
the job and security rights of others are not breached. 

• Temporary transfers due to health considerations will be granted when possible. However, the 
transferred employee will receive the pay that accompanies the job, as is the case with any other 
temporary transfer due to temporary health reasons. 

• Pregnancy disability leave usually begins when ordered by the employee's physician. The 
employee must provide Civicorps Schools with a certification from a health care provider. 

> The certification indicating disability should contain: 

• The date on which the employee became disabled due to pregnancy, childbirth, or 
related medical conditions; 

• The probable duration of the period or periods of disability; and 

• A statement that, due to the disability, the employee is unable to perform one or more 
of the essential functions of her position without undue risk to herself, the successful 
completion of her pregnancy, or to other persons. 

• Returns from pregnancy disability leave will be allowed only when the employee's physician 
sends a release. 

• An employee will be allowed to use accrued sick time and/or accrued vacation time during a 
pregnancy disability leave. 

• The duration of this leave is based on the employee's health care provider's determination and 
certification of the period(s) during which the employee is actually disabled due to pregnancy, 
childbirth or a related condition, up to a maximum of four months. This includes leave for severe 
morning sickness and for prenatal care. 

• Leave does not need to be taken in one continuous period of time and may be taken 
intermittently, as needed. 

• Leave may be taken in increments of 1 hour. 

Return from Pregnancy Disability Leave 

Under most circumstances, upon submission of a medical certification that an employee is able to return 
to work from a pregnancy disability leave, an employee will be reinstated to her same position held at the 
time the leave began or to an equivalent position, if available. An employee returning from a pregnancy 
disability leave has no greater right to reinstatement than if the employee had been continuously 
employed. (For example, if an employee on pregnancy disability leave would have been laid off had he or 
she not gone on leave, or if the employee's job is eliminated during the leave and no equivalent or 
comparable job is available, then the employee would not be entitled to reinstatement.) 

Return to the employee's previously held job or in some circumstances to a comparable position shall be 
guaranteed for four months (with the exceptions noted above) provided that the employee complies with 
the terms of the leave. 

Coordination with Family Leave 

If you take pregnancy disability leave and are eligible under the federal or state family and medical leave 
laws, Civicorps Schools will maintain group health insurance as outlined in the section "Coordination with 
Health Insurance". Leave taken under the pregnancy disability policy runs concurrently with family and 

( 

0 



0 

0 

0 

medical leave under federal law, but not with family and medical leave under California Law. If you are 
ineligible under the federal and state family and medical leave laws, while on pregnancy disability you will 
receive continued paid coverage on the same basis as other medical leaves that Civicorps Schools may 
provide and for which you are eligible. In some instances, Civicorps Schools may recover premiums it 
paid to maintain health coverage for you if you fail to return to work following pregnancy disability leave. 

If you are on pregnancy disability leave and are not eligible for continued paid coverage, you may 
continue your group health insurance coverage through Civicorps Schools in conjunction with federal 
COBRA guidelines by making monthly payments to Civicorps Schools for the amount of the relevant 
premium. Contact Human Resources for further information. 

Teacher- Specific Leave Programs 

Please see page 43 of this handbook for paid leave programs in place for the teaching staff. 

COBRA 

Civicorps Schools participates in the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) 
program. If you are terminated from employment, you will be notified of your rights to continue on certain 
of your benefits through this program. Please contact human resources if you have any questions. 

Sick Leave 

Sick leave is a form of insurance that employees accumulate in order to provide a cushion for 
incapacitation due to illness. It is intended to be used only when actually required to recover from illness 
or injury; sick leave is not for "personal" absences. Time off for medical and dental appointments will be 
treated as sick leave. Civicorps Schools will not tolerate abuse or misuse of your sick leave privilege. 
Civicorps Schools offers paid sick leave to regular full- and part-time employees who work a minimum of 
30 hours per week. Full-time employees accrue four hours of paid sick time per pay period, or one day 
per month. Part-time employees (who work a minimum of 30 hours per week) accrue sick leave 
proportionately to the number of hours worked. Temporary employees do not accrue paid sick leave. 
Earned sick time accrues to a maximum of 280 hours. No additional sick time will be earned beyond this 
until accrued sick time is used. Civicorps Schools does not pay employees in lieu of unused sick leave. 
Civicorps Schools may require a note from your doctor for illnesses longer than five business days before 
paying for sick time taken. 

Employees may use their yearly sick leave accrual to attend to a child, parent, spouse, domestic partner, 
or domestic partner's child who is ill. Leave for this purpose may not be taken until it has actually accrued. 

Definitions 

10 For purposes of sick leave use, a "child" is defined as a biological, foster or adopted child, 
stepchild, or a legal ward. A "child" also may be someone for whom you have accepted the duties 
and responsibilities of raising, even if he or she is not your legal child. 

• A "parent" is your biological, foster or adoptive parent, stepparent or legal guardian. 

10 A "spouse" is your legal spouse according to the laws of California, which do not recognize 
"common law" spouses (a union that has not been certified by a civil or religious ceremony). 

10 A "domestic partner" is another adult with whom you have chosen to share your life in an intimate 
and committed relationship of mutual caring 
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• A "domestic partner's child" is the biological, foster or adopted child, stepchild, or legal ward of 
your domestic partner. A "domestic partner's child" also may be someone for whom your 
domestic partner has accepted the duties and responsibilities of raising, even if he or she is not 
your domestic partner's legal child. 

All conditions and restrictions placed on an employee's use of sick leave apply also to sick leave used for 
care of a child, parent or spouse. 

Bereavement Leave 

Civicorps Schools grants leaves of absence to employees in the event of the death of the employee's 
current spouse or domestic partner, child, parent, legal guardian, brother, sister, grandparent, grandchild 
or mother-, father-, sister-, brother-, son- or daughter-in-law. 

An employee with such a death in the family may take up to five consecutive scheduled work days off 
paid with the approval of the employee's supervisor. In addition, with the supervisor's approval, the 
employee may use up to five days of accrued sick time or any available vacation accrual for bereavement 
leave. The employee's supervisor may approve additional unpaid time off. 

Military Leave 

Employees who wish to serve in the military and take military leave should contact Human Resources for 
information about their rights before and after such leave. Civicorps Schools complies with applicable 
state and federal laws relating to military leave and job reinstatement. 

Jury Duty and Witness Leave 

Civicorps Schools encourages employees to serve on jury duty or as a witness when called. Any regular 
fulltime or part-time employee summoned to serve on jury duty or as a witness will continue to receive 
their regular rate of pay or salary while serving on a jury for up to five business days. Part-time employees 
will be paid in proportion to the number of hours or days they normally work. Temporary employees are 
not eligible for pay while serving on jury duty or as a witness. You should notify your supervisor of the 
need for time off for jury duty as soon as a notice or summons from the court is received. You will be 
required to provide written verification from the court clerk of performance of jury service. If work time 
remains after any day of jury selection or jury duty, you will be expected to return to work for the 
remainder of your work schedule. You may retain any mileage allowance or other fee paid by the court for 
jury services. 

Volunteer Firefighters and Peace Officers 

No employee shall be disciplined for taking time off to perform emergency duty as a volunteer firefighter, 
peace officer or emergency rescue personnel. You are also eligible for unpaid leave for required training. 
If you are an official volunteer firefighter, please inform your supervisor that you may have to take time off 
for emergency duty and alert your supervisor before doing so when possible. 

Domestic Violence Leave 

Employees who are victims of domestic violence are eligible for unpaid leave. You may request leave if 
you are involved in a judicial action, such as obtaining restraining orders, appearing in court to obtain 
relief and ensure your health, safety or welfare, or that of your child(ren). 

You should provide notice and certification of your need to take leave under this policy. Certification may 
be sufficiently provided by any of the following: 

-----
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0 " A police report indicating that the employee was a victim of domestic violence. 

" A court order protecting or separating the employee from the perpetrator of an act of domestic 
violence, or other evidence from the court of the prosecuting attorney that the employee 
appeared in court. 

• Documentation from a medical professional, domestic violence advocate, health-care provider or 
counselor that the employee was undergoing treatment for physical or mental injuries or abuse 
resulting in victimization from an act of domestic violence. 

Civicorps Schools will, to the extent allowed by law, maintain the confidentiality of an employee 
requesting leave under this provision. The length of unpaid leave an employee may take is limited to 12 
weeks as provided for under the federal Family and Medical Leave Act. Employees may use accrued 
sick and or vacation time for this type of leave. 

Time Off for Voting 

Civicorps Schools encourages all employees to fulfill their civic responsibilities by voting. All employees 
will be allowed a reasonable amount of time off to vote in elections either at the beginning or at the end of 
the workday, provided the polls are not open sufficient time outside working hours. 

Time off for voting must be requested at least two working days in advance and must be approved by 
your supervisor. A maximum of two hours of time off to vote will be paid, and proof of voting may be 
required. o School Activities 

0 

Employees are encouraged to participate in the school activities of their child(ren). Any absence for this 
purpose is subject to all of the following conditions: 

.. Parents, guardians, or grandparents having custody of one or more children in kindergarten or 
grades 1 to 12 may take time off for a school activity; 

• The time off for school activity participation cannot exceed eight hours in any calendar month, or 
a total of 40 hours each school year; 

• Employees planning to take time off for school visitations must provide as much advance notice 
as possible to their supervisor; 

.. If both parents are employed by Civicorps Schools, the first employee to request such leave will 
receive the time off. The other parent will receive the time off only if the leave is approved by his 
or her supervisor; 

• Employees must use vacation leave in order to receive compensation for this time off unless the 
employee is exempt and the time off is less than a full day; 

• Employees who do not have paid time off available will take the time off without pay; and 

.. Employees must provide their supervisor with documentation from the school verifying that the 
employee participated in a school activity on the day of the absence for that purpose. 

If an employee who is the parent or guardian of a child facing suspension from school is summoned to 
the school to discuss the matter, the employee should alert his or her supervisor as soon as possible 
before leaving work. 
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External Employee Education 

Some employees may need to attend training programs, seminars, conferences, lectures, meetings or 
other outside activities for the benefit of Civicorps Schools or the individual employee. Attendance at such 
activities, whether required by Civicorps Schools or requested by individual employees, requires the 
written approval of the employee's supervisor. To obtain approval, any employee wishing to attend an 
activity must submit a written request detailing all relevant information, including date, hours, location, 
cost, expenses and the nature, purpose and justification for attendance. Attendance at any such event is 
subject to the following policies on reimbursement and compensation: 

• For attendance at events required or authorized by Civicorps Schools, customary and reasonable 
expenses will be reimbursed upon submission of proper receipts. Acceptable expenses generally 
include registration fees, materials, meals, transportation and parking. Reimbursement policies 
regarding these expenses should be discussed with your supervisor in advance. 

• Employee attendance at authorized outside activities will be considered hours worked for non
exempt employees and will be compensated in accordance with normal payroll practices. 

This policy does not apply to an employee's voluntary attendance, outside of normal working hours, at 
formal or informal educational sessions, even if such sessions generally may lead to improved job 
performance. While Civicorps Schools generally encourages all employees to improve their knowledge, 
job skills and promotional qualifications, such activities do not qualify for reimbursement or compensation 
under this policy unless prior written approval is obtained as described previously. 

Recreational Activities and Programs 

Civicorps Schools or its insurer will not be liable for payment of workers' compensation benefits for any 
injury that arises out of an employee's voluntary participation in any off-duty recreational, social or athletic 
activity that is not part of the employee's work-related duties. 

Workers' Compensation 

Civicorps Schools, in accordance with state law, provides insurance coverage for employees in case of 
work related injuries. Employees who become injured or ill resulting from their work at Civicorps Schools 
must: 

• Immediately report any work-related injury or illness to your supervisor;· 

• Seek medical treatment at the agency's chosen health care provider and follow-up care if 
required; 

• Complete a written Claim Form and return it to your supervisor; and 

• Ensure that Civicorps Schools receives certification from the health care provider regarding the 
need for workers' compensation disability leave, as well as your eventual ability to return to work 
from the leave. 

Upon submission of a medical certification that an employee is able to return to work after a workers' 
compensation leave, the employee under most circumstances will be reinstated to his or her same 
position held at the time the leave began, or to an equivalent position, if available. An employee returning 
from a workers' compensation leave has no greater right to reinstatement than if the employee had been 
continuously employed rather than on leave. For example, if the employee on workers' compensation 
leave would have been laid off had he or she not gone on leave, or if the employee's position has been 
eliminated or filled in order to avoid undermining Civicorps Schools' ability to operate safely and efficiently 
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during the leave, and no equivalent or comparable positions are available, then the employee would not 
be entitled to reinstatement. 

An employee's return depends on his or her qualifications for any existing openings. If, after returning 
from a workers' compensation disability leave, an employee is unable to perform the essential functions 
of his or her job because of a physical or mental disability, Civicorps Schools' obligations to the employee 
may include reasonable accommodation, as governed by the ADA (Americans with Disabilities Act). 
The law requires this agency to notify the workers' compensation insurance company of any concerns of 
false or fraudulent claims. 

Teacher-Specific Benefits, Accruals & Holidays 

Teachers are eligible for sick time accrual only. Vacation time does not accrue. 

Teaching staff are eligible for the following paid leave programs in addition to the other leave programs 
previously mentioned: 

a. Spring Leave - Both K-5 and High School teaching staff are eligible for Spring Leave 
pay. Generally the schools will be closed either the week before or the week after the 
Easter Holiday. The actual dates of the leave will be announced at the beginning of 
each school year via the academic calendar. Spring Leave may only be used during 
this time and cannot be carried over from year to year. Part-time teachers will be paid 
proportionately to the number of hours or days they normally work. 

b.Summer Leave - Both K-5 and High School teaching staff are eligible for Summer 
Leave. Summer leave will be announced at the beginning of each school year. 
Generally the teaching staff will begin Summer Leave one week after school ends and 
will return three weeks prior to school starting. Teachers are eligible for their regular 
rate of pay per their current contract and part time teachers will be paid proportionately 
to the number of hours or days normally worked. Summer Leave may only be used 
during this time and cannot be carried over from year to year. 

c. Thanksgiving Leave - based on academic calendar school dosing. Teachers are 
eligible for their regular rate of pay per their current contract and part time teachers will 
be paid proportionately to the number of hours or days normally worked. This leave 
may only be used during this time and cannot be carried over from year to year. 

d. Winter Leave - an additional week of paid leave is provided for the teachers based 
upon the academic calendar. Teachers are eligible for their regular rate of pay per their 
current contract and part time teachers will be paid proportionately to the number of 
hours or days normally worked. This leave may only be used during this time and 
cannot be carried over from year to year. 

NOTE: Current teacher contract in place and the current academic calendar are to be utilized in 
conjunction with this handbook. 

Confirmations of Receipt 

On the following pages are confirmation documents and sample complaint form. Please sign and return 
the Confirmation of Receipt of Employee Handbook immediately. Please review and sign the 
Confirmation of Receipt of Alternative Dispute Resolution within 2 days of receipt and return this form to 
Human Resources. If you have questions prior to signing these documents, please see Human 
Resources. The CCF should only be used as needed. 
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CON FIRMA T/ON OF RECEIPT 
EMPLOYEE HANDBOOK 

I have received my copy of Civicorps Schools' employee handbook. I understand that it is my 
responsibility to read and familiarize myself with the policies and procedures contained in the handbook. 
I understand that except for employment at-will status, any and all policies and practices can be changed 
at any time, with or without prior notice, by Civicorps Schools. Civicorps Schools reserves the right to 
change my hours, wages, and working conditions at any time. I understand and agree that, other than the 
CEO, no manager, supervisor, or representative of Civicorps Schools has the authority to enter into any 
agreement, expressed or implied, for employment for any specific period of time, or to make any 
agreement for employment other than at-will; only the CEO has the authority to make any such 
agreement and then only signed and in writing. 

I understand and agree that nothing in the employee handbook creates or is intended to create a promise 
or representation of continued employment and that employment at Civicorps Schools is at-will; 
employment may be terminated at anytime by either party. 

My signature certifies that I understand that the foregoing agreement on at-will status is the sole and 
entire agreement between Civicorps Schools and me concerning the duration of my employment and the 
circumstances under which my employment may be terminated. It supersedes all prior agreement, 
understandings, and representations concerning my employment with Civicorps Schools. 

Employee's Name (Please Print) Employee's Signature 

Date 
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CONFIRMATION OF RECEIPT 
ALTERNATIVE DISPUTE RESOLUTION 

I have received my copy of Civicorps Schools' Mutual Agreement to Arbitrate Claims. I understand that it 
is my responsibility to read and familiarize myself with the policies and procedures contained in the 
Agreement. 

My signature certifies that I understand the foregoing agreement and that it supersedes all prior 
agreements, understandings, and representations concerning my dispute resolution with Civicorps 
Schools. 

Employee's Name (Please Print) Employee's Signature 

Date 



CIVICORPS SCHOOLS 

COMMUNITY COMPLAINT FORM 

NAME:-------------- Address:--------------

Phone (day) __________ Phone (evening/other), ____________ _ 

1. Who is your complaint against? 

Name: ______________ Title:------------------

2. Has this been discussed with him/her? YES NO __ Date: ________ _ 

3. Has the complaint been discussed with the Manager/Sup/Principal? YES_ NO_ Date ____ _ 

Description of Complaint: Please include all important information such as location, names, dates, 

who was present, and to whom it was reported. Please use additional paper if more space is needed. 

What remedy of action do you suggest? 

Signature; ____________________ Date:-------------

Date Received by Civicorps Schools Compliance Officer/HR:. ________________ _ 
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0 Introductory Statement 

0 

0 

Welcome! As an employee of Civicorps Schools, you are an important member of a team effort. We hope 
that you will find your position with Civicorps Schools rewarding, challenging and productive. 

Because our success depends upon the dedication of our employees, we are highly selective in choosing 
new members of our team. We look to you and the other employees to contribute to the success of 
Civicorps Schools. 

This employee handbook is intended to explain the terms and conditions of employment of all full-time 
and part-time employees. Written employment contracts between Civicorps Schools and some individuals 
may supersede some of the provisions of this handbook. 

This handbook summarizes the policies and practices in effect at the time of publication. This handbook 
supersedes all previously issued handbooks and any policy or benefit statements or memoranda that are 
inconsistent with the policies described here. Your supervisor or Human Resources will be happy to 
answer any questions you may have. 

Mission and Values 

Civicorps Schools promotes citizenship and builds civil society by creating educational models that draw 
upon the power of service as a way of learning. 

An educated citizenry is the cornerstone of a healthy democracy. At Civicorps Schools, we promote not 
only academic and artistic mastery but an understanding in each student of their potential and 
responsibility to change the world. 

Guiding Principles 

)> i\cademic excellence 

>- Artistic literacy 

>- Values, ethics and spiritual development necessary for thoughtful citizenship in a pluralistic, 
democratic society 

>- Service as a way of learning 

>- Participation in the life of the school and the community through stewardship in the environment 

>- Creative partnerships in sustaining public education 

New Employee Orientation 

Civicorps Schools; distribute and complete all legal paperwork for payroll, benefits, etc. and give you time 
with your manager to review your job functions, have a tour and meet your co-workers. Please use this 
time to ask any questions you may have. We want to ensure that you have a great start! 
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GENERAL EMPLOYMENT POLICIES 

At-Will Employment Status 

Civicorps Schools personnel are employed on an at-will basis. Employment at-will may be terminated with 
or without cause and with or without notice at any time by the employee or Civicorps Schools. Nothing in 
this handbook shall limit the right to terminate at-will employment. No supervisor or employee of Civicorps 
Schools has any authority to enter into an agreement for employment for any specified period of time or 
to make an agreement for employment on other than at-will terms. Only the Executive Director of 
Civicorps Schools has the authority to make any such agreement, which is binding only if it is in writing. 

Integration Clause and Right to Revise 

This employee handbook contains the employment policies and practices of Civicorps Schools in effect at 
the time of publication. All previously issued handbooks and any inconsistent policy statements or 
memoranda are superseded. 

Civicorps Schools reserves the right to revise, modify, delete or add to any and all policies, procedures, 
work rules or benefits stated in this handbook or in any other document, except for the policy of at-will 
employment. Changes may be made with or without advance notice to employees and become effective 
immediately unless otherwise stated. No oral statements or representations can in any way alter the 
provisions of this handbook. 

This handbook sets forth the entire agreement between you and Civicorps Schools as to the duration of 
employment and the circumstances under which employment may be terminated. Nothing in this 
employee handbook or in any other personnel document, including benefit plan descriptions, creates or is 
intended to create a promise or representation of continued employment for any employee. 

Equal Employment Opportunity and Americans with Disabilities Act 

Civicorps Schools is an equal opportunity employer and makes employment decisions on the basis of 
merit. We want to have the best available person in every job. Civicorps Schools policy prohibits unlawful 
discrimination based on race, color, creed, gender, religion, marital status, age, national origin or 
ancestry, physical or mental disability, and medical condition including genetic characteristics, sexual 
orientation, or any other consideration made unlawful by federal, state or local laws. It also prohibits 
unlawful discrimination based on the perception that anyone has any of those characteristics, or is 
associated with a person who has or is perceived as having any of those characteristics. 

Civicorps Schools is committed to compliance with all applicable laws providing equal employment 
opportunities. This commitment applies to all persons involved in the operations of Civicorps Schools and 
prohibits unlawful discrimination by any employee of Civicorps Schools, including supervisors and co
workers. 

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 
disability, Civicorps Schools will make reasonable accommodations for the known physical or mental 
limitations of an otherwise qualified individual with a disability who is an applicant or an employee unless 
undue hardship would result. 

Any applicant or employee who requires an accommodation in order to perform the essential functions of 
the job should contact Human Resources and request such an accommodation. The individual with the 
disability should specify what accommodation he or she needs to perform the job. Civicorps Schools will 
then conduct an investigation to identify the barriers that interfere with the equal opportunity of the 
applicant or employee to perform his or her job. Civicorps Schools will identify possible accommodations, 
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if any, that will help eliminate the limitation. If the accommodation is reasonable and will not impose an 
undue hardship, Civicorps Schools will make the accommodation. 

If you believe you have been subjected to any form of unlawful discrimination, submit a written complaint 
to Human Resources or the Chief Financial Officer. Your complaint should be specific and should include 
the names of the individuals involved and the names of any witnesses. Civicorps Schools will immediately 
undertake a thorough and objective investigation and attempt to resolve the situation. If Civicorps Schools 
determines that unlawful discrimination has occurred, effective remedial action will be taken 
commensurate with the severity of the offense, up to, and including, termination. Appropriate action also 
will be taken to deter any future discrimination. Civicorps Schools will not retaliate against you for filing a 
complaint and will not knowingly permit retaliation by management, employees or your co-workers. 

Unlawful Harassment & Uniform Complaint Procedures 

Civicorps Schools maintains a zero tolerance policy that prohibits harassment in 
any form against any person involved in the operations of Civicorps Schools. 
This prohibition includes sexual harassment 

Civicorps Schools maintains a strict policy of prohibiting sexual harassment and harassment because of 
gender, race, color, age, national origin, ancestry, religious creed, marital status, sexual orientation, 
political belief or activity, veteran status, pregnancy or medical condition, physical or mental disability, or 
any other characteristic protected under federal and state laws and regulations. Our non-harassment 
policy applies to all persons involved in the operations of Civicorps Schools, including all agents, 
company vendors, suppliers and customers. Harassment in any form, including verbal, physical and 
visual conduct, threats, demands and retaliation, is prohibited. It is a violation of this policy for males to 
harass females or other males, and for females to harass males or other females. 

Harassment defined: 

Harassment includes, but is not limited to, the following forms of offensive behavior: 
.. Verbal conduct such as making or using derogatory comments, offensive jokes, slurs, and 

inappropriate comments about an employee's body or attire; 
• Verbal sexual advances or propositions; verbal abuse of sexual nature; graphic verbal 

commentary about an individual's body; sexually degrading words to describe an individual; 
suggestive or obscene letters, notes or invitations; visual conduct such as leering or making 
gestures; 

• Displaying sexually suggestive objects or pictures, derogatory posters, photography, cartoons, 
drawings or gestures; web-surfing sexually explicit sites; 

• Physical conduct such as assault, unwanted touching, blocking normal movement or interfering 
with work; 

• Threats and demands to submit to sexual requests in order to retain employment or avoid some 
other loss; offers of job benefits in return for sexual favors; 

.. Flirtation and sexual innuendoes which could be perceived as sexual harassment even when well 
intended; 

" Retaliation for having reported or threatened to report harassment; making or threatening 
reprisals after receiving a negative response to sexual advances. 

• Using peer pressure to discourage harassment victims from complaining 

Complaint process 

If you are the victim of, or a witness to, harassment in the workplace you are required by Civicorps 
Schools to take Step #2, below, and may take Step #1: 

1. If appropriate, confront the harasser and ask him/her to stop. 



The harasser may not realize that his/her conduct is offensive. If it is appropriate and sensible for you 
to do so, you may tell the harasser the behavior is unwelcome and ask him/her to stop. 

2. Report the harassment to your Supervisor/Manager via the UNIFORM COMLAJNT PROCEDURE 
as follows: 

Civicorps Schools shall follow uniform complaint procedures when addressing complaints alleging 
unlawful discrimination based on age, sex, sexual orientation, gender, ethnic group identification, race, 
ancestry, national origin, religion, color, or mental or physical disability in any program or activity that 
receives or benefits from state financial assistance. Uniform complaint procedures shall also be used 
when addressing complaints alleging failure to comply with state and/or federal laws in adult education, 
consolidated categorical aid programs, migrant education, vocational education, child care and 
development programs, child nutrition programs, special education programs, and federal school safety 
planning requirements. 

Civicorps Schools acknowledges and respects every individual's right to privacy. Discrimination 
complaints shall be investigated in a manner that protects the confidentiality of the parties and the facts. 
This includes keeping the identity of the complainant confidential except to the extent necessary to carry 
out the investigation or proceedings, as determined by the CEO or CEO's designee on a case-by-case 
basis. 

The CEO or CEO's designee shall ensure that employees designated to investigate complaints are 
knowledgeable about the laws and programs for which they are responsible. Such employees may have 
access to legal counsel as determined by the CEO or CEO's designee. 

Civicorps Schools prohibits retaliation in any form for participating in complaint procedures, including by 
not limited to the filing of a complaint or the reporting of instances of discrimination. Such participation 
shall not in any way affect the status, grades or work assignments of the complaint. 

Civicorps Schools recognizes that a neutral mediator can often suggest a compromise that is agreeable 
to all parties in a dispute. In accordance with uniform complaint procedures, whenever all parties to a 
complaint agree to try to resolve their problem through mediation, the CEO or CEO's designee shall 
initiate mediation. The CEO or CEO's designee shall ensure that mediation results are consistent with 
state and federal laws and regulations. 

This policy shall be disseminated annually to students, employees, parents or guardians of students, 
school and district advisory committee, and other interested parties. Civicorps Schools designates the 
CEO as the compliance officer. The compliance officer shall receive and investigate complaints and 
ensure compliance with the law. The designee appointed by the CEO may conduct the investigation. 

Procedures 

The following procedures shall be used to address all complaints that allege that Civicorps Schools has 
violated federal or state laws ore regulations governing educational programs. Compliance officers shall 
maintain a record of each complaint as required for compliance with the California Code of Regulations. 

• Complaint: a complaint shall be presented in writing by way of a Civicorps Schools Community 
Complaint Form to the CEO, and the complaint must be initiated no later than six (6) months from 
the date when the alleged discrimination occurred or when the complainant first obtained 
knowledge of the facts of the alleged discrimination, unless the CEO or CEO's designee grants 
an extension of time under 5 CCR 4630(b ). A copy of this complaint form is attached to the end 
of this handbook. 

• Mediation: Within five (5) days of receiving the complaint, the compliance officer or designee shall 
informally discuss with the complainant the possibility of using non-binding mediation, and if the 
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0 information mediation does not resolve the problem within the parameters of the law, the 
compliance officer or designee shall proceed with this or her investigation of the complaint. 

Investigation of Complaint 

The compliance officer or designee shall hold an investigative meeting within ten (10) days of receiving 
the complaint or an unsuccessful attempt to informally mediate the complaint. The investigative meeting 
shall provide an opportunity for the complainant or his/her representative to repeat the complaint orally. 
The complainant and/or his/her representative shall have an opportunity to present information relevant to 
the complaint. Parties to the complaint may discuss the complaint and question each other or each 
other's witnesses. 

Response/Resolution 

An investigation shall be completed, resolved and decision rendered within sixty (60) days after receiving 
a request for direct investigation or an appeal request, unless the complainant agrees in writing to an 
extension of time. The complaint officer or designee shall prepare and send to the complainant a written 
report of the investigation and decision. The written report shall contain: Findings and disposition of the 
complaint; corrective actions (if any); rationale for such disposition; and procedures for initiating an appeal 
within fifteen (15) days of receiving the written report to the California Department of Education. 

Alternative Dispute Resolution 

All Civicorps Schools employees and Corpsmembers agree that if a resolution is not possible within this 
process further action will be done under the Alternative Dispute Resolution criteria and documentation 
set forth on page 18 of this handbook. 

0 liability for Harassment 

0 

Harassers may be personally liable for their actions. If you, as an employee, are found to have engaged 
in any form of harassment of if you, as a supervisor, know about such conduct and condone or ratify it, 
you may be personally liable for monetary damages. Civicorps Schools will not pay damages assessed 
against you personally in such instances. 

In addition, Civicorps Schools will take appropriate measures - up to and including termination -
against any employee or contractor who engages in any form of harassment, including sexual 
harassment, or who condones or knowingly permits harassment to take place. 

Child Abuse & Neglect Reporting 

Mandatory reporting of suspected child abuse or neglect is required under the California Child Abuse and 
Neglect Reporting Act by any mandated reporter. "Child" is defined as a person under the age of 18 
years. A mandated reporter is any individual who is an employee of a youth organization or public school. 
The term "child abuse or neglect" includes sexual abuse; neglect defined as the negligent treatment or 
the maltreatment of a child by a person responsible for the child's welfare under circumstances indicating 
harm or threatened harm to the child's health or welfare including both acts and omissions on the part of 
the responsible person; willful cruelty or unjustifiable punishment; unlawful corporal punishment or injury; 
and abuse or neglect in out-of-home care. Child abuse or neglect does not include a mutual affray 
between minors or an injury caused by reasonable and necessary force used by a peace officer acting 
within the course and scope of his or her employment as a peace officer. 

All employees of Civicorps Schools must also comply with the reporting responsibilities outlined in the 
California Child Abuse and Neglect Reporting Act in reporting the concern immediately or as soon as is 
practicably possible (within 36 hours) by telephone, to child protective services, any police department, 
sheriff's department, county probation department, if designated by the county to receive mandated 
reports, or the county welfare department. School district police or security departments are not 
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considered acceptable reporting agencies. The individual making the report must also prepare and send 
a written report to the reporting agency within 36 hours of receiving the information concerning the 
incident. 

Employees shall not contact the child's family or any other persons to determine or investigate the cause 
of the suspected abuse or neglect. Any personal interview of the child should be conducted in a 
professional manner, after consulting with Human Resources. In any investigation of suspected child 
abuse or neglect, all persons participating in the investigation ofthe case shall consider the needs of the 
child victim and shall do whatever is necessary to prevent psychological harm to the child. 

Domestic Partner Definition 

All references in these policies to "spouse" shall include "domestic partner''. A domestic partner 
relationship exists when: 

• The employee and the domestic partner are each other's sole domestic partner and intend to 
remain so indefinitely; 

• Neither person is married to or legally separated from anyone else nor have had another 
domestic partner within the prior six months; 

• Both are at least eighteen ( 18) years of age; 

• The employee and the domestic partner reside together in the same residence and intend to do 
so indefinitely; 

• The employee and the domestic partner are engaged in a committed relationship of mutual caring 
and support and are jointly responsible for their common welfare and living expenses; and 

• The employee and the domestic partner are not in the relationship for the purpose of obtaining 
benefits. 

In order to enroll a domestic partner in any group benefits, an employee must fill out an "Affidavit of 
Domestic Partnership", available through Human Resources. Civicorps Schools wishes to make it clear 
that it cannot guarantee confidentiality of the relationship once a domestic partner is covered under our 
policy. 

Criminal Record Search Policy 

As mandated by the California Education Code Civicorps Schools is required to conduct a criminal record 
check for each applicant we are seriously considering for employment who will be in a position requiring 
contact with minor pupils. 

Civicorps Schools is not allowed to employ any person who has been convicted of any sex offense, 
controlled substance offense, crime of violence, or serious or violent felony. 

The criminal record check is conducted by the California Department of Justice and the Federal Bureau of 
Investigation and overseen by the California Department of Justice. You will be required to be 
fingerprinted in order to conduct the investigation. 

The Human Resources department will oversee the internal process. Results from the investigation will 
be destroyed and all that will remain in the Human Resources department is a database of ID numbers, 
which correspond to the results of the investigation held at the Department of Justice. Only Human 
Resources and their designees will have access to Criminal Offender Record Information (CORI) and will 
be committed to protect CORI from unauthorized access, use or disclosure. Human Resources and any 
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designees who will have access to CORI will also be fingerprinted and processed through the California 
Department of Justice. CORI shall only be used for the purpose for which it was requested. Misuse of 
CORI is a criminal offense. Misuse of CORI may result in criminal or civil prosecution and/or 
administrative action up to and including loss of access to information maintained by the Department of 
Justice. 

Personnel Records 

You have a right to inspect certain documents in your personnel file, as provided by law, in the presence 
of Human Resources at a mutually convenient time. Employees wishing to review their personnel file 
must put the request in writing. 

The personnel file must be inspected at the Human Resources department. Employees are not allowed to 
remove any document from their file nor may they make any changes in their file. An employee may take 
notes during the review of their file. No copies of documents in an employee's file may be made, with the 
exception of documents that the employee has previously signed. The employee will be required to sign a 
receipt for any copies of documents. If an employee disagrees with or challenges any information in their 
file, they can submit a written request explaining why such a change should be made. This procedure 
does not apply to documents concerning disciplinary matters, pay and promotion or performance 
appraisals. Disagreements concerning these matters are provided for in applicable procedures. 

Civicorps Schools will attempt to restrict disclosure of your personnel file to authorized individuals within 
Civicorps Schools. Any request for information from personnel files must be directed to Human 
Resources. Disclosure of personnel information to outside sources will be limited. Only payroll or Human 
Resources are authorized to release information about current or former employees. However, Civicorps 
Schools will cooperate with requests from authorized law enforcement or local, state or federal agencies 
conducting official investigations and as otherwise legally required. 

Persona/Information 

Since changes in personal information affect such things as your tax withholding, receipt of tax forms, and 
benefits, please notify Human Resources of any change in your name, home address, telephone number, 
marital status, number of dependents, beneficiaries, or the individuals to notify in case of an emergency. 

Employment Verifications 

All requests for employment verifications must. be directed to Human Resources. No other manager, 
supervisor or employee is authorized to release verifications for current or former employees. By policy, 
Civicorps Schools discloses only the dates of employment and the title of the last position held by former 
employees. With written authorization from the employee, Civicorps Schools will release salary or wage 
information to institutions such as banks or credit unions, or prospective employers. 

Employment of Relatives 

Civicorps Schools may refuse to hire relatives of present employees if doing so could result in actual or 
potential problems in supervision, security, safety or morale, or if doing so could create potential conflicts 
of interest. 

Civicorps Schools defines "relatives" as spouses, children, siblings, parents, in-laws and step-relatives. 
Under most circumstances one relative may not supervise another. If two employees marry or become 
related, causing actual or potential problems such as those described above, only one of the employees 
will be retained with Civicorps Schools, unless reasonable accommodations can be made to eliminate the 
actual or potential problems. The employees will have 30 days to decide which relative will stay with 
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Civicorps Schools. If this decision is not made within the time allowed, the department director will make 
the decision, taking the employment history and job performance of both employees into account. 

Conflicts of Interest 

All employees must avoid situations involving actual or potential conflicts of interest. Personal or romantic 
involvement with a partnering or sponsoring agency, supplier, or subordinate employee of Civicorps 
Schools, which impairs an employee's ability to exercise good judgment, creates an actual or potential 
conflict of interest. Supervisor-subordinate romantic or personal relationships also can lead to 
supervisory problems, possible claims of sexual harassment and morale problems. In addition, all staff 
must avoid fraternizing with participants or students. 

An employee involved in any of the types of relationships or situations described in this policy should 
immediately and fully disclose the relevant circumstances to his or her immediate supervisor, or Human 
Resources, for a determination of whether a potential or actual conflict exists. If an actual or potential 
conflict is determined, Civicorps Schools may take whatever corrective action appears appropriate 
according to the circumstances. Failure to disclose facts shall constitute grounds for disciplinary action. 

Reductions in Force 

Under some circumstances, Civicorps Schools may need to restructure or reduce its workforce. In such 
cases, Civicorps Schools will attempt to provide advance notice to help prepare affected individuals. If 
possible, employees subject to layoff will be informed of the nature of the layoff and the foreseeable 
duration of the layoff, whether short-term or indefinite. 

In determining which employees will be subject to layoff, Civicorps Schools will take into account, among 
other things, operation and requirements, the skill, productivity, ability, and past performance of those 
involved, and also, when feasible, the employee's length of service. 

Internal Job Postings 

In most cases open positions will be posted internally to allow current employees to submit cover letters 
and resumes for the newly posted positions. In most cases, employees must be in their current positions 
for six months before they are entitled to apply for other positions. The employee must notify their 
manager of their decision to submit their application for consideration. Civicorps Schools will make every 
effort to fill open positions from within, but reserves the right to select external candidates when deemed 
appropriate to so do. Occasionally, for legitimate business reasons, some positions will not be posted 
internally. 

EMPLOYMENT CONDITIONS & CLASSIFICATIONS 

Eligibility for Employment 

Civicorps Schools will only employ authorized workers. All new hires must provide proof of identity and 
work eligibility in accordance with US Immigration and Homeland Security Regulations. Employees must 
complete and sign a Form 1-9 and produce valid documents designated by the U.S. Department of Justice 
which establish both identity and employment eligibility within three working days of hire. Failure to 
comply may result in termination of employment. 

Employment Classifications 

For purposes of salary administration and eligibility for overtime payments and employee benefits, 
Civicorps Schools classifies its employees as defined below. If you change positions during your 
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employment, you will be informed of any change in your status. Please direct any questions you may 
have to Human Resources or your direct supervisor. 

Nonexempt Employees 
Employees who are entitled to be paid overtime in accordance with applicable federal and state 
wage and law hours. They may be either full-time or part-time employees. 

Exempt Employees 
Employees who are not required to be paid overtime in accordance with applicable federal and 
state wage and hour laws. Executives, professional employees, outside sales representatives, 
and certain employees in administrative positions are typically exempt. 

Employment Status 

Regular Full-time Employees 
Employees hired to work Civicorps Schools normal, full-time, 40 hour workweek on a regular 
basis. Such employees may be "exempt" or "nonexempt" as defined above. They are eligible for 
employee benefits as described in this handbook as well as those benefits required by law. 

Regular Part-time Employees 
Employees hired to work fewer than 40 hours per week on a regular basis. Such employees may 
be "exempt" or "nonexempt" as defined above. Employees working 30 or more hours per week 
are eligible for prorated benefits as described in this handbook. 

Temporary!Seasonai/Contract!lntem Employees 

Employees engaged to work for a limited period of time to fill a specific need within Civicorps 
Schools. A temporary/seasonal/contract/intern employee earns no employee benefits except 
where specifically indicated or required by law. A temporary employee may be offered and may 
accept a new temporary assignment with Civicorps Schools and still retain temporary status. 
Temporary/seasonal/contract/intern employees are not eligible for benefits, outside of federal and 
state mandated benefits, unless specifically stated in employment agreement. 

People hired from temporary employment agencies are employees of the agency and not of 
Civicorps Schools. 

Temporary Transfers 

Employees who request a temporary transfer for medical and/or family medical leave reasons will be 
considered for that transfer if a position exists at the time the transfer is requested and the employee is 
qualified to perform the job. The employee will be paid in accordance with the responsibilities and duties 
of the temporary job. 

Rehired Employees (Bridging of Time) 

A rehired employee is considered a new employee from the date of the rehire. Civicorps Schools will give 
credit to employees previously employed by the agency, provided the break in service does not exceed 
one year for the purposes of vacation accrual only. 



WORK SCHEDULE & PAY 

Job Duties 

Your supervisor will explain your job responsibilities and the performance standards expected of you. Be 
aware that your job responsibilities may change at any time during your employment. From time to time, 
you may be asked to work on special projects or to assist with other work necessary or important to the 
operation of your department or Civicorps Schools. Your cooperation and assistance in performing such 
additional work is expected. 

Civicorps Schools reserves the right, at any time, with or without notice, to alter or change job 
responsibilities, reassign or transfer job positions or assign additional job responsibilities. 

Work Schedules 

Civicorps Schools is normally open for business between the hours of 8:00 a.m. and 5:00 p.m., Monday 
through Friday. Your supervisor will assign your individual work schedule. All employees are expected to 
be at their desks or workstations at the start of their scheduled shifts, ready to work. The workweek 
begins at 12:01 a.m. Monday and ends at midnight on Sunday. Civicorps Schools reserves the right to 
change work schedules and assign employees to special schedules as deemed necessary for effective 
operations. When a change in work schedule is necessary, every effort will be made to provide 
reasonable advance notice to the employees. 

Any request to change work hours must be approved in advance by the employee's supervisor. 

Meal and Rest Periods 

Non-exempt employees are provided with a 30-minute to 1-hour unpaid meal period to be taken 
approximately in the middle of the workday, and also are allowed a 10-minute paid rest period for every 
four hours of work or major portion thereof. Your supervisor will schedule your meal and rest periods. 

You are expected to observe your assigned working hours and the time allowed for meal and rest 
periods. Do not leave the premises during your rest period and do not take more than 10 minutes for each 
rest period. You may leave the premises during your meal period. 

Timekeeping Requirements 

All non-exempt employees are required to record time worked on a timesheet (Non-Exempt Daily 
Timesheet) for payroll purposes. Employees must record their own time at the start and at the end of 
each work period, including before and after the lunch break. Employees also must record their time 
whenever they leave the building for any reason other than Civicorps Schools business. Any errors on 
your timesheet should be reported immediately to your supervisor. Your supervisor must initial any 
changes on the timesheet. Do not use whiteout to make changes. Completing another employee's 
timesheet, allowing another employee to complete your timesheet, or altering a timesheet is not 
permissible and is subject to disciplinary action. 

Exempt employees are required to complete the Exempt Employee Work Performed Record Sheet for 
the purpose of indicating whether or not they worked and what type of payment they should receive. 
Due to the limited time frame in which payroll must be processed, all employees are required to complete 
and submit their timesheets on the designated days. Failure to submit a timesheet is grounds for 
disciplinary action. 
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The way in which time is tracked may change from time to time. In the event of any change, employees 
will be given adequate notice and instruction as to the new procedure. 

Payment of Wages 

Paydays are scheduled on the 15th and last work day of the month for the semi-monthly pay periods 
ending on the 15th day of the month and the last day of the month, respectively. If a regular payday falls 
on a Saturday or Sunday, employees will be paid on the previous Friday. If a regular payday falls on a 
holiday, employees will generally be paid on the previous business day and if not, the following business 
day. Paychecks are normally available by 12:00 p.m. and must be picked up from your supervisor. If you 
observe an error on your check, please report it immediately to your supervisor. 

Civicorps Schools offers direct payroll deposit for all employees. You may begin and stop direct payroll 
deposit at any time. To begin direct payroll deposit, you must complete the Direct Deposit form (available 
from payroll) and return it to payroll no later than the final day of the pay period (15th or the last day of the 
month) that the service is to begin. 

To stop automatic payroll deposit, complete the Direct Deposit form (available from payroll) and return it 
to payroll no later than the final day of the pay period (15th or the last day of the month) that the service is 
to end. You will receive a regular payroll check on the first pay period after the receipt of the form, 
provided it is received no later than the final day of the pay period (15th or the last day of the month) that 
the service is to end. 

Garnishments and Support Orders 

Civicorps Schools must comply with all legal claims against the wages of employees. If the Organization 
receives a wage garnishment from taxing authorities, child support order, or some other legal claim 
against your wages, you will be notified about the amount and details of the order. 

Payroll Deductions 

Federal and state laws require deductions from each employee's wages. These include federal and state 
income taxes, Social Security taxes, Medicare and State Disability Insurance payments. Such deductions 
are made without written authorization of the employee. 

Optional deductions for insurance premiums or other employee elected benefits are made only with the 
written authorization of the employee. 

Calf-In Pay for Non-exempt Employees 

Civicorps Schools will pay a minimum of two hours' compensation to employees who are required to 
report to work on a day other than their normally scheduled workday. 

Civicorps Schools will pay employees for half of the regularly scheduled workday if employees report to 
work as scheduled but no work is available. 

Civicorps Schools will not pay employees for reporting under the following circumstances: 

1. Interruption of work because of the failure of any or all public utilities; or 

2. Interruption of work because of natural causes or other circumstances beyond Civicorps 
School's power to control. 
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Pay for Mandatory Meetings/Training 

Civicorps Schools will pay non-exempt employees for their attendance at meetings, lectures and training 
programs under the following conditions: 

• Attendance is mandatory; 
• The meeting, course or lecture is directly related to the employee's job; and 
• The employee who is required to attend such meetings, lectures or training programs is notified of 

the necessity for such attendance by his or her supervisor. 

The employee will be paid at their regular rate of pay for attendance at meetings, lectures and training 
programs, including travel time beyond their normal commute time to work. If an overnight stay is 
required, employees will be paid for the number of hours each day that they would normally be at work 
plus overtime pay where required by law. 

Overtime for Non-exempt Employees 

Non-exempt employees may be required to work overtime as necessary. Only actual hours worked in a 
given workday or workweek can apply in calculating overtime. Civicorps Schools will attempt to distribute 
overtime evenly and accommodate individual schedules. A supervisor must previously authorize all 
overtime work. 

Civicorps Schools provides compensation for all overtime hours worked by non-exempt employees in 
accordance with state and federal law as follows: 

• All hours worked in excess of eight hours in one workday or 40 hours in one workweek will be 
treated as overtime. A workday begins at 12:01 a.m. and ends at midnight 24 hours later. 
Workweeks begin each Monday at 12:01 a.m. 

• Compensation for hours in excess of 40 for the workweek, or in excess of eight and not more 
than 12 for the workday, and for the first eight hours on the seventh consecutive day of work in 
one workweek, shall be paid at a rate one-and-one-half times the employee's regular rate of pay. 

• Compensation for hours in excess of 12 in one workday and in excess of eight on the seventh 
consecutive workday in a workweek shall be paid at double the regular rate of pay. 

Exempt employees may have to work hours beyond their normal schedules, as work demands require. 
No overtime compensation will be paid to exempt employees. 

Reduced Salary for Exempt Employees 

Salaried exempt employees will receive their salary for any week in which they perform any work. For 
purposes of this salary pay policy, a week is Monday 12:01 a.m. through Sunday midnight. An employee 
will receive his or her full salary for any week in which an employee does any work, subject to the 
following rules: 

• An employee's salary may be reduced for complete days of absence due to vacations, holiday or 
personal business, before sick leave benefits accrue or after they are exhausted, and incomplete 
initial and final weeks of work. 

• An employee's salary will not be reduced due to a partial week of work due to service as a juror, 
witness or in the military, or for lack of work. 
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Civicorps Schools permits a limited number of advances against paychecks in emergency situations, as 
determined by the CEO and/or CFO. Employees may receive advances only against money that has 
been earned, but is unpaid. These advances are dependent upon the financial health of the agency, and 
require the approval of the CEO and/or CFO. Civicorps Schools does not permit advances against 
accrued vacation. 

PERFORMANCE 

Employment Responsibilities 

Upon employment, each employee will be given a job description that explains the responsibilities and 
duties of the tasks associated with his or her position. From time to time, employees may be asked to 
work on special projects or to assist with other work that is necessary or important to the operation of 
Civicorps Schools. Employees' cooperation and assistance in performing such additional work is 
expected. 

Performance Evaluations 

Civicorps Schools strives to conduct performance reviews for all of its employees at least once a year. 
Teachers typically will be reviewed twice each school year. 

Your performance evaluations may cover factors such as job criteria, critical duties and tasks of a job, 
attainment of goals, and Civicorps Schools values. The performance evaluations are intended to make 
you aware of your progress, areas for improvement and objectives or goals for future work performance. 
Favorable performance evaluations do not guarantee increases in salary or promotions. Salary increases 
and promotions are solely within the discretion of Civicorps Schools and depend upon many factors in 
addition to performance, including availability of funds. After the review, you will be required to sign the 
evaluation report to acknowledge that it has been presented to you, that you have discussed it with your 
supervisor and that you are aware of its contents. You may add a rebuttal statement to your review that 
will be maintained in your personnel file. 

Performance Improvement Plan 

Employees who are having performance or behavioral difficulties will be placed on a performance 
improvement plan. This plan will detail the current issue(s) and outline improvement plan steps and goals 
to assist the employee in a successful outcome. Performance Improvement Plans will be initiated by the 
Supervisor and will be done in writing with input from Human Resources. Both the Supervisor and the 
employee are expected to sign off on the plan and meet at the specified times to work through the issues. 

DISCIPLINE, TERMINATIONS and GRIEVANCES 

Introduction 

Violation of Civicorps Schools policies and rules may warrant disciplinary action. Civicorps Schools has 
established a system of discipline that may include verbal warnings, written warnings and suspension. 
The system is not formal and Civicorps Schools may, at its sole discretion, utilize whatever form of 
discipline is deemed appropriate under the circumstances, up to, and including, termination of 
employment. Civicorps Schools' policy of discipline in no way limits or alters the at-will employment 
relationship or the right to change an employee's position, job title, job responsibilities, benefits, 



compensation level, or any other terms and conditions of employment at any time, within its sole o 
discretion, with our without cause or notice. 

Voluntary or Involuntary Termination 

Termination is the voluntary (resignation) or involuntary end of the employment relationship between an 
employee and Civicorps Schools. Should an employee decide to resign, we request that you give your 
manager two-weeks notice. This will allow Civicorps Schools time to seek a replacement so that an 
undue burden will not have to be placed on the employee's department. All resignations must be 
confirmed in writing. ResignationNoluntary termination also results when an employee fails to report to 
work for three consecutively scheduled workdays without notice to, or approval by, his or her supervisor. 

Return of Civicorps Schools Property 

All Civicorps Schools -owned property, including vehicles, keys, cell phones, pagers, gas cards and credit 
cards must be returned immediately upon termination of employment. 

Termination Pay 

An employee who is terminated by Civicorps Schools will be paid his/her earned wages and earned and 
unused accrued benefits according to applicable state and federal laws. 

Complaint and Grievance Procedure 

Civicorps Schools philosophy is that good relations and communications between employees and 
management is essential. Each employee is encouraged to request discussion time with his/her 
supervisor or manager whenever necessary. 

Civicorps Schools encourages employees to contract their supervisor/manager regarding work-related 
controversies, complaints, disputes and misunderstandings. The following voluntary procedure has been 
established to address these problems: 

1. Discuss the situation with an immediate supervisor. 
2. If not satisfied with the resolution, please contact your manager or director who will try to resolve 

the problem. 
3. If not satisfied with the resolution, contact the Human Resources Department who will review the 

matter with the appropriate parties and render a decision on the problem and necessary actions. 

Civicorps Schools has created a voluntary Complaint and Grievance Procedure to administer 
sound complaint processes. For further information on this procedure, review page 8 and 9 of 
this document or contact Human Resources. 

Alternative Dispute Resolution 

Civicorps Schools has implemented a policy requiring binding arbitration, which is described in the Mutual 
Agreement to Arbitrate Claims. This policy establishes procedures to quickly and inexpensively resolve 
disputes regarding employment or termination of employment. Binding arbitration ("arbitration") provides 
the opportunity for employees and Civicorps Schools to have employment disputes heard and resolved in 
a private and informal setting by an impartial person with experience in the employment field. The 
arbitration procedures set forth in the Mutual Agreement to Arbitrate Claims provided to you, and 
summarized below, shall be followed if and when a dispute arises. 

As a condition of hire or continued employment with Civicorps Schools, all employees are required to 
arbitrate disputes and to sign an agreement to do so (the "Mutual Agreement to Arbitrate Claims"). 
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Disputes covered by Civicorps Schools Alternative Dispute Resolution Policy include all claims or causes 
of action an employee may have against Civicorps Schools and all claims or causes of action that 
Civicorps Schools may have against the employee. 

When either an employee or Civicorps Schools wishes to initiate arbitration, that party must give written 
notice of the claim to the other party. The written notice must identify and describe the nature of the 
claims asserted and the facts upon which such claims are based. An employee should give notice to the 
Human Resources Department. Civicorps Schools will give notice to the employee's last known address 
recorded in that employee's personnel file. 

Either party may submit the dispute for resolution by final binding confidential arbitration under the 
Procedure. The arbitration will be conducted under the rules of the American Arbitration Association 
(AAA} with the additional proviso that the Procedure shall be conducted on a confidential basis. These 
Rules, incorporated by reference into the Mutual Agreement to Arbitrate Claims, include (but are not 
limited to) the procedures for the joint selection of an impartial arbitrator and for the hearing of evidence 
before the arbitrator. The arbitrator shall have the authority to allow for appropriate discovery and 
exchange of information before a hearing, including, but not limited to, production of documents, 
information requests, depositions and subpoenas. A copy of the complete AAA Employment Dispute 
Resolution Rules may be obtained from AAA's San Francisco office. 

Employees assume responsibility for any fees associated with their opening of a claim up to $355. 
Civicorps Schools will advance the remaining fees and costs of the arbitrator. To the extent permissible 
under the law, however, the arbitrator may rule that the arbitrator's fees and costs be distributed in an 
alternative manner. Each party may be represented by legal counsel, but must pay its own costs and 
attorneys' fees, if any. 

If you have questions about Civicorps Schools Alternative Dispute Resolution Policy, please contact the 
Human Resources Department. 

STANDARDS OF CONDUCT 

Prohibited Conduct 

The following conduct is prohibited and will not be tolerated by Civicorps Schools. This list of prohibited 
conduct is illustrative only; other types of conduct that threaten security, personal safety, employee 
welfare and Civicorps Schools' operations also may be prohibited. 

0 Falsification of employment records, employment information, or other Civicorps Schools records; 

• Recording the work time of another employee or allowing any other employee to record your work 
time, or falsification of any time card, either your own or another employee's; 

0 Theft or deliberate or careless damage or destruction of any Civicorps Schools property or the 
property of any employee or customer; 

• Removing or borrowing Civicorps Schools property without prior authorization; 

• Unauthorized use of Civicorps Schools equipment, time, materials, or facilities including 
computers, telephones, cell phones, pagers, email, faxes, mail system or other employer-owned 
equipment; 

• Provoking a fight, fighting or threatening violence during working hours or on Civicorps Schools 
property; 

• Carrying firearms or any other dangerous weapons on Civicorps Schools premises at any time; 
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• Engaging in criminal conduct whether or not related to job performance; 

• Causing, creating or participating in a disruption of any kind during working hours on Civicorps 
Schools property; 

• Insubordination, including but not limited to failure or refusal to obey the instructions of a 
supervisor or member of management, or the use of abusive or threatening language toward a 
supervisor or member of management; 

• Using abusive language at any time on Civicorps Schools premises; 

• Failure to notify a supervisor when unable to report to work; 

• Unreported absence of three (3) consecutive scheduled workdays; 

• Failure to obtain permission to leave work for any reason during normal working hours; 

• Failure to observe working schedules, including rest and lunch periods; 

• Failure to provide a physician's certificate when requested or required to do so; 

• Sleeping or malingering on the job; 

• Working overtime without authorization or refusing to work assigned overtime; 

• Violating any safety, health, security or Civicorps Schools policy, rule or procedure; 

• Committing a fraudulent act or a breach of trust under any circumstances; 

• Committing or involvement with any act of unlawful harassment or discrimination of another 
individual; 

• Possession, distribution, sale, transfer or use of alcohol, illegal drugs or controlled substances in 
the workplace, while on duty, when acting as a representative of Civicorps Schools, or while 
operating employer owned vehicles or equipment; and 

• Violation of personnel policies. 

This statement of prohibited conduct does not alter Civicorps Schools policy of at-will employment. Either 
you or Civicorps Schools remains free to terminate the employment relationship at any time, with or 
without reason or advance notice. 

Off-Duty Conduct 

While Civicorps Schools does not seek to interfere with the off-duty and personal conduct of its 
employees, certain types of off-duty conduct may affect Civicorps Schools' legitimate business interests. 
For this reason, employees are expected to conduct their personal affairs in a manner that does not 
adversely affect Civicorps Schools' or their own integrity, reputation or credibility. Please be aware that 
while in uniform, whether on- or off-duty, employees are expected to act as a representative of Civicorps 
Schools and conduct should be reflective of this. Off-duty conduct by an employee that adversely affects 
Civicorps Schools' legitimate business interests (use of alcohol or drugs while in uniform) or the 
employee's ability to perform his or her job will not be tolerated. 
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Civicorps Schools is concerned about the use of alcohol, illegal drugs or controlled substances as it 
affects the workplace. Use of these substances, whether on or off the job, can detract from an employee's 
work performance, efficiency, safety and health. In addition, the use or possession of these substances 
on the job constitutes a potential danger to the welfare and safety of other employees and exposes 
Civicorps Schools to the risks of property loss or damage, or injury to other persons. 

The use of prescription drugs and/or over-the-counter drugs also may affect an employee's job 
performance and may seriously impair the employee's value to Civicorps Schools. 
Any employee who is using prescription or over-the-counter drugs that may impair the employee's ability 
to safely perform the job, or affect the safety or well being of others, must notify a supervisor immediately 
before starting or resuming work. 

The following rules and standards of conduct apply to all employees either on Civicorps Schools property 
or during the workday (including meals and rest periods). Behavior that violates Civicorps Schools policy 
includes: 

Iii Possession or use of an illegal or controlled substance or alcohol, or being under the influence of 
an illegal or controlled substance or alcohol while on the job; 

" Driving an Civicorps Schools vehicle while under the influence of an illegal or controlled 
substance or alcohol; and 

" Distribution, sale or purchase of an illegal or controlled substance or alcohol while on the job. 

Violation of these rules and standards of conduct will not be tolerated. Civicorps Schools also may bring 
the matter to the attention of appropriate law enforcement authorities. 

In order to enforce this policy, Civicorps Schools reserves the right to conduct searches of Civicorps 
Schools property or employees and/or their personal property, and to implement other measures 
necessary to deter and detect abuse of this policy. 

An employee's conviction on a charge of illegal sale or possession of any controlled substance while off 
Civicorps Schools property will not be tolerated because such conduct, even though off duty, reflects 
adversely on Civicorps Schools. In addition, Civicorps Schools must keep people who sell or possess 
controlled substances off Civicorps Schools' premises in order to keep the controlled substances 
themselves off the premises. 

Civicorps Schools will encourage and reasonably accommodate employees with alcohol or drug 
dependencies to seek treatment and/or rehabilitation. Employees desiring such assistance should 
request a treatment or rehabilitation leave. Civicorps Schools is not obligated to provide assistance to 
cover the cost of the treatment or rehabilitation plan. In addition, Civicorps Schools is not obligated to 
continue to employ any person whose performance of essential job duties is impaired because of drug or 
alcohol use, nor is Civicorps Schools obligated to re-employ any person who has participated in treatment 
and/or rehabilitation if that person's job performance remains impaired as a result of dependency. 
A.dditional!y, employees who are given the opportunity to seek treatment and/or rehabilitation, but fail to 
successfully overcome their dependency or problem, will not automatically be given a second opportunity 
to seek treatment and/or rehabilitation. This policy on treatment and rehabilitation is not intended to affect 
Civicorps Schools' treatment of employees who violate the regulations described previously. Rather, 
rehabilitation is an option for an employee who acknowledges a chemical dependency and voluntarily 
seeks treatment to end that dependency. 

Civicorps Schools reserves the right to conduct a drug or alcohol screening test as part of the pre
placement process for new hires, transfers and promotions; and where there is a good faith belief that 
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substance or alcohol abuse is affecting the safety, productivity and/or work-related performance of any 
employee. 

In addition, employees must notify their supervisor, the CEO or Human Resources of any criminal drug 
statute conviction for any violation occurring in the workplace no later than five (5) days after such a 
conviction. Civicorps Schools shall in turn notify any federal or state agency funding the activities of said 
employees within ten (10) calendar days after receiving notice from an employee or otherwise receiving 
such notice of an employee's conviction. Any activity leading to such conviction will be subject to 
disciplinary action and rehabilitation treatment as detailed in this policy. 

Civicorps Schools believes that the majority of our employees share our commitment to maintaining an 
environment free of substance abuse, and will do their part in ensuring that Civicorps Schools is indeed 
safe, pleasant and productive. 

Punctuality and Attendance 

As an employee of Civicorps Schools, you are expected to be punctual. Any tardiness or absence causes 
problems for your fellow employees. When you are absent, others must perform your assigned work. 
Employees are expected to report to work as scheduled, on time and prepared to start work. Employees 
also are expected to remain at work for their entire work schedule except for meal periods or when 
required to leave on authorized Civicorps Schools business. Late arrival, early departure or other 
unanticipated and unapproved absences from scheduled hours are disruptive and must be avoided. 

If you are unable to report for work on any particular day you must under all but the most extenuating 
circumstances call your supervisor and leave a voice mail message at least one hour before the time you 
are scheduled to begin working that day. If you call less than one hour before your scheduled time to 
begin work and do not arrive in time for your assigned shift, you will be considered tardy for that day. In all 
cases of absence or tardiness, employees must provide their supervisor with an honest reason or 
explanation. Employees also must inform their supervisor of the expected duration of any absence. 
Excessive absenteeism or tardiness will not be tolerated and may be grounds for termination. 

If you fail to report for work without any notification to your supervisor and your absence continues for a 
period of three days, Civicorps Schools will consider you to have abandoned your employment. 

Dress Code and Other Personal Standards 

Each employee is a representative of Civicorps Schools and, therefore, it is important that each employee 
report to work wearing appropriate dress. Civicorps Schools uniform symbolizes the service that we 
provide to the community. In addition, staff serves as role models and educators to participants and 
therefore should model professional behavior through appropriate work attire. 

Although some departments may wear a different uniform than others, all employees must wear a uniform 
as described below. The uniforms are designed to fit the needs of the job, and above all, make the 
statement of our solidarity and our commitment to providing a service to the community. 

There may be circumstances where it is appropriate to wear something other than one of the uniforms 
described below. The manager of each department has the discretion to diverge from this policy as 
appropriate, and also has the responsibility to ensure that their staff follows the guidelines set out by this 
policy. 

The following departments must wear the field uniform: 

• Field Program 
• Operations 
• Recycling 
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The field uniform consists of black issued pants, long or short-sleeved gray work shirts, gray Civicorps 
Schools T-shirt, work boots, and work jacket. Civicorps Schools sweatshirt may be worn with the gray 
work shirt as well as Civicorps Schools baseball hat or beanie. Civicorps Schools T-shirts may be worn in 
the field only when crews are working in remote areas out of the public eye or at the discretion of the 
supervisor as conditions dictate for health and safety reasons. 

The Corpsmember Academy staff must wear the in-house uniform or professional attire. The in-house 
uniform is Civicorps Schools emblem polo shirt or sweatshirt and a black or khaki colored skirt or slacks. 

Other departments may wear the in-house uniform or professional attire. If wearing professional attire, 
items that are not acceptable include blue jeans, shorts, mini-skirts and ripped, tom or dirty 
clothing, flip flops, sneakers, and beach shoes. 

At the time of hire, uniform employees will receive their initial set of uniforms as follows: 

Teacher Uniforms: 
2 shirts 
1 Sweatshirt 

Field Uniforms: 
2 Shirts 
2 pairs of Pants 
1 Work Jacket 
1 pair of Work Boots 
1 pair of Suede Work Gloves 
1 Baseball Hat or Beanie 

Annually, on the anniversary date of the employee's hire date, the following uniform allotment will be 
authorized: 

Field Uniforms: 
2 Shirts 
2 pairs of Pants 
1 resole of Work Boots or if necessary, a new pair 

Employees, at any time, may also purchase additional pieces of the uniform at their own cost. 

Confidentiality 

Each employee is responsible for safeguarding confidential information obtained during employment. In 
the course of your work, you may have access to confidential information regarding Civicorps Schools, its 
suppliers, its business partners or even fellow employees. You have a responsibility not to reveal or 
divulge any such information unless it is necessary for you to do so in the performance of your duties. 
Access to confidential information is on a "need-to-know" basis and must be authorized by your 
supervisor. Any breach of this policy will not be tolerated and legal action may be taken by Civicorps 
Schools. 

Business Conduct and Ethics 

Employees should avoid accepting sizeable or excessive gifts or gratuities from any customer, vendor, 
supplier or other person doing business with Civicorps Schools because doing so may give the 
appearance of influencing business decisions, transactions or services. If you are ever unsure whether a 
gift or gratuity is appropriate, please discuss it with your supervisor. 
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News Media Contacts 

Employees occasionally may be approached for interviews or comments by the news media. Only 
employees designated by the Executive Director may comment to news reporters on Civicorps Schools 
policy or events relevant to Civicorps Schools. 

Notice Posting 

Civicorps Schools notices and notices required by law are regularly posted on our bulletin board(s) or 
designated area(s). Employees should make it a practice to review them frequently so that they can keep 
current regarding news about Civicorps Schools. Employees may not post or remove items on the 
bulletin board(s) or designated area(s) without approval by their manager. The same restrictions apply to 
bulletin boards located in employee break areas. Employees who wish to post on the bulletin board 
should obtain approval from their Manager or Director. 

Referral for Employment 

Civicorps Schools appreciates those employees who recommend qualified individuals for employment. 
Job applicants that are referred will be considered, along with other applicants, for suitable current 
openings for which they are qualified. Policy prohibits the placement of friends or relatives in positions 
that management deems to be in conflict with Civicorps Schools interests, such as one relative 
supervising another relative. 

Smoking Policy 

Civicorps Schools prohibits smoking in all locations on school property except where specifically 
designated. In addition, all local, city and state smoking ordinances must be followed. 

Change of Status 

Employees who change their name, address, telephone number, dependent status (for purposes of tax 
withholdings), insurance coverage for themselves or their dependents and/or their insurance beneficiaries 
should advise Human Resources in writing of the change. Failure to do so may result in distribution of 
insurance benefits or payroll in a manner contrary to the employee's wishes. 

Operational Considerations 

Employer Property 

Lockers, computers, desks, vehicles and other employer-owned property are Civicorps Schools property 
and must be maintained according to Civicorps Schools rules and regulations. They must be kept clean 
and are to be used only for work-related purposes. Civicorps Schools reserves the right to inspect all 
Civicorps Schools property to ensure compliance with its rules and regulations, without notice to the 
employee and at any time, not necessarily in the employee's presence. 

Civicorps Schools voice mail and/or electronic mail (e-mail) are to be used for business purposes only. 
Civicorps Schools reserves the right to monitor voice mail messages and e-mail messages to ensure 
compliance with this rule, without notice to the employee and at any time, not necessarily in the 
employee's presence. 
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No personal locks may be used on Civicorps Schools -provided lockers unless the employee furnishes a 
copy of the key or the combination to the lock to both Human Resources and the employee's supervisor. 
Unauthorized use of a personal lock by an employee may result in losing the right to use the locker. 

Civicorps Schools may periodically need to assign and/or change passwords and personal codes for 
voice mail, e-mail, alarm systems or computer access. These communication technologies, related 
storage media and databases are to be used only for Civicorps Schools business and they remain the 
property of the Organization. 

Civicorps Schools reserves the right to keep a record of all passwords and codes used and may override 
any such password system. Prior authorization must be obtained before any Civicorps Schools property 
may be removed from the premises. 

For security reasons, employees should not leave personal belongings of value in the workplace. 
Personal items are subject to inspection and search, with or without notice, and with or without the 
employee's prior consent. 

Terminated employees should remove any personal items at the time they leave the agency. Personal 
items left in the workplace are subject to disposal if not claimed at the time of an employee's termination. 

Computer and Telecommunication Resources Policy 

Civicorps Schools has created this Computer and Telecommunication Resources Policy to ensure that its 
resources are used properly by all personnel, including but not limited to employees, participants, 
consultants, and other persons working with Civicorps Schools who use the e-mail system. 

The rules and obligations described in this policy apply to all users of the resources, wherever the user 
may be located. It is every person's obligation to use the resources responsibly, professionally, ethically 
and lawfully. 

(a) Business Use. The e-mail system is meant to be used for business purposes of 
Civicorps Schools. Personal e-mail accounts are not to be used for professional 
communications. 

(b) Ownership. All email accounts and all information and messages that are 
created, sent, received or stored on the e-mail system of Civicorps Schools is the 
sole property of Civicorps Schools and are not the properties of the employee or 
other personnel. 

(c) E-mail Review. All e-mail is subject to the right of Civicorps Schools to monitor, 
access, read, delete, copy, disclose and use such e-mail without prior notice to 
the originators and recipients of such e-mail. E-mail may be monitored and read 
by authorized personnel for any violations of law, breaches of Civicorps Schools 
policies, communications harmful to Civicorps Schools, or for any other reason. 

(d) E-mail Content. Emails should be professional, courteous and in compliance with 
all applicable laws. Use of "All Civicorps" emails are limited to supervisor 
level and above. If employees want to send an "All Civicorps" email; 
please obtain authorization from your supervisor prior to sending. 

(e) Prohibited Acts. Provided below is a non-exclusive list of prohibited acts 
associated with your use of our email system. When considering the 
appropriateness of engaging in a particular act, personnel should be guided by 
both the specific prohibitions and the other mandates set forth in this policy. 
Prohibited activities include: 



(i) Using any words, images or references that could be views as libelous, 
offensive, harassing, illegal, derogatory, discriminatory, or otherwise 
offensive; 

(ii) Creating or transmitting email or images that might be considered 
inappropriate in the workplace, including, but not limited to, messages or 
images that are lewd, obscene, sexually explicit, or pornographic; 

(iii) Creating or transmitting messages or images that might be considered 
inappropriate, harassing or offensive due to their reference to race, sex, 
age, sexual orientation, marital preference, religion, national origin, 
physical or mental disability, or other protected status; 

(iv) Downloading copying or transmitting documents or software protected by 
third party copyrights in violation of those copyrights. Any personnel with 
a question concerning a copyright issue should contact the Human 
Resources Dept; and 

(v) Using encryption devices and software that have not been expressly 
approved by Civicorps Schools. 

(f) Security. The e-mail system is only to be used by authorized persons, and 
personnel must have been issued an e-mail password in order to use the system. 
Personnel shall not disclose their codes or passwords to others and may not use 
someone else's code or password without express written authorization from an 
authorized officer of Civicorps Schools. 

(g) No Presumption of Privacy/Confidentiality. E-mail communications should not be 
assumed to be private and security cannot be guaranteed. Highly confidential or 
sensitive information should not be sent through e-mail. Personnel are required 
to use email in a manner that will not risk the disclosure of proprietary and other 
information to persons outside Civicorps Schools. In addition, Civicorps Schools 
reserves the right to monitor its employees' email communications. 

(h) Message Retention and Creation. Users expressly waive any right of privacy in 
anything they create, store, send, or receive on or through the resources, 
regardless of whether such material may be protected by password or other 
special entry code or procedure. Civicorps Schools makes its resources 
available to users solely to assist them.in the performance of their jobs. Access 
to resources is within the sole discretion of Civicorps Schools and use of the 
resources is a privilege that may be revoked at any time. Generally, users are 
given access to our various technologies based on their job functions. Only 
employees whose job performance will benefit from the use of Civicorps Schools' 
resources will be given access to the necessary resources. 

(i) Viruses. Any files downloaded from e-mail received from non-Civicorps Schools 
sources must be scanned with Civicorps Schools' virus detection software. If a 
computer does not have a virus protection system and/or any viruses, suspected 
tampering or system problems should be immediately reported to our network 
administrator. 

(j) Passwords. All passwords must be made known to network administrator. The 
use of passwords to gain access to our computer systems or to access specific 
files does not provide users with an expectation of privacy in connection 
therewith. 

(k) Retention in the Event of Litigation. subpoena. or Regulatorv Inquiry. It is 
Civicorps Schools' policy to comply with all legal proceedings. In the event of 
any litigation, subpoena, regulatory inquiry, criminal proceeding, or the like, our 
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personnel are prohibited from deleting, discarding, or destroying any emails or 
any other documents relating in any way to the litigation, subpoena, regulatory 
inquiry, criminal proceeding, or the like. 

(l) No Waiver. Any delay or failure to discipline personnel for violations of this policy 
will not constitute a waiver of the rights of Civicorps Schools. 

(m) Prohibited Acts. Users may not use the resources of Civicorps Schools for any 
illegal purpose, violation of any Civicorps Schools policy, in a manner contrary to 
the best interests of Civicorps Schools, in any way that discloses confidential 
information of Civicorps Schools or third parties, or for personal or pecuniary 
gain. Provided below is a non-exclusive list of prohibited acts associated with 
use of the resources of Civicorps Schools. When considering the 
appropriateness of engaging in a particular act, users should be guided by both 
the specific prohibitions and the other mandates set forth in this policy. 
Prohibited activities include: 

(i) Using any words, images or references that could be viewed as libelous, 
harassing, illegal, derogatory, discriminatory, or otherwise offensive. 

(ii) Using the resources of Civicorps Schools to transmit, receive, or store 
any information that might be considered inappropriate in the workplace, 
including, but not limited to, messages or images that are lewd, obscene; 
sexually explicit, or pornographic (e.g., sexually explicit or racial 
messages, jokes, or cartoons). 

(iii) Creating or transmitting messages or images that might be considered 
inappropriate, harassing or offensive due to their reference to race, sex, 
age, sexual orientation, marital status, religion, national origin, physical 
or mental disability, or other protected status. 

(iv) Downloading, copying or transmitting documents or software protected 
by third party copyrights in violation of those copyrights. Without prior 
consultation with the Network Administrator, users may not do any of the 
following: (1) copy software for use on their home computers; (2) 
provide copies of software to any independent contractors or participants 
of Civicorps Schools programs or to any other third party; (3) install 
software on any of Civicorps Schools' workstations or servers; (4) 
download any software from the Internet or other on-line service to any 
Civicorps Schools' workstations or servers; (5) modify, revise, transform, 
recast, or adapt any software; or (6) reverse-engineer, disassemble, or 
decompile any software. Any user with a question concerning a 
copyright issue, or who becomes aware of any misuse of software or 
violation of copyright law, should contact the Human Resources 
Department. 

(v) Using encryption devices and software that have not been expressly 
approved by Civicorps Schools. 

(vi) Deliberateiy performing acts that waste any of the resources or unfairly 
monopolize any of the resources to the exclusion of others. These acts 
include, but are not limited to, using the e-mail system for other than 
business-related communications (or occasional and necessary personal 
communications, as described in section b), sending multiple pictures 
using the e-mail system (unless specifically authorized to do so and 
business-related), sending mass mailings or chain letters, spending 
excessive amounts of time on the Internet, playing games, engaging in 
on-line chat groups, printing multiple copies of large documents, 



undertaking excessively large OCR scanning projects, or otherwise 
creating unnecessary network traffic. 

Note: Questions regarding e-mail technical usage or terms contained in this policy should be 
directed to the Network Administrator and/or the Human Resources Department. 

Questions about access to electronic communications or issues relating to security should be addressed 
to Human Resources. 

Cell Phone Policy 

Cell phones are to be used for Civicorps Schools business only. Outgoing personal calls, except in an 
emergency, are not allowed. Downloading or accessing the Internet generates additional charges and is 
therefore also not allowed. Any user found to be exceeding average minutes (a figure based on all users) 
may face disciplinary actions, which may include losing cell phone privileges, re-paying the Company for 
unauthorized usage costs and/or other disciplinary action. 

Incoming calls to users from callers outside the company are reported as minutes used on the account 
and could push a user over the average minute usage; therefore, employees should not use their 
Civicorps Schools cell phones to receive personal calls except in emergencies. 

Prohibited Use of Company Cell Phone While Driving 

In the interest of the safety of our employees and other drivers, Civicorps Schools employees are 
prohibited from using cell phones while driving on Civicorps Schools business and/or Civicorps Schools 
time. If your job requires that you keep your cell phone turned on while you are driving, you must use a 
hands-free device and safely pull off the road before conducting company business. Under no 
circumstances should employees place phone calls while operating a motor vehicle while driving on 
Civicorps Schools business and/or time. 

Civicorps Schools will NOT assume liability for any traffic violations or fines if you are ticketed for driving 
and using your cell phone in ways that violate current city, county or state regulation. 

Conducting Personal Business 

We recognize that employees may need to conduct some limited personal business (e.g. personal phone 
calls) during work hours. Employees should make all efforts to conduct personal business during their 
breaks and lunch period. Excessive use of work hours for personal business will not be tolerated and 
disciplinary action will be taken to control abuse of this policy. Employees may not conduct business for 
another employer during their scheduled working hours. 

Off-Duty Use of Facilities 

Employees are prohibited from remaining on Civicorps Schools premises or using Civicorps Schools 
facilities while not on duty. Employees are expressly prohibited from using Civicorps Schools facilities, 
Civicorps Schools property or Civicorps Schools equipment for personal use. 

Employee Property 

An employee's personal property, including, but not limited to, packages, purses and backpacks, may be 
inspected upon reasonable suspicion of unauthorized possession of Civicorps Schools property. For 
Insurance purposes, employees' personal property is not covered by our liability insurance for damages 
resulting from theft, fire or any other cause while on the premises, and you are requested to keep 
personal items to a minimum. 
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Civicorps Schools has developed guidelines to help maintain a secure workplace. Be aware of persons 
loitering for no apparent reason in parking areas, walkways, entrances, exits and service areas. Report 
any suspicious persons or activities to your supervisor. 

Secure your desk or office at the end of the day. When called away from your work area for an extended 
length of time, do not leave valuable and/or personal articles in or around your workstation that may be 
accessible. The security of facilities as well as the welfare of our employees depends upon the alertness 
and sensitivity of every individual to potential security risks. 

You should immediately notify your supervisor when unknown persons are acting in a suspicious manner 
in or around the facilities, or when keys, security passes or identification badges are missing. 
Civicorps Schools workplace security and violence program is described in detail in the Civicorps Schools Illness and 
Injury Prevention Program (IJPP). This document is available from the HR office. 

Health and Safety 

Civicorps Schools is committed to the safety and health of all employees. Maintaining a safe work 
environment requires everyone's cooperation. When in doubt about how to safely perform a job, please 
ask your supervisor for assistance. Immediately report any suspected unsafe conditions and all injuries 
that occur on the job. Compliance with safety rules is a condition of employment. 

In compliance with Proposition 65, Civicorps Schools will inform employees of any known exposure to a 
chemical known to cause cancer or reproductive toxicity. 

Ergonomics 

Civicorps Schools is subject to Cai/OSHA ergonomics standards for minimizing workplace Repetitive 
Motion Injuries (RMis). Civicorps Schools will make necessary adjustments to reduce exposure to 
ergonomic hazards through modifications to equipment and processes and employee training. Civicorps 
Schools encourages safe and proper work procedures and requires all employees to follow safety 
instructions and guidelines. 

Civicorps Schools believes that reduction of ergonomic risk is instrumental in maintaining an environment 
of personal safety and well being and is essential to our business. We intend to provide appropriate 
resources to create a risk-free environment. If you have any questions about ergonomics, please contact 
Human Resources. 

Parking 

Employees may park their vehicles in any Civicorps Schools marked space, if space permits. If space is 
unavailable, employees must park in permissible public areas on the streets in the vicinity of Civicorps 
Schools property. Employees may not use parking areas specifically designated for visitors, other 
companies or Civicorps Schools vehicles. Civicorps Schools is not responsible for any loss or damage to 
employee vehicles or contents while parked on Civicorps Schoois property. 

Solicitation and Distribution of Literature 

Employees are expected to avoid solicitations and distribution of literature that disrupt the efficient 
operation of Civicorps Schools' business and/or their co-worker's productivity. No employee shall 
represent Civicorps Schools in support of any cause or organization unless directed to do so by his or her 
manager. Any employee who is in doubt concerning the application of these guidelines should consult 
with his or her supervisor. 
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Unless part of a school sponsored event; under no circumstances will non-employees be permitted to 
solicit or to distribute written material for any purpose on Civicorps Schools property. 

Vehicle Safety Program for Employees who are Required to Drive 

Many employees operate agency owned, rented or personal vehicles as part of their jobs. Employees are 
expected to operate vehicles safely to prevent accidents/damage which may result in injuries and/or 
property loss. It is the policy of Civicorps Schools to provide and maintain a safe working environment to 
protect our employees and the citizens of the communities where we conduct business from injury and 
property loss. Civicorps Schools is committed to promoting a high level of safety awareness and 
responsible driving behavior in its employees. Our efforts and the commitment of employees will prevent 
vehicle accidents and reduce personal injury and property loss claims. 

Civicorps Schools will obtain and review a Motor Vehicle Record (MVR) prior to employment for those 
individuals seeking positions that require driving a Civicorps Schools or rented vehicle. Once employed, 
Civicorps Schools will receive from the DMV at least every 12 months an updated MVR for every 
employee insured under our plan. 

Each MVR will be evaluated using either an applicant or employee point system and will be retained in 
the employee's driver file. Applicants with a disqualifying score will be ineligible for hire. Employees with a 
disqualifying score will lead to immediate revocation of driving privileges. In most cases, revocation of 
driving privileges will lead to termination. 

Applicants and employees, who drive their personal vehicles on behalf of Civicorps Schools business, are 
required as part of our general liability insurance, to submit proof of auto insurance and registration. This 
policy covers any individual who will §ubmit mileage reimbursement for the use of a personal vehicle in 
the course of work or volunteering for Civicorps Schools. Each person is required to furnish proof of auto 
insurance and registration annually. 

Employees who drive their own vehicles on Civicorps Schools business will be reimbursed at a rate per 
mile that may be adjusted from time to time. 

Employees are required immediately to report to their supervisors any of the following: 

• Any type of moving violation, speeding ticket, parking ticket or accident either while driving a 
Civicorps Schools or non- Civicorps Schools vehicle; 

• Any type of violation that would affect the employee's driving status (i.e., court ordered drivers 
license suspension for child support violations); and 

• Loss or denial of personal auto insurance or registration. 

Failure to inform Civicorps Schools of any of the above described incidents that would affect the 
employee's driving status may lead to revocation of driving privileges for Civicorps Schools business. In 
most cases, revocation of driving privileges will lead to termination. In addition, employees agree to the 
following: 

• To complete daily vehicle inspections. If there are any safety problems with the vehicle, the 
vehicle should not be driven and the Operations Supervisor must be notified immediately; 

• To operate all vehicles in a safe manner; to wear seat belts whenever the vehicle is in motion and 
require other occupants to do so; to use a spotter at all times; to remove all tools and equipment 
from the vehicle daily with the exception of those items assigned to the vehicle; and to not use a 
cellular phone or similar device unless the vehicle is safely parked; 

• To clean the interior of vans daily and wash the exterior weekly, before Friday afternoon; 
• Only insured Civicorps Schools employees/participants operate agency vehicles; 
• To maintain a valid California driver's license; 
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• Employees are responsible for the coverage of passengers while driving personal vehicles to 
conduct agency business. 

For a complete description of this policy, please review the Vehicle Safety Program Manual. 

Expense Accounts 

Employees who have expense accounts or who have incurred business expenses must submit required 
receipts and the Expense Reimbursement and/or Mileage Form to the Accounts Payable Administrator in 
the Finance department. In order to process requests for reimbursements, employees must have their 
department manager sign the appropriate form. 

If you have any questions about Civicorps Schools' expense reimbursement policy, contact the Controller. 

Spending Authority 

Some Directors and Senior Executives may be granted spending authority as part of their position. It 
should be noted that: 

11 All contracts must be signed by the Chief Executive Officer. 
11 Each Director or Senior Executive will be given a spending limit from the Controller's Office. 

Board Communications 

If an employee wishes to communicate with the board, this communication should be approved by the 
employee's department Director and be initiated by the Chief Executive Officer. 

Employee Benefits 

Holidays 

Teachers 

Teachers follow the school calendar set for each academic year and are ineligible for vacation or paid 
holidays other than what is included in the school calendar. 

All Employees Other than Teachers 

Regular full and part-time employees who work a minimum of 30 hours per week are eligible for holiday 
pay. Part-time employees will be paid proportionately to the number of hours they normally work. 
Temporary employees are not eligible for holiday pay. 

Civicorps Schools observes the following paid holidays: 

" January 1st- New Year's Day 
e Martin Luther King Jr.'s Birthday 
• Presidents' Day 
" Memorial Day 
e July 4th- Independence Day 
.. Labor Day 
• Thanksgiving Day and the following Friday 
.. Christmas Day 
" Floating Holiday 
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When a holiday falls on a Saturday, generally it will be obseNed on the preceding Friday and when it falls 
on a Sunday generally it will be obseNed on the following Monday. 

To be eligible for a paid holiday you must be regularly scheduled to work on the day on which the holiday 
is obseNed and must work your regular schedule on the days immediately preceding and immediately 
following the holiday, unless an absence on either day is approved in advance by your supeNisor. If you 
are required to work on a paid scheduled holiday, you will receive your regular pay and be permitted to 
take those hours off within the following two pay periods to make up for the time worked on the holiday. 
Employees who are on unpaid leave at the time of the holiday will not receive holiday pay. 

Winter Leave 

All regular full- and part-time employees who work a minimum of 30 hours per week are eligible for Winter 
Leave. Temporary employees are not eligible for Winter Leave pay. For complete Teacher Winter Leave 
Policy - see page 43. 

Civicorps Schools will be closed from December 25th and will reopen the first business day following New 
Years Day. Winter Leave will begin December 26th and extend through New Years Eve day (December 
31). You will be eligible for your regular rate of pay for each of the days you would have normally worked 
between December 26th and December 31st. Part-time employees will be paid proportionately to the 
number of hours or days they normally work. 

Winter Leave may only be used between December 26th and December 31st. It cannot be carried over 
from year to year nor can it be converted to cash. 

Only under unusual circumstances may employees work during the Winter Leave. Employees must get 
prior authorization from their manager and director. In accordance with the law, non-exempt employees 
will be paid their regular rate of pay for the time that they work plus the Winter Leave pay and exempt 
employees will only be paid for the Winter Leave. 

Employees on leave without pay status on the working day immediately preceding and immediately 
following the Winter Leave will not receive the leave pay. 

Vacation 

Regular full- and part-time employees who work a minimum of 30 hours per week accrue paid vacation in 
accordance with the following policy: 

Active seNice commences with an employee's first day of work and continues thereafter unless broken by 
an absence without pay, a leave of absence or termination of employment. Temporary employees do not 
accrue paid vacation. 

Accrual for full-time regular employees 
~ 0-3 Years 3.33 Hours per pay period 
~ 4-10 Years 5.00 Hours per pay period 
~ 11 + Years 6. 70 Hours per pay period 

1 0 days per year 
15 days per year 
20 days per year 

Employees working less than 40 hours per week but a minimum of 30 hours per week accrue vacation 
proportionately to the number of hours worked. 

Employees may not accrue more than 200 hours of vacation. Once this cap is reached, no further 
vacation will accrue until some vacation is used. When some vacation is used, vacation time will begin to 
accrue again. 
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Vacation schedules must be coordinated and cleared with your supervisor. Civicorps Schools schedules 
determine permissible vacation periods, which employees may need to defer or otherwise adjust 
accordingly. 

An employee whose employment terminates will be paid for accrued unused vacation days. 

Employees on unpaid leave do not accrue vacation time. 

If a holiday occurs during a vacation period, the employee will be paid the holiday rate for that day and 
will not be charged for a vacation day for that day. 

NOTE: Teaching staff does not accrue vacation pay. 

Insurance Benefits 

Health Benefits 

Civicorps Schools offers a comprehensive health insurance plan for eligible employees. Eligible 
employees will also be provided, at no cost to the employee, with disability and life insurance coverage 
even if the employee chooses to waive coverage for the health plan. 

Regular full- and part-time employees, who work at least 30 hours per week, are eligible for health 
insurance on the first day of the month following completion of 30 days of service. Temporary employees 
are not eligible for health benefits. 

Employees pay a portion of the monthly premium for employee health benefits. Civicorps Schools pays 
the remainder of the premium for eligible employees up to the designated benchmark. Employees will be 
notified of their contribution amount at the time they sign up for the specific benefit. Eligible employees 
may be responsible for a portion of the monthly premium costs for their dependents' coverage. 

In the event of an increase in health insurance premium rates, all employees may be required to 
contribute to the cost of increased premiums to retain coverage. Details about health insurance coverage 
are available in a separate publication from Human Resources. 

Section 125/129 Flexible Spending Plans 

Civicorps Schools provides, at no cost to employees a Premium Only Plan (POP) which allows 
employees to pay for monthly health premiums with pre-tax dollars. This means your health premiums are 
subtracted from your gross pay before federal, state and social security (FICA) taxes are applied. The 
125 Plan Document is in all cases controlling and supersedes any inconsistent terms in this manual. We 
also offer employees' access to a Medical Reimbursement and Dependent Care option within this 
program that is funded 100% by the employee. These options will be explained to you during your new 
hire orientation and during open enrollment. 

Section 132 Commuter Choice Tax Benefit 

Employees are able to deduct pre-tax up to the federal published limit each year, expenses for public 
transit including BART, buses, and van pools and I or work-related parking expenses. Details regarding 
this deduction are available from Human Resources. 

Guaranteed Ride Home 

Through this program, you will be issued a voucher good for a free taxi ride home if you have an 
emergency and you have walked, bicycled, carpooled, or taken the train, bus or ferry on the day the 
Guaranteed Ride home is used. 
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Disability Insurance 

Each employee contributes to the State of California to provide short-term disability insurance mandated 
by the California Unemployment Insurance Code. Long-term disability insurance coverage (after a 90 day 
benefit waiting period) is provided at no cost to the employee. Contributions are made through a payroll 
deduction. Disability insurance benefits are payable when you cannot work because of illness or injury not 
caused by employment at Civicorps Schools or when you are entitled to temporary workers' 
compensation at a rate less than the daily disability benefit amount. Specific rules and regulations 
governing disability are available from Human Resources. 

Workers' Compensation 

You are protected by Civicorps Schools' workers' compensation insurance policy while employed by 
Civicorps Schools, at no cost to you. The policy covers you in case of occupational injury or illness. 
Specific rules and regulations governing workers' compensation insurance are available from Human 
Resources 

Retirement Plan 

Civicorps Schools provides a 403(b) plan for eligible employees in order to assist in saving for their 
retirement. All employees age 18 or over are eligible upon hire to begin contributing their own money on a 
pre-tax basis. For information regarding eligibility, contributions, benefits and tax status, contact Human 
Resources. 

Unemployment Compensation 

Civicorps Schools contributes to the California Unemployment Insurance Fund on behalf of all 
employees. 

Social Security 

Civicorps Schools pays a matching contribution to each employee's social security tax deduction. 

Leaves of Absence 

Personal Leave of Absence 

Civicorps Schools may grant leaves of absence to employees in certain circumstances. Request any 
leave in writing as far in advance as possible, keep in touch with your supervisor or Human Resources 
during your leave, and give prompt notice of any change in your anticipated return date. If your leave 
expires and you fail to return to work without contacting your supervisor or the Human Resources office, 
Civicorps Schools will assume that you do not plan to return and that you have terminated your 
employment. 

Upon returning from a leave of absence, you will be offered the same position you held at the time your 
leave began, if available. If your former position is not available, a comparable position will be offered if 
legally mandated. If neither the same nor a comparable position is available, your return to work will 
depend on job openings existing at the time of your scheduled return. Civicorps Schools makes no 
guarantees of reinstatement, and your return will depend on your qualifications for existing openings. 

Any leave taken under this provision qualifying as leave under the state and/or federal family/medical 
leave acts will be counted as family/medical leave and charged to your entitlement of 12 workweeks of 
family/medical leave in a 12-month period. California workers' compensation laws govern work-related 
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injuries and illnesses leaves. California pregnancy disability laws govern leaves taken because of 
pregnancy, childbirth, and related medical conditions. 

Family Medical Leave Act (FMLA)/California Family Rights Act (CFRA) 

Eligibility for FMLA/CFRA Leave 

Employees who have more than 12 months of service, who have worked at least 1,250 hours during the 
previous 12-month period before the date the leave is to begin, and who are employed at a work site 
where Civicorps Schools maintains on the payroll. (as of the date of the leave request) at least 50 part- or 
full-time employees within 75 miles (measured in road miles) of the work site where the employee 
requesting the leave works, are eligible under federal (FMLA) and state (CFRA) family leave laws to take 
up to a maximum of 12 workweeks of unpaid family/medical leave within a 12-month period. 
Family/medical leave time is permitted for the birth of the employee's child, or placement of a child with 
the employee for adoption or foster care, to care for the employee's spouse, child or parent who has a 
serious health condition, or for a serious health condition that makes the employee unable to perform his 
or her job. 

Requests for FMLA/CFRA Leave 

Please contact Human Resources as soon as you realize the need for family/medical leave. If the leave 
is based on the expected birth, placement for adoption or foster care, or planned medical treatment for a 
serious health condition of the employee or a family member, the employee must notify Civicorps Schools 
at least 30 days before leave is to begin. The employee must consult with his or her supervisor regarding 
scheduling of any planned medical treatment or supervision in order to minimize disruption to the 
operations of Civicorps Schools. Any such scheduling is subject to the approval of the health care 
provider of the employee or the health care provider of the employee's child, parent or spouse. 
If the employee cannot provide 30 days' notice, Civicorps Schools must be informed as soon as practical. 

If the FMLNCFRA request is made because of the employee's own serious health condition, Civicorps 
Schools may require, at its expense, a second opinion from a health care provider that Civicorps Schools 
chooses. The health care provider designated to provide a second opinion will not be one who is 
employed on a regular basis by Civicorps Schools. If the second opinion differs from the first opinion, 
Civicorps Schools may require, at its expense, the employee to obtain the opinion of a third health care 
provider designated or approved jointly by the employer and the employee. The opinion of the third health 
care provider shall be considered final and binding on Civicorps Schools and the employee. 

When both parents are employed by Civicorps Schools and request simultaneous leave for the birth, 
adoption or foster care of a child, Civicorps Schools will not grant more than 12 workweeks total of 
family/medical leave for each employee. 

Leave granted under any of the reasons provided by state and federal law will be counted as 
family/medical leave and will be considered as part of the 12-workweek entitlement in a 12-month period. 
The 12-month period is measured forward from the date any employee's first family/medical leave begins. 
No carryover of unused leave from one 12-month period to the next 12-month period is permitted. 

Employees may take FMLA/CFR.A. leave intermittently (in blocks of time, or by reducing their normal 
weekly or daily work schedule) if the leave is for the serious health condition of the employee's child, 
parent or spouse, or of the employee, and the reduced leave schedule is medically necessary as 
determined by the health care provider of the person with the serious health condition. The smallest 
increment of time that can be used for such leave is 1 hour. 
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Certification by Health Care Providers 

Civicorps Schools requires employee's to provide certification as explained below within 15 days of any 
request for FMLNCFRA leave, unless it is not practicable to do so. Civicorps Schools may require 
recertification from the health care provider if additional leave is required. 

> If the leave is needed to care for a sick child, spouse or parent, the employee must provide a 
certification from the health care provider stating: 

• Date of commencement of the serious health condition; 
• Probable duration of the condition; 
• Estimated amount of time for care by the health care provider; and 
• Confirmation that the serious health condition warrants the participation of the employee. 

> If an employee cites his or her own serious health condition as a reason for a leave, the 
employee must provide a certification from the health care provider stating: 

• Date of commencement of the serious health condition; 
• Probable duration of the condition; and 
• Inability of the employee to work at all or to perform any one or more of the essential functions 

of his or her position because of the serious health condition. 

Civicorps Schools will require certification by the employee's health care provider that the employee is fit 
to return to his or her job. 

Failure to provide certification by the health care provider of the employee's fitness to return to work will 
result in denial of reinstatement for the employee until the certificate is obtained. 

Coordination with Health Insurance 

An employee taking family/medical leave will be allowed to continue participating in any health and 
welfare benefit plans in which he or she was enrolled before the first day of the leave at the level and 
under the conditions of coverage as if the employee had continued in employment for the duration of such 
leave. Civicorps Schools will continue to make the same premium contribution as if the employee had 
continued working. The employee will also have to continue paying his or her share of the benefits 
premiums. Failure to do so will result in cancellation of coverage. The continued participation in health 
benefits begins on the date leave first begins ynder FMLNCFRA. In some instances, Civicorps Schools 
may recover from an employee premiums paid to maintain health coverage if the employee fails to return 
to work following family/medical leave. 

Employees on family/medical leave who are not eligible for continued paid coverage may continue their 
group health insurance coverage through Civicorps Schools in conjunction with federal COBRA 
guidelines by making monthly payments to Civicorps Schools for the amount of the applicable premium. 
Employees should contact Human Resources for further information. 

Use of Accrued Paid Leave Time for Family/Medical Leave 

Paid leave may be substituted for unpaid leave in the following circumstances: 

• Vacation may be used for any family/medical leave qualifying event; 
• Accrued sick leave may be used only for the employee's own serious health condition except as 

allowed in the Sick Leave Policy. 
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0 Return from Family/Medical Leave 
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Under most circumstances, upon return from family/medical leave, an employee will be reinstated to his 
or her original job or to an equivalent job with equivalent pay, benefits and other employment terms and 
conditions. 

However, an employee has no greater right to reinstatement than if he or she had been continuously 
employed rather than on leave. For example, if an employee on family/medical leave would have been 
laid off had he or she not gone on leave, or if the employee's job is eliminated during the leave and no 
equivalent or comparable job is available, then the employee would not be entitled to reinstatement. In 
addition, an employee's use of family/medical leave will not result in the loss of any employment benefit 
that the employee earned before using family/ medical leave. 

California Paid Family Leave Insurance 

As of July 1, 2004 most California employees are eligible for up to six weeks of partial pay, per twelve 
month period, while taking time from work to care for a new child or sick family member. The payments 
are distributed by the EDD, a state agency, not by Civicorps Schools. California's Paid Family Leave 
program does not create a right to take a leave of absence if one does not exist under the law. 

Employees may take this leave in order to: 
• Care for a child, husband, wife, domestic partner, or parent because of a serious health problem; 

or 
• Bond with a new baby, adopted or foster child (this is for both mothers and fathers). 

For additional information, please contact Human Resources, call 1-877-238-4373 or go to 
www.edd.ca.gov. 

Pregnancy Disability Leave 

Time off from work because of the employee's disability due to pregnancy, childbirth or related medica! 
condition is not counted as time used for CFRA leave, but is counted as time used for FMLA leave. 
Pregnant employees may have the right to take a pregnancy disability leave in addition to family or 
medical leave. Such employees should contact Human Resources regarding their individual situation. 
Any leave taken for the birth, adoption or foster care placement of a child does not have to be taken in 
one continuous period of time. CFRA leave taken for the birth or placement of a child will be granted in 
minimum amounts of two weeks. However, Civicorps Schools will grant a request for a CFRA leave (for 
birth/placement of a child) of less than two weeks' duration on any two occasions. Any leave taken must 
be concluded within one year of the birth or placement of the child with the employee. 

Requests for Pregnancy Disability Leave 

Any female employee planning to take pregnancy disability leave should advise the Human Resources 
department as early as possible. The individual should make an appointment with Human Resources to 
discuss the following conditions: 

• Employees who need to take pregnancy disability leave must inform Civicorps Schools when a 
leave is expected to begin and how long it will likely last. If the need for a pregnancy disability 
leave or transfer is foreseeable, employees must provide notification at least 30 days before the 
pregnancy disability leave or transfer is to begin. If 30 days' advance notice is not possible, notice 
must be given as soon as practical. 

• Upon the request of an employee and recommendation of the employee's physician, the 
employee's work assignment may be changed if necessary to protect the health and safety of the 
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employee and her child. Requests for transfers of job duties will be reasonably accommodated if 
the job and security rights of others are not breached. 

• Temporary transfers due to health considerations will be granted when possible. However, the 
transferred employee will receive the pay that accompanies the job, as is the case with any other 
temporary transfer due to temporary health reasons. 

• Pregnancy disability leave usually begins when ordered by the employee's physician. The 
employee must provide Civicorps Schools with a certification from a health care provider. 

> The certification indicating disability should contain: 

• The date on which the employee became disabled due to pregnancy, childbirth, or 
related medical conditions; 

• The probable duration of the period or periods of disability; and 

• A statement that, due to the disability, the employee is unable to perform one or more 
of the essential functions of her position without undue risk to herself, the successful 
completion of her pregnancy, or to other persons. 

• Returns from pregnancy disability leave will be allowed only when the employee's physician 
sends a release. 

• An employee will be allowed to use accrued sick time and/or accrued vacation time during a 
pregnancy disability leave. · 
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• The duration of this leave is based on the employee's health care provider's determination and 0 
certification of the period(s) during which the employee is actually disabled due to pregnancy, 
childbirth or a related condition, up to a maximum of four months. This includes leave for severe 
morning sickness and for prenatal care. 

• Leave does not need to be taken in one continuous period of time and may be taken 
intermittently, as needed. 

• Leave may be taken in increments of 1 hour. 

Return from Pregnancy Disability Leave 

Under most circumstances, upon submission of a medical certification that an employee is able to return 
to work from a pregnancy disability leave, an employee will be reinstated to her same position held at the 
time the leave began or to an equivalent position, if available. An employee returning from a pregnancy 
disability leave has no greater right to reinstatement than if the employee had been continuously 
employed. (For example, if an employee on pregnancy disability leave would have been laid off had he or 
she not gone on leave, or if the employee's job is eliminated during the leave and no equivalent or 
comparable job is available, then the employee would not be entitled to reinstatement.) 

Return to the employee's previously held job or in some circumstances to a comparable position shall be 
guaranteed for four months (with the exceptions noted above) provided that the employee complies with 
the terms of the leave. 

Coordination with Family Leave 

If you take pregnancy disability leave and are eligible under the federal or state family and medical leave 
laws, Civicorps Schools will maintain group health insurance as outlined in the section "Coordination with 
Health Insurance". Leave taken under the pregnancy disability policy runs concurrently with family and 
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medical leave under federal law, but not with family and medical leave under California Law. If you are 
ineligible under the federal and state family and medical leave laws, while on pregnancy disability you will 
receive continued paid coverage on the same basis as other medical leaves that Civicorps Schools may 
provide and for which you are eligible. In some instances, Civicorps Schools may recover premiums it 
paid to maintain health coverage for you if you fail to return to work following pregnancy disability leave. 

If you are on pregnancy disability leave and are not eligible for continued paid coverage, you may 
continue your group health insurance coverage through Civicorps Schools in conjunction with federal 
COBRA guidelines by making monthly payments to Civicorps Schools for the amount of the relevant 
premium. Contact Human Resources for further information. 

Teacher- Specific Leave Programs 

Please see page 43 of this handbook for paid leave programs in place for the teaching staff. 

COBRA 

Civicorps Schools participates in the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) 
program. If you are terminated from employment, you will be notified of your rights to continue on certain 
of your benefits through this program. Please contact human resources if you have any questions. 

Sick Leave 

Sick leave is a form of insurance that employees accumulate in order to provide a cushion for 
incapacitation due to illness. It is intended to be used only when actually required to recover from illness 
or injury; sick leave is not for "personal" absences. Time off for medical and dental appointments will be 
treated as sick leave. Civicorps Schools will not tolerate abuse or misuse of your sick leave privilege. 
Civicorps Schools offers paid sick leave to regular full- and part-time employees who work a minimum of 
30 hours per week. Full-time employees accrue four hours of paid sick time per pay period, or one day 
per month. Part-time employees (who work a minimum of 30 hours per week) accrue sick leave 
proportionately to the number of hours worked. Temporary employees do not accrue paid sick leave. 
Earned sick time accrues to a maximum of 280 hours. No additional sick time will be earned beyond this 
until accrued sick time is used. Civicorps Schools does not pay employees in lieu of unused sick leave. 
Civicorps Schools may require a note from your doctor for illnesses longer than five business days before 
paying for sick time taken. 

Employees may use their yearly sick leave accrual to attend to a child, parent, spouse, domestic partner, 
or domestic partner's child who is ill. Leave for this purpose may not be taken until it has actually accrued. 

Definitions 

• For purposes of sick !eave use, a "child" is defined as a biological, foster or adopted child, 
stepchild, or a legal ward. A "child" also may be someone for whom you have accepted the duties 
and responsibilities of raising, even if he or she is not your legal child. 

• A "parent" is your biological, foster or adoptive parent, stepparent or legal guardian. 

• A "spouse" is your legal spouse according to the laws of California, which do not recognize 
"common law" spouses (a union that has not been certified by a civil or religious ceremony). 

• A "domestic partner" is another adult with whom you have chosen to share your life in an intimate 
and committed relationship of mutual caring 
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• A "domestic partner's child" is the biological, foster or adopted child, stepchild, or legal ward of 
your domestic partner. A "domestic partner's child" also may be someone for whom your 
domestic partner has accepted the duties and responsibilities of raising, even if he or she is not 
your domestic partner's legal child. 

All conditions and restrictions placed on an employee's use of sick leave apply also to sick leave used for 
care of a child, parent or spouse. 

Bereavement Leave 

Civicorps Schools grants leaves of absence to employees in the event of the death of the employee's 
current spouse or domestic partner, child, parent, legal guardian, brother, sister, grandparent, grandchild 
or mother-, father-, sister-, brother-, son- or daughter-in-law. 

An employee with such a death in the family may take up to five consecutive scheduled work days off 
paid with the approval of the employee's supervisor. In addition, with the supervisor's approval, the 
employee may use up to five days of accrued sick time or any available vacation accrual for bereavement 
leave. The employee's supervisor may approve additional unpaid time off. 

Military Leave 

Employees who wish to serve in the military and take military leave should contact Human Resources for 
information about their rights before and after such leave. Civicorps Schools complies with applicable 
state and federal laws relating to military leave and job reinstatement. 

Jury Duty and Witness Leave 

Civicorps Schools encourages employees to serve on jury duty or as a witness when called. Any regular 
fulltime or part-time employee summoned to serve on jury duty or as a witness will continue to receive 
their regular rate of pay or salary while serving on a jury for up to five business days. Part-time employees 
will be paid in proportion to the number of hours or days they normally work. Temporary employees are 
not eligible for pay while serving on jury duty or as a witness. You should notify your supervisor of the 
need for time off for jury duty as soon as a notice or summons from the court is received. You will be 
required to provide written verification from the court clerk of performance of jury service. If work time 
remains after any day of jury selection or jury duty, you will be expected to return to work for the 
remainder of your work schedule. You may retain any mileage allowance or other fee paid by the court for 
jury services. 

Volunteer Firefighters and Peace Officers 

No employee shall be disciplined for taking time off to perform emergency duty as a volunteer firefighter, 
peace officer or emergency rescue personnel. You are also eligible for unpaid leave for required training. 
If you are an official volunteer firefighter, please inform your supervisor that you may have to take time off 
for emergency duty and alert your supervisor before doing so when possible. 

Domestic Violence Leave 

Employees who are victims of domestic violence are eligible for unpaid leave. You may request leave if 
you are involved in a judicial action, such as obtaining restraining orders, appearing in court to obtain 
relief and ensure your health, safety or welfare, or that of your child(ren). 

You should provide notice and certification of your need to take leave under this policy. Certification may 
be sufficiently provided by any of the following: 
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,. A police report indicating that the employee was a victim of domestic violence. 

,. A court order protecting or separating the employee from the perpetrator of an act of domestic 
violence, or other evidence from the court of the prosecuting attorney that the employee 
appeared in court. 

.. Documentation from a medical professional, domestic violence advocate, health-care provider or 
counselor that the employee was undergoing treatment for physical or mental injuries or abuse 
resulting in victimization from an act of domestic violence. 

Civicorps Schools will, to the extent allowed by law, maintain the confidentiality of an employee 
requesting leave under this provision. The length of unpaid leave an employee may take is limited to 12 
weeks as provided for under the federal Family and Medical Leave Act. Employees may use accrued 
sick and or vacation time for this type of leave. 

Time Off for Voting 

Civicorps Schools encourages all employees to fulfill their civic responsibilities by voting. All employees 
will be allowed a reasonable amount of time off to vote in elections either at the beginning or at the end of 
the workday, provided the polls are not open sufficient time outside working hours. 

Time off for voting must be requested at least two working days in advance and must be approved by 
your supervisor. A maximum of two hours of time off to vote will be paid, and proof of voting may be 
required. 

School Activities 

Employees are encouraged to participate in the school activities of their child(ren). Any absence for this 
purpose is subject to all of the following conditions: 

.. Parents, guardians, or grandparents having custody of one or more children in kindergarten or 
grades 1 to 12 may take time off for a school activity; 

,. The time off for school activity participation cannot exceed eight hours in any calendar month, or 
a total of 40 hours each school year; 

• Employees planning to take time off for school visitations must provide as much advance notice 
as possible to their supervisor; 

.. If both parents are employed by Civicorps Schools, the first employee to request such leave will 
receive the time off. The other parent will receive the time off only if the leave is approved by his 
or her supervisor; 

" Employees must use vacation leave in order to receive compensation for this time off unless the 
employee is exempt and the time off is less than a full day; 

• Employees who do not have paid time off available will take the time off without pay; and 

e Employees must provide their supervisor with documentation from the school verifying that the 
employee participated in a school activity on the day of the absence for that purpose. 

If an employee who is the parent or guardian of a child facing suspension from school is summoned to 
the school to discuss the matter, the employee should alert his or her supervisor as soon as possible 
before leaving work. 
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External Employee Education 

Some employees may need to attend training programs, seminars, conferences, lectures, meetings or 
other outside activities for the benefit of Civicorps Schools or the individual employee. Attendance at such 
activities, whether required by Civicorps Schools or requested by individual employees, requires the 
written approval of the employee's supervisor. To obtain approval, any employee wishing to attend an 
activity must submit a written request detailing all relevant information, including date, hours, location, 
cost, expenses and the nature, purpose and justification for attendance. Attendance at any such event is 
subject to the following policies on reimbursement and compensation: 

• For attendance at events required or authorized by Civicorps Schools, customary and reasonable 
expenses will be reimbursed upon submission of proper receipts. Acceptable expenses generally 
include registration fees, materials, meals, transportation and parking. Reimbursement policies 
regarding these expenses should be discussed with your supervisor in advance. 

• Employee attendance at authorized outside activities will be considered hours worked for non
exempt employees and will be compensated in accordance with normal payroll practices. 

This policy does not apply to an employee's voluntary attendance, outside of normal working hours, at 
formal or informal educational sessions, even if such sessions generally may lead to improved job 
performance. While Civicorps Schools generally encourages all employees to improve their knowledge, 
job skills and promotional qualifications, such activities do not qualify for reimbursement or compensation 
under this policy unless prior written approval is obtained as described previously. 

Recreational Activities and Programs 

Civicorps Schools or its insurer will not be liable for payment of. workers' compensation benefits for any 
injury that arises out of an employee's voluntary participation in any off-duty recreational, social or athletic 
activity that is not part of the employee's work-related duties. 

Workers' Compensation 

Civicorps Schools, in accordance with state law, provides insurance coverage for employees in case of 
work related injuries. Employees who become injured or ill resulting from their work at Civicorps Schools 
must: 

• Immediately report any work-related injury or illness to your supervisor; 

• Seek medical treatment at the agency's chosen health care provider and follow-up care if 
required; 

• Complete a written Claim Form and return it to your supervisor; and 

• Ensure that Civicorps Schools receives certification from the health care provider regarding the 
need for workers' compensation disability leave, as well as your eventual ability to return to work 
from the leave. 

Upon submission of a medical certification that an employee is able to return to work after a workers' 
compensation leave, the employee under most circumstances will be reinstated to his or her same 
position held at the time the leave began, or to an equivalent position, if available. An employee returning 
from a workers' compensation leave has no greater right to reinstatement than if the employee had been 
continuously employed rather than on leave. For example, if the employee on workers' compensation 
leave would have been laid off had he or she not gone on leave, or if the employee's position has been 
eliminated or filled in order to avoid undermining Civicorps Schools' ability to operate safely and efficiently 
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during the leave, and no equivalent or comparable positions are available, then the employee would not 
be entitled to reinstatement. 

An employee's return depends on his or her qualifications for any existing openings. If, after returning 
from a workers' compensation disability leave, an employee is unable to perform the essential functions 
of his or her job because of a physical or mental disability, Civicorps Schools' obligations to the employee 
may include reasonable accommodation, as governed by the ADA (Americans with Disabilities Act). 
The law requires this agency to notify the workers' compensation insurance company of any concerns of 
false or fraudulent claims. 

Teacher-Specific Benefits, Accruals & Holidays 

Teachers are eligible for sick time accrual only. Vacation time does not accrue. 

Teaching staff are eligible for the following paid leave programs in addition to the other leave programs 
previously mentioned: 

a. Spring Leave - Both K-5 and High School teaching staff are eligible for Spring Leave 
pay. Generally the schools will be closed either the week before or the week after the 
Easter Holiday. The actual dates of the leave will be announced at the beginning of 
each school year via the academic calendar. Spring Leave may only be used during 
this time and cannot be carried over from year to year. Part-time teachers will be paid 
proportionately to the number of hours or days they normally work. 

b.Summer Leave - Both K-5 and High School teaching staff are eligible for Summer 
Leave. Summer leave will be announced at the beginning of each school year. 
Generally the teaching staff will begin Summer Leave one week after school ends and 
will return three weeks prior to school starting. Teachers are eligible for their regular 
rate of pay per their current contract and part time teachers will be paid proportionately 
to the number of hours or days normally worked. Summer Leave may only be used 
during this time and cannot be carried over from year to year. 

c. Thanksgiving leave - based on academic calendar school closing. Teachers are 
eligible for their regular rate of pay per their current contract and part time teachers will 
be paid proportionately to the number of hours or days normally worked. This leave 
may only be used during this time and cannot be carried over from year to year. 

d. Winter Leave - an additional week of paid leave is provided for the teachers based 
upon the academic calendar. Teachers are eligible for their regular rate of pay per their 
current contract and part time teachers will be paid proportionately to the number of 
hours or days normally worked. This leave may only be used during this time and 
cannot be carried over from year to year. 

NOTE: Current teacher contract in place and the current academic calendar are to be utilized in 
conjunction with this handbook. 

Confirmations of Receipt 

On the following pages are confirmation documents and sample complaint form. Please sign and return 
the Confirmation of Receipt of Employee Handbook immediately. Please review and sign the 
Confirmation of Receipt of Alternative Dispute Resolution within 2 days of receipt and return this form to 
Human Resources. If you have questions prior to signing these documents, please see Human 
Resources. The CCF should only be used as needed. 
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CONFIRMATION OF RECEIPT 
EMPLOYEE HANDBOOK 

I have received my copy of Civicorps Schools' employee handbook. I understand that it is my 
responsibility to read and familiarize myself with the policies and procedures contained in the handbook. 
I understand that except for employment at-will status, any and all policies and practices can be changed 
at any time, with or without prior notice, by Civicorps Schools. Civicorps Schools reserves the right to 
change my hours, wages, and working conditions at any time. I understand and agree that, other than the 
CEO, no manager, supervisor, or representative of Civicorps Schools has the authority to enter into any 
agreement, expressed or implied, for employment for any specific period of time, or to make any 
agreement for employment other than at-will; only the CEO has the authority to make any such 
agreement and then only signed and in writing. 

I understand and agree that nothing in the employee handbook creates or is intended to create a promise 
or representation of continued employment and that employment at Civicorps Schools is at-will; 
employment may be terminated at anytime by either party. 

My signature certifies that I understand that the foregoing agreement on at-will status is the sole and 
entire agreement between Civicorps Schools and me concerning the duration of my employment and the 
circumstances under which my employment may be terminated. It supersedes all prior agreement, 
understandings, and representations concerning my employment with Civicorps Schools. 

Employee's Name (Please Print) Employee's Signature 

Date 
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CONFIRMATION OF RECEIPT 
ALTERNATIVE DISPUTE RESOLUTION 

I have received my copy of Civicorps Schools' Mutual Agreement to Arbitrate Claims. I understand that it 
is my responsibility to read and familiarize myself with the policies and procedures contained in the 
Agreement. 

My signature certifies that I understand the foregoing agreement and that it supersedes all prior 
agreements, understandings, and representations concerning my dispute resolution with Civicorps 
Schools. 

Employee's Name (Please Print) Employee's Signature 

Date 
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CIVICORPS SCHOOLS 

COMMUNITY COMPLAINT FORM 

NAME:------------- Address:--------------

Phone (day) __________ Phone (evening/other) ____________ _ 

1. Who is your complaint against? 

Name:. ______________ Title:------------------

2. Has this been discussed with him/her? YES NO Date:----------

3. Has the complaint been discussed with the Manager/Sup/Principal? YES_ NO_ Date. ____ _ 

Description of Complaint: Please include all important information such as location, names, dates, 

who was present, and to whom it was reported. Please use additional paper if more space is needed. 

What remedy of action do you suggest? 

Signature; ____________________ Date:-------------

Date Received by Civicorps Schools Compliance Officer/HR: ________________ _ 
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CIVICORPS ELEMENTARY SCHOOL 
POSITIVE ~scHOOL CLIMATE PLAN 
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T HE FOUNDATION 

In June of 2010, the staff of Civicorps Elementary School decided by consensus that 
Civicorps would be a Responsive Classroom school and use the principles of the 
approach in developing our school-wide plan . This was a result of the School 
Development Plan goal of creating a school-wide behavior plan . 

The guiding principles of Responsive Classroom, which Civicorps Elementary has 
adopted are: 

• The social curriculum is as important as the academic curriculum 
• How children learn is as important as what they learn: Process and content go 

hand-in hand 
• The greatest cognitive growth occurs through social interaction 
• To be successful academically and social ly, children need to learn and practice 

specific social skills . Five particu larly important skills (often referred to in 
Responsive Classroom as CARES) are: 

Cooperation 
Assertion 
Responsibili ty 
Empathy 
Self-Control 

• Knowing the children we teach-individually , culturally , and developmentally-is 
as important as knowing the content we teach 

• How we, the adults at school , work together is as important as our individual 
competence: Lasting change begins with the adult community (2007, Northeast 
Foundation for Children , Inc.) 

In order to align our plan with these principles , staff have been involved in professional 
development and are using the Responsive Classroom langua9e and techniques in their 
practice. Some important components that are being incorporated throughout the school 
include: 

• Morning Meeting -gathering as a whole class each morni ng to greet one another, 
share news, and warm up for the day ahead 
• Rule Creation- helping students create classroom rules to ensure an environment that 
allows all class members to meet their learning goals 
• Interactive Modeling - teach ing children to notice and internalize expected behaviors 
through a unique modeling technique 
• Positive Teacher Language - using words and tone as a tool to promote children's 
active learning, sense of community, and self-discipline 
• Logical Consequences - responding to misbehavior in a way that allows children to fix 
and learn from their mistakes wh ile preserving their dignity 
• Guided Discovery- introducing classroom materials using a format that encourages 
independence, creativity , and responsibility 
• Academic Choice- increasing student learning by allowing students teacher
structured choices in their work 
• Classroom Organization - setting up the physical room in ways that encourage 
students' independence, cooperation , and productivity 
• Working with Families - creating avenues for hearing parents' insights and helping 
them understand the school 's teaching approaches 
• Collaborative Problem Solving - using conferencing, role playing , and other 
strateg ies to resolve problems with students 

It is the expectation that all staff will be moving toward this approach in their classrooms and 
specialties. 



Civicorps Life Practices 

Be alive with purpose and practice thanks 
Be open to challenges and opportunities to grow 
Be respectful of the differences we share 
Be honest with yourself and others 
Find your part and work together 
Be a thoughtful I istener and 
Speak from your heart 



SCHOOLWIDE SUPPORT 

. Firm, fair and consistent student consequences in the classroom and 
w/the administration 

. Highly visible Principal (in classrooms and on yard at recess) 

. Administration conferences logged into PowerSchool 

. Expectations reinforced during all-school morning circle, all-school 
community meetings and classroom morning meetings 

. Components of the Positive School Climate Plan shared with parents 
and families on a regular basis through teacher letters/emails, school 
newsletters and parent meetings 

. Opportunities for student leadership 

. Opportunities for positive reinforcement 

SCHOOLWIDE EXPECTATIONS FOR STUDENT CONDUCT 

. Follow Directions and Agreements 

. Be Safe - Use hands, feet and objects 
appropriately 

. Use Put-Ups, not Put-Downs- No bullying or 
name-calling 



SPECIFIC EXPECTATIONS FOR STUDENT CONDUCT 

AREA OF SCHOOL BE SAFE BE RESPECTFUL BE RESPONSIBLE 

1.Walk facing forward 1.Use kind words and actions 1.Follow school rules 
2.Keep hands, feet and objects to 2.Wait for your turn 2.Remind others to follow school rules 
self 3. Clean up after self 3.Take proper care of all personal 

All Common Areas 3.Get adult help for accidents and 4.Follow adult directions belongings and school equipment 
spills 4.Be honest 
4.Use all equipment and materials 
appropriately 
1.Keep all food to self 1.AIIow anyone to sit next to 1.Raise hand and wait to be excused 
2.Sit with feet on floor, bottom on you 3. Sort , Recycle or Compost all garbage 
seat and facing table 2.Use quiet voices 

Lunch 3.Walk at all times 3.AII food and drinks stay in 
4.Eat your own food class 

5. Be polite - say "please" and 
"thank vou" 

1.Walk to and from the playground 1.Piay fairly 1.Ask an adult before leaving the 
2.Stay on the playground 2.1nclude everyone playground area 
3.Be aware of activities and 3. Use words to solve problems 2. Use playground equipment properly and 

Playground/ Recess games around you 4. Be pleasant and respectful return it to the proper place 
4.No play fighting with all staff members 
5.What is on the ground, stays on 
the ground 

1.Stay to the right 1.Hold the door open for the 1.Stay on sidewalk 
Passing Areas Halls, 2.AIIow others to pass person behind you 2. Walk with purpose 

Breezeways, Sidewalks 3.Walk at all times 2.Use quiet voices 
4.Move to class on time 
1.Keep feet on floor 1.Knock on stall door 1. Flush toilet after use 
2.Keep water in the sink 2.Give people privacy 2.Return to room promptly 

0 
Bathrooms 3.Wash hands 3.Use quiet voices 3. Use a bathroom pass 

4. Put towels in garbage can 4. Use the restroom during break times or 
recess 

1. Use sidewalks and crosswalks 1.Use kind words and actions 1.Arrive on time 
Arrival and Dismissal 2.Wait in designated areas 2.Wait for your turn 2.Leave on time 

Areas 3.Ciean up after self 3. Get teacher permission to use the 
4.Follow adult directions classroom phone 

1.Sit quietly during presentation 1.Use audience manners 1. Listen responsibly 
Special Events and 2.Wait for arrival and dismissal 2.Sit on bottom 2.Applaud appropriately 

Assemblies signal 3. Give the speaker your 
attention 

1.Keep hands and feet to yourself 1.State your purpose pol ite ly 1.Use kind words and actions 
Office 2.Use tables and chairs 2.0btain permission to use 2.Keep hands and feet to yourself 

appropriately phone 
1. Keep hands and feet to yourself 1. Use kind words and actions 1. Use kind words and actions 
2. Use all equipment and 2. Clean up after yourself 2. Follow school rules 
materials appropriately 3. Use quiet voices 3. Remind others to follow school ru les 
3. Use tables and chairs 4. Follow adult directions 4. Take proper care of all personal 

Classroom appropriately 5. Put forth your best effort belongings and school equipment 
4. Walk at all times 5. Be honest 
5. Keep feet on floor 6. Arrive and leave on time 

7. Respect property, yours and others 
8. Be pr~ared and productive 

1.Report to the appropriate line 1.Use kind words and actions 1.Ask an adult before you move to a new 
immediately following dismissal 2.Use quiet voices area 
2.Keep hands and feet to yourself 3.Follow adult instructions 2.Arrive on time 

Afterschool Program 3.No play fighting 4.1nclude everyone in activities 3.Arrive on time 
4.Use all equipment appropriately 5.Put forth your best effort 4.Listen to all adults 

5.Follow all school rules 



Classroom Interventions 

If a student is not following one of the school wide expectations, typically the 
following steps are taken: 

1. REMIND or REDIRECT- Students will be reminded of what they are 
supposed to be doing and given a chance to change their behavior. 

2. WARNING- Students will be informed that their behavior needs to be 
changed immediately. 

3. TIME OUT - Students will have a brief time away from the group, small loss 
of privileges (related to the problem) or another logical consequence. This time 
may be used to reflect on the problem, conference with myself or another 
student, regroup or write or draw to explain what they should have done 
differently. (At this step some students are asked if they would like a bit of time 
outside of the classroom as this helps them to refocus) 

4. ALTERNATE CLASSROOM - If the behavior continues once a student rejoins 
the group they may need to spend a small amount time in another classroom 
(along with work to complete) . 

These steps are modified based on student needs, personality and consideration 
for the safety of the class as a whole. 

Student learning , participation and engagement are always at the center of our 
thinking. Students will not be asked to leave the classroom unless their 
behaviors are severely impairing the safety or learning of other students. A 
variety of additional management strategies are employed in an effort to reduce 
the need to begin this series of steps. Students are also encouraged to begin to 
understand and express what best helps them to refocus and do their best work. 

Examples of Logical Consequences 

Clean up a mess that was made and do some additional cleaning . 
Letter (or drawing) of apology. 
Loss of choice time (due to making inappropriate choices during the day) 
Loss of choice time (to finish work that was unfinished due to lack of focus) 
Working at an individual work area (if students are unable to focus while working 
with a group) 



TIMELINE 

Month Action Who's Responsible 
August Whole School Morning Circle and Wednesday All School Admin , All Teachers and Staff 

Community Meeting 

Begin Responsive classroom activities All self-contained classroom 
(Morning Meeting, Quiet Time and Closing Circle) and Teachers 
continue daily for the remainder of the school year 
*Resource : The First Six Weeks of School 

Include classroom discipline and uniform policy in Family 
Handbook and teacher introductory letter home Admin and All Teachers 

School Climate Report in Family Newsletter Desiree and Tara 

Citizen Leader. Citizen Learner (new schoolwide focus each Admin , All Teachers and Staff 
month) 

September Fall Expectations Meeting with each classroom Desiree 

Reinforce conduct and uniform policy with families at Back to All Staff 
School Night 

Safety Patrol Training Desiree 

Caught you Being Good All staff 

Student Council TBD 

Abdui-Haqq 
School Climate Report in Family Newsletter 

Coach Cruz 
Jr. Coach Program 

October Lesson on Bullying from Teaching Tolerance All self-contained classroom 
Teachers 

School Climate Report in Family Newsletter Abdul- Haqq 
November DVD Presentation on bullying Classroom Teachers 

Parent training on behavior interventions and positive Classroom Teachers 
reinforcement 

Training for 4th and 5th grade students to become peer Desiree 
mediators and Jr. Coaches 

School Climate Report in Family Newsletter Desiree and Tara 
December Begin the Peer Mediation Program Desiree 

School Climate Report in Family Newsletter Desiree and Tara 
January Spring Expectations Meeting with each classroom Desiree 

School Climate Report in Family Newsletter Desiree and Tara 
February DVD Presentation on bullying Classroom Teachers 

Friendship Festival (February 14th) All staff 

School Climate Report in Family Newsletter Desiree and Tara 
March Principal for a Day Desiree 

State of the School Address Desiree and Staff 

School Climate Report in Family Newsletter Desiree and Tara 
April School Climate Report in Family Newsletter Desiree and Tara 
May DVD presentation on bullying Classroom Teachers 

School Climate Report in Family Newsletter Desiree and Tara 
June Student-Staff Kickball Tournament All Staff 

School Climate Report in Family Newsletter Desiree and Tara 



CLASSROOM MANAGEMENT RESOURCES 

Sample Script for Student Behavior Call to Parent or Guardian 

"Hello, this is (child's name) and I need a word of encouragement 
right now because my teacher has already talked to me three times 
today about my behavior. " 

Dr. Hollie's Behavior Chart (4-5 grades) 
(use pegs with students ' names to indicate level) 

4 I am in balance. 
My heart is light as a feather. 

3 I am almost in balance. 
My heart is almost light as a feather. 

2 I am not quite in balance. 
I need to reflect with a classmate and make better choices so 
that my heart can be light as a feather. 

1 I am out of balance. 
I need to reflect with my teacher so that my heart can be light · 
as a feather. 



SAMPLE LETTER 

Date: -------------------

To Whom It May Concern: 

Your child, , was on a red 
card today. This means that he/she was disruptive to the 
learning process multiple times today. When I tried to 
contact you today during school, there was no answer. 
Please sign this letter, confirming that you are aware of your 
child's behavior today. If this note is not signed and returned 
to school tomorrow, a discipline report will be written for your 
child. Please call me with any questions or concerns at 510-
555-5555. 

Thank you, 

Teacher's Name 

I read this note and talked to my child about his/her 
behavior. 

Parent/Guardian Signature 



Name 

Behavior Reflection Date ----------------

Time of Incident -----

This is the classroom rule I chose not to follow: 

This is what happened: 

This is why I did it: 

This is what I could have done: 

Teacher's Comments: 

Other Comments: 

Student Signature _________________________ Date ______ _ 

Teacher Signature Date - - ---



Class Jobs (K-5) 

Here are some ideas for classroom jobs: 

Math Secretary 
Reading and Language Secretary 
Science Secretary 
Spell ing Secretary 
Social Studies Secretary 
Weekly Assignments Page Secretary 
Pencil Sharpener Monitor 
Playground Equipment Monitor 
Lunch Count Aide 
Errand Aide 
Clean-Up Aide 
Line Monitor 
Recycling Monitor 
Facts Test Aide 
Calendar Aide 
Backpack Aide 
Extra Time Center Aide 
Desk Checker 
Special Jobs 
Plants Monitor 
Flag Salute Aide 
Lottery Coupon Aide 
Door Holder 
Line Leader (rotates) 
Lunch Tub Aide 1 
Lunch Tub Aide 2 
Sink Monitor 
Paper Supplies Monitor 
Papers Home Aide 
Return Papers Aide 
Class Aide (teacher's assistant) 
Monday Folders Aide 
Progress Folders Aide 
Job Checker & Sub 
Librarian 



Librarian 
Responsibilities: 

Class Jobs (Upper Grades- 3 pages total) 

• Keep class library neat and organized 
• Encourage peers to return overdue books (2+ weeks) 
• Help with distribution and collection of whole class books 

Requirements: 
• Organized and values books 
• Willing to give up 1 lunch period to organize books at beginning , middle and end 

of year 

Scribe/Artist 
Responsibilities: 

• Help create posters and displays for class and school walls 
Requirements: 

• Likes to write and draw neatly and with colors 
• Willing to give up lunch time occasionally to create posters and displays 

Ambassador 
Responsibilities: 

• Greet visitors to our classroom and explain what we're working on 
• Greet substitute teachers and explain class routines, systems, and expectations 

Answer phone if the teacher can't pick it up 
Requirements: 

• Responsible , articulate, friendly , outgoing , and honest 
• Willing to give up 15 minutes of lunch time for initial training 

Historian 
Responsibilities: 

• Record the day's agenda, homework, and brief description of class 
• Write names of absent peers on handouts and place in "What did I miss?" binder 

Requirements: 
• Responsible and reliable --will fulfill responsibility every day without a reminder 
• Neat and quick writer (must copy agenda and h/w for binder during Do Now) 

Paper Distributor (3) 
Responsibilities: 

• Assist the teacher in returning student work, passing out handouts 
• Help Historian to write names of absent peers on handouts and place in "What 

did I miss?" binder 
Requirements: 

• Friendly 
• Quick to complete independent work 

Supplies Organizer (2) 
Responsibilities: 

• Assist the teacher in passing out and collecting supplies (markers, glue sticks 
etc.) 

• Ensure that all supplies are returned and organized neatly 
• Keep stapler and tape stocked 

Requirements: 
• Friendly and efficient 



• Appreciates organized materials 

How to Apply 

1. Complete job application 
2. Turn in application by deadline 
3. Prepare for interview: Explain how you will fulfill the responsibilities and 

requirements of the position 
4. Be on time and appropriately dressed for your interview. Don't chew gum. 

Your teacher will hire an alternate for each position so there are 24 spots available. 
All applicants will be notified the day after interviews. 

Your performance will be evaluated at the end of each grading period , though you 
can be fired if you are not fulfilling your responsibilities. Your decision to take one of 
these jobs helps make us a more efficient and cooperative learning community. 
Successfully completing a job gives you the opportunity to receive a certificate . 

Thank you for your interest in applying for a job . 



Job Application 

Name: --------------------------- Age: ____ _ 
Class: __ _ 
Education : 
Elementary School: ---------------------------------
Middle School and Year Graduated (expected) : ----------------------
High School and Year Graduated (expected) : -------------------------
College Graduation Year (expected): ____ _ 

Position Applying For: __________ _ 

Relevant Experience: 
Describe work you 've done or skills you have that will help you do the job well. 

Why are you applying for this job? 
(3 - 4 sentence answer) 

Reference: 
(A teacher or advisor who can say what a great person you are) 



I am free 
I let go 
I let my spirit be my guide 
My heart is open wide 
It's the practice of my life 
No more trouble, no more strife 
Thanks and praise for all that 's right 
Peace is my purpose 
It's the practice of my life 
Peace is my purpose 
It's the practice of my life 



DISCIPLINE POLICIES & PROCEDURES 

In order fo r Civicorps Elementary School to be a safe place for every person to learn and 
grow, we expect our students to be held accountable to the following expectations: 

• Follow Directions and Agreements 
• Be Safe- Use hands, feet and objects appropriately 
• Use Put-Ups, not Put-Downs- No bullying or name-calling 

Grounds for Disciplinary Action 
The following acts, whether occurring on school grounds, during lunch on or off campus, 
while going to or from school , or at a school function may result in disciplinary action : 

• causing, attempting to cause, or threatening to cause physical injury to another 
person 

• willfully using force or violence upon another person , except in self-defense 
• possessing , selling , or otherwise furnishing any firearm , knife , explosive, or other 

dangerous object 
• unlawfully possessing , using, sell ing or otherwise furnish ing , or being under the 

influence of any controlled substance, alcoholic beverage, or intoxicant of any 
kind 

• unlawfully offering , arranging, or negotiating to sell any controlled substance, 
alcoholic beverage, or intoxicant of any kind , and then either selling , delivering , 
or otherwise furnishing that substance to another person , or selling , delivering , or 
otherwise furnishing to a person another substance or materia l and representing 
it to be a controlled substance, alcoholic beverage, or intoxicant 

• committing or attempting to commit robbery or extortion 
• causing or attempting to cause damage to school property or private property 
• stealing or attempting to steal school property or private property 
• possessing or using tobacco or nicotine products, including but not limited to 

cigarettes, cigars , miniatu.re cigars , clove cigarettes, smokeless tobacco , snuff, 
chew packets , and betel , unless by prescription 

• committing an obscene act or engaging in habitual profanity or vulgarity 
• unlawfully possessing or offering , arranging , or negotiating to sell any drug 

paraphernalia 
• disrupting school activities or otherwise willfully defying the va lid authority of 

supervisors , teachers, administrators, school officials, or other school personnel 
engaged in the performance of their duties 

• knowingly receiv ing stolen school property or private property 
• possessing an imitation firearm (something that would lead a reasonable person 

to conclude that the replica was a firearm) 
• committing or attempting to commit sexual assault or committing sexual battery 
• harassing , threaten ing , or intimidating a student who is a complaining witness or 

a witness in a student disciplinary proceeding , for the purpose of preventing the 
student from being a witness, retaliating against the student for being a witness, 
or both for students in grades 4 and 5, committing sexual harassment 

• for students in grades 4 and 5, participating in, causing, attempting , or 
threatening to cause hate violence 

• for students in grades 4 and 5, intentionally engaging in harassment, threats , or 
intimidation against the school personnel or another student that is severe 
enough to disrupt the other student's class work, creates substantial disorder, or 
invades the rights of a student or students by creating an intimidating or hostile 
educational environment 

• engaging in, or attempting to engage in hazing 



• engaging in an act of bullying , including by means of an electronic act 
• making terroristic threats against school officials or school property 
• unlawfully offering or arranging to sell , negotiating to sell , or having sold the 

prescription drug Soma 
• aiding and abetting , as defined by Section 31 of the Penal Code, the infliction or 

attempted infliction of physical injury to another person 
• engaging in an act of bullying , including , but not limited to , bullying committed by 

means of an electronic act directed specifically towa rd a pupil or school 
personnel. 

DISCIPLINARY ACTIONS 

Students found to have committed any act of misconduct listed as "grounds for 
disciplinary action" (preceding) may be suspended or expelled from school following a 
hearing . This includes students enrolled in special education programs or receiving 
educational services pursuant to Section 504. 

Five actions will result in immediate suspension and recommendation for expulsion if a 
student commits any of them at school or at a school activity: 
1. possessing , selling , or otherwise furnishing a firearm 
2. brandishing a knife at another person 
3. selling a controlled substance 
4. committing or attempting to commit sexual assault or battery 
5. possessing explosives 

If the Principal determines that an expulsion hearing is warranted , a hearing will be 
scheduled within the next seven school days. No fewer than three staff members will sit 
on the hearing's panel. Once the hearing is held, a decision will be made and 
communicated in writing within three school days. The decision may b.e appealed by 
postmarking a letter within three school days of the hearing decision date addressed to: 

The Civicorps Board 
101 Myrtle Street 
Oakland, CA 94607 

The Civicorps Board will make a ruling within three school days and communicate the 
answer in writing . 

The Civicorps Board holds the final authority in expulsion matters. 

For other actions, Civicorps Elementary supports alternatives to suspension and 
expulsion . Such solutions can address possible causes of the behavior, including 
misdirected goals and unmet needs on the part of the student. In some cases, these 
alternatives may include making restitution to those affected or harmed by the behavior. 

Some alternatives used by Civicorps 
Schools include the following : 
• restorative justice practices, such as circles of support and accountability 
• conflict resolution programs 
• community service activities 
• behavioral contracts 
• home visits and/or conferences with family members 
• on-campus suspension 
• Joss of privilege (such as recess) 
• changes in schedule 



CIVICORPS ELEMENTARY CONDUCT REFERRAL FORM 

NAME: LOCATION: 
DATE: 
TIME: CLASSROOM LUNCH HALLWAY FIELD TRIP 

REFERRING STAFF: RESTROOM PLAYGROUND ASSEMBLY AFTERSCHOOL 
GRADE: 

CONDUCT OTHERS INVOLVED INTERVENTIONS 

0 Fighting 0 Teacher TEACHER/STAFF 
0 Abusive Language 0 Staff 
0 Overt Defiance 0 Peers 0 CONFERENCE W/STUDENT 

0 Harassment/Bullying 0 Substitute 
Date 

0 Disruption (repeated) 0 Bus Driver 
0 Forgeryffheft 0 None 0 LOSS OF PRIVILEDGE 
0 Property Damage Other Date 
0 Weapons 

Other 0 THINK TIME 
Date 

0 PARENT CONTACT 
Date 

POSSIBLE MOTIVATION ADMINISTRATION SIGNATURES 

Obtain peer attention 
0 CONFERENCE W/PRINCIPAL TEACHER'S SIGNATURE 0 Date 

0 Obtain adult attention 
0 Obtain items/activities 0 LOSS OF PRIVILEDGE 
0 Avoid peer(s) Date 
0 Avoid adult(s) 
0 Avoid task or activity 0 PARENT CONTACT 

Other Date ADMINISTARTOR'S SIGNATURE 

0 SUSPENSION 
Days 
Date(s) 

0 OTHER 
Date 

-

COMMENTS ________________________________________________________________________________ __ 



Copy Distribution: 
v' Parent/Guardian 
v' Student 
v' Cum Folder 

Student Services Department 

.sNiaR 
Pal'lllt/DIIrd•Na• 
Dffln•~t~:~rr.t rna: 
FmnDir at Days sa•• 

llirtll Balli: 
A*rall: 
a.m./P.DL 
Frmn: 

Balli: 
Ratii'Jt 

Placa: 

Special Education: 
504: 
ELL: 
CSSA Reportable: 
Sex: 
Ethnic Code: 

PIIIIIBN!IItlll': 

0 Yes 0 No 
0 Yes 0 No 
0 Yes 0 No 
0 Yes 0 No 
0 Male 0 Female 

I.D. No.: 

(MonlhfDay/Year) (Monlh!Oay!Y'ear) (lncll.dirg CLmnt SJspensOn) 

PRE-SUSPENSION CON FERENCE WITH STU DENT (I n an emergency situation where the health, life and safety of students is in danger, this conference may be held within two school days of the 
suspension or as permitted by Education Code 48911 .) 
Data: Tilll: a.m./p.RL Place: 

(Month/Day/Year) 

u.a•wa•a.~~~~ 
Check applicable section(s) 

A pupil may not be suspended from school or recommended for expulsion, unless the superintendent or the 
principal of the school in which the pupil is enrolled determines that the pupil has committed an act defined 
pursuant to any of subdivisions (a) to (q), inclusive: 
D A [0 Caused, attempted, threatened physical injury to another person 

DAI21 
DB 
D e 
Do 

D E 
O F 

DG 
llH 

~ I 
1 J 

I 
DL 
DM 

ON 

Do 
DP 
DQ 
DR 
DT 

Willfully used force or violence upon the person of another, except in se~-defense 
Possessed, sokl , furnished any firearm, knife, expbsive or other dangerous object 
Possessed, sokl, furnished or been under influence of any controlled substance, 
ak:oholic beverage, intoxicant. 
Unlawfully offered, arranged, negotiated to sell a controlled substance, ak:oholic 
beverage, intoxicant, and then sokl , delivered, furnished a liquid, substance, material 
represented to be a controlled substance, alcoholic beverage or substance 
Committed or attempted to commit robbery or extortion 
Caused or attempted to cause damage to school or private property (per EC 48900 (t) 
school property includes electronic files and databases) 
Stole or attempted to steal school or private property 
Possessed, used tobacco or any products containing tobacco or nicotine products 
Committed obscene act or engaged in habitual profanity I vulgarity 
Unlawfully possessed, offered, arranged/negotiated to sell any dnug paraphernalia. 
(Section 11014.5 of the Heatth and Safety Code). 
Disrupted school activities or witt fully defied valid authority of school personnel 
Knowingly received stolen school property or private property 
Possessed an imitation firearm-a replica of a firearm !hat is so similar in physical 
properties to an existing firearm as to lead a person to conclude that the replica is a 
firearm 
Committed or attempted to commit a sexual assautt as defined in Penal Code 261 ,266, 
286, 288, 288a, 289, or committed a sexual battery as defined by Penal Code 243.4 
Harassed, threatened, or intimidated a student to prevent I retaliate for being a witness 
in a school disciplinary proceeding 
Unlawfully offered , arranged to sell, negotiated to sell, or sokl the prescription drug 
Soma 
Engaged in , or attempted lo engage in hazing as defined in Penal Code Section 245.6 
Bullying, directed specifically toward a pupil or school personnel, including by means 
of an electronic act 
Aiding or abetting, as defined in section 31 of the Penal Code, the infliction or 
attempted infliction of physical injury to another 

Factual axplaatim at illlidantlsl If a!Htimalaoaca is ra~l'lll. attach r~11rt: 

!'mica Rapll't # lif •li:ablal 

State £Wcatim CIDI481110.2. 48101.3. 481111l.4lGrlllas 4-TliDyJ 
D EC 48101.2 Committed sexual harassment as defined in Education Code section 212.5 
considered by a reasonable person of the same gender as the victim to be severe or pervasive to have 
a negative impact on the individual's academics or as to create an intimidating, hostile or offensive 
educational environment 
D EC 48101.3 Caused, attempted to cause, threatened to cause or participated in an act of 
hate violence as defined in subdivision (e) Education Code Section 33032.5. Applies to grades 4-12. 
D EC 48101.4 Student intentionally engaged in harassment, threats or intimidation creating an 
intimidating or hostile educational environment. 

State l'Wcatim CIDI481110.7 
D EC 48101.7 Made terroristic threats, written or oral, against school officials or school 
property. Terroristic threat shall include any statement, whether written or oral by a person who willfully 
threatens to commit a crime which will resutt in death, great bodily injury to another person or property 
damage in excess of one thousand dollars ($1 000) with the specific intent that the statement is to be 
taken as a threat even if there is no intent of carrying it out, which under the circumstances in which it 
is made is so unequivocal, unconditional, immediate and specific as to convey to the person 
threatened , a gravity of purpose. 

State £Wcati111 CIDI4881i SUbiiiCtillls A alii C 
(A) Mandatory Suspension/Probable Expulsion Recommendation 
D 1 Causing serious physical injury to another person except in se~ defense 
D 2. Possessing any knife, expklsive or other dangerous object 

03. 

04. 
05. 

Unlawful possession of any controlled substance except for the first offense of possession 
of not more than one avoirdupois ounce of marijuana 
Robbery or extortion 
Assautt or battery, as defined by Sections 240 and 242 of the Penal Code, upon any 
school employee 

(C) Mandatory Suspension/Mandatory Expulsion Recommendation 
D 1 Possessing , selling or otherwise fu rn ishing a firearm 

02. 
03. 
04. 

05. 

Brandishing a knife at another person 
Unlawfully selling a controlled substance 
Committing/attempting to commit a sexual assault or committing a battery as defined in 
EC48900 (N) 
Possession of an explosive 

This suspension has been issued in compliance with the Education Code of the State of California. The reasons for this suspension have been explained to the student and an 
opportunity for the student to explain his/her side of the incident was offered except in emergency situations as outlined in Education Codes 48911 (c). 

PLEASE NOTE: During the period of this suspension, your student must not be on or near any school campus and must remain home unless under the direct supervision of the 
parent/g uardian. Supervision is the responsibilit of the parent/guardian. The student rna not attend, as participant or spectator, an school activ~ at either this school or another school. 

~/llosiiJIIIII Slptii'B: Date: Time: 
GOt SUJattre: Date: 

(student si;Jnab.Jre Jrerely acknowledges receipt of tOO suspernion rotCe) 

t/GUII'IIIII Cllltactllll: D Yes D No Date: Time: 
Pll'lllt Coofurnalll*l: D Yes D No Date: Time: 
• You have the right to appeal this suspension if you feel this violation did not occur or inappropriate disciplinary action was taken. A suspended student is expected to make up homework 

missed during the suspension when it is assig ned. However, teachers are not required to provide assignments during the period of suspension. 



CIVICORPS ELEMENTARY SCHOOL 
EXPULSION PACKET CHECKLIST 

STUDENT NAME ____________________________ ___ ID# ________________ _ 

DOB: ---------------- GRADE ___ _ 

1. Contact Civicorps CEO 

2. Contact OUSD Program Specialist to confirm Special Education status 

_____ 3. Expulsion Summary 

4 . Copies of the following : ( a ) 
( b ) 
( c ) 

Suspension letter 
Principal 's expulsion recommendation letter to CEO 
Principal 's notice of expulsion recommendation to parents, 
including date of pre-expulsion conference 

5. Chronological Report by Administrator assigned to the case, describing the incident 

6. Student & Parent Notification of School Disciplinary Rules and Policies 

7. Injury report ( if applicable ) 

8. Property damage report (If applicable ) 

9. Signed witness statements (typed & dated ) from the following : 
(a) Victim 
(b) Accused 
(c) Witness (es) 
( d ) Staff 

1 0. Detailed , Comprehensive Discipline Report 

11 . Report of remediation interventions (past two years) . Include referrals to Mental Health 
Services. 

12. Student Grade Transcripts or Report Cards 
(Report Card for elementary school) 

13. Student Attendance Data Sheet 
Screen AT411 , Middle & High School , Screen AT410 , Elementary 

(Enter Student ID # in Attendance Data Sheet Box, click print) 

14. Health report 

__ 15. If Special Education student is recommended by IEP for expulsion , submit copy of Pre
Expulsion Manifestation Determination 

THIS CHECKLIST IS A REQUIRED COVER SHEET FOR ALL EXPULS~ON PACKETS. EXPULSION 
PACKETS WILL NOT BE ACCEPTED WITH OUT THIS SIGNED CHECKLIST. 

Administrator Signature ________________________________ Date _________________ _ 
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AMENDED AND RESTATED 

BYLAWS 

OF 

CIVICORPS SCHOOLS 
a California nonprofit public benefit corporation 

Effective August 26, 2009 

ARTICLE I 
NAME, OFFICES, PURPOSE & ACTIVITIES 

1.1. N arne. The name of this nonprofit public benefit corporation is and shall be 
Civicorps Schools (hereinafter, the "Corporation"). 

1.2. Principal Office. The principal office for the transaction of the business of the 
Corporation (the "Principal Executive Office") is fixed and located in Alameda County, 
California. The Board ofDirectors ofthe Corporation (collectively, the "Board" and 
individually, a "Director") is granted full power and authority to change the Principal Executive 
Office from one location to another. Any change of this location shall be noted by the Secretary 
of the Corporation on these Bylaws opposite this Section, or this Section may be amended to 
state the new location. 

1.3. Other Offices. The Board may at any time establish branch or subordinate offices· 
at any place or places where the Corporation carries on its activities. 

1.4. Purposes. The Corporation is organized and shall be operated exclusively for the 
purposes set forth in Article SECOND of the Articles of Incorporation of the Corporation, as 
amended (the "Articles"). 

1.5. No Partisan Activities. This Corporation has been formed under the California 
Nonprofit Public Benefit Corporation Law (the "Law") for the purposes described in the 
Articles, and it shall be nonprofit and nonpartisan. No substantial part of the activities of the 
Corporation shall consist of the publication or dissemination of materials with the purpose of 
attempting to influence legislation, except as permitted by Section 501 (h) of the Internal 
Revenue Code of 1986, as amended (the "Code"), and the Corporation shall not participate or 
intervene in any political campaign on behalf of or in opposition to any candidate for public 
office. 

1.6. No Activities Not in Furtherance ofExempt Purposes. The Corporation shall not, 
except to an insubstantial degree, engage in any activities or exercise any powers that are not in 
furtherance of the purposes described in the Articles. 

1. 7. Dedication of Assets. The properties and assets of this Corporation are 
irrevocably dedicated to charitable purposes. No part of the net earnings, properties, or assets of . 



this Corporation, upon dissolution or otherwise, shall inure to the benefit of any director or 
officer of this Corporation or to any private person or individual. 

ARTICLE II 
MEMBERSHIP 

2.1. Members. The Corporation shall have no members. Any action which would 
otherwise require approval by a majority of all members or approval by the members shall 
require only approval of the Board. All rights which would otherwise vest in the members shall 
vest in the Directors. 

ARTICLE III 
DIRECTORS 

3.1. Powers. General Corporate Powers. Subject to the provisions of the Law, any 
other applicable laws, and any limitations in the Articles or these Bylaws (as the same may be 
adopted and amended by the Board from time to time), the activities and affairs of the 
Corporation shall be managed, and all corporate powers shall be exercised by, or under the 
direction of, the Board. 

( 

0 

3.2. Number of Directors. The Board Shall consist of at least five but no'more than ( 
twenty-five Directors, unless changed by amendment of this Bylaw, or by repeoal of this Bylaw r 
and adoption of a new Bylaw, as provided jn these Bylaws. The exact number ofDirectors shall ~ 
be fixed, within those limits, by a resolution adopted by the Board. 

3.3. Qualification, Selection and Term of Office ofDirectors. 

(a) Selection. Directors shall be selected on the basis of their knowledge of 
and commitment to the programs and activities of the Corporation and on their experience, skills 
or training that will assist the Corporation in carrying out its primary purpose; provided however, 
that each school district that charters a school operated by the Corporation shall have the right to 
nominate a person for election to the Board of Directors of the Corporation and, upon the 
expiration of such director's term or in the event of such director's resignation or removal for 
any reason, shall have the right to nominate a successor for election to the Board of Directors of 
the Corporation. 

(b) Terms. Except as hereafter provided, all directors of the Corporation 
shall be elected to terms of two years. The terms of directors are to be staggered so that, in so far 
as is practicable, the terms of approximately half of the directors expire at the end of each fiscal 
year. Initially, the President shall determine the expiration of the term of each director so as to 
achieve this objective, with approximately half ofthe directors thus having terms that expire at 
the end of one year. Thereafter all terms shall be for two years except as hereafter provided. 
Elections for directors shall be held annually for those directors who are nominated and wish to 
continue to serve and whose terms expire in the succeeding fiscal year. At these annual 
elections new directors may also be elected. The initial terms of new directors may be 
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either one or two years as determined by the President in order to achieve the objective stated 
above. New directors may be elected at regularly scheduled or specially called meetings other 
than the meeting at which annual elections are held, in which case the initial terms of such 
directors may be set for less than a full term as determined by the President in order to achieve 
the objective stated above. Thereafter if such directors are reelected they shall serve for a term of 
two years unless they are removed or resign. 

3 .4 Vacancies. 

(a) Events Causing Vacancy. A vacancy or vacancies on the Board shall be 
deemed to exist on the occurrence of the following: (i) on the death, resignation, or removal of 
any Director, (ii) the declaration by resolution of the Board of a vacancy of the office of a 
Director who has been declared of unsound mind by an order of court, or convicted of a felony, 
or found by final order or judgment of any court to have breached a duty under Sections 5230 
and following of the Law, (iii) the adoption of a resolution by a majority of the Directors then in 
office to remove a Director without cause; (iv) the failure of a Director to attend more than 33-
1/3% of all meetings of the Board of Directors held in the last full calendar year, or (v) the 
increase of the authorized number ofDirectors. 

(b) Resignations. Except as provided in this Section 3.4(b), any Director may 
resign effective upon giving written notice to the President or the Secretary of the Board, unless 
the notice specifies a later time for the resignation to become effective. If a Director's 
resignation is effective at a later time, the Board may elect a successor to take office as of the 
date when the resignation becomes effective. The resignation shall be effective regardless of 
whether it is accepted by the Corporation. Except on notice to the California Attorney General, 
no Director may resign if the Corporation would be left without at least one duly elected Director 
in charge of its affairs. 

(c) Filling Vacancies. Vacancies on the Board shall be filled by approval of 
the Board or, if the number ofDirectors then in office is less than a quorum, by (1) the 
unanimous written consent of the Directors then in office, (2) the affirmative vote of a majority 
of Directors then in office at a meeting held according to notice or waivers of notice complying 
with California Corporations Code Section 5211, or (3) a sole remaining Director. 

(d) No Vacancy on Reduction ofNumber of Directors. No reduction ofthe 
authorized number of Directors shall have the effect of removing any Director before that 
Director's term of office expire. 

3.5 Interested Persons and Transactions. 

~) During Tenn. No person serving on the Board of Directors may be an 
interested person. For purposes of this Section 3.5, an interested person is either (i) any person 
currently being compensated by the corporation for services rendered to the corporation within 
the previous twelve months, whether as a full-time or part-time employee, independent 
contractor, employee of an independent contractor, or otherwise excluding any reasonable 
compensation paid to a director as a director; (ii) any person having any personal financial 
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interest, direct or indirect, in any entity currently being compensated by the corporation for 0: _ 
services rendered to the corporation within the previous twelve months; or (iii) any brother, 
sister, ancestor, descendant, spouse, brother-in-law, sister-in-law, son-in-law, daughter-in-law, 
mother-in-law or father-in-law of any person described in the above subparagraphs (i) and (ii); 
provided, however, an interested person as defined in subparagraphs (i) and (ii) above or a 
related family member as defined in subparagraph (iii) above may serve if the Board of Directors 
approves the interested person's engagement by the corporation as a person compensated under 
subparagraph (i) or (ii) above as being in the best interests of the corporation. 

(b) After Term. For a period of twelve months following the termination of any 
person's service on the Board of Directors, the corporation shall not (i) contract with or otherwise arrange 
for such person, or any brother, sister, ancestor, descendant, spouse, brother-in-law, sister-in-law, son-in
law, daughter-in-law, mother-in-law or father-in-law of such person, to render services to the corporation 
for compensation, whether as a full-time or part-time employee, independent contractor, employee of an 
independent contractor, or otherwise, or (ii) contract with or otherwise arrange for any entity in which any 
person described in subparagraph (i) above has any personal financial interest, direct or indirect, to render 
services to the corporation for compensation. 

3.6 Place of Meetings; Meetings by Telephone. Regular and special meetings of the 
Board may be held at any place within or outside the State of California that has been designated 
in the notice of the meeting or, if not stated in the notice or there is no notice, designated by 
resolution of the Board or, if not so designated, at the Principal Executive Office. 
Notwithstanding the above provisions of this Section 3.6, a regular or special meeting of the 
Board may be held at any place consented to in writing by all the Directors, either before or after 
the meeting. If consents are given, they shall be filed with the minutes of the meeting. Any 
meeting, regular or special, may be held by conference telephone or similar communications 
equipment, so long as all Directors participating in the meeting can hear one another, and all 
such Directors shall be deemed to be present in person at such meeting. 

3.7 Regular Meetings. Regular meetings of the Board shall be held at such time and 
place as the Board may fix from time to time. The first regular meeting of the fiscal year shall be 
the annual meeting of the Board. · 

3.8 Special Meetings. 

(a) Authority to Call. Special meetings of the Board for any purpose may be 
called at any time by the Chair of the Board, the President, any Vice President or any two 
Directors. 

(b) Notice. 

(1) Manner of Giving. Notice ofthe time and place of special 
meetings shall be given to each Director by one of the following methods by: (i) personal 
delivery of written notice; (ii) first-class mail, postage paid; (iii) telephone, including a voice 
messaging system or other system or technology designed to record and communicate messages, 
either directly to the Director or to a person at the Director's office who would reasonably be 
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expected to communicate such notice promptly to the Director; (iv) facsimile transmission; (v) 
electronic mail; or (vi) other usual and customary communications technology. All such notices 
shall be given or sent to the Director's address, telephone number or other usual and customary 
technological communications receipt address as shown on the records of the Corporation. 

(2) Time Requirements. Notices sent by first-class mail shall be 
deposited in the United States mails at least four days before the time set for the meeting. 
Notices given by personal delivery, telephone, facsimile transmission, electronic mail or other 
usual and customary communications technology shall be delivered, telephoned, or sent at least 
forty-eight hours before the time set for the meeting. 

(3) Notice Consents. The notice shall state the time and place for the 
meeting. However, it need not specify the purpose of the meeting, or the place of the meeting, if 
it is to be held at the Principal Executive Office. 

3.9 Quorum. Five Directors shall constitute a quorum for the transaction of business, 
provided that if the number of Directors is less than eight, a majority of the number of Directors 
in office shall constitute a quorum for the transaction of business, except to adjourn as provided 
in Section 3.11. Every action taken or decision made by a majority of the Directors present at a 
meeting duly held at which a quorum is present shall be an act of the Board, subject to the more 
stringent provisions of the Law, including, without limitation, those provisions relating to (i) 
approval of contracts or transactions in which a Director has a direct or indirect material 
financial interest, (ii) 31pproval of certain transactions between Corporations having common 
directorships, (iii) creation of and appointments to committees of the Board, (iv) compensation 
of Directors and officers, and (v) indemnification of Directors. A meeting at which a quorum is 
initially present may continue to transact business, notwithstanding the withdrawal of Directors, 
if any action taken or decision made is approved by at least a majority of the required quorum for 
that meeting. 

3.10 Waiver ofNotice. The transactions of any meeting of the Board, however called 
and noticed or wherever held, shall be as valid as though taken at a meeting duly held after 
regular call and notice, if (i) a quorum is present, and (ii) either before or after the meeting, each 
of the Directors not present signs a written waiver of notice, a consent to holding the meeting, or 
an approval of the minutes. The waiver of notice or consent need not specify the purpose of the 
meeting. All waivers, consents, and approvals shall be filed with the corporate records or made a 
part of the minutes of the meeting. Notice of a meeting shall also be deemed given to any 
Director who attends the meeting without protesting before or at its commencement about the 
lack of adequate notice. 

3.11 Adjournment. A majority of the Directors present, whether or not constituting a 
quorum, may adjourn any meeting to another time and place. 

3.12 Notice of Adjourned Meeting. Notice of the time and place ofholding an 
adjourned meeting need not be given, unless the original meeting is adjourned for more than 
twenty-four hours, in which case notice of any adjournment to another time and place shall be 
given, before the time of the adjourned meeting, to the Directors who were not present at the 
time of the adjournment. 
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3.13 Action Without Meeting. Any action required or permitted to be taken by the 
Board may be taken without a meeting, if all Directors, individually or collectively, consent in 
writing to that action; provided, however, that the consent of any Director who has a material 
financial interest in a transaction to which the Corporation is a party and who is an "interested 
director" as defined in Corporations Code Section 5233 shall not be required for approval of that 
transaction. Such action by written consent shall have the same force and effect as a unanimous 
vote of the Board. Such written consent or consents shall be filed with the minutes of the 
proceedings of the Board. 

3.14 Fees and Compensation ofDirectors. The Directors shall serve without 
compensation, but shall be entitled to reimbursement of expenses, as may be determined by 
resolution of the Board to be fair and reasonable as to the Corporation at the time that the 
resolution is adopted. 

3.15 Conflicts oflnterest. By assuming his or her office, the Director commits 
allegiance to the Corporation and acknowledges that the best interests of the Corporation must 
prevail over any individual interest of his or her own. Each Director shall annually file a 
Conflict of Interest statement on a form, if any, prescribed by the Board. Each Director who may 
perceive a possible conflict with respect to any matter which shall come before the Board or any 
of its committees shall identify such conflict and shall neither deliberate nor vote thereon. 

3.16 Minutes ofMeeting. The Bqard shall keep complete records of its meetings. 

3.17 Non-Liability of Directors. The Directors shall not be personally liable for the 
debts, liabilities, or other obligations of the Corporation. 

3.18 Loans to Directors and Officers. The Corporation shall not make any loan of 
money or property to or guarantee the obligation of any Director or officer, unless approved by 
the Attorney General ofthe State of California; provided, however, that the Corporation may 
advance money to a Director or officer of the Corporation for expenses reasonably anticipated to 
be incurred in the performance of the duties for such Director or officer, provided that, in the 
absence of such advance, such Director or officer would be entitled to be reimbursed for such 
expenses by the Corporation. 

4.1. Board Committees. 

ARTICLE IV 
COMMITTEES 

(a) Definition. As used herein, the term "Board Committee" means a 
committee created by the Board, each consisting of two or more members, all of whom are also 
Directors. Appointments to Board Committees shall be by majority vote of the Directors then in 
office. 

(b) Standing Board Committees. The Corporation shall have the following 
standing Board Committees: the Executive Committee, the Audit Committee, and the Finance 
Committee. The Executive Committee and the Audit Committee shall be governed by the 
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respective provisions set forth in Sections 4.l(e) and (f) hereof. The Finance Committee shall be 
governed by the charter adopted by the Board for such committee, as the same may be amended 
from time to time by the Board. 

(c) Additional Board Committees. The Board may, by resolution adopted by 
a majority of the Directors then in office, designate additional Board Committees. 

(d) Authority and Limitations. Any Board Committee, to the extent provided 
in the resolution of the Board or by these Bylaws, shall have all the authority of the Board, 
except that no Board Committee, regardless of Board resolution, may (i) fill vacancies on the 
Board or in any committee; (ii) fix compensation of the Directors for serving on the Board or on 
any committee; (iii) amend or repeal Bylaws or adopt new Bylaws; (iv) amend or repeal any 
resolution of the Board that by its express terms is not so amendable or repealable; (v) create any 
other Board Committee or appoint the members of Board Committees; (vi) approve any 
transaction to which the Corporation is a party and one or more Directors have a direct or 
indirect material fmancial interest, except where it is not reasonably practicable to obtain Board 
approval prior to entering into the transaction, provided that all other requirements of California 
Corporations Code Section 5233(d)(3) are met; or (vii) expend corporate funds to support a 
nominee for Director if more people have been nominated for Director than can be elected. 

(e) Executive Committee. The Chair of the Board shall act as the Chair of 
the Executive Committee. Unless limited by a resolution of the Board and subject to the 
limitations-set forth in Section 4.1(d) above, the Executive Committee shall have and may 
exercise all the authority of the Board in the management of the business and affairs of the 
Corporation between meetings of the Board. 

(f) Audit Committee. The Board of Directors shall appoint an Audit 
Committee which shall comply with the requirements of, and exercise the powers authorized by, 
the California Nonprofit Integrity Act of 2004 (Act) as the Act may be amended from time-to
time. The Audit Committee shall consist of a chair and as many additional members as from time 
to time may be determined by the Board. At least one member of the Audit Committee shall 
have such financial and professional expertise as to be able to understand and fully analyze the 
financial statements of the Corporation and the overall competency of the auditor. If Finance 
Committee members serve on the Audit Committee, they shall at all times constitute less than 
half of the membership of the Audit Committee and none of them may serve concurrently as the 
Chair of the Audit Committee. In no event shall any person having a material financial interest 
in any entity doing business with the Corporation or shall any of the Corporation's employees 
serve on the Audit Committee. Subject to the Board's supervision, the Audit Committee shall 
have responsibility for recommending to the Board the retention and termination of an 
independent auditor for the Corporation; conferring with the auditor to ensure that the financial 
affairs of the Corporation are in order; reviewing and determining whether to accept audits of the 
Corporation; assuring that any non-audit services performed by the auditing firm conform to 
standards for independence; approving performance of non-audit services by the auditing firm; 
and such other duties as the Board may from time to time prescribe by resolution 

4.2. Advisory Committees. The Corporation may have such other committees as may 
from time to time be designated by resolution of the Board. The committees referred to in this 
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Section 4.2 may consist of persons who are not also members of the Board. These additional 
committees shall act in an advisory capacity only to the Board and shall be clearly titled as 
"advisory" committees. 

4.3. Meetings and Action of Committees. Meetings and action of committees shall be 
governed by, and held and taken in accordance with, the provisions of Article III of these 
Bylaws, concerning meetings and other Board action, with such changes in the context of these 
Bylaws as are necessary to substitute the committee and its members for the Board and its 
members, except that the time for regular meetings of committees may be determined either by 
resolution of the Board or by resolution of the committee. Special meetings of any committee 
may be called by resolution of the Board or by the chair or any two members of the committee. 
Notice of special meetings of committees shall also be given to any and all alternate members, 
who shall have the right to attend all meetings of the committee. Minutes shall be kept of each 
meeting of any committee and shall be filed with the corporate records. The Board may adopt 
rules for the governance of any committee not inconsistent with the provisions of these By laws. 
Each committee created by the Board shall serve at the pleasure of the Board, and shall be 
subject to the control and direction of the Board. Each such committee shall act by not less than 
a majority ofthe whole authorized number of its members. 

ARTICLEV 
OFFICERS 

5.1. Officers. The officers of the Corporation shall be a Chair of the Board of 
Directors, a Vice Chair, a President, a Secretary, a Chief Executive Officer and a Treasurer who 
shall be called the ChiefFinancial Officer. The Chair of the Board and the President shall be the 
same person. The Corporation may also have, at the discretion of the Board, one or more 
additional Vice Chairs, Vice Presidents, one or more Assistant Secretaries, one or more Assistant 
Treasurers, and such other officers as may be appointed in accordance with the provisions of 
Section 5.3. The Chair and the Vice Chair shall be appointed from among the Directors. All 
other officers of the Corporation may, but shall not be required to be, Directors. Any number of 
offices may be occupied by the same person, except that neither the Secretary nor the Chief 
Financial Officer may serve concurrently as the Chair or the President, and no officer shall 
execute, acknowledge, or verify any instrument in more than one capacity. 

5.2. Election and Terms of Officers. The officers ofthe Corporation shall be 
appointed by the Board ofDirectors for such terms as the Board, in individual cases, deems 
advisable. The Board may appoint officers or fill vacancies at any time. The officers shall hold 
office until their successors are chosen, except that the Board may remove an officer at any time 
as provided in Section 5.4. 

5.3. Subordinate Officers. The Board may appoint, and may authorize the Chair or the 
President to appoint any other officers that the business of the Corporation may require, each of 
whom shall have the title, hold office for the period, have the authority, and perform the duties 
specified in these Bylaws or determined from time to time by the Board. 
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5.4. Removal of Officers. Subject to the rights, if any, of an officer under any contract 
of employment, any officer may be removed, with or without cause, by the Board, at any regular 
or special meeting of the Board, or, except in case of an officer chosen by the Board, by an 
officer upon whom such power of removal may be conferred by the Board. 

5.5. Resignation of Officers. Any officer may resign at any time by giving written 
notice to the Corporation. Any resignation shall take effect at the date of the receipt of that 
notice or at any later time specified in that notice. Unless otherwise specified in the notice, the 
resignation need not be accepted to be effective. Any resignation shall be without prejudice to 
the rights, if any, of the Corporation under any contract to which the officer is a party. 

5.6. Vacancies in Offices. A vacancy in any office because of death, resignation, 
removal, disqualification, or any other cause shall be filled by the Board. In such event, a 
successor shall be appointed to fill his or her predecessor's unexpired term. 

5. 7. Responsibilities of Officers. 

(a) Chair of the Board and President. The Chair ofthe Board, who shall also 
be the President, shall preside at meetings of the Board and exercise and perform such other 
powers and duties as may be from time to time assigned to him or her by the Board or as 
prescribed by these Bylaws. 

(b) Vice Chair of the Board. In the absence or disability ofthe Chair, the 
Vice Chair shall perform all the duties of the Cha~r, and, when so acting, shall have all the 
powers of, and be subject to all the restrictions upon, the Chair. The Vice Chair shall also 
exercise and perform such powers and duties as may be from time to time assigned to him or her 
by the Board or as prescribed by these Bylaws. The Board may create one or more additional 
Vice Chairs, who shall have such powers and perform such duties as may be prescribed from 
time to time by the Board. 

(c) Chief Executive Officer. Subject to such supervisory powers, if any, as 
may be given by the Board to the Chair, and subject to the control of the Board, the Chief 
Executive Officer shall supervise, direct and control the Corporation's activities, affairs and 
officers. 

(d) Vice Presidents. In the absence or disability ofthe President, the Vice 
Presidents, if any, in order of their rank as fixed by the Board or, if not ranked, a Vice President 
designated by the Board or the Chair, shall perform all the duties of the President, and when so 
acting shall have all the powers of, and be subject to all the restrictions upon, the President. The 
Vice President shall have such other powers a..nd perform such other duties as from time to time 
may be prescribed for them respectively by the Board or the President. 

(e) Secretary. The Secretary shall attend to the following: 

(1) Book of Minutes. The Secretary shall attend all meetings of the 
Board of Directors and its committees, and shall keep or cause to be kept, at the Principal 
Executive Office or such other place as the Board may direct, a book of minutes of all meetings, 
proceedings, and actions of the Board and committees of the Board. 
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(2) Notices, Seal and Other Duties. The Secretary shall give or cause 
to be given, notice of all meetings of the Board, and of committees of the Board, required by the 
l3y laws to be given. He or she shall keep the seal of the Corporation in safe custody. He or she 
shall have such other powers and perform such other duties as may be prescribed by the Board or 
these Bylaws. 

(f) ChiefFinancial Officer. The Chief Financial Officer shall attend to the 
following: 

(1) Books of Account. The Chief Financial Officer of the Corporation 
shall keep and maintain or cause to be kept and maintained, adequate and correct books and 
records of accounts of the properties and business transactions of the Corporation, including 
accounts of its assets, liabilities, receipts, disbursements, gains and losses, and other matters 
customarily included in financial statements. The ChiefFinancial Officer shall send or cause to 
be given to the Directors such financial statements and reports as are required to be given by law, 
by these Bylaws, or by the Board. The books of account shall be open to inspection by any 
Director at all reasonable times. 

(2) Deposit and Disbursement ofMoney and Valuables. The Chief 
Financial Officer shall deposit, or cause to be deposited, all money and other valuables in the 
name and to the credit of the Corporation with such depositories as may be designated by the 
Board; shall disburse the funds of the Corporation as may be ordered by the Board; shall render 
to the Chair, President and Directors, whenever they request it, an account of all of his or her 
transactions as ChiefFinancial Officer and ofthe financial condition of the Corporation; and 
shall have other powers and perform such other duties as may be prescribed by the Board or 
these By laws. 

5.8. Compensation of Officers. The Board (or a committee of the Board) shall review 
the compensation, including benefits, if any, of the ChiefExecutive Officer, the Chief Financial 
Officer and any other officer ofthe Corporation as and when required by state or federal law. 

ARTICLE VI 
INDEMNIFICATION OF DIRECTORS, 

OFFICERS, EMPLOYEES, AND OTHER AGENTS 

6.1. Indemnification. To the fullest extent permitted by law, the Corporation shall 

( c) 

indemnify its Directors, officers, employees, and other persons described in Corporations Code 
Section 5238(a), including persons formerly occupying any such positions, against all expenses, 
judgments, fines, settlements, and other amounts actually and reasonably incurred by them in 
connection with any "proceeding," as that term is used in that section, and including an action by 
or in the right of the Corporation, by reason of the fact that the person is or was a person (r, 
described in that section. "Expenses," as used in this Bylaw, shall have the same meaning as in ~ 

that section of the Corporations Code. On written request to the Board by any person seeking 
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indemnification under Corporations Code Section 5238(b) or Section 5238(c), the Board shall 
promptly decide under Corporations Code Section 523 8( e) whether the applicable standard of 
conduct set forth in Corporations Code Section 5238(b) or Section 5238(c) has been met and, if 
so, the Board shall authorize indemnification. 

6.2. Advance of Expenses. To the fullest extent permitted by law and except as 
otherwise determined by the Board in a specific instance, expenses incurred by a person seeking 
indemnification under Section 6.1 ofthese Bylaws in defending any proceeding covered by those 
Sections shall be advanced by the corporation before final disposition of the proceeding, on 
receipt by the Corporation of an undertaking by or on behalf of that person that the advance will 
be repaid unless it is ultimately found that the person is entitled to be indemnified by the 
Corporation for those expenses. 

6.3. Contractual Rights ofNon-Directors and Non-Officers. Nothing contained in this 
Article VI shall affect any right to indemnification to which persons other than Directors and 
officers of this Corporation, or any subsidiary of the Corporation, may be entitled by contract or 
otherwise. 

6.4. Insurance. The Corporation shall have the right, and shall use its best efforts, to 
purchase and maintain insurance to the full extent permitted by law on behalf of its officers, 
Directors, employees, and other agents, to cover any liability asserted against or incurred by any 
officer, Director, employee, or agent in such capacity or arising from the officer's, Director's, 
employee's, or agent's status as such. The foregoing notwithstanding, the Corporation shall not 
purchase or maintain any insurance to indemnify any Agent of the Corporation for a violation of 
California Corporations Code Section 5233. 

ARTICLE VII 
RECORDS AND REPORTS 

7 .1. Maintenance and Inspection of Articles and Bylaws. The Corporation shall keep 
at its Principal Executive Office the original or a copy of the Articles and Bylaws as amended to 
date, which shall be open to inspection by the public at all reasonable times during office hours. 

7 .2. Maintenance and Inspection of Other Corporate Records. Correct and complete 
accounting books, records, minutes of proceedings of the Board and any committees of the 
Board, and a record setting forth the names and addresses of all Directors shall be kept at such 
place or places designated by the Board, or, in the absence of such designation, at the Principal 
Executive Office. The minutes shall be kept in written or type9 form, and the accounting books 
and records shall be kept either in written or typed form or in any other form capable of being 
converted into written, typed, or printed form. 

7.3. Inspection by Directors. Every Director shall have the absolute right at any 
reasonable time to inspect all books, records, and documents of every kind and the physical 
properties of the Corporation and each of its subsidiary corporations. Inspection may be made 
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by the Directors in person or by their agents or attorneys, and the right of inspection includes the 
right to copy and make extracts of documents. 

7.4. Annual Reports and Statements. 

(a) Annual Reports. The Corporation shall provide to the Directors, within 
120 days after the close of its fiscal year, a report containing the following information in detail 
(i) the assets and liabilities, including the trust funds of the Corporation as of the end of the fiscal 
year; (ii) the principal changes in assets and liabilities, including trust funds, during the fiscal 
year; (iii) the revenue or receipts of the Corporation, both unrestricted and restricted to particular 
purposes for the fiscal year; and (iv) the expenses or disbursements ofthe Corporation, for both 
general and restricted purposes, during the fiscal year. 

(b) Statements. The Corporation shall provide to the Directors, within one 
hundred and twenty ( 120) days after the close of its fiscal year, a statement which briefly 
describes the amount and circumstances of any indemnification or any transaction in which the 
Corporation, or its parent or its subsidiary was a party, and in which any Director or officer of 
the Corporation, or its parent or subsidiary had a direct or indirect material financial interest; 
provided that a mere common directorship shall not be considered a material financial interest. 
The above statement need only be provided with respect to a transaction during the previous 
fiscal year involving more than fifty thousand dollars ($50,000) or which was one of a number of 
transactions with the same person involving, in the aggregate, more than fifty thousand dollars 
($50,000). Similarly, the statement need only be provided with respect to indemnification or 
advances aggregating more than ten thousand dollars ($1 0,000) paid during the previous fiscal 
year to any Director or officer. Any statement required by this Section 7 .4(b) shall briefly 
describe the names of the interested persons involved in such transactions, stating each person's 
relationship to the Corporation, the nature of such persons interest in the transaction and, where 
practical, the amount of such interest; provided, that in the case of a transaction with a 
partnership of which such person is a partner, only the interest of the partnership need be stated. 

(c) No Report to Members. The annual report to members referred to in the 
Law is expressly dispensed with, but nothing in these Bylaws shall be interpreted as prohibiting 
the Board from issuing annual or other periodic reports as they consider appropriate. 

ARTICLE VIII 
FISCAL YEAR 

The fiscal year of the Corporation shall run from July 1 through June 30. 

ARTICLE IX 
CONSTRUCTION AND DEFINITIONS 

Unless the context requires otherwise, the general provisions, rules of construction and 
definitions in the Law shall govern the construction of these Bylaws. Without limiting the 
generality of the above, the masculine gender includes the feminine and neuter, the singular 
number includes the plural, the plural number includes the singular, and the term "person" 
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includes both corporations and natural persons. Unless otherwise expressly indicated, references 
to "Section(s)" and "Article(s)" are to Sections and Articles of these Bylaws. 

ARTICLE X 
AMENDMENTS 

Amendment by Directors. New bylaws may be adopted, or these Bylaws may be 
amended or repealed, by the approval of a majority vote of the Board; provided, however, that no 
action may be taken with respect to any new Bylaws or proposed modification of these Bylaws 
except by unanimous written consent of the Directors then in office or unless notice of the 
substance of such new Bylaw or modification has been communicated to each Director then in 
office at least five days prior to the taking of such action. Any amendment, adoption or repeal of 
a Bylaw attempted in violation of this Article shall be null and void. 
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CERTIFICATE OF SECRETARY 

OF 

CIVICORPS SCHOOLS 

a California nonprofit public benefit corporation 

I hereby certify that I am the duly elected and acting Secretary of CIVICORPS SCHOOLS and that 
the foregoing Bylaws, comprising 16 pages, including this page, constitute the current Bylaws of 
that Corporation as duly amended and restated and adopted by resolution ofthe Board of 
Directors thereof on [August 26], 2009. 

Date: _________ , 2009 

14 

Stephen Davenport 
Secretary 
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LEASE AGREEMENT. 

This Lease Agreement ("Lease") is entered into as of July 1, 2004, by and between The 
Roman Catholic Welfare Corporation of Oakland, a California nonprofit religious 
corporation ("Lessor"), and East Bay Conservation Corps, a California non-profit pul;>lic · 
benefit corporation ("Lessee"). ' 

It is agreed between the parties hereto as follows: 

1. DESCRIPTION OF PREMISES: 

Lessor leases· to Lessee and Lessee leases from Lessor on the terms and conditions 
hereafter set forth, the premises· commonly known as St. Columba School, 1086 Alcatraz 
Ave., Oakland, California (the "Premises"). 

2. TERM: 

3. 

The term of the Lease (the "Term'') shall be for 20 years beginning July 1, 2004 (the 
"Commencement Date") and ~nding June 30, 2024 (the_ "Expiration Date''), unless this 
Lease is terminated sooner as provided herein. Any additional period is available only 
with the written consent of the Lessor. 

RENT: 

The rent shall be due and payable on the :firSt day of the month, delinquent after the ·1Oth 
day of the month. Late fees are assessed at $20.00 per day after the lOth day of the month. 
Late fees are charged retroactive to the first day of the month. See "Exhibit A" for rent 
fee schedule. 

4. USE: 

5. 

6. 

Lessee shall use and occupy the premises for educational and administrative purposes 
Monday through Sunday. The common areas,.classrooms and all simounding areas being 
used by Lessee must be kept clean and free of debris and graffiti. Lessee shall properly 
supervise its students at all times while in _or on the Premises. 

UTILITJES: 0 

All applications and connections for necessary utility services on the premises shall be 
inade in the name of the Lessee only, and Lessee shall be solely liable for all charges 
incurred on behalf of the East Bay Conservation Corps including those for sewer, water, 
gas, electricity, and garbage. Application for those utilities that are solely school related, 
i.e. burglar alarm activation, also, shall be iii the name of the Lessee. 

CARE AND MAINTENANCE OF PREMISES: 

(a) Lessee shall keep and maintain the Premises in good order and as safe and clean a 
condition as they were when received from Lessor, reasonable wear and tear, damages by 
casualty and improvements approved by Lessor, excepted. Lessee shall promptly replace 
any portion of the Premises or system or equipment in the Premises damaged by Lessee, 
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which cannot be fully repaired, regardless of whether the benefit of such replacement 
extends beyond the term of this Lease. Lessee shall be responsible for any and all 
necessary repairs and maintenance of the Premises arising from or caused by the 
negligence of its own. students and staff. Lessee shall be responsible for all routine repairs 
and maintenance of Premises. 

(b) Upon termination of the Lease, Lessee shall surrender the Property to Lessor in the 
same condition as received, except for ordinary wear and tear, damage by casualty and 
·improvements which Lessee was not otherwise obligated to remedy under any provisions 
ofthis Lease. · 

(c) Lessee shall not make any alterations, additions, or improvements to the Premises 
unless approved by Lessor, which approval shall not be unreasonably withheld. The 
installation of :furnishings, fixtures, equipment, decorative improvements; painting or 
carpeting on the Premises shall not constitute alterations, additions, or improvements. All 
i_Ippr.gv~meP.:t~~-ilM~_tig!J:~, ~!e.:r.ll:ti<?~S, .O.r..!P:aj~_r ~~p~-~~~ll_l:_>e i~. ~£~()r:da.g~~ ~!4 .. . ... 

·applicable laws and at Lessee's own expense. Less~e shall indemnify and defend Lessor 
for all liens, claims, or damages caused by Lessee's remodeling, improvements, additions, 
alterations, and major repairs. Lessor agrees, when requested by Lessee, to execute and 
deliver any applications, consents, or other instn.n.iJ.ents required to permit Lessee to 

... --~b~~n·perm~!§Jor thi~ :!'(QI.:lcL_.. . ·--···· 

(d) Lessee shall not place or permit to be plac·ed outside the Premises any permanent 
signs, notice, drapes, shutters, blinds, or display of any kind, without the written consent 
of Lessor which consent shall not be unreasonably withheld. 

, ORDINANCES AND STATUTES: 

Lessee shall comply with all statutes, Codes and ordinances as well as all requirements of 
all municipal, State and federal authorities now in force, or which may hereafter be in 
force, pertaining to the Premises, occasioned by or affecting the use thereof by Lessee. 
Lessor shall make -any alterations, repairs or improvements of the Premises which are 
required by law from time to time and that would not otherwise be required due to the 
nature of Lessee's ·use of the Premises. · 

8. ASSIGNMENT AND SUBLETTING: 

9. 

This Lease is entered into solely with the understanding that Lessee shall be the only 
occupant of the Premises. Lessee shall not assign or sublet any portion of the Premises 
without the express written consent oftheLessor, which consent shan not unreasonably 
be withheld. 

ENTRY AND INSPECTION: 

Lessor shall retain, and L~ssee shall provide Lessor with, duplicate keys and combination 
lock codes to all doors of the Premises. Lessor and its, members, directors, trustees, 
officers, agents, employees, contractors and successors and assignS shall have the right to 
enter the Premises at any time: (i) without prior notice in the event of an emergency; (ii) 
upon reasonable prior notice within the last six (6) months of the Term of this Lease to 
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place upon the Premises any usual ''To Let" or ."For Lease" signs and to permit persons 
desiring to lease the Premises to inspect the same; and (iii) upon reasonable.prior notice 
to inspect the Premises during the Term or any renewal period, to confirm that Lessee is 
complying with all of its covenants and obligations illlder this Lease, to make repairs or 
carry out any and all maintenance in and about the Premises, to make repairs or 
alterations to areas adjacent to the Premise·s, and to repair and service utility lines, 

INDEMNIFICATION OF LESSOR: 

(a) To the fullest extent permitted by law, Lessee shall, and hereby agrees to, protect, 
defend, indemnify and hold harmless. The Roman Catholic Welfare Corporation of 
Oakland and its affiliated entities: The Roman Catholic Bishop. of Oakla:rid, a California 
corporation sole ("Corporation Sole''), The Adventus Corporation, and their respective, 
members, directors, trustees, officers, agents, employees, contractors and successors and 
assigns (individually, an "fudemnitee") from and against all claim, loss, cost~ ·liability, 

. --~~~age or ~~pt)ns~_~fa.!:lY_Ic.iP<:l and.n_?:~e ~.h?:tS.<?.~Y~t(iJJ.clll:d~_g_llt1YJ!?SS. _()_f.<:>! <:l<lillag~ . 
to any property and any injury to or death of any person) arising from: (i) any cause 
which may arise from the use of the Premises or activities in and about the Premises by 
Lessee, its agents, employees, representatives, contractors, guests, visitors or invitees; (ii) 
any default by Lessee under this Lease; (iii) any failure on Lessee's part to timely execute 

. ·---~d delive~ _apy docUiil.~:Q._tgr certifica.!~ requir<?<:l; _(iy)_ :Lessee' s_ failure to JitlJ..~~y vacate tl:l~. 
Premises upon the Expiration Date or any' earlier termination of this Lease; and/or (v) any 
environmental damages arising from hazardous materials in or about the Premises due to 
any act or omission of Lessee or its agents, employees, representatives, contractors, 
guests, visitors or invitees, or any violation of environmental regulations due to Less·ee's 
use of the Premises (individually a "Claim''). 

(b) If any action or proceeding is commenced against Indemnitee by reason of any Claim; 
Lessee, upon notice from Lessor, shall defend the same at Lessee's expense by counsel 
reasonably satisfactory to Lessor. Lessee's indemnity shall include reasonable attorneys' 

· fees, investigation costs, and all other reasonable costs and expenses incurred. by each 
Ind~mnitee in connection with the investigation or defense of any matter. If any 
Indemnitee is made a party to any action or proceeding brought by or against Lessee, 
relating to this Lease or to the Premises, Lessee shall pay all costs and expenses, 

·mcluding attorneys' fees and court costs, incurred by or imposed upon each Indemnitee; 
provided that such action or proceeding did not arise from the willful misconduct or 
negligent acts or omissions of fudemnitee, or seek a declaration of Lessor's or Lessee's 
rights and obligations under this Lease. 

(c) The provisions of this Section 10 shall survive the termination of this Lease with 
respect to any claim based on circumstances oc~urring before such termination. 

EXCULPATION OF LESSOR: 

(a) Lessor shall not be liable for any damage or injury to the person, business (or any loss 
in income therefrom), goods, wareS, merchandise, or other property of Lessee or Lessee's 
employees, invitees, or any other person in or about the Premises, whether such damage 
or injury caused by or results from: (i) fire, steam, electricity, water, gas, or rain; (ii) the-
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breakage, leakage, obstruction or other cause; (iii) conditions· arising in or about the 
Premises or upon other portions of any building of which the Premises is a part, or from 
other sources or places; or (iv) any act or omission of any other tenant of any building of 
which the Premises are a part. 

(b) Lessee waives all claims agafust Lessor, and Lessor's members, officers; directors, 
partners, employees, agents and representatives for loss or damage to the extent such loss 
or damage is insured against under any insurance policy insuring Lessee or required to be 
maintained by Lessee under this Lease, or would have been insured against but for any 
deductible amount under any such policy. Lessor hereby waives all claims against 
Lessee, and Lessee's members, officers, di:tectors, partners, employees~ agents and 
representatives for loss or damage to 1JJ_e extent that such loss or damage is insured 
against under any insurance policy insuring Lessor or would have been insured against 
but for any deductible amount under any such policy. 

INSURANCE: 

(a) Lessee shall maintain, at its cost, the following insurance at all times during the Term 
of this Lease: (i) "All Risk" insurance insuring any Lessee improvements, Lessee's 
interest in the Premises and all of Lessee's property located in the Premises, including 
furniture, equipment, fittings, installations, fixtures, supplies and any other personal 
property, Leasehold. improvements ancCaiterations;-m an amount .equai .totlie. full 
replacement value, it being understood that no lack or inadequacy of insurance by Lessee 
shall in any event make any Indemnitee subject to any claim by virtue of any theft of or 
loss or damage to any uninsured or inadequately insured property; (ii) commercial general · 
liability and automobile liability insurance covering bo(lily injury, death; property 
damage, and contractual liability with a combined single limit of no less than Five Million 
Dollars ($5,000,000) per occurrence, which shall be primary and non-contributing with 
any insurance in effect for Lessor or Corporation Sole; (iii) Workers' Compensation and 
Employer's Liability insurance in amounts not less than any statutory minimum; (iv) 
Builder's Risk insurance on an "All Risk" basis (including collapse) on a completed value 
(non-reporting) form for full replacement value covering all work, materials and 
equipment in or ·about the Premises in the event Lessee perfonns any repairs or any 
alterations in or about the Premises; and (v) any changes or endorsements to the insurance 
required herein as Lessor may reasonably require, from time to time. 

(b) Lessee shall have the right to include the insurance required under Section 12(a) under 
Lessee's policies of "blanket insurance," provided that (i) no other loss which may &lso be 
insured by such blanket insurance shall a.:ffect the insurance coverage required under 
Section 12(a) (ii) Lessee delivers to Lessor a certificate specifically stating that Lessor and 
Corporation Sole are named as additional insureds under such insurance coverage. 

(c) All insurapce required under Section 12(a) $hall: (i) be issued by a responsible 
insurance company or compa_nies authorized to do business in Califorriia; (ii) be in a form 
reasonably satisfactory to Lessor; (iii) designate Lessor and Corporation Sole as additional 
insureds; (iv) contain a waiver of subrogation endorsement, in form and amount as 
required by the California Labor Code or otherwise permit the waivers set forth in this 
Lease; and (v) contain an agreement by the insurers that the policies will not be 
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invalidated as they affect the interests of Lessor and Coq)oration Sole by reason of any 
breach of such policies, and that the insurers shall notify Lessor and Corporation Sole in 
writing not less than thirty (30) days before any material change, reduction in coverage, 
cancellation, including cancellation for nonpayment of premium, or any other termination 
or change. Prior to the use of the Premises, Lessee shall deliver copies of the required 
policies, certificates of insurance and endorsements to Lessor and Arthur J. Gallagher & 
Co~ P.O. Box 7443, San Francisco, CA 94120. 

TAXES AND ASSESSMENTS: 

Lessor and Lessee agree to take any and all steps necessary to maintain and obtain for the 
Premises the welfare exemption provided in Section 214 of the California Revenue and 
Taxation Code. If, however, through no fault of Lessor, such exemption cannot be 
obtained for the taxable years in effect during the Term of the Lease, then as part of the 
consideration of the Lease, Lessee agrees to pay any and all taxes and assessments levied 
against the leased Premises and any personal property located thereon. 

··-···-- . -~·-······· ----- ·•······ ··- ... -···-·· .. - .. ·····-·-·- ····-·-·-··· ····- ..... ·····- ····-··· . --- . - ····-···· ···-· ... . ··-··-···-··- .. 

DESTRUCTION OF PREMISES: 

In the event of a partial destruction of the Premises during the Term hereof, from any 
cause whatsoever, Lessor shall forthwith repair the same, provided that such repairs can be · 
maae--Within one-huridred efgfity(l80) daysl.mder existiilg gover.ririJ.eiitallaws-an<:r· 
regulations, but such partial destruction shall not teiQ::rinate this Lease, except that Lessee 
s4all be entitled to a proportionate reduction of rent while such repairs are being made, 
based upon. the extent to which the making of such repairs shall interfere with Lessee's use 
of the Premises as reasonably determined by Lessor .. Lessor shall give· notice to Lessee 
within thirty (30) days following the event ofcasualty of the reasonable estimate of the 
time required to make necessary repairs and restoration accompanied by the architect's 
and/or contractor's reports which is/are the basis for such estimates. If such repairs cannot 
be made within s~d one hundred eighty (180) days, Lessor, at its option, may make the 
same within a reasonable time, this Lease continuing in effect with the rent proportionately 
reduced as set forth above, and in· the event that Lessor shall not elect to make such repairs 
which cannot be made within.one hundred eighty (180), this Lease maybe terminated at 
the option of either Lessor or Lessee by notice to the other given within thirty (30) days 

. following Lessor's delivery to Lessee of Lessor's estimate of the time ne~ded for 
restoration and repair and Lessor's election not to make repairs and restoration which will · 
require more than one hundred eighty (180) days to complete. In the event that the 
building in which the Premises may be situated is destroyed to an extent of not less than 
one-third (1/3) of the replacement costs thereof, Lessor may elect to terminate this· Lease 
whether the Premises be injured or not. A total destruction of the building in which the 
Premises may be situated shall automaticaily terminate tl:lls Lease. 

_.,_ 

LESSEE'S DEFAULT: 

(a) In addition to any events specified as a default elsewhere ill this Lease, the following 
shall constitute a default under this Lease: (i) Lessee's failure to pay rent when due; (ii) 
Lessee's failure to perform any other covenants or conditions under this Lease, and (iii) 
Lessee's abandonment or vacation of the Premises. However, Lessor shall not 
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commence any action to terminate Lessee's right of possession as a consequence of a 
default until any period of grace with respect thereto has elapsed; provided, that any such 
grace period shall be in lieu of and not in addition to the period during which Lessee may 

. cure such default following the delivery of notice pursuant to California Code of Civil 
Procedure Section 1161 (or any successor or similar statutt;:). 

(b) Subjectto the limitation expressed in Section 15(a), Lessee shall have a period of 
three (3) business days from the date of written notice from Lessor within which to cure · 
any default in the payment of any monetary obligations of Lessee under this Lease. 
Lessee shall have a period of thirty (30) days from the date of written notice from Lessor 
within which to cure any other default under this Lease ·which is capable of being cured; 
provided, however, that with respect to any default which cannot reasonably be cured 
within thirty {30) days, Lessee shall not be in default if Lessee commences to cure within 
the five ( 5) days following Lessor's notice and thereafter diligent1y prosecutes the same 
to completion. 

···-·-· ·····--········---· 

16. 

(c) There shall be no period of grace with respect to any default by Lessee, which is not 
capable of being cured. Lessor and Lessee stipulate that the following defaults are not 
capable of being cured by Lessee: (i) any default which is specified in this Lease as being 
incurable; (ii) any unauthorized sale, assignment, mortgage, pledge, hypothecation, 
-~~~umbranc~. or other tr~~f~r of this L~_ase or an.y_int<;Vest her~:iv,,_(ilr any up,~JJthQrized 
subletting of all or any portion of the Premises; (iii) the commission of waste by Lessee; 
(iv) the failure of Lessee to pay rent or any other monetary obligation of Lessee 

. hereunder on the due date thereof where such failure occurs on mote than two (2) 
consecutive occasions in any twelve (12) month period of the Lease or on more thari 
three (3) occasions during any five year period (v) if Lessee abandons the Premises; ·(vi) 
if any petition is filed by or against Lessee or any guarantor of this Lease under the 
Bankruptcy Code, or similar law or statute, which, in the case of an involuntary 
proceeding, is not permanently discharged, dismissed, stayed, or vacated, as the case may 
be, within thirty (30) days of commencement, or if any order for relief shall be entered 
against Lessee or any guarantor o(this Lease in any such proceeditigs; (vii) if Lessee or 
any guarantor of this Lease becomes insolvent or makes a transfer in fraud of creditors or 
makes an assignment for the benefit of creditors; (viii) if a receiver; custodian, or trustee 
is appointed for the Premises or for all or substantially all of the ~sets of Lessee or of 
any guarantor of this Lease, which appointment is not vacated within sixty (60) days 
following the date of such appointment; and (ix).any other default which is recognized 
·under California law as being incurable. · 

LESSOR'S REMEDIES ON DEFAULT: 

(a) IfL"essee fails to cure a default, or in the event of a default that is not capable of being 
cur.ed by Lessee, Lessor shall have the rights and remedies described in subsections (1), 
(2), and (3) below, in addition to any other rights and remedies available to Lessor at law 
or in equity. 

1. Lessor shall have all rights and remedies provided by California Civil Code 
Section 1951.2 (or any successor or similar statute), which includes the right to 
recover from the Lessee: (i) the worth at the time of award of the unpaid rent that 
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had been earned at the time of termination of this Lease; (ii) the worth at the time 
of award of the amount by which the unpaid rent that would have been earned 
from the time of tennination of this Lease until the timei of award exceeds the 
amount of such rental loss that Lessee proves could ~ave been reasonably 
avoided; (iii) subject to Section 1951.2(c), the worth at th~ time of award of.the 
amount by which the unpaid rent for the balance of the Term after the time ·or 
award exceeds the amount of such rental loss that L~ssee proves could be 
reasonably avoided; and (iv) any other amount necessary: to compensate Lessor 
for all the detriment proximately caused by Lessee's failure to perform its 
obligations under the Lease or which in the ordinary course of things would be 
likely to result from. such failure. The "worth at the time of award" shall be 
computed according to California Civil Code Section 1951.2(b). 

2, Lessor shall have rights and· remedies provided by California Civil Code 
Section 1951.4 (or any successor or similar statute), which allows Lessor to 
--~onti.n_g~_ this .IAase in #Iect. andJo __ enforce .. all .of.its .rights .. and. remedies. under. 
this Lease, including the right to recover rent as it becomes due, for so long as 
Lessor does not termin:ate Lessee's right to possession. Acts of maintenance or 
pres.ervatioii, efforts to relet the Premises, or the appointment of a receiver upon 
the Lessor's initiative to protect its interest under this Lease shall not constitute a , . 

.. .termination.ofLessee's right to possession. 

3. Lessor shall have the right, but not the. obligation, to make any payment or 
perform any act on Lessee's part as may be required to cm:e Lessee's default in · 
whole or in part, without waiving Lessor's rights based upon such default by 
Lessee and without releasing Lessee from any of its obligations. 

(b) All sums so paid and all costs incurred by Lessor, together with the interest thereon 
from the date of such payment or the incurrence of such cost by Lessor, whichever occurs 
first, shall b~ paid to Les~or on demand as rent. 

17. ATTORNEY'S FEES: 

If any action is brought for_ recovery of the Premises, or for any sum due hereunder, or 
because of afly act which may arise out of the possession of the Premises, by either party, 
the prevailing party shall be entitled to all costs incurred in connection with such action, 
including attorney fees and costs. 

18. NOTICES: 

Any notice which either party may, or is required to give, shall be given by mailing the 
same, postage prepaid, to Lessee at the Premises, or Lessor at the address below, or at such 
other places as may be designated in writing by the parties from time to time. Lessee shall 
send copies of any default notices to Reed Smith LLP, Two Embarcadero Center, Suite 
2000, San Francisco, CA 94111, Attention: John M. Kemp, Esq. 
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19. ALTERATIONS: 

(a) Lessee shall not make any alteration_s in or about the Premises without prior written 
consent of Lessor, wbich shall not be unreasonably withheld. 

(b) All alterations or physical additions made in or about the Prerni$es by or on behalf of 
Lessee shall be and remain Lessor's property (except for Lessee's furniture, petsonal 
property and movable trade fixtures), and shall not be removed without Lessor's written 
consent. 

20. RENEWAL OF LEASE: 

21. 

(a) Lessee is hereby granted the option to renew this Lease for an additional sixty (60) 
months from and after the expiration of the initial term of this ~a8e providing the parties 
can mutually agree upon the rental rate and other financial obligations for such sixty (60) 
month period. Furthermore, Lessee shall not have been in default beyond all applicable 
ctire. periodS ·tmaer ··a.ny ·c;r its obligatioiis~--hi ·llie ·event OCtile- railiire· of" the· parties-to -
mutually agree on any such rental or other financial obligations; the option cannot be 
exercised. Two additional sixty (60) month options will be available after the expiration 
of the initial Lease. · 

(b) Notwithstanding -anything to the contrary herem, Lessor-will have tn<Hight to voia 
any of the above extension options by notice to Lessee given within thirty (30) days after 
it exercises an option to extend only in the event the Catholic Diocese of Oakland opts to 
re-open the Premises as a parochial school upon expiration of the term, as it may have 
been extended. 

(c) In the event the Roman Catholic Welfare Corporation of Oakland decides to sell the 
Premises, Lessee will be given a first right of refusal to purchase the Premises provided 
Lessor and Lessee are able to come to agreement on .financial terms and conditions. 

(d) This lease supersedes previous leases between the L~ssor and Lessee. 

DUTY TO SURRENDER/HOLDOVER: 

Upon the termination of this Lease, Lessee, at its sole cost and expense, shall peacefully 
vacate and surrender the Premises to Lessor in good working order; condition and repair, 
broom clean and in the same condition as upon the Commencement Date, or as the 
Premises may thereafter have been altered by Lessor or Lessee (wi~ Lessor's consent), 
normal wear and tear excepted. If Lessee continues in possession Of the Premises after 
the tennination of this Lease, such holding over, unless otherwise agreed to by Lessor in 
writing, shall constitute and be construed as a tenancy at sufferance. The rent during any 
holding over period shall be equal to the greater of (i) one hundred fifty percent (150%) 
of the monthly rent in effect for the month immediately prior to. the. termination of this 
Lease or (ii) .one hundred fifty percent (150%)ofthe fair market rental value ofthe 
Premises, and subject to all other terms, covenants, conditions, chatges and expenses set 
forth in this Lease except any right to renew this Lease or alter the Premises. 
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22. GOVERNING LAW: 

This Lease shall be governed and construed under the laws of the State of California. 

23. WAIVER: 

No fault of Lessor to enforce any term of this Lease shall be deemed to be a waiver by 
Lessor. 

Lessor: 
The Roman Catholic Welfare Corporation of 
Oakland 

APPROVED: 

By. ·.·· y-··~ 
R:t:1r.~t2~ 

Lessee: 
East Bay Conservation Corps 

By ______________________ ~--

Its 
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EXHIBIT A 

PROPOSED RENT FEE SCHEDULE 

(A) July 1, 2004-June 30, 2009, the EBCC will pay $5,000.00 per month with an annual 
increase (each July 1) based on published CPI-W increases for the San Francisco Bay 
Area, but not to exceed 5% in any given year 

(B) July 1, 2009- June 30, 2014, the EBCC will pay $6,000.00 per month with an annual 
increase (each July 1) based on the published CPI-W increases for the San Francisco Bay 
Area, but not to exceed 5% in any given year. 

(C) July 1, 2014- June 30, 2019, the EBCC will pay $8,000.00 per month with an annual 
increase (each July 1) based on the published CPI-W increases for the San Francisco Bay 
Area, but not to exceed 5% in any given year .. 

•· .. 
·· --(D) July 1;2019-June 30;2024, the·EBCCwill pay $10~000.00 pennonthW'ith-an 

annual increase (each July 1) based on the CPI-W increases for the San Francisco Bay 
Area, but not to exceed 5% in any given year. 
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