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Mission  
The   mission   of   CWC   Kansas   City   is   to   provide   an   excellent   public   education   focused  
on   developing   and   demonstrating   understanding   while   building   connections   within  
a   diverse   community.  

 

Philosophy  
CWC’s   work   is   undergirded   by   three   philosophical   foundations   -   Understanding,  
Connection,   and   Diversity   -   described   below.  
 
Understanding.     Learning   best   occurs   when   students   construct   their   own  
understandings,   under   the   guidance   of   a   teacher   who   offers   varying   levels   of  
support,   which   are   reflective   of   students’   current   abilities   and   needs.   Our   theory   of  
learning   consists   of   three   building   blocks:   constructivism,   gradual   release   of  
responsibility,   and   data-driven   instruction.  
 
Connection.     CWC’s   academic   model   supports   and   depends   upon   connections  
with   self,   one’s   community,   and   the   world.   Our   model   supports   this   development  
through   social   emotional   learning   (SEL),   which   we   believe   to   be   as   integral   to   an  
excellent   education   as   traditional   academic   subjects   and,   moreover,   is   necessary  
for   the   world   that   we   live   in.      
 
Diversity.     We   believe   that   the   diversity   of   our   communities,   and   of   the   world   at  
large,   is   a   great   strength.   Through   targeted   outreach   and   recruitment,   our   schools  
are   intentionally   designed   to   reflect   their   surrounding   communities   and   the   larger  
society   in   terms   of   race,   ethnicity   and   socioeconomic   status.   By   learning,  
interacting,   and   growing   in   a   diverse   setting,   our   students   are   preparing   to   thrive   in  
the   pluralistic   society   they   will   soon   join.   
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Governance   Policies  
1.   Articles   of   Incorporation  

 
AMENDED   AND   RESTATED  

ARTICLES   OF   INCORPORATION   
OF  

CITIZENS   OF   THE   WORLD   CHARTER   SCHOOLS   -   KANSAS   CITY  
 

A. The  undersigned  corporation,  for  the  purpose  of  amending  and  restating  its                      
articles  of  incorporation,  hereby  executes  the  following  amended  and  restated                    
articles   of   incorporation:  
1. The   name   of   the   corporation   is   Citizens   of   the   World   Charter   Schools   -   Kansas  

City.  

2. This   corporation   is   a   public   benefit   corporation.  

3. The   name   and   street   address   of   the   Registered   Agent   and   Registered   Office  
in   Missouri   is   CT   Corporation   System,   120   South   Central   Avenue,   Clayton,   MO  
63105.  

4. The   sole   member   of   the   corporation   shall   be   Citizens   of   the   World   Charter  
Schools,   a   California   nonprofit   public   benefit   corporation   qualified   to   do  
business   in   Missouri.    Except   as   otherwise   provided   by   law,   the   member   shall  
have   the   sole   authority   to   amend   these   Articles   of   Incorporation   and   the  
bylaws   of   the   corporation,   and   to   appoint   and   remove   the   directors   of   the  
corporation   at   any   time.  

5. The   property   of   the   corporation   is   irrevocably   dedicated   to   educational   and  
charitable   purposes   and   no   part   of   the   net   income   or   assets   of   the  
corporation   shall   ever   inure   to   the   benefit   of   any   director,   officer,   or   member  
thereof   or   to   the   benefit   of   any   private   person.    Upon   the   dissolution   or  
winding   up   of   the   corporation,   its   assets   remaining   after   payment,   or   provision  
for   payment,   of   all   debts   and   liabilities   of   the   corporation,   including   but   not  
limited   to   any   distributions   to   the   Missouri   Department   of   Elementary   and  
Secondary   Education   as   may   be   required   pursuant   to   section   160.405.1(17)   of  
the   Missouri   Revised   Statutes,   shall   be   distributed   to   the   sole   member   of   the  
corporation   if   it   is   then   organized   and   operated   exclusively   for   educational  
and/or   charitable   purposes   and   is   recognized   as   tax-exempt   under   section  
501(c)(3)   of   the   Internal   Revenue   Code   of   1986,   as   now   in   effect   or   as   may  
hereafter   be   amended   (the   “Code”),   or,   if   the   sole   member   is   not   then   in  
existence   and   so   organized,   operated   and   recognized   as   tax-exempt,   then  
to   a   nonprofit   fund,   foundation   or   corporation   which   is   so   organized,  
operated   and   recognized   as   tax-exempt.  

6. The   corporation   is   organized   and   operated   exclusively   for   educational   and  
charitable   purposes   within   the   meaning   of   section   501(c)(3)   of   the   Code.  

a. The   specific   purpose   of   the   corporation   is   to   create   and   operate  
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public   charter   schools   focused   on   serving   diverse   neighborhood  
communities   and   which   provide   an   excellent   education   to   a  
socioeconomically,   racially   and   culturally   diverse   student   body.  
Additionally,   the   corporation   may   engage   in   any   activities   that   are  
reasonably   related   to   or   in   furtherance   of   its   stated   educational   and  
charitable   purposes,   or   in   any   other   charitable   activities.  

b. No   substantial   part   of   the   activities   of   the   corporation   shall   consist   of  
carrying   on   propaganda,   or   otherwise   attempting   to   influence  
legislation   (except   as   otherwise   permitted   by   section   501(h)   of   the  
Code),   and   the   corporation   shall   not   participate   in   or   intervene   in   any  
political   campaign   (including   the   publishing   or   distribution   of  
statements)   on   behalf   of,   or   in   opposition   to,   any   candidate   for   public  
office.  

c. Notwithstanding   any   other   provision   of   these   Articles   of   Incorporation,  
the   corporation   shall   not   directly   or   indirectly   carry   on   any   activity  
which   would   prevent   it   from   obtaining   exemption   from   Federal   income  
taxation   as   a   corporation   described   in   section   501(c)(3)   of   the   Code,  
or   cause   it   to   lose   such   exempt   status,   or   carry   on   any   activity   not  
permitted   to   be   carried   on   by   a   corporation,   contributions   to   which  
are   deductible   under   section   170(c)(2)   of   the   Code.  

B. The  foregoing  amendment  and  restatement  of  the  Articles  of  Incorporation  was                      
duly   approved   by   the   Board   of   Directors   of   this   Corporation   on   June   25,   2015.  

C. The  foregoing  amendment  and  restatement  of  the  Articles  of  Incorporation  was                      
duly   approved   by   the   sole   member   of   the   Corporation   on   July   27,   2015.  

 

2. Bylaws  
 

SECOND   AMENDED   AND   RESTATED   BYLAWS   OF   
CITIZENS   OF   THE   WORLD   CHARTER   SCHOOLS   -   KANSAS   CITY  

A   Missouri   Nonprofit   Public   Benefit   Corporation  
 
ARTICLE   I.    EDUCATIONAL   AND   CHARITABLE   PURPOSES  
 

Section   1.    General   Purpose.     This   corporation   is   a   nonprofit   public   benefit  
corporation   and   is   not   organized   for   the   private   gain   of   any   person.   It   is  
organized   under   the   Missouri   Nonprofit   Corporation   Act   (the   "Law")   for  
educational   and   charitable   purposes.  
 
This   corporation   is   organized   and   shall   be   operated   exclusively   for   educational  
and   charitable   purposes   within   the   meaning   of   section   501(c)(3)   of   the   Internal  
Revenue   Code   of   1986,   as   amended,   or   the   corresponding   provisions   of   any  
future   United   States   internal   revenue   law   (the   "Code").   Notwithstanding   any   other  
provision   of   these   Bylaws,   this   corporation   shall   not,   except   to   an   insubstantial  
degree,   engage   in   any   activities   or   exercise   any   powers   that   are   not   in  
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furtherance   of   the   purposes   of   this   corporation,   and   the   corporation   shall   not  
carry   on   any   other   activities   not   permitted   to   be   carried   on   (a)   by   a   corporation  
exempt   from   federal   income   tax   under   Code   section   501(c)(3),   or   (b)   by   a  
corporation,   contributions   to   which   are   deductible   under   Code   section  
170(c)(2).  

 
Section   2.    Specific   Purpose .    As   a   Local   Education   Agency,   the   specific   purpose  
of   this   corporation   is   to   create   and   operate   public   charter   schools   focused   on  
serving   diverse   neighborhood   communities   and   which   provide   an   excellent  
education   to   a   socioeconomically,   racially   and   culturally   diverse   student   body.  
Additionally,   the   corporation   may   engage   in   any   activities   that   are   reasonably  
related   to   or   in   furtherance   of   its   stated   educational   and   charitable   purposes,   or  
in   any   other   charitable   activities.  

 
ARTICLE   II.   OFFICES  
 

Section   1.    Principal   Office .    The   principal   office   of   the   corporation   for   the  
transaction   of   the   business   of   the   corporation   shall   be   fixed   and   located   at   such  
place   within   or   without   the   State   of   Missouri   as   the   Board   of   Directors   (the  
"Board")   shall   determine.   By   resolution,   the   Board   is   granted   full   power   and  
authority   to   change   such   principal   office   from   one   location   to   another.  
 
Section   2.    Other   Offices .    Branch   or   subordinate   offices   may   be   established   at  
any   time   by   the   Board   at   any   place   or   places.  
 

ARTICLE   III.   MEMBER  
 

Section   1.    Member .    The   sole   member   of   this   corporation   shall   be   Citizens   of   the  
World   Charter   Schools,   a   California   nonprofit   public   benefit   corporation   (the  
“Member”).  
 
Section   2.    Transfer   or   Assignment .    The   Member   may   not   transfer   or   assign   its  
membership   interest   or   any   rights   arising   therefrom.  
  
Section   3.    No   Liability .    The   Member   shall   not,   as   such,   be   personally   liable   to   the  
creditors   of   the   corporation   for   any   indebtedness,   liability   or   obligation,   and   any  
or   all   creditors   of   the   corporation   shall   look   only   to   the   assets   of   the   corporation  
for   payment.  

 
ARTICLE   IV.    DIRECTORS  
 

Section   1.    Powers .    Subject   to   the   limitations   of   the   corporation’s   Articles   of  
Incorporation,   the   powers   reserved   to   the   Member,   these   Bylaws,   and   the   Law,  
the   activities   and   affairs   of   the   corporation   shall   be   conducted   and   all   corporate  
powers   shall   be   exercised   by   or   under   the   direction   of   the   Board.   The   Board   may  
delegate   the   management   of   the   activities   of   the   corporation   to   any   person   or  
persons,   a   management   company,   or   committees   however   composed,  
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provided   that   the   activities   and   affairs   of   the   corporation   shall   be   managed   and  
all   corporate   powers   shall   be   exercised   under   the   ultimate   direction   of   the  
Board.   Subject   to   the   same   limitations,   the   Board   shall   have   all   powers   permitted  
to   or   conferred   by   Law   on   the   board   of   directors   of   a   nonprofit   public   benefit  
corporation.  
 
Section   2.    Number   of   Directors .    The   number   of   directors   shall   consist   of   not   less  
than   three   (3)   nor   more   than   nine   (9)   directors,   with   the   exact   number   of  
directors   to   be   fixed   within   such   limits   by   resolution   of   the   Board   as   enacted   from  
time   to   time.  
 
Section   3.    Election   and   Term   of   Office .    Directors   shall   be   elected   at   each  
annual   meeting   of   the   Board,   but   directors   may   be   elected   at   any   special  
meeting   of   the   Board   held   for   that   purpose.   Each   director   shall   hold   office   for   a  
term   of   three   (3)   years   and   until   a   successor   has   been   elected   and   qualified.   By  
resolution,   the   Board   may   arrange   for   terms   to   be   staggered,   including   by  
establishing   one   or   two   year   terms   for   certain   initial   directors.   Directors   may  
succeed   themselves   in   office.  
 
Section   4.    Resignation .    Any   director   may   resign   effective   upon   giving   written  
notice   to   the   President,   the   Secretary,   or   the   Board,   unless   the   notice   specifies   a  
later   time   for   the   effectiveness   of   such   resignation.   If   the   resignation   is   effective  
at   a   future   time,   a   successor   may   be   elected   before   such   time,   to   take   office  
when   the   resignation   becomes   effective.    The   Member   shall   be   provided  
immediate   notice   of   any   resignation   or   notice   thereof.  

 
Section   5.    Removal .    Any   director   may   be   removed   without   cause   by   the  
affirmative   vote   of   a   majority   of   the   directors   then   in   office.  
 
Section   6.    Vacancies .     Vacancies   on   the   Board   shall   be   filled   by   the   affirmative  
vote   of   a   majority   of   the   remaining   directors   then   in   office,   or   by   a   sole   remaining  
director.   Each   director   so   elected   shall   hold   office   until   the   expiration   of   the   term  
of   his   or   her   predecessor   and   until   his   or   her   successor   has   been   elected   and  
qualified.  
 
A   vacancy   or   vacancies   in   the   Board   shall   be   deemed   to   exist   in   case   of   the  
death,   resignation,   or   removal   of   any   director,   or   if   the   authorized   number   of  
directors   is   increased.   The   Board   may   declare   vacant   the   office   of   a   director  
who   has   been   declared   of   unsound   mind   by   a   final   order   of   court,   is   convicted  
of   a   felony,   or   is   found   by   a   final   order   of   judgment   of   any   court   to   have  
breached   a   duty   to   the   corporation   arising   under   sections   355.416   to   355.426   of  
the   Law.  
  
Section   7.    Place   of   Meeting .    Regular   or   special   meetings   of   the   Board   shall   be  
held   at   any   place   within   or   without   the   State   of   Missouri   which   has   been  
designated   from   time   to   time   by   the   Board.   In   the   absence   of   such   designation,  
regular   meetings   shall   be   held   at   the   principal   office   of   the   corporation.  
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Section   8.    Regular   Meetings .    Regular   meetings   of   the   Board   shall   be   held   on  
such   dates   and   at   such   times   as   may   be   fixed   by   the   Board   with   at   least   72   hours  
advance   notice   (exclusive   of   weekends   and   holidays),   which   notice   shall   (i)  
include   a   tentative   agenda   for   the   meeting,   (ii)   specify   the   date,   time   and  
location   of   the   regular   meeting,   and,   if   the   meeting   will    be   conducted   by  
telephone   or   other   electronic   means,   the   mode   by   which   the   meeting   will   be  
conducted   and   the   designated   location   where   the   public   may   observe   and  
attend   the   meeting,   (iii)   specify   whether   the   meeting,   any   portion   of   the   meeting  
or   a   vote   will   be   closed   to   the   public   and   if   so,   the   date,   time   and   location   of  
such   closed   meeting   or   vote   and   the   reason   for   closure   by   referring   to   the  
applicable   subsection   of   section   610.021   of   the   Revised   Statutes   of   Missouri  
allowing   it   to   be   closed,   and   (iv)   be   posted   in   a   location   that   is   freely   accessible  
to   members   of   the   public   in   accordance   with   the   provisions   of   sections   610.010  
to   610.030   of   the   Revised   Statutes   of   Missouri   (the   "Sunshine   Law").   Such   regular  
meetings   shall   include   an   annual   meeting   to   elect   directors   then   up   for   election,  
and   to   conduct   all   other   business   as   may   properly   come   before   the   Board.    The  
annual   meeting   shall   take   place   at   such   time   and   place   as   determined   by  
resolution   of   the   Board.   No   business,   other   than   business   the   general   nature   of  
which   was   set   forth   in   the   public   notice   of   the   regular   meeting,   may   be  
transacted   at   such   regular   meeting.    Minutes   shall   be   kept   of   each   regular  
meeting   of   the   Board.  

 
Section   9.    Special   Meetings .    Special   meetings   of   the   Board   for   any   purpose   or  
purposes   may   be   called   at   any   time   by   the   Chair   of   the   Board   (if   any),   the  
President,   the   Secretary,   any   two   (2)   directors,   or   the   Member.  
 
Public   notice   of   special   meetings   of   the   Board   shall   be   provided   at   least   24   hours  
in   advance   (exclusive   of   weekends   and   holidays),   unless   for   good   cause   such  
notice   is   impossible   or   impractical,   in   which   case   as   much   notice   as   is   reasonably  
possible   shall   be   given,   and   shall   (i)   include   a   tentative   agenda   for   the   special  
meeting,   (ii)   specify   the   date,   time   and   location   of   the   special   meeting,   and,   if  
the   meeting   will   be   conducted   by   telephone   or   other   electronic   means,   the  
mode   by   which   the   meeting   will   be   conducted   and   the   designated   location  
where   the   public   may   observe   and   attend   the   meeting,   (iii)   specify   whether   the  
meeting,   any   portion   of   the   meeting   or   a   vote   will   be   closed   to   the   public   and   if  
so,   the   date,   time   and   location   of   such   closed   meeting   or   vote   and   the   reason  
for   closure   by   referring   to   the   applicable   subsection   of   section   610.021   of   the  
Revised   Statutes   of   Missouri    allowing   it   to   be   closed,   and   (iv)   be   posted   in   a  
location   that   is   freely   accessible   to   members   of   the   public   in   accordance   with  
the   Sunshine   Law.   No   business,   other   than   business   the   general   nature   of   which  
was   set   forth   in   the   public   notice   of   the   special   meeting,   may   be   transacted   at  
such   special   meeting.   Minutes   shall   be   kept   of   each   special   meeting   of   the  
Board.   When   it   is   necessary   to   hold   a   meeting   on   less   than   24   hours'   notice,   the  
nature   of   the   good   cause   justifying   that   departure   from   the   normal   requirements  
shall   be   stated   in   the   minutes.  
 
In   addition,   special   meetings   of   the   Board   may   only   be   held   upon   four   days'  
written   notice   to   the   Board   by   first-class   mail   or   48   hours'   notice   delivered   (i)  
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personally   (which   may   be   oral   or   written),   (ii)   by   telephone,   including   a   voice  
messaging   system,   or   (iii)   by   "electronic   transmission   by   the   corporation"   (as  
defined   below).   Written   notice   shall   be   addressed   or   delivered   to   each   director  
at   his   or   her   physical   or   email   address,   as   applicable,   as   it   is   shown   upon   the  
records   of   the   corporation,   or   as   may   have   been   given   to   the   corporation   by   the  
director   for   purposes   of   notice,   or,   if   such   address   is   not   shown   on   such   records   or  
is   not   readily   ascertainable,   at   the   place   in   which   the   meetings   of   the   directors  
are   regularly   held.   "Electronic   transmission   by   the   corporation"   means   a  
communication   (a)   delivered   by   (1)   facsimile   or   email   when   directed   to   the  
facsimile   number   or   email   address,   respectively,   for   that   recipient   on   record   with  
the   corporation,   (2)   posting   on   an   electronic   message   board   or   network   which  
the   corporation   has   designated   for   those   communications,   together   with   a  
separate   notice    to   the   recipient   of   the   posting,   which   transmission   shall   be  
validly   delivered   upon   the   later   of   the   posting   or   delivery   of   the   separate   notice  
thereof,   or   (3)   other   means   of   electronic    communication,   and   (b)   that   creates   a  
record   that   is   capable   of   retention,   retrieval,   and   review,    and   that   may  
thereafter   be   rendered   into   clearly   legible   tangible   form.  
 
Notice   by   mail   shall   be   deemed   to   have   been   given   at   the   time   a   written   notice  
is   deposited   in   the   United   States   mail,   postage   prepaid.   Any   other   written   notice  
shall   be   deemed   to   have   been   given   at   the   time   it   is   personally   delivered   to   the  
recipient   or   is   delivered   to   a   common   carrier   for   transmission,   or   actually  
transmitted   by   electronic   means   by   the   person   giving   the   notice   to   the   recipient,  
as   the   case   may   be.   Oral   notice   shall   be   deemed   to   have   been   given   at   the  
time   it   is   communicated   to   the   recipient,   including   by   telephone   voice  
messaging   system.  
 
Section   10.    Waiver   of   Notice .    Notice   of   a   meeting   need   not   be   given   to   any  
director   who   signs   a   waiver   of   notice   or   a   written   consent   to   holding   the   meeting  
or   an   approval   of   the   minutes   thereof,   whether   before   or   after   the   meeting,   or  
who   attends   the   meeting   without   protesting,   prior   thereto   or   at   its  
commencement,   the   lack   of   notice   to   such   director.   All   such   waivers,   consents,  
and   approvals   shall   be   filed   with   the   corporate   records   or   made   a   part   of   the  
minutes   of   the   meeting.  
 
Section   11.    Quorum .    A   majority   of   the   directors   then   in   office   constitutes   a  
quorum   of   the   Board   for   the   transaction   of   business,   except   to   adjourn   as  
provided   in   Section   13   of   this   Article.   All   matters   shall   be   decided   by   the   vote   of   a  
majority   of   directors   present   at   a   meeting   duly   held   at   which   a   quorum   is  
present,   and   every   such   act   or   decision   shall   be   the   act   of   the   Board,   unless   a  
greater   number   is   required   by   Law,   the   Articles   or   these   Bylaws.   Without   limiting  
the   foregoing,   the   actions   listed   in   Section   15(a)   through   Section   15(g)   shall  
require   the   vote   of   at   least   two-thirds   of   all   directors   then   in   office   in   order   to   be  
effective.   A   meeting   at   which   a   quorum   is   initially   present   may   continue   to  
transact   business   notwithstanding   the   withdrawal   of   directors,   if   any   action   taken  
is   approved   by   at   least   a   majority   of   the   required   quorum   for   such   meeting.  
 
Section   12.    Participation   in   Meetings   by   Conference   Telephone .   Members   of   the  
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Board   may   participate   in   any   meeting   through   a   video   or   telephone   conference  
or   similar   communication   equipment,   so   long   as   all   the   directors   participating   in  
the   meeting   can   hear   one   another.    All   such   participating   directors   shall   be  
deemed   to   be   present   in   person   at   such   meeting.  
 
Section   13.    Adjournment .    A   majority   of   the   directors   present,   whether   or   not   a  
quorum   is   present,   may   adjourn   any   Board   meeting   to   another   time   and   place.  
Notice   of   the   time   and   place   of   holding   an   adjourned   meeting   need   not   be  
given   to   absent   directors   if   the   time   and   place   is   fixed   at   the   meeting   adjourned,  
except   that   if   the   meeting   is   adjourned   for   more   than   24   hours,   notice   of   any  
adjournment   to   another   time   or   place   shall   be   given   prior   to   the   time   of   the  
reconvened   meeting   to   the   directors   who   were   not   present   at   the   time   of  
adjournment.  
 
Section   14.    Rights   of   lnspection .    Every   director   and   the   Member   shall   have   the  
absolute   right   at   any   reasonable   time   to   inspect   and   copy   any   and   all   books,  
records,   and   documents   of   every   kind   of   the   corporation,   and   to   inspect   the  
physical   properties   of   the   corporation.   The   inspections   may   be   made   in   person   or  
by   the   director's   attorney   or   by   the   Member's   officers   or   attorneys.   The   right   of  
inspection   includes   the   right   to   copy   and   make   extracts   of   documents   as  
permitted   by   Missouri   and   federal   law.   This   right   to   inspect   may   be   circumscribed  
in   instances   where   the   right   to   inspect   conflicts   with   Missouri   or   federal   law  
pertaining   to   access   to   books,   records,   and   documents.  
 
Section   15.    Board   Committees .    The   Board   may   designate   and   appoint   one   or  
more   committees,   each   consisting   of   at   least   two   (2)   directors   and   no  
non-director   members,   and   delegate   to   such   committees   any   of   the   authority   of  
the   Board   except   with   respect   to   any   actions   prohibited   by   Law   and:  

 
(a) The   approval   of   any   action   for   which   the   Law   also   requires   approval   of  

the   Member;  

(b) The   filling   of   vacancies   on   any   committee;  

(c) The   fixing   of   compensation   of   the   directors   for   serving   on   the   Board   or  
on   any   committee;  

(d) The   amendment   or   repeal   of   bylaws   or   the   adoption   of   new   bylaws;  

(e) The   amendment   or   repeal   of   any   resolution   of   the   Board   which   by   its  
express   terms   is   not   so   amendable   or   repealable;  

(f) The   appointment   of   committees   of   the   Board   or   the   members   thereof;  
or  

(g) The   expenditure   of   corporate   funds   to   support   a   nominee   for   director  
after   there   is   more   people   nominated   for   director   than   can   be  
elected.  

 
Any   such   committee   must   be   established   and   the   members   thereof   appointed,  
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by   resolution   adopted   by   a   majority   of   the   number   of   directors   then   in   office,  
and   such   committee   may   be   designated   by   any   name   the   Board   shall   specify.  
The   Board   may   appoint,   in   the   same   manner,   alternate   members   of   any  
committee   who   may   replace   any   absent   member   at   any   meeting   of   the  
committee.   The   Board   shall   have   the   power   to   prescribe   the   manner   in   which  
proceedings   of   any   such   committee   shall   be   conducted.   Unless   the   Board   or  
such   committee   shall   otherwise   provide,   the   regular   and   special   meetings   and  
other   actions   of   any   such   committee   shall   be   governed   by   the   provisions   of   this  
Article   applicable   to   meetings   and   actions   of   the   Board,   except   that   there   can  
be   no   waiver   of   committee   meeting   and   voting   requirements   as   may   be  
required   under   the   Sunshine   Law.   Minutes   sha11   be   kept   of   each   meeting   of  
each   committee.  

  
Section   16.    Advisory   Committees .    The   Board   may,   by   resolution   adopted   by   a  
majority   of   the   directors   then   in   office,   create   one   or   more   advisory   committees  
to   serve   at   the   pleasure   of   the   Board.   Each   advisory   committee   shall   have   at  
least   one   (1)   director   as   a   member   at   all   times.   Other   appointments   to   such  
advisory   committees   need   not,   but   may,   be   directors.    The   Board   shall   appoint  
and   discharge   advisory   committee   members   at   will.   All   actions   and  
recommendations   of   an   advisory   committee   shall   require   ratification   by   the  
Board   before   being   given   effect.    Unless   the   Board   or   such   committee   shall  
otherwise   provide,   the   regular   and   special   meetings   and   other   actions   of   any  
such   committee   shall   be   governed   by   the   provisions   of   this   Article   applicable   to  
meetings   and   actions   of   the   Board,   except   that   there   can   be   no   waiver   of  
meeting   and   voting   requirements   required   under   the   Sunshine   Law.    Minutes   shall  
be   kept   of   each   meeting   of   each   advisory   committee.  
 
Section   17. Audit   Committee .    The   audit   committee   shall   be   appointed   by   the  
Board   and   shall   oversee   (i)   the   preparation   of   annual   financial   statements   using  
generally   accepted   accounting   principles   and   (ii)   the   annual   audit   of   the  
corporation   in   accordance   with   Section   160.405.4(4)   of   the   Revised   Statutes   of  
Missouri   and   Government   Auditing   Standards   issued   by   the   Comptroller   General  
of   the   United   States.  
 
Section   18. Compensation .    Directors   and   members   of   committees   shall   not  
receive   any   compensation   for   their   services   but,   by   resolution   of   the   Board,   a  
director's   reasonable   expenses   of   Board   meeting   attendance,   if   any,   may   be  
reimbursed.  

 
ARTICLE   V.   OFFICERS  
 

Section   1.    Required   Officers .    The   officers   of   the   corporation   shall   be   a   President,  
a   Secretary   and   a   Treasurer,   each   of   whom   shall   be   chosen   by   and   hold   office  
at   the   pleasure   of   the   Board.   Any   number   of   offices   required   or   permitted   by   this  
Article   may   be   held   by   the   same   person.  
 
Section   2.    Permitted   Officers .    The   Board   may   choose   a   Chair   of   the   Board,   one  
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or   more   additional   Vice   Presidents,   one   or   more   Assistant   Secretaries,   one   or  
more   Assistant   Treasurers,   and   such   other   officers   as   the   business   of   the  
corporation   may   require,   each   of   whom   shall   hold   office   for   such   period,   have  
such   authority   and   perform   such   duties   as   the   Board   at   its   pleasure   may   from  
time   to   time   determine.  
 
Section   3.    Election   of   Officers .   The   officers   shall   be   elected   by   the   Board   at   the  
annual   meeting,   or   at   any   regular   or   special   meeting   of   the   Board,   and   may  
succeed   themselves   in   office.   Each   person   elected   as   an   officer   shall   continue   in  
office   until   the   next   annual   election   of   officers   or   until   his   successor   shall   have  
been   duly   elected   and   qualified   or   until   his   earlier   death,   resignation   or   removal  
in   accordance   with   these   Bylaws.    Vacancies   of   officers   caused   by   death,  
resignation,   removal   or   increase   in   the   number   of   officers   may   be   filled   by   the  
Board   at   a   regular   or   special   meeting.  
 
Section   4.    Removal   of   Officers .    Any   officer   may   be   removed   at   any   time   with   or  
without   cause   and   with   or   without   notice   by   the   affirmative   vote   of   the   Board.  
 
Section   5.    President .    Subject   to   the   discretion   and   control   of   the   Board,   the  
President   shall   be   the   chief   executive   officer   of   the   corporation   and   shall   have  
general   supervision,   direction   and   control   over   the   affairs   and   property   of   the  
corporation   and   over   its   several   officers,   and   shall   have   such   other   powers   and  
perform   such   other   duties   as   may   be   delegated   by   the   Board   from   time   to   time.  
If   the   corporation   has   no   Chair   of   the   Board,   then   the   President   shall   preside   at   all  
meetings   of   the   Board.  
 
Section   6.    Secretary .    The   Secretary   shall   be   the   custodian   of   the   seal   of   the  
corporation   and   of   the   books   and   records   and   files   thereof.   The   Secretary   shall  
keep   or   cause   to   be   kept,   at   the   principal   office   or   such   other   place   as   the  
Board   may   order,   a   minute   book   of   all   meetings   of   the   Board   and   its   committees.  
The   Secretary   shall   also   keep,   or   cause   to   be   kept,   at   the   principal   office   in   the  
State   of   Missouri   the   original   or   a   copy   of   the   Articles   of   lncorporation   and   Bylaws  
of   the   corporation,   as   amended   to   date.   The   Secretary   shall   give,   or   cause   to   be  
given,   notice   of   all   meetings   of   the   Board   and   any   committee   thereof   required  
by   these   Bylaws   or   by   law   to   be   given,   and   shall   have   such   other   powers   and  
perform   such   other   duties   as   may   be   delegated   by   the   Board.  
 
Section   7.    Treasurer .    The   Treasurer   shall   keep   and   maintain,   or   cause   to   be   kept  
and   maintained,   adequate   and   correct   accounts   of   the   properties   and   business  
transactions   of   the   corporation,   including,   without   limitation,   accounts   of   its  
assets,   liabilities,   receipts   and   disbursements,   and   shall   send   or   cause   to   be   sent  
to   the   directors   of   the   corporation   such     financial   statements   and   reports   as   are  
by   law   or   these   Bylaws   required   to   be   sent   to   them.   The   Treasurer   shall   deposit,   or  
cause   to   be   deposited,   all   monies   and   other   valuables   in   the   name   and   to   the  
credit   of   the   corporation   and   such   depositaries   as   may   be   designated   by   the  
Board.   The   Treasurer   shall   disburse   the   funds   of   the   corporation   as   may   be  
ordered   by   the   Board,   shall   render   to   the   President   or   the   directors,   whenever  
requested,   an   account   of   all   transactions   and   of   the   financial   condition   of   the  
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corporation,   and   shall   have   such   other   powers   and   perform   such   other   duties   as  
may   be   delegated   by   the   Board.  
 
Section   8.    Compensation .    The   Board   shall   decide   all   matters   relating   to   the  
compensation   of   any   officer.   No   salaried   officer   serving   on   the   Board   shall   be  
permitted   to   vote   on   his   or   her   own   compensation   as   an   officer.  

 
ARTICLE   VI.   INDEMNIFICATION   OF   AGENTS   OF   THE   CORPORATION:   LIABILITY  
INSURANCE  
 

Section   1.    Indemnification .    The   corporation   shall,   to   the   maximum   extent  
permitted   by   the   Law,   indemnify   each   of   its   directors,   officers,   employees,   and  
agents   against   expenses,   judgments,   fines,   settlements,   and   other   amounts  
actually   and   reasonably   incurred   in   connection   with   any   proceeding   arising   by  
reason   of   the   fact   that   any   such   person   is   or   was   a   director,   officer,   or   agent   of  
the   corporation,   and   shall   advance   to   such   person   expenses   incurred    in  
defending   any   such   proceeding   to   the   maximum   extent   permitted   by   the   Law.  
For   purposes   of   this   Section   1   a   "director,"   "officer,"   "employee,"   or   "agent"   of   the  
corporation   includes   any   person   who   is   or   was   a   director   or   officer   of   the  
corporation,   or   is   or   was   serving   at   the   request   of   the   corporation   as   a   director   or  
officer   of   a   corporation   which   was   a   predecessor   corporation   of   the   corporation  
or   of   another   enterprise   at   the   request   of   such   predecessor   corporation.    The  
Board   may,   in   its   discretion,   provide   by   resolution   for   indemnification   of,   or  
advance   of   expenses   to,   other   agents   of   the   corporation,   and   likewise   may  
refuse   to   provide   for   such   indemnification   or   advance   of   expenses   except   to   the  
extent   such   indemnification   is   mandatory   under   the   Law.  
 
Section   2.    Insurance .    The   corporation   shall   have   the   power   to   purchase   and  
maintain   insurance   on   behalf   of   any   school,   any   director,   officer,   employee,   or  
agent   of   the   corporation   against   any   liability   asserted   against   or   incurred   by  
such   person   in   such   capacity   or   arising   out   of   the   person's   status   as   such,  
whether   or   not   the   corporation   would   have   the   power   to   indemnify   the   person  
against   such   liability   under   the   provisions   of   this   Article   VI.  

 
ARTICLE   VII.    NONDISCRIMINATION   POLICY  
 

All   schools   operated   by   the   corporation   shall   admit   students   of   any   race,   color,  
religion,   national   and   ethnic   origin   to   all   the   rights,   privileges,   programs,   and  
activities   generally   accorded   or   made   available   to   students   at   the   schools.   They  
shall   not   discriminate   on   the   basis   of   race,   color,   religion,   national   and   ethnic  
origin   in   the   administration   of   their   educational   policies,   admissions   policies,  
scholarship   and   loan   programs,   and   athletic   and   other   school-administered  
programs.  

 
ARTICLE   VIII.    OTHER   PROVISIONS  
 

Section   1.    Inspection   of   Articles   and   Bylaws .    The   corporation   shall   keep   in   its  
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principal   office   in   the   State   of   Missouri   the   original   copy   of   its   Articles   of  
Incorporation   and   of   these   Bylaws,   as   amended   to   date,   which   shall   be   open   to  
inspection   by   the   Member   and   the   directors   and   such   other   persons   as   required  
by   law,   at   all   reasonable   times   during   office   hours.  
 
Section   2.    Endorsement   of   Documents:    Contracts .    Subject   to   the   provisions   of  
applicable   law,   any   note,   mortgage,   evidence   of   indebtedness,   contract,  
conveyance,   or   other   instrument   in   writing   and   any   assignment   or   endorsement  
thereof   executed   or   entered   into   between   the   corporation   and   any   other  
person,   when   signed   by   the   Chair   of   the   Board,   the   President,   or   any   Vice  
President   and   the   Secretary   or   any   Assistant   Secretary   of   the   corporation,   shall  
be   valid   and   binding   on   the   corporation   in   the   absence   of   actual   knowledge   on  
the   part   of   the   other   person   that   the   signing   officers   bad   no   authority   to   execute  
the   same.   Any   such   instruments   may   be   signed   by   any   other   person   or   persons  
and   in   such   manner   as   from   time   to   time   shall   be   determined   by   the   Board,   but,  
unless   so   authorized   by   the   Board,   no   such   person   or   persons   shall   have   any  
power   or   authority   to   bind   the   corporation   by   any   contract   or   engagement   to  
pledge   its   credit   or   to   render   it   liable   for   any   purpose   or   amount.  
 
Section   3.    Quality   Control .    With   respect   to   each   public   school   operated   by   the  
corporation,   the   corporation   shall   at   all   times   use   its   best   efforts   to   provide   a  
socioeconomically,   culturally,   and   racially   diverse   community   of   students   with   an  
intellectually   challenging   learning   environment   that   develops   each   individual  
student's   confidence,   potential,   and   individual   responsibility   as   citizens   of   the  
world   in   which   we   live.   Fidelity   to   such   mission   shall   be   evidenced   by,   with  
respect   to   each   school   operated   by   the   corporation:  

 
(a) Socioeconomic   Diversity   -Annual   Board-adopted   enrollment  
targets   and   recruitment   efforts   that   ensure   that   a   minimum   of   40%   of   the  
lottery   participants   for   each   school   are   eligible   for   the   National   School  
Lunch   Program   ("FRL   Eligible");  
  
(b) Cultural   and   Racial   Diversity   -Annual   recruitment   efforts   that   ensure  
that   the   demographic   makeup   of   each   school   reflects   the   school's  
diverse   community,   as   described   in   the   approved   Charter   Petition  
("Charter")   for   each   school   operated   by   the   corporation,   including   ethnic,  
cultural   and   racial   representation.   All   actions   taken   to   achieve   cultural  
and   racial   diversity   will   be   in   strict   adherence   to   the   law;  
 
(c) Academic   Achievement   -Annual   academic   goals,   and  
measureable   steps   to   attain   such   goals,   that   ensure   students   will  
demonstrate   understanding   of   the   Missouri   Learning   Standards,   at   least  
70%   of   students   who   have   completed   three   years   at   a   school   will   score  
Proficient   or   Advanced   on   the   Missouri   Assessment   Program   ("MAP")  
Mathematics   and   Communication   Arts   assessments,   and   by   its   fifth   year   of  
operation,   each   school   will   earn   a    MAP   Performance   Index   equivalent   to  
the   Missouri   Department   of   Elementary   and   Secondary   Education's  
Academic   Achievement   Status   Target   of   375   in   Mathematics   and   375   in  
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Communication   Arts.   Notwithstanding   the   foregoing,   each   school   should  
aim   to   achieve   Proficient   or   Advanced   level   results   for   100%   of   its   student  
population   without   gaps   in   subgroups   and   adopt   goals   through   an   annual  
strategic   planning   process   that   move   toward   this   target.   In   addition,   the  
corporation   shall   ensure   that   (i)   there   are   adequate   systems   in   place   to  
identify,   track   and   report   any   significant   achievement   gaps   between   any  
subgroups   represented   within   the   school,   such   as   FRL   Eligible,   students   of  
color   (by   ethnicity),   English   Language   Learners   and   others   as   identified,  
and   (ii)   there   are   no   "significant   achievement   gaps"   (as   defined   below)  
between   the   standardized   testing   results   of   any   "statistically   valid"   (as  
defined   below)   subgroups   within   the   school   and   those   of   the   majority  
group   of   students   attending   the   school.   A   "significant   achievement   gap"  
shall   mean   a   difference   of   15   percentage   points   or   more.   "Statistically  
valid"   shall   mean   a   sample   large   enough   to   protect   the   privacy   of   all  
students   when   reviewing   the   relevant   testing   data.   If   new   state  
assessments   are   adopted,   the   Board   shall   recalibrate   the   schools'  
academic   performance   goals   based   on   those   new   assessments,   and   shall  
seek   to   amend   this   Section   3(c)   accordingly;  
 
(d) Educational   Alignment   -An   instructional   model   that   adheres   to   the  
project-based/constructivist   academic   approach   and   the   educational  
program   as   outlined   in   the   Charter;   and  
 
(e) Community   Engagement   -Programs   that   involve   the   school  
community   in   the   activities   of   the   school,   including   but   not   limited   to:  
fundraising,   site-based   councils,   school   and   community   events   and  
participation   in   student-led   activities.   The   corporation   shall   ensure   that  
tools   are   used   to   track,   record,   and   report   levels   of   community  
engagement   and   support   at   regular   intervals   throughout   the   year.  

 
The   Member   shall   have   the   right,   except   as   otherwise   provided   by   law,   to  
monitor   and   inspect   the   corporation's   schools   and   records   at   any   reasonable  
time   to   determine   whether   such   mission   is   being   met   or   diligently   pursued   by   the  
corporation   using   its   best   efforts.   If,   in   the   reasonable   determination   of   the  
Member,   one   or   more   such   mission   standards   are   not   being   met   or   so   pursued,  
the   Member   shall   provide   written   notice   of   such   failure   to   the   corporation   in  
reasonable   detail,   along   with   recommendations   for   satisfaction   of   such   mission  
standards   or   the   diligent   pursuit   thereof.   The   corporation   shall   implement   such  
recommendations   within   60   days   of   such   notice   and   ensure   that   such   mission  
standards   are   met   for   a   period   of   greater   than   one   year   after   such   notice.    The  
corporation   or   any   school   operated   by   the   corporation   shall   not   engage   in  
"Gross   Financial   Mismanagement,"   which   shall   mean   gross   financial  
mismanagement   in   accordance   with   generally   accepted   accounting   principles  
as   may   be   evidenced   by   negative   audits   and/or   sworn   statements   by   the  
Missouri   Department   of   Elementary   and   Secondary   Education   or   the   Missouri  
Charter   Public   School   Commission   or   other   sponsor   of   any   school   charter   held   by  
the   corporation,   or   the   documentation   of   gross   financial   mismanagement   by  
independent   auditors.   The   Member,   as   such   or   otherwise,   shall   have   standing   to  
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bring   a   lawsuit   or   other   legal   proceeding   in   any   venue,   on   behalf   of   the  
corporation   or   otherwise,   including   but   not   limited   to   standing   or   any   related  
rights   afforded   to   members   under   the   Law,   to   enforce   the   provisions   of   these  
Bylaws,   including   but   not   limited   to   this   Section   3.  

 
Section   4.    Representation   of   Shares   of   Other   Corporations .    The   President   or   any  
other   officer   or   officers   authorized   by   the   Board   or   the   President   are   each  
authorized   to   vote,   represent,   and   exercise   on   behalf   of   the   corporation   all   rights  
incident   to   any   and   all   shares   of   any   other   corporation   or   corporations   standing  
in   the   name   of   the   corporation.   The   authority   herein   granted   may   be   exercised  
either   by   any   such   officer   in   person   or   by   any   person   authorized   to   do   so   by  
proxy   or   power   of   attorney   duly   executed   by   said   officer.  
 
Section   5.    Construction   and   Definitions .   Unless   the   context   otherwise   requires,  
the   general   provisions,   rules   of   construction,   and   definitions   contained   in   the   Law  
shall   govern   the   construction   of   these   Bylaws.   Section   references   refer   to   sections  
in   such   Article   unless   otherwise   noted.  
 
Section   6.    Amendments .    These   Bylaws   may   be   amended   or   repealed   by   the  
affirmative   vote   of   at   least   two-thirds   of   the   number   of   directors   then   in   office.  

 
3. Conflict   of   Interest   Policy  
 
Purpose  
The   purpose   of   the   conflict   of   interest   policy   is   to   protect   Citizens   of   the   World   Kansas  
City’s   (CWC   Kansas   City)   interest   when   it   is   contemplating   entering   into   a  
transaction   or   arrangement   that   might   benefit   the   private   interest   of   an   officer   or  
director   of   the   CWC   Kansas   City   or   might   result   in   a   possible   excess   benefit  
transaction.    This   policy   is   intended   to   supplement   but   not   replace   any   applicable  
state   and   federal   laws   governing   conflict   of   interest   applicable   to   nonprofit   and  
charitable   organizations.    As   a   charter   school,   certain   special   state   conflicts   of  
interest   policies   apply   as   discussed   herein.  
 
Definitions  

1. Interested   Person  

Any   director,   principal   officer,   or   member   of   a   committee   with   governing   board  
delegated   powers,   who   has   a   direct   or   indirect   financial   interest,   as   defined  
below,   is   an   interested   person.  

2. Financial   Interest  

A   person   has   a   financial   interest   if   the   person   has,   directly   or   indirectly,   through  
business,   investment,   or   family:  

a. An   ownership   or   investment   interest   in   any   entity   with   which   CWC  
Kansas   City   has   a   transaction   or   arrangement,  

b. A   compensation   arrangement   with   CWC   Kansas   City   or   with   any   entity  
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or   individual   with   which   CWC   Kansas   City   has   a   transaction   or  
arrangement,   or  

c. A   potential   ownership   or   investment   interest   in,   or   compensation  
arrangement   with,   any   entity   or   individual   with   which   CWC   Kansas   City  
is   negotiating   a   transaction   or   arrangement.  

Compensation   includes   direct   and   indirect   remuneration   as   well   as   gifts   or   favors  
that   are   not   insubstantial.  
 
A   financial   interest   is   not   necessarily   a   conflict   of   interest.    A   person   who   has   a  
financial   interest   may   have   a   conflict   of   interest   only   if   the   appropriate   governing  
board   or   committee   decides   that   a   conflict   of   interest   exists.  
 
Procedures  

1. Duty   to   Disclose  

In   connection   with   any   actual   or   possible   conflict   of   interest,   an   interested  
person   must   disclose   the   existence   of   the   financial   interest   and   be   given  
the   opportunity   to   disclose   all   material   facts   to   the   directors   and   members  
of   committees   with   governing   board   delegated   powers   considering   the  
proposed   transaction   or   arrangement.  

2. Determining   Whether   a   Conflict   of   Interest   Exists  

After   disclosure   of   the   financial   interest   and   all   material   facts,   and   after  
any   discussion   with   the   interested   person,   s/he   shall   leave   the   governing  
board   or   committee   meeting   while   the   determination   of   a   conflict   of  
interest   is   discussed   and   voted   upon.    The   remaining   board   or   committee  
members   shall   decide   if   a   conflict   of   interest   exists   (described   below).  

Under   Missouri   law,   the   following   are   conflicts   of   interest.    The   Board   has   no  
discretion   on   whether   these   items   present   a   conflict   of   interest.    No   person  
shall   be   appointed   to   the   board   unless   they   meet   the   following  
requirements.    Any   board   member   who   is   in   violation   of   any   of   these  
requirements   is   ineligible   to   serve   and   shall   immediately   forfeit   their   office:  

a. No   member   of   the   Board   shall   hold   any   other   office   or   employment  
from   the   board   while   serving   as   a   member   of   the   board.  

b. No   member   of   the   board   shall   have   any   substantial   interest   (see  
section   105.450   RSMo   for   a   definition)   in   any   entity   employed   by   or  
contracting   with   the   board.    

c. No   member   of   the   board   shall   be   an   employee   of   a   company   that  
provides   substantial   services   to   the   charter   school.  

3. Procedures   for   Addressing   the   Conflict   of   Interest  

a. An   interested   person   may   make   a   presentation   at   the   governing  
board   or   committee   meeting,   but   after   the   presentation,   s/he   shall  
leave   the   meeting   during   the   discussion   of,   and   the   vote   on,   the  
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transaction   or   arrangement   involving   the   possible   conflict   of   interest.  

b. The   chairperson   of   the   governing   board   or   committee   shall,   if  
appropriate,   appoint   a   disinterested   person   or   committee   to  
investigate   alternatives   to   the   proposed   transaction   or   arrangement.  

c. After   exercising   due   diligence,   the   governing   board   or   committee   shall  
determine   whether   CWC   Kansas   City   can   obtain   with   reasonable  
efforts   a   more   advantageous   transaction   or   arrangement   from   a  
person   or   entity   that   would   not   give   rise   to   a   conflict   of   interest.  

d. If   a   more   advantageous   transaction   or   arrangement   is   not   reasonably  
possible   under   circumstances   not   producing   a   conflict   of   interest,   the  
governing   board   or   committee   shall   determine   by   a   majority   vote   of  
the   disinterested   directors   whether   the   transaction   or   arrangement   is   in  
CWC   Kansas   City’s   best   interest,   for   its   own   benefit,   and   whether   it   is  
fair   and   reasonable.    In   conformity   with   the   above   determination,   it  
shall   make   its   decision   as   to   whether   to   enter   into   the   transaction   or  
arrangement.  

4. Violations   of   the   Conflicts   of   Interest   Policy  

a. If   the   governing   board   or   committee   has   reasonable   cause   to   believe  
a   member   has   failed   to   disclose   actual   or   possible   conflicts   of   interest,  
it   shall   inform   the   member   of   the   basis   for   such   belief   and   afford   the  
member   an   opportunity   to   explain   the   alleged   failure   to   disclose.  

b. If,   after   hearing   the   member’s   response   and   after   making   further  
investigation   as   warranted   by   the   circumstances,   the   governing   board  
or   committee   determines   the   member   has   failed   to   disclose   an   actual  
or   possible   conflict   of   interest,   it   shall   take   appropriate   disciplinary   and  
corrective   action.  

5. Records   of   Proceedings  

The   minutes   of   the   governing   board   and   all   committees   with   board  
delegated   powers   shall   contain:  

a. The   names   of   the   persons   who   disclosed   or   otherwise   were   found   to  
have   a   financial   interest   in   connection   with   an   actual   or   possible  
conflict   of   interest,   the   nature   of   the   financial   interest,   any   action  
taken   to   determine   whether   a   conflict   of   interest   was   present,   and   the  
governing   board’s   or   committee’s   decision   as   to   whether   a   conflict   of  
interest   in   fact   existed.  

b. The   names   of   the   persons   who   were   present   for   discussions   and   votes  
relating   to   the   transaction   or   arrangement,   the   content   of   the  
discussion,   including   any   alternatives   to   the   proposed   transaction   or  
arrangement,   and   a   record   of   any   votes   taken   in   connection   with   the  
proceedings.  

6. Compensation  

a. A   voting   member   of   the   governing   board   who   receives  
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compensation,   directly   or   indirectly,   from   CWC   Kansas   City   for   services  
is   precluded   from   voting   on   matters   pertaining   to   that   member’s  
compensation.  

b. A   voting   member   of   any   committee   whose   jurisdiction   includes  
compensation   matters   and   who   receives   compensation,   directly   or  
indirectly,   from   CWC   Kansas   City   for   services   is   precluded   from   voting  
on   matters   pertaining   to   that   member’s   compensation.  

c. No   voting   member   of   the   governing   board   or   any   committee   whose  
jurisdiction   includes   compensation   matters   and   who   receives  
compensation,   directly   or   indirectly,   from   CWC   Kansas   City,   either  
individually   or   collectively,   is   prohibited   from   providing   information   to  
any   committee   regarding   compensation.  

7. Annual   Statements  

Each   director,   principal   officer   and   member   of   a   committee   with   governing  
board   delegated   powers   shall   annually   sign   a   statement   which   affirms   such  
person:  

a. Has   received   a   copy   of   the   conflicts   of   interest   policy,  

b. Has   read   and   understands   the   policy,  

c. Has   agreed   to   comply   with   the   policy,   and  

d. Understands   CWC   Kansas   City   is   charitable   and   in   order   to   maintain   its  
federal   tax   exemption,   it   must   engage   primarily   in   activities   which  
accomplish   one   or   more   of   its   tax-exempt   purposes.  

8. Periodic   Reviews  

To   ensure   CWC   Kansas   City   operates   in   a   manner   consistent   with   charitable  
purposes   and   does   not   engage   in   activities   that   could   jeopardize   its  
tax-exempt   status,   periodic   reviews   shall   be   conducted.    The   periodic   reviews  
shall,   at   a   minimum,   include   the   following   subjects:  

a. Whether   compensation   arrangements   and   benefits   are   reasonable,  
based   on   competent   survey   information,   and   the   result   of   arm’s   length  
bargaining,  

b. Whether   partnerships,   joint   ventures,   and   arrangements   with  
management   organizations   conform   to   CWC   Kansas   City’s   written  
policies,   are   properly   recorded,   reflect   reasonable   investment   or  
payments   for   goods   and   services,   further   charitable   purposes   and   do  
not   result   in   inurement,   impermissible   private   benefit   or   in   an   excess  
benefit   transaction.  

9. Use   of   Outside   Experts  

When   conducting   the   periodic   reviews,   CWC   Kansas   City   may,   but   need   not,  
use   outside   advisors.    If   outside   experts   are   used,   their   use   shall   not   relieve   the  
governing   board   of   its   responsibility   for   ensuring   periodic   reviews   are  
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conducted.  

 
4. Sunshine   Law   Policy   (Ch.   610,   RSMo)  

 
Purpose  
Missouri's   Sunshine   Law   is   the   embodiment   of   Missouri's   commitment   to   openness   in  
government. Chapter   610   of   the   Revised   Statutes   of   Missouri is   the   foundation   of  
what   has   become   known   as   Missouri's   Sunshine   Law.   The    public   policy   of   the   state   is  
that   meetings,   records,   votes,   actions,   and   deliberations   of   public   governmental  
bodies   be   open   to   the   public   unless   otherwise   provided   by   law.    As   public   schools,  
charter   schools   are   "public   governmental   bodies"   and   are   therefore   subject   to   the  
Sunshine   Law   regarding   its   meetings,   votes   and   records,   as   discussed   further,   below.  
The   law   addresses   not   only   the   open/closed   issue,   but   also   public   notice,  
accessibility,   voting   and   minutes   for   meetings,   and   how   and   when   to   respond   to  
public   records   requests.  

a. Section   610.023.1,   RSMo,   provides   that   a   public   governmental   body   is   to  
appoint   a   custodian   to   maintain   that   body's   records   and   the   identity   and  
location   of   the   custodian   is   to   be   made   available   upon   request;   and  

b. Section   610.026,   RSMo,   sets   forth   that   a   public   governmental   body   shall  
provide   access   to   and,   upon   request,   furnish   copies   of   public   records;   and  

c. Section   610.028.2,   RSMo,   provides   that   a   public   governmental   body   shall  
provide   a   reasonable   written   policy   in   compliance   with   sections   610.010   to  
610.030,   RSMo,   commonly   referred   to   as   the   Sunshine   Law,   regarding   the  
release   of   information   on   any   meeting,   record   or   vote.  

Definition  

1. The   CWC   Kansas   City   Executive   Director   is   appointed   custodian   of   the  
records   of   CWC   Kansas   City.   The   custodian   is   located   at   3435   Broadway,  
Kansas   City,   MO    64111,   Suite   1.  

2. The   CWC   Kansas   City   custodian   shall   respond   to   all   requests   for   access   to   or  
copies   of   a   public   record   within   the   time   period   provided   by   statute   except  
in   those   circumstances   exempted   by   statute.  

3. Fees   to   be   charged   for   access   to   or   furnishing   copies   of   records   shall   be   as  
provided:  

a. 10   cents   per   page   for   paper   copies   9   by   14   or   smaller,   plus   an   hourly   fee   for  
duplicating   time   not   to   exceed   the   average   hourly   rate   of   pay   for   clerical  
staff   of   the   CWC   Kansas   City.   Research   time   will   be   billed   at   actual   cost.  

4. Meetings,   records,   votes,   actions   and   deliberations   of   CWC   Kansas   City   shall  
be   open   to   the   public   unless   otherwise   provided   by   law.  

5. CWC   Kansas   City   closes   all   public   records   to   the   extent   authorized   by   law.   

6. CWC   Kansas   City   shall   comply   with   sections   610.010   to   610.030,   RSMo,   the  
Sunshine   Law,   as   now   existing   or   hereafter   amended.  
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5. Board   Agenda  
 
Agendas   shall   be   developed   by   the   Board   Chair,   in   consultation   with   the   Executive  
Director.   The   agenda   shall   contain   the   following,   as   appropriate:  
 

a. The   name   of   the   board  

b. Location,   date,   and   start   time   of   the   meeting  

c. Call   to   order  

d. Reading   and   acceptance   of   minutes   from   last   meeting  

e. Committee   reports  

f. Current   business  

g. Unfinished   business  

h. New   business  

i. Announcements  

j. Open   floor   (optional)  

k. Adjournment  

 
If   any   of   the   agenda   items   is   to   be   a   closed   session,   that   fact   must   be   noted,   with   a  
reference   to   the   statutory   basis   for   closing   that   portion   of   the   meeting   and   a   general  
description.   
 
The   Agenda   shall   be   posted   to   the   public   at   the   school   offices   and   at   the   location  
of   the   meeting   at   least   24   hours   before   the   time   specified   for   the   meeting.   If   the  
meeting   will   be   conducted   by   telephone   or   other   electronic   means,   the   location  
where   the   public   may   observe   and   attend   the   meeting   or   directions   to   access   the  
meeting   electronically   must   be   provided.  

 
6. Board   Conduct  

 
Purpose  
This   policy   establishes   expectations   of   ethical   conduct   by   members   serving   on   the  
school’s   board.    The   school’s   board   collectively   and   its   members   individually   shall   at  
all   times   operate   in   the   most   ethical   and   conscientious   manner   possible.   
 
Board   Authority   Over   Individual   Authority  
 

1. Authority   of   the   board   rests   only   with   the   board   as   a   whole   and   not   with   any  
individual   board   member   unless   expressly   provided   for   in   the   board’s   bylaws  
and/or   through   board   resolution.    As   such,   each   member   shall   act  
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accordingly.  

2. The   board   vests   authority   for   management   of   the   school   in   the   Executive  
Director   and   in   good   faith   shall   not   undermine   the   authority   of   the   Executive  
Director   or   intrude   into   responsibilities   that   appropriately   belong   in   the   scope  
of   management,   including,   but   not   limited   to   such   functions   as   hiring,  
transferring,   or   dismissing   employees.  

3. The   board   shall   make   reasonable   efforts   to   keep   the   Executive   Director  
informed   of   concerns   or   specific   recommendations   that   any   member   of   the  
board   may   bring   forth   to   the   board   as   a   whole   or   a   committee   of   the   board.  

4. The   board   shall   honor   the   established   protocol   and   respective   policy   related  
to   student,   parent,   or   staff   grievances.  

 
Duties   and   Responsibilities  
 

1. Board   members   agree   to   communicate   on   board   related   correspondence   in  
a   timely   manner   defined   as   no   more   than   24   hours   when   possible.  

2. Board   members   shall   reflect   through   action   that   his   or   her   first   utmost   concern  
is   for   the   welfare   of   the   students   served   by   the   school.  

3. Each   member   shall   work   diligently   to   uphold   the   mission   of   the   school,   to   be  
an   ambassador   in   the   community   for   the   school,   and   support   the  
appropriate   and   efficient   use   of   resources,   including   financial   and   human  
capital.  

4. Each   board   member   shall   uphold   and   enforce   laws,   rules,   regulations,   and  
other   mandates   pertaining   to   public   charter   schools.   

Notice:   As   part   of   our   procedure   for   processing   appointments   to   the   Board   of  
Directors,   Citizens   of   the   World   Kansas   City   requires   all   potential   board   members   to  
submit   to   a   background   check   through   the   Missouri   Automated   Criminal   History  
System   (MACHS).   Such   a   report   will   not   be   obtained   without   an   individual’s   signature  
authorization.  

 
Accountability   to   Stakeholders   and   Community   Relations  
 

1. Board   members   shall   at   all   times   maintain   transparency   in   matters   protected  
by   law   and   shall   endeavor   to   provide   information   in   a   timely,   concise,   and  
relevant   manner   to   all   stakeholders.    

2. Each   board   member   shall   be   a   positive   ambassador   for   the   school   in   the  
community   and   shall   seek   partnerships   that   enhance   the   school’s   programs,  
services,   and   resources.  

3. Board   members   shall   regularly   and   systematically   communicate   information  
to   stakeholders   including,   but   not   limited   to   academic   achievement   and  
fiscal   health   of   the   school.  
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4. Board   members   shall,   in   a   timely   manner,   communicate   to   the   board   or   the  
executive   director   expressions   of   public   reaction   to   board   policies   and   school  
programs.  

 
Policy   Development  

1. Board   members   shall   regularly   review   and   revise   policies   that   improve   the  
programs,   services,   safety,   and   practices   of   the   school.  

2. Each   board   member   shall   make   policy   related   decisions   only   after   full  
discussion   at   publicly   held   board   meetings   following   an   established   policy   or  
procedure   formally   adopted   by   the   board.  

 
Board   Meetings  

1. To   ensure   proper   execution   of   duties   and   active   engagement   in   the   work   of  
the   board,   board   members   shall   attend   no   less   than   75%   of   all   board  
meetings   and   functions   sponsored   by   the   board   per   year.  

2. To   ensure   proper   execution   of   duties   and   active   engagement   in   the   work   of  
the   board,   board   members   shall   attend   all   meetings   fully   prepared   to  
actively   discuss   and   deliberate   on   matters   requiring   board   attention   or  
resolution.    This   extends   to   fully   reviewing   all   documentation   provided   in  
advance   of   board   meetings   including   meeting   agendas,   minutes,   and  
attached   documentations   supporting   board   discussion   or   action.  

3. Board   members   shall   work   in   a   spirit   of   harmony   and   cooperation   in   spite   of  
differences   of   opinion   or   philosophy   that   may   arise   during   discussion   and  
resolution   of   issues.  

4. Each   member   shall   comply   with   the   provisions   of   the   Open   Meetings   Act  
related   to   participating   in   executive/closed   sessions.  

5. Board   members   shall   maintain   confidentiality   of   all   discussions   and   other  
matters   pertaining   to   board   business   during   executive   sessions   of   the   board   or  
related   to   matters   or   information   protected   by   law.  

6. Each   member   shall   in   good   faith   make   decisions   related   to   the   greater   good  
as   opposed   to   any   particular   segment   or   group.  

7. Each   board   member   shall   engage   fully   in   discussion   prior   to   casting   a   board  
vote   and   shall   vote   only   on   matters   where   the   member   has   full   understanding  
and   adequate   and   appropriate   information   to   make   an   informed   decision.    

8. After   casting   a   vote   on   any   issue,   each   member   agrees   to   abide   by   and  
support   all   majority   decisions   of   the   board.  

 
Personnel  

1. Board   members   shall   only   consider   employment   of   personnel   after   receiving  
and   fully   considering   the   recommendation   of   the   Executive   Director.  
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2. Factors   for   employment   of   the   Executive   Director   shall   be   made   based   on  
the   needs   and   interests   of   the   school.    Decisions   shall   be   made   based   on  
qualifications,   experience,   philosophy,   verifiable   performance,   and   fiscal  
feasibility   related   to   compensation.    All   hiring   decisions   shall   be   made   in  
accordance   with   the   Equal   Opportunity   Employment   Act   and   shall   not   be  
made   based   upon   race,   gender   or   national   origin   or   other   factors   prohibited  
by   law.   

 
3. Board   members   shall   ensure   regular   and   impartial   evaluations   of   all   staff   and  

the   appropriate   supervisor   or   supervising   body   shall   provide   timely,   written  
feedback   related   to   formal   evaluations.    

 
Financial   Governance  

1. Board   members   shall   refrain   from   and   guard   against   use   of   any   board  
member   for   personal   or   partisan   gain   or   to   benefit   any   person   or   entity   over  
the   interest   of   the   school.    Such   gain   refers   to   more   than   nominal   or   incidental  
amounts   which   would   tend   to   impair   or   hinder   independent   judgment   or  
action   in   the   performance   of   official   duties.  

2. Each   board   member   shall   require   and   regularly   review   financial   information  
and   shall   ensure   proper   stewardship   of   public   funds   related   to   appropriate,  
efficient,   and   responsible   use.    In   addition,   each   member   shall   carefully  
protect   and   monitor   the   fiscal   health   of   the   school   and   support   actions   which  
ensure   sustainability   of   the   school.  

 
Board   Member   Conduct  

1. Each   board   member   shall   conduct   him   or   herself   publicly   in   a   manner  
befitting   a   public   official   and   shall   remember   that   personal   actions   and  
behavior   reflect   upon   the   school.  

2. Members   shall   communicate   with   fellow   board   members,   staff,   parents,   and  
community   members   in   a   respectful,   professional   manner   at   all   times.  

3. Each   member   shall   refrain   from   any   private   action   which   would   compromise  
the   integrity,   honor,   function,   or   reputation   of   the   board   or   the   school.  

4. Every   member   of   the   board   shall   annually   file   a   written   statement  
acknowledging   that   he   or   she   is   in   compliance   with   this   Code   of   Ethics   and  
supports   the   responsibilities   of   board   service.    

 
7. Board   Orientation  

 
Purpose  
This   policy   establishes   expectations   for   orienting   new   governing   board   members   to  
roles   and   responsibilities,   legal   duties,   as   well   as   best   practices   in   board   service.   
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Board   Orientation  
Within   60   days,   new   members   to   the   CWC   Kansas   City   board   shall   participate   in   a  
formal   training   session   provided   by   an   agency   and/or   individual   qualified   to   provide  
training   specific   to   charter   schools   and   non-profit   governance.    At   a   minimum,   this  
training   shall   include:  
 

● Fiduciary   Responsibilities   of   Boards  

● Roles   and   Responsibilities  

● Board   Accountability  

● Conflict   of   Interest  

● Open   Meetings   and   Open   Records  

● Best   Practices   in   Charter   School   Governance  

 
Periodically   the   entire   school   board   shall   participate   in   a   review   of   the   topics  
covered   in   the   orientation   and   specific   topics   relevant   to   efficient   and   effective  
board   governance.  
 
Board   Orientation   Manual  
Each   new   board   member   shall   receive   a   board   orientation   manual   consisting,   at   a  
minimum,   of   the   information   listed   below.    Board   manuals   shall   be   periodically  
updated.  
 

● CWC   Kansas   City   Bylaws  

● CWC   Policy   Manual  

● Onboarding   materials  

 
8. Board   Records   Management  

 
Custody   of   Records  
All   official   records   of   the   board   shall   be   kept   and   safeguarded   at   the   Regional  
Office   by   the   Executive   Director   who   shall   also   be   responsible   for   the   safekeeping   of  
all   official   papers,   including   titles,   contracts,   obligations,   and   other   documents  
which   belong   to   the   board   or   pertain   to   its   business.  
 
Records   Availability   for   Inspection  
Board   records   such   as   official   minutes   of   the   board,   its   written   policies,   and   its  
financial   records   shall   be   open   for   the   inspection   of   any   member   of   the   community  
desiring   to   examine   them   during   school   hours.   
 
Records   pertaining   to   individual   students   or   staff   members   shall   not   be   released   for  
inspection   by   the   public   or   any   unauthorized   persons,   either   by   the   Executive  
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Director/Head   of   School   or   other   persons   responsible   for   the   custody   of   confidential  
files.  
 
Records   Retention   
Records   retention   of   board   records   shall   follow   the   school’s   records   retention  
schedule,   which   is   compliant   with   state   records   retention   mandates.   Documents   of  
the   proceedings   of   public   bodies   described   as   in   RSMo   610.010   (4)   may   include:  
minutes,   agendas,   exhibits,   resolutions,   indexes,   staff   reports,   correspondence,   and  
related   documentation,   audio   or   visual   recordings.    These   documents   will   be  
retained   for   a   minimum   of   five   (5)   years.  
 
9. Policy   Review  

 
CWC   Kansas   City   policies   will   be   reviewed   for   applicable   modifications   in  
coordination   with   the   MCPSA   distribution   of   charter   school   policy   updates.  
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Financial   Policies  
This   section   describes   the   financial   policies   and   procedures   (internal   controls)   for  
CWC   Kansas   City   that   shall   be   followed   by   the   employees   and   board   members   of  
CWC   Kansas   City   at   all   times.    

 
The   goal   of   this   document   is   to   identify   the   policies,   protocols,   and   procedures   that  
form   the   framework   for   ensuring   the   accuracy   and   integrity   of   CWC   Kansas   City’s  
financial   matters,   including   but   not   necessarily   limited   to   the   following:  
 

● Responsibility   and   accountability   for   the   governance,   administration   and  
management   of   financial   operations,   performance,   and   results;   and  

● Adherence   to   regulations  

The   policies   and   guidelines   contained   within   apply   to   the   central   office   and   local  
schools   that   make-up   Citizens   of   the   World   Kansas   City.  

 
10. Accounting  

 
Accounting   Period  
The   accounting   period   of   CWC   Kansas   City   is   a   fiscal   year   beginning   on   July   1   and  
ending   on   June   30.  

 
Accounting   Method  
CWC   Kansas   City   will   utilize   the   modified   cash   basis   of   accounting   that   recognizes  
revenues   when   they   have   been   received   and   expenses   when   they   have   been  
paid.  
 
Chart   of   Accounts  
All   account   coding   information   used   for   check   requests/deposits,   cash   receipts,   or  
other   accounting   documents   can   be   found   on   CWC   Kansas   City's   chart   of  
accounts.    The   Accountant   shall   perform   an   annual   review   of   the   chart   of   accounts  
and   delete   any   unused   or   obsolete   accounts.    The   Executive   Director   must   approve  
changes   to   the   chart   of   accounts.  
 
Reconciliations   and   Accuracy  
It   is   the   policy   of   CWC   Kansas   City   to   keep   detailed   records   of   all   financial  
statement   accounts.   A   monthly   reconciliation   of   the   cash   account(s)   is   performed  
by   the   Accountant.   All   discrepancies   should   be   investigated   and   resolved   within  
one   month.  
 
Journal   Entries  
It   is   the   policy   of   CWC   Kansas   City   that   the   Accountant   is   authorized   to   prepare  
journal   entries.   Journal   entries   shall   contain   a   detailed   description   that   will   allow   for  
complete   understanding   of   the   transaction.   The   Accountant   is   responsible   for  
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entering   the   journal   entry   into   the   accounting   system   and   writing   the   computer  
assigned   number   on   the   journal   entry.    Journal   entries   for   expenditures   made   with  
state   and   local   funds   should   be   completed   within   three   days   of   federal   funds  
receipt.    The   Executive   Director   will   review   all   journal   entries   on   a   monthly   basis.  
 
Accounts   Payable  
It   is   the   policy   of   CWC   Kansas   City   to   pay   invoices   within   60   days   of   their   issue.  
Invoices   of   an   amount   which   precludes   payment   within   60   days   are   put   on   a  
payment   plan,   allowing   a   monthly   payment   agreeable   to   both   CWC   Kansas   City  
and   the   vendor.   Unpaid   expenses   will   be   recorded   in   its   financial   records.   As   part   of  
the   fiscal   year-end   procedures,   all   bills   paid   by   CWC   Kansas   City   after   June   30   shall  
be   reviewed   by   the   Accountant   and   considered   for   recording   to   the   accounting  
period   just   ended.  
 
Accounts   Receivable  
It   is   the   policy   of   CWC   Kansas   City   to   bill   for   all   activities   within   two   weeks   of  
services/goods   being   rendered   /   delivered   and   maintain   an   aging   of   Accounts  
Receivable   (A/R),   which   is   reconciled   monthly.   The   Accountant   maintains   A/R.   An  
electronic   copy   of   each   invoice   is   also   maintained   chronologically,   as   well   as   a  
listing   of   each   invoice   by   date,   vendor,   invoice   number,   service   rendered,   and  
amount   billed.  
 
Financial   Statement   Preparations   and   Distributions  
It   is   the   policy   of   CWC   Kansas   City   that   at   the   end   of   each   month,   the   Accountant  
prepares   financial   statements.   Reports   will   be   provided   to   the   Executive   Director  
and   Finance   Committee   in   a   mutually   agreed   upon   format   but   shall   at   a   minimum  
include   the   Statement   of   Activities   and   Statement   of   Financial   Position.    The   full  
Board   shall   receive   a   financial   report   at   least   once   per   quarter,   which   will   be  
provided   to   them   in   advance   of   the   meeting.   
 
Audits  
Independent   audits   are   completed   annually   by   the   accounting   firm   selected   and  
hired   by   the   Board,   once   the   school   begins   official   operations.    In   requesting  
proposals   for   audit   services,   the   objectives   and   scope   of   the   audit   shall   be   clear   and  
a   copy   of   the   audit   organization’s   peer   review   report   that   the   accounting   firm   is  
required   to   provide   under   GAGAS.    The   annual   IRS   Form   990   is   completed   by   the  
accounting   firm   engaged   to   manage   the   audit   and   reviewed   in   draft   form   by   the  
Board   prior   to   filing.   Upon   completion,   audits   are   reviewed   by   the   Finance  
Committee   and   submitted   to   the   Board   for   approval.   All   audits   should   include   a  
management   letter   that   includes   a   corrective   action   plan   to   address   each   audit  
finding   in   the   current   year   accounting   firm’s   audit   report.  
 
11. Budgeting  

 
Budgets   for   CWC   Kansas   City   are   set   annually.   The   Board   will   define   CWC   Kansas  
City’s   broad   goals   and   mission.   Working   with   the   Executive   Director,   they   will   also  

Citizens   of   the   World   Kansas   City   Policy   Manual,   Approved   August   20,   2020                             Page    36    of    144  
 



 

approve   annual   objectives.   The   Board   will   review   actual   versus   budget  
performance   at   least   quarterly.   The   Executive   Director   will   explain   any   budget  
variances   greater   than   five   percent,   as   well   as   provide   any   recommendations   for  
corrective   action,   as   required.   
 
The   budget   process   for   CWC   Kansas   City   will   include   the   following   steps:  

A. Plan   the   scope   and   level   of   CWC   Kansas   City's   activities   with   sufficient   funds  
earmarked   for   all   goals,   policies,   or   projects   approved   by   the   Board  

B. Estimate   sources   of   revenues   for   the   appropriate   time   period  

C. Estimate   the   use   of   funds   for   all   entities   for   the   appropriate   time   periods   and  
specify   how   services   are   to   be   provided   and   where   they   are   applied   or   used  

D. Develop   a   Statement   of   Activities   and   cash   flow   for   the   budget   period  

E. Obtain   approval   by   the   Board  

The   Executive   Director   and   relevant   staff   will   establish   guidelines,   priorities,   and  
assumptions   for   preparation   of   the   budget.   These   assumptions   will   be  
communicated   to   all   Program   Managers   (e.g.,   Executive   Director,   Chief   Academic  
Officer,   Head   of   School,   School   Deans,   Business/Operations   Director).  
 
When   deemed   appropriate   by   the   Finance   Committee,   the   annual   budget   can   be  
revised   mid-year.   Typically   this   would   be   triggered   by   a   significant   enrollment  
variance   from   the   approved   annual   budget.   The   procedures   detailed   above   would  
be   used   for   the   budget   revision.  
 
12. Banking  

 
Bank   Accounts  
The   approval   of   the   Board   is   required   to   open   and   close   bank   accounts.  
 
Check   Signers  
It   is   the   policy   of   CWC   Kansas   City   to   give   check-signing   authority   to   the   Executive  
Director,   Board   Chair,   Vice   Chair,   and   Board   Treasurer.  
 
Any   checks   exceeding    $10,000    must   be   authorized   by   at   least   two   persons,   one   of  
which   must   be   the   Board   Chair,   Vice   Chair,   or   Treasurer.   Otherwise,   only   one  
signature   is   required   on   any   check.   Checks   shall   be   issued   only   when   clearly   within  
the   approved   budget   or   with   the   Finance   Committee   or   Treasurer's   approval   as  
designated   by   the   Board.  

 
Safeguarding   of   Checks  
It   is   the   policy   of   CWC   Kansas   City   that   unused   check   supplies   be   safeguarded   by  
the   Executive   Director   or   staff   person   designated   by   the   Executive   Director   in   a  
locked   file   cabinet.   Signed   checks   which   have   not   been   mailed   shall   be   placed   by  
the   Executive   Director   or   designated   staff   person   in   a   locked   file   until   the   following  
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day.  
 
Old   Checks  
It   is   the   policy   of   CWC   Kansas   City   to   investigate   all   outstanding   checks   over   three  
months   old   in   conjunction   with   year-end   procedures.   CWC   Kansas   City   shall   contact  
the   payee   to   resolve   the   issue.  
 
Voided   Checks  
It   is   the   policy   of   CWC   Kansas   City   that   the   Accountant   shall   maintain   a   Voided  
Check   Log   and   document   every   check   that   has   been   voided,   regardless   of   the  
reason.   If   voided   checks   are   physically   available,   they   will   be   marked   "VOID"   and  
filed   in   CWC   Kansas   City's   Voided   Check   File.   If   voided   checks   are   not   physically  
available,   CWC   Kansas   City's   copy   of   the   banks'   stop-payment   order   will   be   filed  
with   the   journal   entry   recording   the   fee.  

 
Check   Endorsement/Stamp  
It   is   the   policy   of   CWC   Kansas   City   for   the   Executive   Director   or   staff   person  
designated   by   the   Executive   Director   to   endorse   checks   with   a   stamp   prior   to  
deposit   as   follows:  
 

For   Deposit   Only  
An   appropriate   bank   stamp   may   be   substituted   for   the   CWC   Kansas   City   “For  
Deposit   Only”   stamp   if   such   stamp   is   unavailable   for   use.  
 
Bank   Reconciliations  
The   Accountant   will   do   an   initial   review   of   checks   that   cleared   during   the   prior  
month   and   perform   the   bank   reconciliations   within   14   days   after   receiving   the   bank  
statement.   The   Accountant   shall   investigate   all   significant   issues,   including   the  
following:  

● unmatched   data   in   cash   receipts   and   cash   disbursement   journals   that   did  
not   clear   the   banks   within   one   month  

● unmatched   items   on   bank   statements   judged   erroneous  

● mismatched   items   in   cash   receipts   and   disbursement   journal   and   bank  
statement   items  

On   a   monthly   basis,   the   Executive   Director   and   Board   Treasurer   will   review   bank  
reconciliations.  
 
Prohibitions  
The   following   check   writing   activities   are   prohibited:  

● Checks   made   payable   to   "bearer"   or   "cash"  

● Checks   signed   in   blank  
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● Utilizing   checks   out   of   sequence  

Credit   Cards  
CWC   Kansas   City   will   maintain   corporate   credit   cards   that   are   issued   to   appropriate  
staff   designated   by   the   Executive   Director.   A   credit   card   may   be   issued   to   the  
Executive   Director   with   credit   limit   up   to   $10,000   without   Board   approval.   Limits  
above   $10,000   must   be   approved   by   the   Board.   The   Executive   Director   may  
approve   additional   credit   cards   with   lesser   credit   limits   to   be   assigned   to   leadership  
team   members.   The   Board   must   be   notified   whenever   a   credit   card   is   opened   or  
closed   for   an   employee.  
 
The   purpose   of   these   credit   cards   is   to   facilitate   travel   and   procurement,   and   they  
are   to   be   used   solely   for   Organization   business.   Any   expenses   found   not   to   be  
authorized   by   CWC   Kansas   City   become   the   responsibility   of   the   staff   member,   and  
CWC   Kansas   City   will   deduct   these   expenses   from   future   payments   due.   All   frequent  
flyer   miles   earned   with   the   use   of   any   Organization   credit   card   will   be   accrued   for  
the   use   of   CWC   Kansas   City.    
 
13. Cash   Management  

 
Receipts  
Cash/original   checks   shall   be   forwarded   directly   to   the   Business/Operations   Director  
or   staff   person   designated   by   the   Executive   Director.   The   Business/Operations  
Director   or   staff   person   designated   by   the   Executive   Director   will   complete   the  
following   steps:  

A. Make   a   copy   of   the   check  

B. Write   up   Deposit   Slip  

C. Endorse   check   using   ink   pad  

D. Deliver   endorsed   check(s)   and   original   Deposit   Slip   to   appropriate   bank  

E. Attach   to   receipt   from   bank   transaction,   a   copy   of   check(s)   deposited   and   a  
copy   of   the   deposit   summary   form.   Place   all   documents   in   the   “Deposits”  
folder  

Staff   will   discourage   the   submission   of   cash   for   any   payments,   instead   encouraging  
payment   via   check,   money   order,   credit   card,   or   other   electronic   forms   of   payment.  
 
Disbursements  
It   is   the   policy   of   CWC   Kansas   City   to   maximize   check   disbursements   through   an  
online   bill-pay   service.   Any   payment   processed   through   the   online   bill-pay   service  
will   include   the   following:  

● Invoice   image  

● General   Ledger   code  

● Date   of   payment   approval  
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● Record   of   electronic   approval   by   Executive   Director   or   Executive   Director  
and   Board   Treasurer   or   Board   Chair   (when   applicable)  

● Check   image  

For   any   requests   for   check   disbursements   that   are   not   handled   through   the   online  
bill-pay   service,   a   Payment   Request   Form   is   completed   with   the   following  
information:   

● Date   of   request  

● Name   of   the   payee   and   address  

● Payment   amount   and   reason   for   payment  

● Signature   of   the   Executive   Director   as   approval  

● Signature   of   Executive   Director   or   necessary   manager   as   designated   by   the  
Executive   Director   on   a   case-by-case   basis  

The   documentation   shall   prove   the   legitimacy   of   the   request   and   substantiate   the  
payment   before   a   check   is   cut.   The   Business/Operations   Director   or   staff   person  
designated   by   the   Executive   Director   is   responsible   for   mailing   all   signed   checks   to  
the   vendors,   and   for   maintaining   payment   and   invoice   documentation   and  
completed   payment   request   forms   for   future   reference.    No   signature   stamps   will   be  
used   by   anyone   within   the   organization   for   purposes   of   disbursements.  
Disbursements   shall   be   released   at   the   latest   acceptable   time,   without   affecting  
relationships   with   vendors.   Early   payment   discounts   shall   be   taken   advantage   of   if  
they   result   in   benefit.  
 
Petty   Cash   Fund  
While   the   use   of   such   funds   shall   be   discouraged,   the   Executive   Director,   at   his   or   her  
discretion,   may   authorize   the   creation   of   a   petty   cash   fund   of   $200   on   an   imprest  
basis.   It   is   the   responsibility   of   the   Executive   Director   or   staff   person   designated   by  
the   Executive   Director   to   ensure   that   the   petty   cash   fund   is   under   lock   and   key   at   all  
times.   Disbursements   from   the   petty   cash   fund   are   available   for   expenditures  
totaling   under   $50   unless   approved   by   the   Executive   Director   and   may   only   be  
made   for   expenditures   approved   by   the   Executive   Director.   An   original   receipt   must  
accompany   every   disbursement.   The   person   receiving   the   cash   and   the   person  
disbursing   the   cash   must   sign   a   petty   cash   voucher   in   ink.   The   petty   cash   fund   will   be  
replenished   as   needed.   The   petty   cash   replenishment   check   will   be   made   out   to   the  
individual   with   the   word   "custodian"   following   the   individual's   name.   Cashing   checks  
for   employees   from   the   petty   cash   fund   is   prohibited.   The   Executive   Director   or   staff  
person   designated   by   the   Executive   Director   in   the   presence   of   the   Executive  
Director   shall   make   periodic   counts   of   the   petty   cash   fund.  
 
Investment   Policy  
It   is   the   policy   of   CWC   Kansas   City   to   invest   excess   cash   in   the   following   list   of  
approved   investments:  

● Savings   and   Checking   Accounts  
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● Certificates   of   Deposit  
● Money   Market   Funds  
● Treasury   Securities   not   to   exceed   a   maturity   of   12   months  

The   decision   to   invest   cash   in   approved   investments   must   be   approved   by   the  
Board   Finance   Committee   and   the   full   Board   must   be   informed   at   the   next   Board  
meeting.   CWC   Kansas   City   will   strive   to   maintain   at   all   times   enough   cash   to   cover  
expenses   for   at   least   three   months.  
 
Cash   and   Cash   Equivalents  
For   purposes   of   the   cash   flow   statement   and   financial   statement   presentation,   cash  
and   cash   equivalents   are   short   term,   highly   liquid   investments   with   maturities   of   three  
months   or   less.   Certificates   of   Deposit   with   original   maturities   in   excess   of   three  
months   are   considered   to   be   cash,   provided   that   the   stated   terms   do   not   restrict   the  
withdrawal   of   funds   and   such   withdrawals   do   not   have   substantial   penalties  
associated   with   them.  
 
Loans  
It   is   the   policy   of   CWC   Kansas   City   to   prohibit   loans   to   employees   and   board  
members   under   all   circumstances.  
 
14. Purchases   &   Allowable   Activities  

 
Overview  
The   School   procures   only   those   items   and   services   that   are   required   to   fulfill   the  
mission   and/or   fill   a   bona   fide   need.   Procurements   are   made   using   best   value  
contracting,   which   entails   assessing   the   best   value   considering   quality,  
performance,   and   price.   
 
Exemption   from   Sales   Tax  
The   School   is   exempt   from   federal   and   state   tax.   As   such,   the   School   is   exempt   from  
sales   taxes   on   goods   purchased   for   their   own   internal   use   and   services.   It   is   the  
responsibility   of   the   Director   of   Operations   to   ensure   that   all   vendors   have   a   copy   of  
the   sales   tax   exemption   letter   allowing   the   School   to   be   exempt   from   sales   taxes.  
 
The   School   adheres   to   the   following   objectives:  

● Procurements   will   be   completely   impartial   based   strictly   on   the   merits   of  
supplier   and   contractor   proposals   and   applicable   considerations   such   as  
delivery,   quantity,   quality,   etc.  

● The   School   will   make   all   purchases   in   the   best   interests   of   the   School   and   its  
funding   sources   and   in   accordance   with   any   grant   restrictions   as   applicable.  

● The   School   will   buy   from   reliable   vendors.  

● The   School   will   obtain   maximum   value   for   all   expenditures.  
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● The   School   will   be   above   suspicion   of   unethical   behavior   at   all   times;   avoid  
any   conflict   of   interest,   related   parties,   or   even   the   appearance   of   a   conflict  
of   interest   in   the   School   supplier   relationships.   The   School’s   conflict   of   interest  
policies   are   described   in   its   Bylaws.  

Political   Contributions  
No   funds   or   assets   of   the   School   may   be   contributed   to   any   political   party,   School   or  
individual   who   either   holds   public   office   or   is   a   candidate   for   public   office.   The  
School   also   cannot   be   involved   with   any   committee   or   school   that   raises   funds   for  
political   purposes.   Examples   of   prohibited   activities   are:  
 

● Political   contributions   by   an   employee   that   are   reimbursed   by   the   School.  
● Purchase   by   the   School   of   tickets   for   political   fundraising   events.  
● Contributions   in-kind,   such   as   lending   employees   to   political   parties   or   using  

School   assets   in   political   campaigns.  
 

15. Expense   Reimbursement  
 

While   staff   shall   be   encouraged   to   make   relevant   business-related   purchases   using  
the   organization’s   credit   card,   it   is   the   policy   of   CWC   Kansas   City   to   reimburse   staff  
for   business   expenses   incurred   on   the   behalf   of   CWC   Kansas   City.   All   expenses   must  
be   from   an   approved   budget   category.   The   following   expense   limitations   and  
guidelines   have   been   established.  
 
Air   Travel  
Staff   may   make   their   own   air   travel   arrangements   or   use   a   travel   agent   authorized  
by   CWC   Kansas   City.   Air   travel   shall   be   reimbursed   at   the   lowest   feasible   coach   fare  
available.   As   much   as   possible,   air   travel   arrangements   should   be   made   at   least   two  
weeks   before   the   flight   date.   First-class   air   travel   may   be   used   in   an   emergency   if  
prior   approval   is   received   from   the   Executive   Director.   The   original   airline   ticket   must  
be   attached   to   the   Reimbursement   Request   Form.   For   electronic   tickets,   attach  
confirmation.  
 
Hotel/Motels  
Staff   may   make   their   own   hotel   or   motel   arrangements   or   use   a   travel   agent  
authorized   by   CWC   Kansas   City.   CWC   Kansas   City   will   reimburse   for   reasonable  
room   charges   for   one   person   based   on   the   federal   per   diem   occupancy   of   double  
rooms   or   suites   may   be   approved   by   Executive   Director   if   deemed   in   the   interest   of  
CWC   Kansas   City.   Other   expenses   billed   to   the   hotel   room   will   be   reimbursed   only   if  
they   are   specifically   related   to   school   business.   Deductions   for   any   personal  
expenses   that   appear   on   a   hotel   bill   should   be   made   on   the   employee   expense  
report   form.   Hotel   and   motel   rooms,   as   well   as   incidental   expenses,   are   authorized  
one   night   before   and/or   one   night   after   a   meeting   as   travel   conditions   require.   An  
extra   hotel   night   will   be   reimbursed   if   it   allows   for   significant   airfare   savings   due   to   a  
Saturday   night   stay.  
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Meals  
Expenses   for   meal   costs   will   be   reimbursed   based   on   the   federal   per   diem.   Receipts  
must   be   attached   to   Reimbursement   Request   Form.   Alcohol   expenses   will   not   be  
reimbursed.   Receipts   for   group   meals   should   include   a   notation   of   participants.  
 
Bus,   Rail,   Taxis,   Local   Transportation,   and   Parking  
Charges   for   these   are   reimbursable   with   an   original   receipt,   where   possible.   If   no  
receipt   is   available,   the   employee   must   provide   a   dated,   written   statement   of   the  
expense   for   which   reimbursement   is   requested.    
 
Car   travel  
When   personal   automobiles   are   used   for   school-related   travel,   mileage  
reimbursement   shall   be   at   the   level   approved   by   the   U.S.   Internal   Revenue   Service.  
Mileage   must   be   documented   with   date   of   travel,   place   of   origin,   destination,   total  
number   of   miles,   mileage   reimbursement   rate,   and   total   amount   of   reimbursement.  
Reimbursement   for   car   rentals   and   associated   gas   expenses   are   authorized   when  
necessary   for   school-related   purposes.   Commuting   mileage   will   not   be   reimbursed.  
The   cost   of   gas   will   only   be   reimbursed   when   using   a   rental   car.    The   individual   must  
also   have   sufficient   auto   insurance   when   renting   a   vehicle   for   school-related   travel.  
 
Phone   Calls   While   on   Travel  
It   is   the   policy   of   CWC   Kansas   City   to   reimburse   staff   for   school-related   long-distance  
phone   calls   made   from   outside   CWC   Kansas   City.   An   itemized   phone   bill   should   be  
submitted,   including   which   cost   center   each   item   should   be   charged   to.  
 
Miscellaneous   Travel   Expenses  
Reasonable   gratuities   for   services   related   to   school-related   business   will   be  
reimbursed.   The   date,   amount,   and   purpose   must   be   noted   on   the   travel   expense  
report.   Reasonable   laundry   and   valet   services   will   be   reimbursed   for   stays   of   over  
five   days   or   in   emergency   situations.   Telephone   costs   for   school-related   calls   during  
travel   are   reimbursed.  
 
School   Supplies   and   Materials  
Staff   may   be   reimbursed   for   purchases   of   school   supplies   and   materials   when  
receiving   prior   approval   to   make   purchase   by   his   or   her   supervisor   or   by   the  
Executive   Director.  
 
Unallowable   Expenses  
Reimbursement   will   not   be   made   for   items   of   a   personal   nature   or   for   entertainment,  
unless   approved   by   the   Executive   Director.   These   expenses   include   but   are   not  
limited   to   movies   and   alcohol   expense.  
 
Reimbursement   Process  
The   Reimbursement   Request   Form   must   be   submitted   within   30   days   of   the   end   date  
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of   travel   in   order   to   be   reimbursed.   Receipts   are   required   for   all   expenses   except  
metro   fare,   tolls,   and   non-restaurant   tips   under   $10.   In   the   event   that   a   receipt   is  
unavailable,   the   employee   may   provide   a   dated,   written   statement   of   the   expense  
for   which   reimbursement   is   requested.   Reimbursement   forms   must   be   signed   by   the  
employee   being   reimbursed,   the   Executive   Director,   and   necessary   manager,   if  
relevant.   The   following   items   shall   be   included   on   the   Reimbursement   Request   Form:  

● Name   of   employee  

● Itemization   of   expenses   with   original   invoice   documentation   regardless   of   the  
amount   of   expense  

● Date   of   expenses  

● Category   of   expenses  

If   travel   costs   are   paid   with   federal   funds,   documentation   must   be   maintained   to  
justify   that   participation   of   the   individual   is   necessary   to   the   federal   program   and   the  
costs   are   reasonable   and   consistent   with   CWC   Kansas   City’s   expense  
reimbursement   policy.    
 
16. Debt  

 
Assumption   and   Authorization   of   Debt  
Determination   of   the   need   to   assume   and   authorize   debt   will   be   made   by   the  
Executive   Director   and   the   Board.   All   borrowing   of   funds,   establishment   or   increases  
of   all   credit   lines,   as   well   as   a   repayment   plan,   must   be   approved   by   the   Board   and  
comply   with   other   terms   of   agreements   entered   into   by   the   board,   unless  
designated   otherwise.   This   authorization   shall   be   documented   in   the   Board   minutes.  
The   original   debt   agreement   shall   be   maintained   by   the   Executive   Director   or  
designated   staff   in   a   safe   place   and   the   existence   of   these   instruments   shall   be  
verified   periodically.  
 
Long-Term   Debt  
It   is   the   policy   of   CWC   Kansas   City   to   include   the   current   portion   of   long-term   debt  
with   current   liabilities   on   the   financial   statements.   Only   the   noncurrent   portion   of   the  
long-term   debt   will   be   included   in   the   long-term   debt   section   of   the   financial  
statements.   The   current   portion   of   debt   is   considered   to   be   the   amount   of   debt   due  
to   be   paid   over   the   ensuing   twelve   month   period,   or   any   debt   expected   to   be  
refinanced   within   the   same   twelve   month   period.  
 
17. Grants   &   Donations  

 
Grants  
The   following   classes   of   support   will   be   used   by   CWC   Kansas   City:  

A. Unrestricted   Support    -   Support   that   is   not   subject   to   donor-imposed  
restrictions.   This   classification   includes   support   subject   to   donor-imposed  
conditions   which   have   been   met   in   the   current   year   and   support   previously  
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subject   to   donor   imposed   restrictions   that   have   been   lifted.  

B. Temporarily   Restricted   Support    -   Support   subject   to   donor-imposed   restrictions  
that   may   or   will   be   met,   either   by   actions   of   CWC   Kansas   City   and/or   the  
passage   of   time.   When   a   restriction   expires,   temporarily   restricted   support   is   to  
be   reclassified   to   unrestricted   support   and   reported   in   the   statement   of  
activities   as   net   assets   released   from   restrictions.   

C. Permanently   Restricted   Support    -   Support   subject   to   donor-imposed  
stipulations   that   they   be   maintained   permanently   by   CWC   Kansas   City.  
Generally,   the   donors   of   these   assets   permit   the   use   of   all   or   part   of   the  
income   earned   on   any   related   investments   for   general   or   specific   purposes.  

  
The   Executive   Director   is   responsible   for   determining   whether   contributions   made   are  
available   for   unrestricted   use   or   specifically   restricted   to   use.   All   contributions  
determined   to   be   restricted   must   be   reviewed   by   Board   Finance   Committee   before  
funds   can   be   accepted.   For   contributions   which   are   other   than   unrestricted,   the  
Executive   Director   or   relevant   manager(s)   will   be   responsible   for   documenting   and  
monitoring   the   compliance   with   those   restrictions   and   determining   whether   the  
restrictions   have   been   met.   
Unconditional   promises   to   give   that   are   expected   to   be   collected   within   one   year  
are   to   be   recorded   at   net   realizable   value.   Unconditional   promises   to   give   that   are  
expected   to   be   collected   in   future   years   are   to   be   recorded   at   the   present   value   of  
their   estimated   future   cash   flows.   The   discounts   on   those   amounts   are   to   be  
computed   using   risk-free   interest   rates   applicable   to   the   years   in   which   the   promises  
are   received.   Amortization   of   the   discounts   is   to   be   included   in   contribution   revenue.  
Unconditional   promises   to   give   shall   be   recognized   as   contribution   revenue   and  
receivable   in   the   period   in   which   the   promise   is   received.   Conditional   promises   to  
give   are   not   to   be   included   as   support   until   the   conditions   are   substantially   met.  
 
Acknowledgement   of   Contributions  
It   is   the   policy   of   CWC   Kansas   City   to   acknowledge   all   contributions   made  
regardless   of   the   amount   of   contribution.   It   will   be   the   responsibility   of   the   Executive  
Director   and/or   staff   person(s)   designated   by   Executive   Director   to   prepare   all  
corporate,   foundation,   and   other   contribution   acknowledgements.   Board   members,  
where   relevant,   will   be   engaged   as   appropriate   in   these   acknowledgments   (e.g.,  
where   the   Board   member   has   a   relationship   with   the   donor).  
 
Refundable   Advances  
It   is   the   policy   of   CWC   Kansas   City   that   cash   receipts   in   excess   of   costs   incurred   on  
conditional   grants   are   to   be   reflected   as   refundable   advances   until   they   are  
expended   for   the   purpose   of   the   grant,   at   which   time   they   will   be   considered  
earned   and   recognized   as   unrestricted   support.  
 
18. Assets  
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Fixed   Assets   Capitalization  
All   assets   with   a   useful   life   of   greater   than   one   year   and   costing   more   than   $1,000   will  
be   capitalized   and   will   be   recorded   in   the   fixed   asset   records.   Any   asset   that   does  
not   meet   these   criteria,   such   as   small   tools   and   equipment   or   repairs   and  
maintenance,   will   be   expensed.   
 
Bulk   purchases   of   capital   assets   with   unit   costs   of   less   than   $1,000,   but   total   monetary  
values   for   one-time   acquisitions   exceeding   $5,000   should   be   capitalized   as   a   group  
and   depreciated   per   the   relevant   classification   schedule.  
 
The   cost   basis   of   furniture   and   equipment   assets   will   include   all   charges   relating   to  
the   purchase   of   the   assets   including   the   purchase   price,   freight   charges,   and  
installation   if   applicable.  
 
Leasehold   improvements   are   to   be   capitalized   if   they   relate   to   the   renovation   of   an  
existing   building.   Expenditures   incurred   in   connection   with   maintaining   the   existing  
building   in   good   working   order   shall   be   expensed   as   a   repair.  
 
Depreciation  
Depreciation   methods/lives   for   assets   shall   be   selected   for   consistent   financial  
reporting   purposes.   The   following   depreciation   methods   and   useful   lives   shall   be  
used   for   the   following   asset   classifications   for   financial   reporting   purposes.  
 

Asset   Class   Useful   Life   Method  
Computers   Three   Years   Straight   Line  
Office   Furniture   &   Equipment   Seven   Years   Straight   Line  
Classroom   Furniture   &   Equipment   Seven   Years   Straight   Line  
Leasehold   Improvements    Remaining   Life   of   Lease   Straight   Line  

 
Contributed   Equipment  
It   is   the   policy   of   CWC   Kansas   City   to   report   gifts   of   equipment   as   unrestricted  
support   unless   explicit   donor   stipulations   specify   how   the   donated   assets   must   be  
used.   Contributions   of   equipment   shall   be   recorded   at   fair   value   of   the   asset   at   the  
date   of   the   donation.   Fair   value   shall   be   determined   by   the   designated   school   staff  
and/or   Accountant   and   may   be   measured   by   quoted   market   prices   for   similar  
assets   or   replacement   cost.  
 
Dispositions  
Capital   assets   may   be   sold   or   traded-in   for   new   equipment.    An   Asset   Disposition  
Form   (see   Forms   section   for   a   template)   is   to   be   completed   and   approved   by   the  
Business/Operations   Director.   Upon   approval,   CWC   Kansas   City   may   advertise   the  
property   for   sale.   After   completion   of   the   sale,   the   Asset   Disposition   Form   will   be  
submitted   to   the   Accountant   who   will   delete   the   item   from   the   asset   records   and  
record   any   gain   or   loss   on   the   disposition.    
 
Except   as   otherwise   provided   below,   nonfunctioning   or   obsolete   property   with   no  
value   will   be   reported   to   the   Business/Operations   Director   or   staff   person   designated  
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by   the   Executive   Director   on   the   Asset   Disposition   Form,   with   the   description,   serial  
number,   and   condition.   This   individual   will   inspect   all   nonfunctioning   or   obsolete  
property   before   it   is   removed   from   CWC   Kansas   City   and   discarded.   The   asset   will  
then   be   removed   from   the   asset   records   by   the   Accountant.   
 
Except   as   otherwise   provided   below,   any   asset   that   is   missing   or   has   been   stolen   will  
be   reported   in   writing   to   the   Business/Operations   Director   as   soon   as   possible   for  
investigation.   The   description,   serial   number,   and   other   information   about   the   lost  
item   shall   be   included   in   the   report.   The   Business/Operations   Director   or   staff   person  
designated   by   the   Executive   Director   will   determine   the   proper   course   of   action   and  
will   notify   CWC   Kansas   City's   insurance   carrier   and   any   outside   authorities   if   deemed  
appropriate.   If   unrecovered,   the   asset   will   then   be   removed   from   the   assets   records  
by   the   Accountant.   
 
Except   as   otherwise   provided   below,   CWC   Kansas   City   will   adhere   to   all   federal  
guidelines   including   OMB   guidance   34   CFR   80.32   for   inventory   management  
standards   for   any   equipment   purchased   with   federal   funds   with   a   current   market  
value   over   $5,000.   CWC   Kansas   City   will   contact   OSSE   prior   to   any   such   disposition  
occurs   to   ensure   no   federal   guidelines   are   violated.  
 
Inventory  
The   Accountant   will   maintain   an   inventory   log   of   each   capital   asset   item   along   with  
depreciation   records,   which   will   include   the   following:  
 
• Description  
• Vendor  
• Date   acquired  
• Net   book   value  
• Serial   number   or   SAMPLE   tag   number  
• Name   of   titleholder,   if   applicable  
• Cost   basis/Purchase   amount  
• Depreciation   method/life  
• Accumulated   depreciation  
• Funds   used   to   purchase   the   asset   (e.g.,   Local,   Title,   IDEA,   E-Rate)  
• Assigned   department   and   location  
• Use,   condition   and   maintenance   of   the   property  
• Any   ultimate   disposition   data,   including   sale   price   and   date   of   disposal  

 
The   Business/Operations   Director   or   staff   person   designated   by   the   Executive  
Director   shall   complete   a   physical   inventory   of   property   and   equipment   that   will   be  
compared   to   the   detailed   fixed   asset   listing   on   an   annual   basis.   At   this   time,   an  
assessment   shall   be   made   as   to   the   adequacy   of   insurance   coverage   in   force.  

 
19. Payroll   &   Personnel  
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Record   Keeping  
The   Human   Resources   Manager   or   other   staff   person   designated   by   the   Executive  
Director   will   maintain   all   employee   files   that   include   employee   pay   history   and  
withholding   authorizations.   An   employee   letter,   which   will   include   the   employee’s  
rate   of   compensation   and   effective   date,   will   initiate   the   hiring   of   a   new   employee.  
All   changes   to   standing   payroll   data,   with   the   exception   of   the   Executive   Director’s,  
shall   be   authorized   in   writing   by   the   Executive   Director   including   new   hires,  
terminations,   and   pay   rate   changes.   Changes   to   the   payroll   data   of   the   Executive  
Director   must   by   authorized   by   the   Board.   Employees   shall   authorize   in   writing   any  
voluntary   payroll   deductions   and   court   ordered   payroll   deductions.  
 
Time   Sheets  
Each   hourly   employee   will   be   responsible   for   completing   a   time   sheet   on   a  
bi-weekly   basis.   Paper   time   sheets   will   be   dated   and   signed   by   the   employee   and  
will   be   submitted   to   the   Human   Resources   Manager   or   staff   person   designated   by  
the   Executive   Director   at   the   end   of   the   last   working   day   of   each   pay   period   for  
Executive   Director   approval.   Alternatively,   hourly   employees   may   be   required   to  
complete   timesheets   online,   which   will   be   reviewed   for   accuracy   by   the   Human  
Resources   Manager.   No   payroll   checks   will   be   issued   without   a   completed   time  
sheet.   Incomplete   time   sheets   will   be   returned   to   the   employee   for   correction.   
 
Payroll   Deductions  
It   is   the   policy   of   CWC   Kansas   City   to   properly   record   payroll   deductions   and   pay  
the   appropriate   third   parties   on   a   timely   basis.   Also   all   payroll   reports   to   third   parties  
shall   be   submitted   on   a   timely   basis.  
 
Personnel   Leave  
Sick,   vacation,   personal   and   administrative   hours   or   days   are   requested   by   all   staff  
members   on   a   Time   Off   Request   Form   stating   the   dates   and   total   number   of   hours   or  
days   requested.   These   advance   requests   are   given   to   the   employee's   Supervisor   to  
be   approved.   When   approved,   the   form   is   forwarded   to   the   Office   Manager.   The  
time   to   be   taken   is   recorded   in   the   personnel   records.   Accrued   vacation   is   recorded  
in   the   accounting   system   and   updated   each   year   based   on   vacation   earned   and  
taken.    Accrued   vacation   per   employee   will   not   exceed   the   maximum   carry   over  
allowed   in   CWC   Kansas   City’s   personnel   manual.    It   is   the   policy   of   CWC   Kansas   City  
not   to   pay   staff   for   accrued   leave   upon   termination   of   employment.  
 
20. Contracts  

 
Contract   Authority  
CWC   Kansas   City   will   take   affirmative   steps   to   assure   that   minority,   women,   and  
labor   surplus   area   firms   are   used   when   possible.    CWC   Kansas   City   will   adhere   to   the  
following   procedures   for   the   purchase   of   goods   and   services:  
 

1. For   new   contracts   under   $10,000 :   CWC   Kansas   City   grants   authority   to   sign  
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contracts   that   do   not   exceed   $10,000   to   the   Executive   Director   with   the  
following   provision:   

 
All   contracts   to   be   signed   must   be   consistent   with   the   mission   statement,  
philosophy,   goals   and   objectives   of   CWC   Kansas   City.   If   there   is   a   possibility,   or  
the   appearance   of   a   possibility,   that   a   contract   would   be   outside   the   mission   of  
CWC   Kansas   City,   the   Executive   Director   will   consult   with   and   receive   approval  
of   the   Board   of   Directors.  
 
For   new   contracts   between   $3,000   and   $10,000,   the   Executive   Director   will   seek  
price   quotes   from   at   least   two   qualified   vendors   before   awarding   the   contract.  
A   list   of   all   newly   approved   contracts   under   $10,000   must   be   provided   to   the  
Board   at   the   next   Board   meeting   as   part   of   the   Executive   Director‘s   Board  
Report.    
 
2. For   new   contracts   over   $10,000   but   less   than   $25,000 :    The   Executive   Director  

shall   inform   the   Finance   Committee   of   the   Board   of   Directors   before   the  
contract   is   signed.  
 
For   new   contracts   between   $3,000   and   $10,000,   the   Executive   Director   will  
seek   price   quotes   from   at   least   two   qualified   vendors   before   awarding   the  
contract.    A   list   of   all   newly   approved   contracts   over   $10,000   but   less   than  
$25,000   must   be   provided   to   the   Board   at   the   next   Board   meeting   as   part   of  
the   Executive   Director’s   Board   Report.    
 

3. For   new   contracts   over   $25,000:     The   Board   of   Directors   must   approve   the  
contract.    CWC   Kansas   City   will   follow   all   steps   detailed   below.   

 
Competitive   Bidding   Procedure  

● The   School   will   seek   price   quotes   from   at   least   three   vendors   and   award  
the   contract   to   the   qualified   vendor   offering   the   supply   or   service   needed  
for   the   lowest   price.   

● The   Executive   Director   or   designee   is   responsible   for   soliciting   and  
documenting   these   quotes.   

● The   Board   of   Directors   must   provide   final   approval   after   multiple   bids   are  
presented   to   them   with   recommendations.   

● Award   may   be   made   to   a   vendor   other   than   the   low   bidder   in  
circumstances   where   the   higher   bid   demonstrates   best   value   contracting  
procedures   to   the   School.   In   such   situations,   the   Executive   Director   or  
designee   shall   prepare   a   justification   statement   for   such   awards,   furnishing  
a   brief   explanation   of   the   factors   leading   to   such   a   decision.    

● If   required   by   the   School’s   Authorizer,   the   School   will   notify   the   School’s  
Authorizer   of   any   material   or   significant   purchases,   contracts   and  
agreements   in   addition   to   obtaining   Board   of   Trustee   approvals.  
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Noncompetitive   Procedure  
 

● The   School   may   solicit   a   proposal   from   only   one   vendor   in   the   following  
situations:    The   item   is   available   only   from   a   single   source;   there   is   a   public  
emergency   that   will   not   permit   a   delay   in   following   the   Competitive  
Bidding   Procedure;   or   competition   has   been   determined   to   be  
inadequate   after   a   number   of   sources   have   been   solicited.  

 
4. For   renewal   contracts   over   $25,000:     The   Executive   Director   shall   inform   the  

Finance   Committee   of   the   Board   of   Directors   before   the   contract   is   signed.  
 
A   list   of   all   newly   renewed   contracts   over   $25,000   must   be   provided   to   the  
Board   at   the   next   Board   meeting   as   part   of   the   Executive   Director’s   Board  
Report.    
 

Independent   Contractors  
It   is   the   policy   of   CWC   Kansas   City   to   utilize   criteria   established   by   the   IRS   when  
assigning   individual   employee   or   independent   contractor   status.   Individuals  
qualifying   as   independent   contractors   will   sign   an   Independent   Contractor  
Agreement   and   will   be   issued,   by   CWC   Kansas   City,   an   IRS   Form   1099   if  
compensation   is   $600   or   more   in   a   calendar   year.   
 
The   procedure   for   hiring   a   consultant   is   to   prepare   a   contractual   agreement  
detailing   the   following   items:  

● Detailed   description   of   services   or   tasks   to   be   performed   and   description   of  
deliverables.  

● The   time   frame   in   which   these   services/duties   are   to   be   completed.  

● The   rate   of   pay.  

● When   payment   will   be   made.  

● What   expenses   will   be   reimbursed.  

● Confirmation   that   said   contractor   is   not   on   the   Federal   Excluded   Parties  
System   List.  

The   contract   shall   be   signed   by   the   consultant   and   the   Executive   Director.   Members  
of   the   Board   of   Directors   or   working   groups   of   CWC   Kansas   City   may   not   enter   into   a  
contract   with   a   consultant   on   behalf   of   CWC   Kansas   City   without   Board   approval.  
The   contract   must   have   a   payee   identification   number   (Social   Security   Number   or  
Employer   Identification   Number),   phone   number   and   home   address   of   the  
consultant.   If   services   are   extended   beyond   the   contract's   time   frame   or   additional  
money   is   required,   a   new   contract   or   an   addendum   must   be   written.   An   IRS   Form  
W-9   must   also   be   completed   by   the   independent   contractor,   if   applicable.  
 
21. Federal   Grant   Requirements  
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It   is   the   policy   of   CWC   Kansas   City   to   adhere   to   all   federal   guidelines   including   OMB  
Circular   A-133,   "Audits   of   States,   Local   Governments   and   Non-Profit   Organizations,”  
OMB   guidance   A-87   and   34   CFR   80.20   for   financial   management   standards,   34   CFR  
80.36   for   procurement   standards,   34   CFR   80.32   for   inventory   management  
standards,   and   EDGAR   80.    
 
OMB   Circular   A-87   mandates   that   all   costs   paid   with   federal   funds   be   necessary  
(needed   for   performance   or   administration   of   the   grant),   allocable   (cost   benefits  
the   program   in   proportion   to   the   amount   of   money   paid),   and   reasonable   (LEA  
follows   sound   business   practices,   pays   a   fair   market   price,   and   acts   with   prudence  
under   the   circumstances.   Funds   should   be   targeted   where   the   needs   are   greatest.  
EDGAR   covers   three   broad   components:   i)   financial   management,   ii)   procurement,  
and   iii)   inventory   management   systems.  
 
Federal   grant   dollars   should   be   used   to   supplement,   not   replace   (i.e.,   supplant)  
spending   that   would   have   happened   anyway   using   local   money   had   the   federal  
funds   not   been   available.   Additionally,   CWC   Kansas   City   will   comply   with  
maintenance   of   effort   (MOE)   and   Excess   Cost   requirements.  
The   Executive   Director   and   Accountant   will   be   responsible   for   completing   grant  
budgets,   applications   and   budget   amendments,   with   the   final   authorization  
provided   by   the   Executive   Director   and   Board   Chair   (when   applicable).  
 
CWC   Kansas   City   will   ensure   that   reimbursement   requests   cover   the   appropriate  
grant   period   and   will   verify   that   all   goods/services   for   which   CWC   Kansas   City   is  
seeking   federal   reimbursement   have   not   only   been   purchased   and   paid   for   but  
have   been   actually   received   by   the   school.   It   will   retain   invoices   and   contracts  
onsite   as   backup   for   reimbursement   requests.   
 
CWC   Kansas   City   will   follow   the   first   in/first   out   (FIFO)   policy   when   seeking  
reimbursements   of   its   federal   grants.   CWC   Kansas   City   will   seek   to   draw   down   the  
earlier   grant   period   of   a   grant   when   multiple   years   of   a   grant   are   concurrently   open.  
 
General   Procurement   Standards  
Procurement   standards   apply   to   the   purchase   of   supplies,   equipment,   construction  
(if   approved)   and   other   services   funded   in   whole   or   in   part   by   Federal   grant   funds.  
These   standards   should   be   consistent   with   policies   and   procedures   that   apply  
uniformly   to   both   federally-financed   and   other   activities   of   the   non-Federal   entity  
and   include   the   following:   
• Non-Federal   entity   must   use   its   own   documented   procurement   procedures  

which   reflect   applicable   State   and   local   laws   and   regulations,   provided   that   the  
procurements   conform   to   applicable   Federal   law.   

• Non-Federal   entity   must   maintain   oversight   to   ensure   that   contractors   perform   in  
accordance   with   the   terms,   conditions,   and   specifications   of   their   contracts   or  
purchase   orders.   

• The   non-Federal   entity   must   maintain   written   standards   of   conduct   covering  
conflicts   of   interest   and   governing   the   actions   of   its   employees   engaged   in   the  
selection,   award   and   administration   of   contracts.   

Citizens   of   the   World   Kansas   City   Policy   Manual,   Approved   August   20,   2020                             Page    51    of    144  
 



 
● No   employee,   officer,   or   agent   may   participate   in   the   selection,   award,   or  

administration   of   a   contract   supported   by   a   Federal   award   if   he   or   she  
has   a   real   or   apparent   conflict   of   interest.   

● Such   a   conflict   of   interest   would   arise   when   the   employee,   officer,   or  
agent,   any   member   of   his   or   her   immediate   family,   his   or   her   partner,   or  
an   organization   which   employs   or   is   about   to   employ   any   of   the   parties  
indicated   herein,   has   a   financial   or   other   interest   in   or   a   tangible   personal  
benefit   from   a   firm   considered   for   a   contract.   

● The   officers,   employees,   and   agents   of   the   non-Federal   entity   may   neither  
solicit   nor   accept   gratuities,   favors,   or   anything   of   monetary   value   from  
contractors   or   parties   to   subcontracts.   

 
• If   the   non-Federal   entity   has   a   parent,   affiliate,   or   subsidiary   organization   that   is  

not   a   state   or   local   government,   the   non-Federal   entity   must   also   maintain  
written   standards   of   conduct   covering   organizational   conflicts   of   interest.   

• The   non-Federal   entity   must   avoid   acquisition   of   unnecessary   or   duplicative  
items.   

• The   non-Federal   entity   is   encouraged   to   enter   into   state   and   local  
intergovernmental   agreements   for   use   of   common   or   shared   goods   and  
services.   

• The   non-Federal   entity   is   encouraged   to   use   Federal   excess   and   surplus   property.   
• The   non-Federal   entity   is   encouraged   to   use   value   engineering   clauses   in  

contracts   for   construction   projects.   
• The   non-Federal   entity   must   award   contracts   only   to   responsible   contractors  

possessing   the   ability   to   perform   successfully   under   the   terms   and   conditions   of   a  
proposed   procurement.   

• The   non-Federal   entity   must   maintain   records   sufficient   to   detail   the   history   of  
procurement.   The   records   will   include,   but   are   not   necessarily   limited   to   the  
following:   rationale   for   the   method   of   procurement,   selection   of   contract   type,  
contractor   selection   or   rejection,   and   the   basis   for   the   contract   price.   

• The   non-Federal   entity   must   be   responsible   for   the   settlement   of   all   contractual  
and   administrative   issues   arising   out   of   procurements.   

 
Competition  
All   procurement   transactions   must   be   conducted   in   a   manner   providing   full   and  
open   competition.   Situations   considered   to   be   restrictive   of   competition   include   but  
are   not   limited   to:  
• Placing   unreasonable   requirements   on   firms   in   order   for   them   to   qualify   to   do  

business.  
• Requiring   unnecessary   experience   and   excessive   bonding.  
• Noncompetitive   pricing   practices   between   firms   or   between   affiliated  

companies.  
• Noncompetitive   contracts   to   consultants   that   are   on   retainer   contracts.  
• Organizational   conflicts   of   interest.  
• Specifying   only   a   “brand   name”   product   instead   of   allowing   “an   equal”   product  

to   be   offered.  
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• Any   arbitrary   action   in   the   procurement   process.  
 
The   non-Federal   entity   must   have   written   procedures   for   procurement   transactions.  
These   procedures   must   ensure   that   all   solicitations:  
• Incorporate   a   clear   and   accurate   description   of   the   technical   requirements   for  

the   material,   product,   or   service   to   be   procured.  
• Identify   all   requirements   which   the   offerors   must   fulfill   and   all   factors   to   be   used   in  

evaluating   bids   or   proposals.  
• The   non-Federal   entity   must   ensure   all   prequalified   lists   of   persons,   firms,   or  

products   which   are   used   in   acquiring   goods   and   services   are   current   and  
include   enough   qualified   sources   to   ensure   maximum   open   and   free  
competition.  

 
Methods   of   Procurement  
The   non-Federal   entity   must   use   one   of   the   following   methods   of   procurement   (see  
Procurement   Claw   below)   or   be   more   restrictive   with   their   policies:   
• Micro-purchases.   Procurement   by   micro-purchase   is   the   acquisition   of   supplies   or  

services   which   are   up   to   $10,000.   This   purchase   may   be   awarded   without  
soliciting   competitive   quotations.   

• Small   purchase   procedures.   Small   purchase   procedures   are   those   simple   and  
informal   procurements   for   securing   services,   supplies   or   other   property   that   cost  
between   $10,000   and   $250,000.   Price   and   rate   quotations   must   be   obtained  
from   at   least   two   qualified   sources.   

• Sealed   bids   (formal   advertising).   Bids   are   publicly   solicited   and   a   firm   fixed   price  
contract   is   awarded.   The   sealed   bid   method   is   preferred   for   procuring  
construction.   

• Competitive   proposals.   The   technique   of   competitive   proposals   is   normally  
conducted   with   more   than   one   source   submitting   an   offer   and   either   a   fixed  
price   or   cost-reimbursement   type   of   contract   is   awarded.   

• Noncompetitive   proposals.   This   is   the   solicitation   of   a   proposal   from   only   one  
source   and   may   be   used   only   when   one   or   more   of   the   following   applies:   The  
item   is   available   only   from   a   single   source;   the   public   emergency   for   the  
requirement   will   not   permit   a   delay;   the   pass-through   entity   authorizes  
noncompetitive   proposals   in   response   to   a   written   request;   and/or   after  
solicitation   of   a   number   of   sources,   competition   is   determined   inadequate.   
 

Time   and   Effort   Requirements  
CWC   Kansas   City   will   abide   by   the   time   and   effort   requirements   of   the   Missouri   State  
Department   of   Elementary   and   Secondary   Education   for   employees   paid   with  
federal   funds.   This   includes   either   Semi-Annual   Certifications   or   Personnel   Activity  
Reports.   For   each   employee   whose   salary   is   partially   or   fully   paid   with   federal   funds  
an   appropriate   time   and   effort   record   must   be   maintained   by   CWC   Kansas   City.   For  
an   employee   whose   salary   is   fully   covered   by   one   cost   objective,   a   Semi-Annual  
Certification   must   be   completed.   
 
A   Semi-Annual   Certification   must:  
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● Be   executed   after   the   work   has   been   completed  

● State   that   the   employee   worked   solely   (100%   of   time   and   effort)   on   activities  
related   to   a   particular   cost   objective  

● Identify   the   cost   objective  

● Specify   the   reporting   period  

● Be   signed   by   the   employee   or   a   supervisor   with   first-hand   knowledge   of   the  
work   performed  

● Be   dated  

For   an   employee   who   works   on   multiple   cost   objectives,   a   Personnel   Activity   Reports  
(PARs)   report   must   be   completed.   
 
A   PAR   must:  

● Be   executed   after   the   work   has   been   completed   (projections   of   how   an  
employee   is   expected   to   work   or   position   descriptions   are   not   sufficient)  

● Account   for   the   total   activity   for   which   each   employee   is   compensated,  
including   part-time   schedules   or   overtime   (total   activity   means   all   of   the   time  
an   employee   works,   not   just   the   amount   of   time   worked   on   a   federal  
program)  

● Identify   the   cost   objectives  

● Specify   the   reporting   period  

● Be   prepared   at   least   monthly   and   coincide   with   one   or   more   pay   periods  

● Be   signed   by   the   employee   (unlike   a   semi-annual   certification   a   supervisor’s  
signature   alone   is   not   sufficient,   although   an   subgrantee   may   choose   to  
require   a   supervisor   to   sign   the   PAR   in   addition   to   the   employee   as   an   extra  
internal   control)  

● Be   dated  

Prior   to   paying   an   employee   for   extra   work   beyond   the   employee’s   contract,   written  
documentation   that   indicates   the   extra   work   to   be   performed,   the   date(s)   of  
performance,   and   the   amount   to   be   paid   must   be   prepared.    If   a   contract   is  
established,   it   must   be   signed   by   CWC   Kansas   City   and   the   employee.    
 
It   is   the   role   of   the   accountant   to   create,   distribute,   and   ensure   completion   of   all  
Semi-Annual   Certification   and   Personnel   Activity   Reports   for   each   fiscal   year.   Staff  
administering   activities   of   grants   provided   by   federal   funds   shall   be   responsible   for  
ensuring   compliance   with   the   requirements   of   each   of   the   above   regulations   as   well  
as   the   specific   requirements   contained   in   the   grant   agreements.    
 
Conflict   of   Interest  
No   employee,   officer,   or   agent   of   CWC   Kansas   City   shall   participate   in   the   selection,  
award,   or   administration   of   a   contract   supported   by   federal   funds   if   a   real   or  

Citizens   of   the   World   Kansas   City   Policy   Manual,   Approved   August   20,   2020                             Page    54    of    144  
 



 

 

apparent   conflict   of   interest   would   be   involved.   A   conflict   would   arise   when   the  
employee,   officer,   or   agent,   any   member   of   his   or   her   immediate   family,   his   or   her  
partner,   or   an   organization   which   employs   or   is   about   to   employ   any   of   the   parties  
indicated   herein,   has   a   financial   or   other   interest   in   or   a   tangible   personal   benefit  
the   firm   considered   or   selected   for   an   award.   The   officers,   employees,   and   agents  
of   the   recipient   shall   neither   solicit   nor   accept   gratuities,   favors,   or   anything   of  
monetary   value   from   contractors,   or   parties   to   sub-agreements.    
 
Should   any   officers,   employees,   or   agents   of   the   recipient   engage   in   violation   of  
such   conflict   of   interest   policy,   disciplinary   actions   will   be   applied   in   accordance  
with   the   personnel   policies   of   the   school   or   Board   of   Directors   bylaws,   as   applicable.  
  
Staff   administering   activities   of   grants   provided   by   federal   funds   shall   be   responsible  
for   ensuring   compliance   with   the   requirements   of   each   of   the   above   regulations   as  
well   as   the   specific   requirements   contained   in   the   grant   agreements.    
 
22. Insurance  
 
It   is   the   policy   of   CWC   Kansas   City   that   on   an   annual   basis,   the   Business/Operations  
Director   and   the   appropriate   Board   Committee   shall   review   all   insurance   coverage  
in   force   prior   to   renewal   to   determine   if   coverage   is   deemed   to   be   adequate.   Limits,  
types   of   coverage,   and   deductibles   shall   be   considered.   The   Executive   Director   shall  
approve   any   changes.  
 
General   Business   owners   insurance   will   be   maintained   on   the   following:  

● General   Liability  

● Directors   and   Officers  

● Umbrella   Coverage  

● Property/Lease   Insurance  

● Auto   Liability   Insurance   (if   applicable)  

● Worker's   Compensation   covering   each   state   in   which   there   is   an   employee  

As   part   of   the   annual   budget   submission,   the   Board   will   be   notified   of   coverage  
amounts   for   all   policies   listed   above   and   any   recommendations   for   increases   or  
decreases   to   policies.    
 
23. Record   Retention  
 
It   is   the   policy   of   CWC   Kansas   City   to   maintain   records   in   accordance   with   laws   and  
regulations.   In   keeping   with   the   sustainability   mission   of   CWC   Kansas   City,   as   much  
as   possible,   electronic   copies   and   archives   of   documents   will   be   maintained.    The  
record   retention   policy   is   as   follows:  

A. Permanent  
● Corporate   Articles   of   Incorporation  
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● By-Laws  

● Minutes  

● Personnel   Files   -   Including   Employee   Contracts,   etc.  

● Legal   Matters  

● Contracts  

● Audit   Reports  

● Public   Inspection   of   Records  

● Correspondence   with   Internal   Revenue   Service  

● Correspondence   with   District   of   Columbia  

● Donor   Funding   Records  

● Tax   Filings   (990s,   Withholding,   etc.)  

● Annual   General   Ledger   and   Financial   Statements  

 
B. Five   Years  

● Timesheets,   Leave   Requests   and   Personnel   Activity   Files  

● Bank   Deposit   Slips   and   Support  

● Procurement   and   Purchasing   Data  

● Budgets  

● Accounting   Records  

● Accounts   Payable   Invoices  

● Accounts   Receivable   Records,   Vouchers   and   Payroll   Checks  

● Bank   Statements  

● Insurance   policy   binders  

● Payroll   Earnings   Records  

● Travel   Expense   Reports   and   Records  

● Journal   Entries  

● Grant   and   Contract   Files  

● Any   records   that   pertain   to   property   acquisition   with   more   than   a  
one-year   life   must   be   maintained   until   5   years   after   the   property   has   been  
disposed  

If   any   litigation,   claim,   or   audit   is   started   before   the   expiration   of   the   first   three   years  
of   the   5-year   period,   the   records   must   be   retained   until   all   litigation,   claims,   or   audit  
findings   involving   the   records   have   been   resolved   and   the   final   action   taken.  
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24. Legal   &   Internal   Revenue   Service   Matters  
 

It   is   the   policy   of   CWC   Kansas   City   that   all   legal   and   Internal   Revenue   Service  
matters   and   correspondence,   verbal   or   written,   shall   be   directed   to   the   Executive  
Director   immediately.   When   necessary   and   appropriate,   the   Executive   Director   is  
responsible   for   informing   the   Board   of   such   correspondence   in   a   timely   manner.   
 
25. Amendments   or   Changes   to   Financial   Policies  

 
Any   changes   or   modifications   to   the   Financial   Policies   and   Procedures   must   be  
approved   by   the   Board.   The   Executive   Director   is   responsible   for   ensuring   that   the  
policies   are   revised   as   approved   and   required.   The   Executive   Director   will   ensure  
that   these   procedures   and   policies   are   posted   on   the   school’s   website.    
 
26. State   Tax   Sources  

 
All   state   funds   will   be   accepted   for   the   operation   of   the   School   as   provided   by   law  
and   through   regulations   of   the   Missouri   State   Board   of   Education   or   Missouri  
Department   of   Elementary   and   Secondary   Education.  
 
The   Executive   Director   or   Director   of   Operations   is   responsible   for   completing   all  
required   reports   and   forms   to   obtain   state   funds   to   which   the   School   is   entitled   to  
receive   according   to   developed   rules   and   regulations.  
 
27. Authorized   Signatures  

 
The   Board   shall   designate   at   least   one   current   board   member   to   be   included   as   an  
authorized   signature   on   all   financial   accounts   of   the   school.   
 
The   Board   shall   notify   all   financial   institutions   that   serve   the   school   of   the   board  
member   who   is   to   be   included   as   an   authorized   signature   on   financial   accounts.   
 
The   Board   shall   annually   certify   to   the   Missouri   Charter   Public   School   Commission  
that   the   financial   institutions   that   serve   the   school   have   on   file   the   authorization   form  
for   the   board   member   who   is   to   be   the   signature   on   all   financial   accounts.   
 
28. Annual   Timeline   of   Financial   Deadlines  

 
The   following   financial   deadlines   shall   be   adhered   to   annually:  

Activity   Responsibility   Deadline  

Audit:    Engage   auditor   Board   Finance   Committee   June   30.    Notify   Board   of   auditor   by   July  
meeting  

Audit:    Completed   Board   Finance   Committee   and  
Executive   Director  

November   1.   Provide   to   Board   at  
November   meeting   for   approval  

IRS   Form   990:   Completed   Board   Finance   Committee   November   15.   Board   reviews   draft   prior  
to   submission  
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The   following   are   anticipated   financial   deadlines:  
Activity   Responsibility   Deadline  

Budget   Draft  
            Executive   Director   in    
            partnership   with   Board    
            Finance   Committee   

May  

Final   Budget   for   Board   Review  
and   Approval  

Executive   Director   in  
partnership   with   Board  
Finance   Committee  

June   Board   Meeting  
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Human   Resources   Policies  
 

29. FMLA   Policy   and   Exhibits  
 

General   Provisions  
CWC   Kansas   City   will   provide   Family   and   Medical   Leave   (“FMLA”)   to   its   eligible  
employees.   The   mandatory   FMLA   Notice   is   posted   and   provides   all   new   employees  
with   notices   required   by   the   U.S.   Department   of   Labor   on   Employee   Rights   and  
Responsibilities   under   the   Family   and   Medical   Leave   Act   in   Missouri.   
 
The   function   of   this   policy   is   to   provide   employees   with   a   general   description   of   their  
FMLA   rights.   In   the   event   of   any   conflict   between   this   policy   and   the   applicable   law,  
employees   will   be   afforded   all   rights   required   by   law.  
 
If   you   have   any   questions,   concerns,   or   disputes   with   this   policy,   you   must   contact  
Ed   Ops,   Paul   Greenwood   at   paul@ed-ops.com   in   writing.  
 
Eligibility  
To   qualify   to   take   twelve   (12)   weeks   of   unpaid   family   or   medical   leave   under   this  
policy,   employees   of   CWC   Kansas   City   must   meet   all   of   the   following   conditions:   

1. The   employee   must   have   worked   for   the   company   for   have   been   employed  
for   at   least   twelve   (12)   months   and,  

2. Worked   at   least   1250   hours   during   the   12   month   period   immediately   prior   to  
requesting   leave   

 
Qualifying   Events  
An   employee   may   request   leave   for   one   or   more   of   the   following   reasons:  

a. Birth   of   a   child   or   placement   of   child   for   adoption   or   foster   care;   

b. To   bond   with   a   child   (leave   must   be   taken   within   one   (1)   year   of   birth   or  
placement);   

c. To   care   for   the   employee's   spouse,   son,   daughter   or   parent,   if   that   person   has  
a   serious   health   condition   (as   defined   below);   

d. Employee’s   own   serious   health   condition   (as   defined   below)   that   prevents  
the   employee   from   performing   the   job   functions;  

e. Because   of   a   qualifying   exigency   (defined   below)   arising   out   of   the   fact   that  
an   employee’s   spouse,   child,   or   parent   is   a   covered   military   member   on  
active   duty   or   has   been   notified   of   an   impending   call   or   order   to   active   duty  
status   in   the   National   Guard   or   Reserves   in   support   of   a   contingency  
operation;  

f. To   care   for   a   covered   service   member   (defined   below)   with   a   serious   injury   or  
illness   when   the   employee   is   the   spouse,   son,   daughter,   parent   or   next   of   kin.  
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Amount   and   Type   of   Leave   Taken  
Except   as   provided   below,   an   employee   may   take   a   total   of   twelve   (12)   weeks  
during   any   twelve-month   period.   The   twelve-month   period   shall   be   measured  
backward   from   the   date   the   employee   begins   using   any   FMLA   leave.    In   the   event  
of   the   birth,   adoption   or   foster   placement   of   a   son   or   daughter,   all   leave   must   be  
completed   within   twelve   (12)   months   after   the   birth,   adoption   or   foster   placement.  
 
If   both   spouses   work   at   CWC   Kansas   City   and   both   are   eligible   for   FMLA   leave,   they  
are   authorized   to   take   only   a   combined   total   of   twelve   (12)   weeks   during   any   one  
twelve-month   period   to   care   for   a   newborn   or   adopted   child,   a   child   placed   with  
the   employee   for   foster   care,   or   a   parent   with   a   serious   health   condition   for   twelve  
(12)   weeks.  
 
Employees   seeking   to   take   Family   and   Medical   Leave   to   care   for   a   newborn   or  
adopted   child,   a   child   placed   with   the   employee   for   foster   care,   a   parent,   spouse  
or   child   with   a   serious   health   condition,   or   because   of   their   own   serious   health  
condition,   must   first   exhaust   any   personal   leave,   paid   vacation,   applicable  
accumulated   sick   leave,   and   any   other   applicable   paid   leave   for   their   Family   and  
Medical   Leave.  
 
Intermittent   or   Reduced   Leave  
An   employee   may   only   take   leave   on   an   intermittent   or   reduced   leave   schedule  
when   medically   necessary.   CWC   Kansas   City   will   require   a   certification,   in   the   form  
described   in   the   Required   Certification   and   Reporting   section   below,   to   document  
the   medical   necessity   of   such   intermittent   leave.  
 
Notification   of   Leave  
If   the   need   for   FMLA   leave   is   foreseeable,   an   employee   requesting   leave   must  
provide   at   least   30   days   advance   notice   to   their   supervisor.   If   such   advance   notice  
is   not   possible,   the   employee   must   give   said   notice   as   soon   as   possible,   ordinarily  
within   one   to   two   working   days   of   learning   of   the   need   for   leave.   When   planning  
medical   treatment,   the   employee   should   make   a   reasonable   effort   to   schedule   the  
treatment   so   that   any   corresponding   leave   will   not   unduly   disrupt   the   operations   of  
the   school   or   classroom   instruction.  
 
Benefits   and   Return   to   Work  
Employees   taking   FMLA   leave   will   continue   to   accrue   all   benefits   for   which   they   are  
eligible   that   are   provided   by   the   school   while   on   FMLA   leave.   CWC   Kansas   City   will  
pay   the   employer's   portion,   if   any,   of   such   benefits.   The   employee   will   pay   the   same  
portion,   if   any,   of   such   benefits   as   the   employee   paid   before   beginning   the   leave.  
The   employee   will   be   billed   for   the   employee   portion   of   the   benefits   and   shall   timely  
pay   required   premiums   in   order   to   maintain   active   benefits   coverage.  
 
CWC   Kansas   City   may   recover   any   health   care   benefit   premiums   paid   on   behalf   of  
an   employee   if   the   employee   does   not   return   to   work   after   the   leave   period   has  
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expired.    
 
With   the   exception   of   paid   vacation,   personal,   medical   or   sick   leave   required   to   be  
exhausted   prior   to   taking   unpaid   leave,   the   employee’s   absence   during   leave   will  
not   alter   benefits   which   the   employee   accrued   before   taking   leave.  
 
Upon   return   from   leave,   the   employee   is   entitled   to   be   reinstated   to   the   same   job   or  
one   nearly   identical   to   the   one   the   employee   held   when   he/she   left   on   FMLA   leave,  
with   equivalent   pay,   benefits   and   other   terms   and   conditions   of   employment.   Upon  
proper   notice,   however,   CWC   Kansas   City   may   deny   reinstatement   under   this   policy  
to   an   employee   whose   salary   is   within   the   highest   10%   of   the   employees   employed  
by   the   school   (“key   employee”)   if   such   denial   is   necessary   to   prevent   substantial  
and   grievous   economic   injury   to   the   school’s   operation,   as   determined   by   the  
Board.    Employees   will   be   notified   if   they   are   considered   a   key   employee,   if   there   is  
an   intention   to   deny   reinstatement,   and   of   their   rights   in   such   instances.    
 
Required   Certification   and   Reporting  
CWC   Kansas   City   requires   that   a   request   for   leave   due   to   a   serious   health   condition  
be   supported   by   a   certification   issued   by   the   appropriate   health   care   provider   of  
the   eligible   employee   or   of   the   son,   daughter,   spouse   or   parent   of   the   employee   on  
a   form   to   be   provided   by   CWC   Kansas   City.   The   employee   must   respond   to   such   a  
request   within   15   days   of   the   request   or   provide   a   reasonable   explanation   for   the  
delay.   Failure   to   provide   certification   may   result   in   a   denial   of   continuation   of   leave.   
 
This   certification   must   include:   
 

a. The   date   on   which   the   serious   health   condition   commenced;   

b. The   probable   duration   of   the   condition;   

c. If   the   purpose   if   the   leave   is   to   care   for   a   son,   daughter,   spouse   or   parent  
("family   member"),   a   statement   that   the   employee   is   needed   to   care   for   the  
family   member   and   the   estimated   amount   of   time   needed   for   such   care;   

d. If   the   leave   is   due   to   the   employee's   own   serious   health   condition,   a  
statement   that   the   employee   is   unable   to   perform   his   or   her   job   functions,   the  
likely   duration   of   that   inability   and   whether   a   need   for   leave   is   continuous   or  
intermittent.   The   employer   may   require   that   the   eligible   employee   obtain  
subsequent   recertification   on   a   reasonable   basis   as   requested   by   the   Board;  

e. Appropriate   medical   facts   about   the   condition   (a   diagnosis   is   not   required);   

f. Contact   information   of   the   health   care   provider,   including   name,   address,  
telephone   number,   fax   number,   and   type   of   medical   practice   /   specialty.  

 
CWC   Kansas   City,   at   its   own   expense,   may   obtain   the   opinion   of   a   second   health  
care   provider   of   CWC   Kansas   City’s   choice,   if   it   should   choose   to   do   so.   If   a   conflict  
exists   between   the   opinion   in   the   certification   and   the   second   opinion,   CWC   Kansas  
City   may,   at   its   own   expense,   obtain   a   third   opinion   from   a   health   care   provider  
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upon   which   CWC   Kansas   City   and   the   employee   jointly   agree.   Such   a   third   opinion  
as   to   the   necessity   for   the   leave   is   binding   on   both   CWC   Kansas   City   and   the  
employee.  
 
Upon   an   employee's   return   after   leave   for   his/her   own   serious   health   condition,   CWC  
Kansas   City   may   require   the   employee   to   obtain   certification   from   a   health   care  
provider   that   the   employee   is   able   to   resume   work.  
 
CWC   Kansas   City   may   require   an   employee   on   FMLA   leave   to   report   periodically   to  
their   supervisor   on   the   employee's   status   and   intent   to   return   to   work.  
  
Special   Provisions  
When   an   instructional   employee   or   other   key   position   (as   defined   below)   essential   to  
the   function   of   the   school   seeks   intermittent   leave   or   leave   on   a   reduced   schedule  
in   connection   with   a   family   or   personal   illness   that   would   constitute   at   least   20%   of  
the   total   number   working   days   in   the   period   during   which   the   leave   would   extend,  
CWC   Kansas   City   may   require   the   employee   to   elect   to   take   leave   in   a   block   (not  
intermittently)   for   the   entire   period   or   to   transfer   to   an   available   alternative   position  
within   the   school   that   is   equivalent   in   pay,   for   which   the   employee   is   qualified,   and  
which   better   accommodates   the   intermittent   situation.  
 
If   the   employee   begins   leave   more   than   five   weeks   before   the   end   of   a   semester,  
CWC   Kansas   City   may   require   the   employee   to   continue   taking   leave   until   the   end  
of   the   semester   if:  

a. The   leave   will   last   at   least   three   weeks;   and   

b. The   employee   would   return   to   work   during   the   three-week   period   before   the  
end   of   the   term.  

 
Definitions   

1. Covered   service   member     -   is   a   member   of   the   Armed   Forces,   including   a  
member   of   the   National   Guard   or   Reserves,   who   is   undergoing   medical  
treatment,   recuperation,   or   therapy,   is   otherwise   in   outpatient   status,   or   is   on  
the   temporary   retired   list,   for   a   serious   injury   or   illness.    A   member   of   the   Armed  
Forces   would   have   a   serious   injury   or   illness   if   he   or   she   has   incurred   an   injury  
or   illness   in   the   line   of   duty   while   on   active   duty   in   the   Armed   Forces   provided  
that   the   injury   or   illness   may   render   the   service   member   medically   unfit   to  
perform   duties   of   the   member’s   office,   grade   rank   or   rating.   

2. Instructional   employee   or   other   key   position    -   is   an   employee   whose   school  
leader   function   is   to   instruct   or   directly   support   instruction   of   students   in   a  
class,   a   small   group   or   an   individual   setting   or   provide   an   essential   function  
such   as   administration   which   would   provide   a   disruption   in   the   normal  
operations   of   the   school.  

3. Parent    -   a   biological   parent   or   one   who   acted   in   place   of   a   parent   when   the  
employee   was   a   child.   The   term   "parent"   does   not   include   parent   "in-law."  
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4. A   qualifying   exigency   may   include:  

● attending   certain   military   events,   

● arranging   for   alternative   childcare,   

● addressing   certain   financial   and   legal   arrangements,   

● attending   certain   counseling   sessions,   

● attending   post-deployment   reintegration   briefings   

5. Serious   health   condition   -    an   illness,   injury,   impairment,   or   physical   or   mental  
condition   that   involves   inpatient   care   in   a   hospital,   hospice   or   residential  
medical   care   facility   or   continuing   treatment   by   a   health   care   provider   and  
has   been   duly   documented   by   a   health   care   provider,   as   described   below:  

a. Hospital   Care   -   

Such   as   inpatient   care   (i.e.,   overnight   stay)   in   a   hospital,   hospice,   or  
residential   medical   care   facility,   includes   any   period   of   incapacity   or  
subsequent   treatment   in   connection   with   or   consequent   to   such  
inpatient   care.  

b. Absence   Plus   Treatment   -   A   period   of   incapacity   of   more   than   three  
full   consecutive   days   (including   any   subsequent   treatment   or   period   of  
incapacity   relating   to   the   same   condition),   that   also   involves:  

i. Treatment   two   or   more   times   (within   30   days   of   the   first   day   of  
incapacity,   unless   extenuating   circumstances   exist)   by   a   health  
care   provider,   by   a   nurse   or   physician’s   assistant   under   direct  
supervision   of   a   health   care   provider,   or   by   a   provider   of   health  
services   (e.g.,   physical   therapist)   under   orders   of,   or   on   referral  
by,   a   health   care   provider;   or  

ii. Treatment   by   a   health   care   provider   on   at   least   one   occasion  
which   results   in   a   regiment   of   continuing   treatment   under   the  
supervision   of   a   health   care   provider.  

c. Pregnancy   -   Any   period   of   incapacity   due   to   pregnancy,   or   for  
prenatal   care.  

d. Chronic   Conditions   Requiring   Treatments   -   A   chronic   condition   which:  

i. Requires   periodic   visits   (at   least   twice   a   year)   for   treatment   by   a  
healthcare   provider,   or   by   a   nurse   or   physician’s   assistant   under  
direct   supervision   of   a   healthcare   provider;  

ii. Continues   over   an   extended   period   of   time   (including   recurring  
episodes   of   a   single   underlying   condition);   and  

iii. May   cause   episodic   rather   than   continuing   period   of   incapacity  
(e.g.,   asthma,   diabetes,   epilepsy).  

e. Permanent/Long-term   Conditions   Requiring   Supervision   -   A   period   of  
incapacity4   which   is   permanent   or   long   term   due   to   a   condition   for  
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which   treatment   may   not   be   effective.    The   employee   or   family  
member   must   be   under   the   continuing   supervision   of,   but   need   not   be  
receiving   active   treatment   by,   a   health   care   provider.    Examples  
include   Alzheimer’s,   a   severe   stroke,   or   the   terminal   stages   of   a  
disease.  

f. Multiple   Treatments   (Non-Chronic   Conditions)   -   Any   period   of   absence  
to   receive   multiple   treatments   (including   any   period   of   recovery  
therefrom)   by   a   health   care   provider   or   by   a   provider   of   health   care  
services   under   orders   of,   or   on   referral   by,   a   healthcare   provider,   either  
from   restorative   surgery   after   an   accident   or   other   injury,   or   for   a  
condition   that   would   likely   result   in   a   period   of   incapacity4   of   more  
than   three   full   consecutive   calendar   days   in   the   absence   of   medical  
intervention   or   treatment,   such   as   cancer   (chemotherapy,   radiation,  
etc.)   severe   arthritis   (physical   therapy),   or   kidney   disease   (dialysis).  

6. Son   or   daughter   -    a   biological,   adopted   or   foster   child,   a   step-child,   a   legal  
ward   or   a   child   for   whom   the   employee   acts   as   a   parent.   The   son   or  
daughter   must   be   under   age   18   or,   if   the   son   or   daughter   is   age   18   or   older,  
he/she   must   be   incapable   of   self-care   on   a   daily   basis   due   to   a   documented  
mental   or   physical   disability.  

7. Spouse   -    a   husband   or   wife.  

 
30. Equal   Opportunity   Employment   Policy   

 
CWC   Kansas   City    is   committed   to   providing   equal   opportunity   in   all   areas   of  
education,   recruiting,   hiring,   retention,   promotion   and   contracted   service.   The  
School   further   commits   itself   to   the   policy   that   there   shall   be   no   unlawful  
discrimination   against   any   person   because   of   race,   color,   religion,   disability,   age,  
gender,   national   origin,   or   sexual   orientation.  
 

CWC   Kansas   City   equal   opportunity   policy   extends   to   prohibitions   against   unlawful  
harassment   of   students   or   employees   because   of   the   individual's   race,   color,   religion,  
disability,   age,   gender,   national   origin,   or   sexual   orientation.  

 
Non-Discrimination   Against/Accommodation   of   Qualified   Individuals   with   Disabilities  
The   CWC   Kansas   City   Board   shall   comply   with   the   Americans   with   Disabilities   Act  
(ADA)   and   applicable   state   and   local   laws   providing   for   non-discrimination   in  
employment   against   qualified   individuals   with   disabilities.    The   CWC   Kansas   City  
Board   shall   also   provide   reasonable   accommodations   for   qualified   individuals   in  
accordance   with   these   laws.    The   Board   shall   ensure   that   that   qualified   individuals  
with   disabilities   are   treated   in   a   non-discriminatory   manner   in   the   pre-employment  
process   and   during   active   employment   with   CWC   Kansas   City.   Qualified   applicants  
or   CWC   Kansas   City   employees   with   disabilities   should   make   formal   requests   in  
writing   for   accommodations.  
 
31. Drug   Free   Workplace  
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The   unlawful   possession,   use   or   distribution   of   illicit   drugs   and   alcohol   on   school  
premises   or   as   a   part   of   school   activities   is   strictly   prohibited.  
 
Employees   under   the   influence   of   alcohol,   drugs,   or   controlled   substances   while   on  
duty   are   a   serious   risk   to   themselves,   to   students   and   to   other   employees.   
 
Employees   who   display   physical   manifestations   of   drug   or   alcohol   use   while   on   duty  
may   be   subject   to   drug   testing.   Any   employee   who   violates   this   policy   will   be  
subject   to   disciplinary   action   up   to   and   including   termination   and   referral   for  
prosecution.   Employees   may   also   be   required   to   satisfactorily   participate   in  
rehabilitation   programs.  
 
As   a   condition   of   employment,   all   employees   must   abide   by   the   terms   of   this   policy.  
Employees   who   are   convicted   of   a   drug   offense   which   occurred   on   school   premises  
or   while   on   duty   must   notify   the   Executive   Director   of   their   conviction.   Notification  
must   be   made   by   the   employee   to   the   Executive   Director   within   five   (5)   days   of   the  
conviction.   Within   ten   (10)   days,   the   Executive   Director   will   provide   notice   of   such  
violation   to   the   Impact   Aid   Program,   United   States   Department   of   Education,   or  
other   appropriate   government   agency.  
 
CWC   Kansas   City   will   institute   a   drug-free   awareness   program   to   inform   employees  
of:  

1. The   dangers   of   drug   and   alcohol   abuse   in   the   workplace.  

2. This   policy   of   maintaining   a   drug-free   workplace.  

3. Available   counseling   and   rehabilitation.  

4. The   penalties   that   may   be   imposed   upon   employees   for   drug   abuse  
violations   occurring   in   the   workplace.  

On   the   basis   of   medical   certification,   employees   with   the   illness   of   chemical  
dependency   shall   qualify   for   the   employee   benefits   and   group   insurance  
coverages   that   are   provided   for   under   group   health   and   medical   insurance  
policies.   The   confidential   nature   of   the   medical   records   of   employees   with   chemical  
dependency   shall   be   preserved   in   the   same   manner   as   for   all   other   medical  
records.  
 
CWC   Kansas   City’s   responsibility   for   chemical   dependency   is   limited   to   its   effects   on  
the   employee's   job   performance.   If   the   employee   violates   this   policy,   refuses   to  
accept   diagnosis   and   treatment,   or   fails   to   respond   to   treatment,   and   performance  
is   adversely   affected,   the   employee   will   be   subject   to   employment   action   in  
proportion   to   the   performance   problem.    
 
Implementation   of   this   policy   will   not   require   or   result   in   any   special   regulations,  
privileges   or   exemptions   from   the   standard   administrative   practice   applicable   to   job  
performance   requirements.  
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�L�V�������E�H�O�R�Z�������W�K�H�������D�J�H�������R�I�������F�R�P�S�X�O�V�R�U�\�������V�F�K�R�R�O�������D�W�W�H�Q�G�D�Q�F�H���������D�Q�G���¬�¬
���� �7�K�H�������F�K�L�O�G�������L�V�������D�������P�L�J�U�D�W�R�U�\�������D�J�U�L�F�X�O�W�X�U�D�O�������Z�R�U�N�H�U�������R�U�������D�������P�L�J�U�D�W�R�U�\�������I�L�V�K�H�U�������R�U�������K�D�V�������D�������S�D�U�H�Q�W�����¬

�V�S�R�X�V�H���������R�U�������J�X�D�U�G�L�D�Q�������Z�K�R�������L�V�������D�������P�L�J�U�D�W�R�U�\�������D�J�U�L�F�X�O�W�X�U�D�O�������Z�R�U�N�H�U�������R�U�������D�������P�L�J�U�D�W�R�U�\�������I�L�V�K�H�U���������D�Q�G���¬�¬
���� �7�K�H�������F�K�L�O�G�������P�R�Y�H�G�������Z�L�W�K�L�Q�������W�K�H�������S�U�H�F�H�G�L�Q�J�����������������P�R�Q�W�K�V�������L�Q�������R�U�G�H�U�������W�R�������V�H�H�N�������R�U�������R�E�W�D�L�Q���¬

�T�X�D�O�L�I�\�L�Q�J�������Z�R�U�N���������R�U�������W�R�������D�F�F�R�P�S�D�Q�\�������R�U�������M�R�L�Q�������W�K�H�������P�L�J�U�D�W�R�U�\�������D�J�U�L�F�X�O�W�X�U�D�O�������Z�R�U�N�H�U�������R�U���¬
�P�L�J�U�D�W�R�U�\�������I�L�V�K�H�U�������L�G�H�Q�W�L�I�L�H�G�������L�Q�������S�D�U�D�J�U�D�S�K�������W�K�U�H�H�������D�E�R�Y�H���������L�Q�������R�U�G�H�U�������W�R�������V�H�H�N�������R�U�������R�E�W�D�L�Q���¬
�T�X�D�O�L�I�\�L�Q�J�������Z�R�U�N���������D�Q�G���¬�¬

���� �7�K�H�������F�K�L�O�G�������K�D�V�������P�R�Y�H�G�������I�U�R�P�������R�Q�H�������/�(�$�������W�R�������D�Q�R�W�K�H�U�����¬
�¬
�3�R�W�H�Q�W�L�D�O�������P�L�J�U�D�Q�W�������V�W�X�G�H�Q�W�V�������Z�L�O�O�������E�H�������L�G�H�Q�W�L�I�L�H�G�������W�K�U�R�X�J�K�������D�������T�X�H�V�W�L�R�Q�������R�Q�������W�K�H�������V�F�K�R�R�O���¬
�H�Q�U�R�O�O�P�H�Q�W�������I�R�U�P�����������,�I�������L�W�������L�V�������L�Q�G�L�F�D�W�H�G�������W�K�D�W�������D�������S�R�W�H�Q�W�L�D�O�������P�L�J�U�D�Q�W�������V�W�X�G�H�Q�W�������L�V�������H�Q�U�R�O�O�L�Q�J���������W�K�H���¬
�V�F�K�R�R�O�������Z�L�O�O�������Q�R�W�L�I�\�������W�K�H�������6�W�D�W�H�������0 �(�/�/�������' �L�U�H�F�W�R�U�������D�Q�G�������U�H�T�X�H�V�W�������D�V�V�L�V�W�D�Q�F�H�������Z�L�W�K�������W�K�H���¬
�L�G�H�Q�W�L�I�L�F�D�W�L�R�Q�������R�I�������W�K�H�������V�W�X�G�H�Q�W�����¬
�¬

�&�L�W�L�]�H�Q�V�������R�I�������W�K�H�������:�R�U�O�G�������.�D�Q�V�D�V�������&�L�W�\�������3�R�O�L�F�\�������0�D�Q�X�D�O���������$�S�S�U�R�Y�H�G�������$�X�J�X�V�W�������������������������������������������������������������������������������������3�D�J�H�����������������������R�I���¬
���������¬
�¬



�6�H�U�Y�L�F�H�V���¬

�,�I�������D�������P�L�J�U�D�Q�W�������V�W�X�G�H�Q�W�������L�V�������L�G�H�Q�W�L�I�L�H�G�������E�\�������W�K�H�������0 �(�/�/�������R�I�I�L�F�H���������W�K�H�������V�F�K�R�R�O�������Z�L�O�O�������E�H�������U�H�V�S�R�Q�V�L�E�O�H�������W�R�����¬
● �D�V�V�H�V�V�������W�K�H�������H�G�X�F�D�W�L�R�Q�D�O���������K�H�D�O�W�K���������D�Q�G�������V�R�F�L�D�O�������Q�H�H�G�V�������R�I�������W�K�H�������L�G�H�Q�W�L�I�L�H�G�������V�W�X�G�H�Q�W�������D�Q�G���¬

�G�H�Y�H�O�R�S�������R�E�M�H�F�W�L�Y�H�V�������W�R�������D�G�G�U�H�V�V�������W�K�R�V�H�������Q�H�H�G�V�������V�R�������W�K�D�W�������P�L�J�U�D�Q�W�������F�K�L�O�G�U�H�Q�������P�H�H�W�������W�K�H�������V�D�P�H���¬
�F�K�D�O�O�H�Q�J�L�Q�J�������6�W�D�W�H�������D�F�D�G�H�P�L�F�������F�R�Q�W�H�Q�W�������V�W�D�Q�G�D�U�G�V�������D�Q�G�������D�F�D�G�H�P�L�F�������D�F�K�L�H�Y�H�P�H�Q�W���¬
�V�W�D�Q�G�D�U�G�V�������W�K�D�W�������D�O�O�������F�K�L�O�G�U�H�Q�������D�U�H�������H�[�S�H�F�W�H�G�������W�R�������P�H�H�W�����¬�¬

● �3�U�R�Y�L�G�H�������D�G�Y�R�F�D�F�\�������W�R�������D�O�O�R�Z�������F�K�L�O�G�U�H�Q�������D�Q�G�������I�D�P�L�O�L�H�V�������W�R�������J�D�L�Q�������D�F�F�H�V�V�������W�R�������K�H�D�O�W�K���������Q�X�W�U�L�W�L�R�Q���¬
�D�Q�G�������V�R�F�L�D�O�������V�H�U�Y�L�F�H�V�����¬

● �5�H�Y�L�H�Z�������H�[�L�V�W�L�Q�J�������S�U�R�J�U�D�P�V�������D�Q�G�������U�H�V�R�X�U�F�H�V�������W�R�������G�H�W�H�U�P�L�Q�H�������Z�K�L�F�K�������F�D�Q�������K�H�O�S�������P�H�H�W�������W�K�H���¬
�Q�H�H�G�V�������R�I�������P�L�J�U�D�Q�W�������F�K�L�O�G�U�H�Q�������D�Q�G�������D�V�V�X�U�H�������W�K�D�W�������W�K�H�������F�K�L�O�G�U�H�Q�������K�D�Y�H�������D�F�F�H�V�V�������W�R�������W�K�H�P�����¬

● �S�U�R�Y�L�G�H�������S�U�R�I�H�V�V�L�R�Q�D�O�������G�H�Y�H�O�R�S�P�H�Q�W�������D�F�W�L�Y�L�W�L�H�V�������I�R�U�������W�H�D�F�K�H�U�V�������W�R�������L�P�S�U�R�Y�H�������W�K�H�������T�X�D�O�L�W�\�������R�I���¬
�H�G�X�F�D�W�L�R�Q�������I�R�U�������P�L�J�U�D�Q�W�������F�K�L�O�G�U�H�Q���������D�Q�G�����¬

● �S�U�R�Y�L�G�H�������R�S�S�R�U�W�X�Q�L�W�L�H�V�������I�R�U�������S�D�U�W�L�F�L�S�D�W�L�R�Q�������R�I�������P�L�J�U�D�Q�W�������S�D�U�H�Q�W�V�������L�Q�������W�K�H�������H�G�X�F�D�W�L�R�Q�D�O���¬
�D�F�W�L�Y�L�W�L�H�V�������R�I�������W�K�H�L�U�������F�K�L�O�G�U�H�Q�����¬

�¬
������ �0�H�D�O�������&�K�D�U�J�H�������3�R�O�L�F�\���¬
�¬
�3�X�U�S�R�V�H���¬

�7�K�H�������S�X�U�S�R�V�H�������R�I�������W�K�L�V�������S�R�O�L�F�\�������L�V�������W�R�������H�V�W�D�E�O�L�V�K�������F�R�Q�V�L�V�W�H�Q�W�������P�H�D�O�������D�F�F�R�X�Q�W�������S�U�R�F�H�G�X�U�H�V���¬
�W�K�U�R�X�J�K�R�X�W�������W�K�H�������G�L�V�W�U�L�F�W�����������8�Q�S�D�L�G�������F�K�D�U�J�H�V�������S�O�D�F�H�������D�������I�L�Q�D�Q�F�L�D�O�������V�W�U�D�L�Q�������R�Q�������W�K�H�������I�R�R�G�������V�H�U�Y�L�F�H���¬
�G�H�S�D�U�W�P�H�Q�W�����������7�K�H�������J�R�D�O�V�������R�I�������W�K�L�V�������V�W�D�Q�G�D�U�G�������R�I�������S�U�D�F�W�L�F�H�������D�U�H�����¬

● �7�R�������W�U�H�D�W�������D�O�O�������V�W�X�G�H�Q�W�V�������Z�L�W�K�������G�L�J�Q�L�W�\�������L�Q�������W�K�H�������V�H�U�Y�L�Q�J�������O�L�Q�H�������U�H�J�D�U�G�L�Q�J�������P�H�D�O�������D�F�F�R�X�Q�W�V�����¬
● �7�R�������V�X�S�S�R�U�W�������S�R�V�L�W�L�Y�H�������V�L�W�X�D�W�L�R�Q�V�������Z�L�W�K�������V�F�K�R�R�O�������V�W�D�I�I���������V�F�K�R�R�O�������E�X�V�L�Q�H�V�V�������S�R�O�L�F�L�H�V���������D�Q�G���¬

�V�W�X�G�H�Q�W���S�D�U�H�Q�W���J�X�D�U�G�L�D�Q�������L�Q�W�H�U�D�F�W�L�R�Q�������W�R�������W�K�H�������P�D�[�L�P�X�P�������H�[�W�H�Q�W�������S�R�V�V�L�E�O�H�����¬
● �7�R�������H�Q�F�R�X�U�D�J�H�������S�D�U�H�Q�W���J�X�D�U�G�L�D�Q�������W�R�������D�V�V�X�P�H�������W�K�H�������U�H�V�S�R�Q�V�L�E�L�O�L�W�\�������R�I�������P�H�D�O�������S�D�\�P�H�Q�W�V�������D�Q�G���¬

�W�R�������S�U�R�P�R�W�H�������V�H�O�I���U�H�V�S�R�Q�V�L�E�L�O�L�W�\�������R�I�������W�K�H�������V�W�X�G�H�Q�W�����¬
● �7�R�������H�V�W�D�E�O�L�V�K�������F�R�Q�V�L�V�W�H�Q�W�������V�F�K�R�R�O�������S�R�O�L�F�\�������U�H�J�D�U�G�L�Q�J�������F�K�D�U�J�H�V�������D�Q�G�������F�R�O�O�H�F�W�L�R�Q�������R�I�������F�K�D�U�J�H�V�����¬

�6�F�R�S�H�������R�I�������5�H�V�S�R�Q�V�L�E�L�O�L�W�\���¬

● �7�K�H�������I�R�R�G�������V�H�U�Y�L�F�H�������V�W�D�I�I�������	�������2�S�H�U�D�W�L�R�Q�V�������0 �D�Q�D�J�H�U�����������5�H�V�S�R�Q�V�L�E�O�H�������I�R�U�������P�D�L�Q�W�D�L�Q�L�Q�J�������F�K�D�U�J�H���¬
�U�H�F�R�U�G�V�������D�Q�G�������Q�R�W�L�I�\�L�Q�J�������W�K�H�������V�W�X�G�H�Q�W�·�V�������S�D�U�H�Q�W���J�X�D�U�G�L�D�Q�����¬
�3�D�U�H�Q�W�������* �X�D�U�G�L�D�Q�����������,�P�P�H�G�L�D�W�H�������S�D�\�P�H�Q�W�������D�Q�G���R�U�������F�R�P�P�X�Q�L�F�D�W�L�R�Q�����¬

�$�G�P�L�Q�L�V�W�U�D�W�L�R�Q���¬

● �)�D�P�L�O�L�H�V�������D�U�H�������H�Q�F�R�X�U�D�J�H�G�������W�R�������D�S�S�O�\�������I�R�U�������)�U�H�H�������	�������5�H�G�X�F�H�G�������3�U�L�F�H�������P�H�D�O�������E�H�Q�H�I�L�W�����������$�Q�\���¬
�I�D�P�L�O�\�������W�K�D�W�������I�D�O�O�V�������L�Q�W�R�������D�������Q�H�J�D�W�L�Y�H�������E�D�O�D�Q�F�H�������Z�L�O�O�������U�H�F�H�L�Y�H�������D�������Z�U�L�W�W�H�Q�������Q�R�W�L�I�L�F�D�W�L�R�Q�������W�R���¬
�H�Q�F�R�X�U�D�J�H�������W�K�H�P�������W�R�������D�S�S�O�\�������I�R�U�������I�U�H�H�������R�U�������U�H�G�X�F�H�G�������S�U�L�F�H�������P�H�D�O�������E�H�Q�H�I�L�W�V�����¬

● �)�D�P�L�O�L�H�V�������D�U�H�������H�Q�F�R�X�U�D�J�H�G�������W�R�������S�U�H���S�D�\�������I�R�U�������P�H�D�O�V�������D�Q�G�������P�R�Q�H�\�������L�V�������D�F�F�H�S�W�H�G�������L�Q�������W�K�H�������V�F�K�R�R�O���¬
�R�I�I�L�F�H�������G�D�L�O�\�������I�R�U�������S�D�\�P�H�Q�W�V���������3�D�\�P�H�Q�W�V�������D�U�H�������D�O�V�R�������D�F�F�H�S�W�H�G�������R�Q�O�L�Q�H�������L�Q�������W�K�H�������I�D�P�L�O�\�������S�R�U�W�D�O�����¬
�: �U�L�W�W�H�Q�������Q�R�W�L�I�L�F�D�W�L�R�Q�������R�I�������S�U�H�S�D�\�P�H�Q�W�������R�S�W�L�R�Q�V�������R�F�F�X�U�V�������D�W�������W�K�H�������E�H�J�L�Q�Q�L�Q�J�������R�I�������H�D�F�K�������V�F�K�R�R�O���¬
�\�H�D�U���������L�V�������J�L�Y�H�Q�������W�R�������H�D�F�K�������Q�H�Z�������W�U�D�Q�V�I�H�U�������V�W�X�G�H�Q�W���������L�V�������S�R�V�W�H�G�������R�Q�������W�K�H�������)�R�R�G�������6�H�U�Y�L�F�H�������Z�H�E�V�L�W�H�����¬
�D�Q�G�������L�V�������L�Q�F�O�X�G�H�G�������L�Q�������W�K�H�������V�W�X�G�H�Q�W�������K�D�Q�G�E�R�R�N�����¬

● �)�D�P�L�O�L�H�V�������Z�L�O�O�������E�H�������Q�R�W�L�I�L�H�G�������R�I�������W�K�H�������V�F�K�R�R�O�������8�Q�S�D�L�G�������0 �H�D�O�������&�K�D�U�J�H�������3�R�O�L�F�\�������L�Q�������Z�U�L�W�L�Q�J�������E�H�I�R�U�H���¬
�W�K�H�������V�F�K�R�R�O�������\�H�D�U�������E�H�J�L�Q�V�������D�Q�G�������Z�L�W�K�������H�D�F�K�������Q�H�Z�������W�U�D�Q�V�I�H�U�������V�W�X�G�H�Q�W���������7�K�L�V�������S�R�O�L�F�\�������Z�L�O�O�������D�O�V�R�������E�H���¬
�S�R�V�W�H�G�������R�Q�������W�K�H�������)�R�R�G�������6�H�U�Y�L�F�H�������: �H�E�V�L�W�H�����¬

● �0 �R�Q�W�K�O�\�������H�P�D�L�O�������Q�R�W�L�F�H�V�������Z�L�O�O�������E�H�������V�H�Q�W�������W�R�������S�D�U�H�Q�W���J�X�D�U�G�L�D�Q�������I�R�U�������D�O�O�������V�W�X�G�H�Q�W�V���������7�K�H�V�H�������Q�R�W�L�F�H�V���¬
�Z�L�O�O�������L�Q�F�O�X�G�H�������W�R�W�D�O�������D�P�R�X�Q�W�������G�X�H�������R�U�������D�F�F�R�X�Q�W�������E�D�O�D�Q�F�H���������L�W�H�P�L�]�H�G�������F�K�D�U�J�H�V�������I�R�U�������%�U�H�D�N�I�D�V�W�����¬
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