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MISSION STATEMENT 
The mission of the University Preparatory Charter School for Young Men is to 

establish a culture that celebrates diversity and where all boys thrive 
academically and holistically. University Prep develops this culture through small 

classes, student empowerment, personalized attention from teachers and school 
staff, and a consistent focus on successful instructional outcomes. University Prep 

provides opportunities and experiences that balance the academic, social, 
physical, and creative development of young men.  Consistent emphasis is placed 

011 preparations for life after high school, a 100% graduation rate and all 
students being college or work- place ready. 
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Student Recruitment. Selection. and Enrollment Policies 
 

The school will post a public announcement of the annual application process and deadlines on the 

School Website, in the Democrat and Chronicle newspaper, and through public service announcements 

on radio stations in January. The grade levels with available seats will be included in the 

announcements. At least one Recruitment Open House will be held for interested families. The 

President will arrange for a recruitment presentation at any community event upon request including 

local elementary schools. Each local elementary charter school will be asked to distribute recruitment 

materials to their enrolled families. Families will be permitted an opportunity upon request to tour the 

school while in session. 

 
Application materials will be distributed to any family upon request.  In addition, all application 

materials will be posted on the School Website for access to interested families. The following 

information is required in order for the application to be complete and accepted. Other data may be 

requested by the school if the data is related to a risk-factor used for enrollment purposes in accordance 

with the Charter. Required data is waived for homeless children in accordance with the McKinney- 

Vento Act. 

o Student name, address, and phone number, date of birth, and the student identification 
number at the current school 

o Names and addresses of parents or legal guardian 
o Name and address of current school 
o Grade next year 
o Name of any currently enrolled brother or sister in the school 

 
 

Selection 

Completed applications are due in the School Office by 4:30 on April 1st, If April 1st does not fall on a 

school business day, the applications are due by 4:30 on the next school business day after April 1st, 

only those completed applications received by the school by the deadline will be placed in the annual 

selection lottery. Applications received after the deadline will be time stamped and placed on a waiting 

list to be considered in order of receipt after the lottery list is exhausted. 

 
The lottery list will consist of all of the completed applications submitted on time.  There will be a 

lottery list for each grade level where vacancies exist as identified in the recruitment announcements. 

 
The lottery will be held at 5:00 p.m. on the day that the applications are due. The Board President or 
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CEO will chair the meeting and conduct the lottery in accordance with Charter Institute regulations.  

The lottery is public, and all applicants will be informed of the date, time, and location of the lottery.  

All Board of Trustee members will be invited to attend. Notice of the lottery will be posted in 

accordance with the public notification requirements of the Open Meetings Law. 

  All completed applications will be drawn during the lottery and ranked in accordance with the sequence 

  of the applications drawn. For example, if there are 120 completed applications, then each application 

will be     

  drawn randomly and ranked 1 through 120. There will be a ranked list for each grade level. 

 

Applicants of siblings currently enrolled in the school will be automatically selected before the lottery 

is conducted. The number of vacant seats will be reduced accordingly. The CEO shall reserve the 

number of seats at each grade level projected to be needed for current students who will not be ready 

to move to the next grade level program. The remaining number of vacant seats at each grade level for 

placement from the lottery will be announced. 

 

The remaining seats will be filled by students on the ranked list. They will be accepted in rank 

order from the lottery list. 

 

When all available seats have been filled, the remaining ranked lottery list becomes the waiting list 

and is valid through the following school year 

 
Enrollment 

 
Once selected, the student and family must complete all of the necessary enrollment forms and submit 
required documents. The student and family will be given a reasonable period of time to complete the 
enrollment forms and submit the documents. 

 
After the deadline for completion of the enrollment information, if the students and family have not 
completed and submitted all required forms and documents, the parent or guardian will be sent a 
certified, receipt verified letter requesting that all enrollment requirements be completed within fifteen 
(15) calendar days or the selection of the student will be voided. If the enrollment requirements are 
then not completed, the selection of the student will be voided and the parent/guardian will be notified 
by certified, receipt verified letter. 

 
Students' current school districts will be notified of enrollment when all required forms and 

documents are submitted, and the enrollment process is completed. 
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Selection Appeal 

 
The parent or guardian of any applicant may appeal the non-selection of their child directly to the 

Board of Trustees. The parent or guardian will be given a form to complete and mail to the Board 

Secretary. 

The form must include the name of the student; the name and contact information for the parent or   

legal guardian, and a brief explanation of the reason for the appeal.  Within 10 days of receipt of the 

letter, the Board President shall appoint three (3) Board of Trustee members to meet with the parent 

or legal guardian to review the appeal.  The CEO will attend the meeting. 

 
After meeting with the parent/legal guardian and the CEO, the three {3) Board members will 

recommend by majority vote to the full Board a disposition for the appeal. The Board must approve the 

recommended disposition. The Board can only vote on a recommendation from the {3) Board members. 

Instruments of Implementation 

 
This policy will be posted on the School's Website. 

 
The CEO will develop and submit in January to the Board for their information a detailed annual 
recruitment plan. Beginning in January, the CEO will report to the Board at its monthly regular meeting 
recruitment and application data. 

 
The CEO shall develop and publish for distribution at the annual lottery, detailed procedures and 
timelines for the selection and enrollment process. 

 
Policy Review 

 
The CEO will recommend to the Board revisions in this Policy after the completion of each recruitment, 
selection, and enrollment cycle based on an assessment of the completed process. 
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2021 – 2022 SCHOOL CALENDAR 
 
 
 
  
 

 



University Prep Charter School for Young Men 2021-22 Student Family Handbook 
 

 

7 

2021-22 Timeline for  
Student Academic Reporting 

  
1st Quarter 5-Week Report 
Wednesday, September 8, 2021 (First day of school) 
Friday October 8, 2021 
Sent home by October 15, 2021 
 
1st Quarter Report Card 
Wednesday, September 8, 2021  
Friday, November 12, 2021 
Sent home by November 29, 2021 
 
2nd Quarter 5-Week Report 
Monday, November 15, 2021  
Friday, December 17, 2021 
Sent home by December 23, 2021 
  
2nd Quarter Report Card 
Monday, November 15, 2021  
Friday, January 28, 2021 (Exam week starts on January 25) 
Sent home by February 4, 2021 
  
3rd Quarter 5-Week Report 
Monday, January 31, 2022  
Friday, March 11, 2022 
Sent home by March 18, 2022 
  
3rd Quarter Report Card 
Monday, January 31, 2022  
Friday April 8, 2022 
Sent home by April 15, 2022 
  
4th Quarter 5-Week Report 
Monday, April 11, 2022 
Friday, May 20, 2022 
Sent home by May 27, 2022 
  
4th Quarter Report Card                                                                              
Monday, April 11th, 2022 
Tuesday, June 21, 2022 (Last day of classes is June 13) (Exams start June 14) 
Sent home by June 28, 2022 
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        University Preparatory Charter School for Young Men 

                                        2021-2022 Board Member Directory 
 

Dr. Edward Yansen 
Board President 
Edward.Yansen@uprep.org 
 
Thomas Green 
Treasurer 
Thomas.Green@uprep.org 
 
Sharon Delly 
Secretary 
Sharon.Delly@uprep.org 
 
Najmah Abdulmateen 
Board Member 
Najmah.Abdulmateen@uprep.org 
 
Dr. George Bovenzi 
Board Member 
George.Bovenzi@uprep.org 
 
 

Dr. Rachel Santiago 
Board Member 
Rachel.Santiago@uprep.org 
 
Wandah Gibbs 
Board Member 
Wanda.Gibbs@uprep.org 
 
David Shakes 
Board Member 
David.Shakes@uprep.org 
 
Larry Ellison 
Board Member 
Larry.Ellison@uprep.org 
 
Lynette Froula 
Board Member 
Lynette.Froula@uprep.org 
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         Staff Directory 
 

LAST 
NAME 

FIRST 
NAME DEPARTMENT   LAST NAME FIRST 

NAME DEPARTMENT 

Bartolis Jesse English   Galemore Greg Social Studies 

Bird Jamie English   Goerke Darlene Cafeteria 

Bogart Corey Science   Gravesandy Shaniqua Custodian 

Bonanno Steve English   Harris Tracy Director of CTE 

Booker London MS Counselor   Hastings Lauren Special Education 

Brady Alanna ESOL/English   Higdon Rayvon IT Teacher 

Broccuto Stacey Math   Hines Elizabeth 
RCSD SPED 
Support 

Buchko Laurie SPED Coordinator   Howell Rob Social Studies 

Buckner Melanie Science   Hunter Kimberly English 

Burger Letisha Cafeteria   Jacobs-Williams Cynthia Special Education 

Burgess Jerome Science   Johnson Shamar Building Sub. 

Bussani Gianni Tech Teacher   Klein Kevin HS Principal/CAO 

Carter Lorenzo Paraprofessional   Kluchko Marelyn Spanish 

Coleman Gerald 
Security/Building 
Sub.   Korherr Bonnie Special Education 

Collins Mario 
Security/Building 
Sub.   Larkin Walter CEO 

Cox Cory 
Physical 
Education   Lee Malcolm Athletic Director 

Crouch Jerice 
7th Grade Level 
Manager   Lewis Cam COO 

Dankert Sara Art   London-Hill Kevon 
11th Grade Level 
Manager 

DelGrego Tracy MS Principal   McGee Issac Math Teacher 

Dries Gregory Social Studies   Mehremic Adela Business Manager 

Elmendorf Adryanna English   Miller Paula Special Education 

Francis 
Dante-
Ezekiel 

Physical 
Education   Miller Raheem Director Math/S&S 
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Staff Directory (Con’t) 
 

LAST 
NAME 

FIRST 
NAME DEPARTMENT   LAST NAME FIRST NAME DEPARTMENT 

Muller Kathleen Spanish   Topel Erin SPED 

Mustafic Emin Custodial   Toth Joseph Math 

Patmon Willie SPED Teacher   Van Allen Michael Music 

Peavy Jamaal Dir. of St. Support   Williams Sr. Jeenathan 10th GLM 

Perkins Michael 9th GLM   Winter Fayne Math 

Pollock Gary Math   Yansen Duane 8th GLM 

Prince Adam Machining   York Megan Human Resources 

Quatela Brenda Cafeteria   Young Damian Social Studies 

Richards Terrance Building Sub.   Young Isiah Social Studies 

Richardson Danielle Clerical       

Santos Alberto Culinary/CTE   *GLM Grade Level Manager 

Schenk Frances Science/Forensics      

Schudel Mike Math      

Schultz Janine Science      

Scott William Custodian      

Smith Brian 
Security/Building 
Sub.      

Stewart Demond 12th GLM      

Stiner Elisabeth Health      

Story Carol Clerical       

Sullivan Connor Social Studies      

Taylor Christopher HS Counselor      
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Policies and Procedures 

Attendance, Absences, and Tardiness 
 

It is vital to your child's education to be on time on a regular basis. Regular attendance provides 
each child with continuity in the educational process. Helping children establish regular attendance 
patterns during school years can have a positive influence on the attendance patterns they establish 
as adults in the work force. Please be aware that poor attendance will jeopardize your child's 
placement at U Prep Rochester for the following school year. That is, students with irregular 
attendance (including frequent tardiness) will not be guaranteed a spot for the next school year. 
Student who are constantly late/absent cause our school to lose part of its funding from the state. 
This impacts our ability to provide books and services to our families. 

Daily Absents 
 

When a student is absent from school, parents must contact the school. If the office does not receive 
a call about your child's absence by 9:30am, you will receive a robo call from a staff representative. 
Every attempt will be made to reach someone who knows whether the child was sent to school. It is 
imperative for the school to know that all students who were sent to school arrive safely. This is a 
safety issue, and everyone's cooperation is vital. 

Tardy to School and Class 
 

Like absences, tardiness can be quite disruptive to your child's education. It also causes the entire 
class to lose instructional time when a child arrives late. Please help your child arrive at school on 
time daily. Students who arrive after the 8:15 AM bell rings must enter the building through Exit 4 
until 9:00 am to sign in and receive a late pass before going to his classroom.  After 9:00 am, 
students will enter building at Exit 1. 

Procedures for Record Keeping 
 

All teachers (this includes teachers of elective classes) will take attendance for every class they 
teach. When the tardy bell rings, teachers will immediately close the classroom door. Late students 
are to report to the House Office and get a tardy/late slip to be admitted to class. 
Students are to go directly to the House Office. Students may not go to any other teacher to ask for 
a pass to class. Teachers will record daily attendance, including tardiness, and present these records 
when meeting with parents. 

Tardy Policy for U Prep Rochester 
 

The students have been given time to take care of personal needs before class begins. The students 
are given 3 minutes of time between classes to go to the restroom and/ or their lockers. 
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Students are required to be in their seats when the bell rings: this helps each teacher with classroom 
management and helps the students to be prepared for class. 

Excusing Students from School 
 

Students must have prior written consent of the parent or guardian in order to leave the school 
grounds during regular school hours. Notes for early dismissal of students for the purpose of 
doctor or dentist appointment are required; however, we do hope you will make every possible 
effort to avoid medical and dental appointment during school hours. Parents must sign students out 
at the Main Office in all cases of early departure. Only persons listed on a child's registration card 
will be allowed to sign him out. Therefore, it is extremely important that the parents keep the 
child's registration card updated at all times. 

Philosophy 
 

The purpose of this policy is to ensure students attend school and classes on a regular basis to 
achieve academic success. Regular uninterrupted instruction, classroom participation, and 
interaction with classmates are essential to the educational success and grade promotion of students 
at U Prep Rochester. We will monitor and enforce policies that mandate regular school attendance. 

We believe that school is students work. It is our goal to develop students into responsible, 
dependable adults who exhibit punctuality and promptness in their daily lives. Regular school and 
class attendance lay the foundation for future expectations that will positively affect U Prep 
students in their public and private lives. 

Exceptional Education 
 

Procedures and policies governing English as a Second Language (ESL) and students with 
disabilities according to IDEA and/or Section 504 of the Rehabilitation Act of 1973 shall take 
precedence over this attendance policy whenever an application of this policy would conflict with 
the legal rights specially provided to such students. 

Notification of Excessive Absences 
 

The parent will contact the school each time the student is absent from school. Efforts will be made 
to contact the parent/ guardian or custodian when a student is absent from class and the parent has 
not contacted the school. The parent will be informed to the need for regular attendance. 

Students with chronic absences or excessive tardiness will be placed on attendance contracts. 
 

Changing Student Information & Contact Information 
 

It is essential that parents inform the school of correct home and business addresses and telephone 
numbers. This is important for emergencies and for school records. This also includes unlisted numbers. 
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Your privacy will be respected. 

Permission for Fieldwork 
 
Due to the frequency of students working in the community on various projects, it is not feasible 
to send a permission slip home every time a student is off campus. Part of the orientation process 
is the completion of standing permission slip for fieldwork. Any overnight trips and selected day 
trips require specific permission slip to be completed. 

Personal Property 
 
U Prep is not responsible for safeguarding student's personal property. Students should leave items 
not required for educational or after school activities at home. 

Telephone Use/ Cellular Phone/ Electronic Device Policy 
 
The office telephones are for office and teacher use only. Students must get permission before using 
the phone. 

U Prep has determined that cellular phones have limited to no educational value and their use may 
create a distraction to the learning environment. 

Homework 
 

At U Prep homework is not intended to be "busy work." Homework affords students the 
opportunity to practice using the concepts of that days in-class work and prepare for the next class 
meeting. Students are expected to complete all assigned homework. 

Cheating & Plagiarism 
 

Plagiarism is to use and pass off the ideas or writing of another as ones' own. Cheating includes 
copying another's assignment or allowing someone else to copy your assignment. 

Plagiarism is considered a serious academic offense at U Prep. For a first-time offense, the student 
will be allowed to redo the assignment. For all subsequent offenses the student will receive a "No 
Credit" on the assignment and will not have the opportunity to redo the assignment. 

If a student is caught cheating during an exam, he will receive a "No Credit" for the assignment 
and not have the opportunity to redo the exam. 

Other consequences for both cheating and plagiarism may include suspension or expulsion. 
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U Prep Rochester School Uniform/Dress Code 
2021 - 2022 School Year 

 
Students are to adhere to the following appropriate dress code: 

 
• White/blue dress shirt (short or \long sleeve), no other color is acceptable. 

• Black, Khaki, or Navy color slacks (No jeans). 

• Appropriate tie, any color or design 

• Dress shoes, or sneakers. 

• On Fridays, students will be allowed to wear UPrep-Issued Polo Shorts (Students 
will receive them from the school) 

 
On the day your son has Physical Education class, he must change into:  

• Shorts 
• T-Shirt 
• Sneakers 
• He must secure his belongings in a locker while participating in P.E. class 
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Discrimination Policies 

Non- Discrimination and Zero Tolerance Policy 
 

U Prep is committed to providing a safe and orderly environment where students can achieve 
academic success. A practice violating the school policy is entirely unacceptable and any student 
who engages in such activity will be removed from the school for a length of time determined by 
the CEO. Students and their families have the right to attend a safe school, and U Prep will have 
no tolerance for any form of discrimination, harassment or intolerance. 

Harassment 
 

U Prep will take an assertive and active role in protecting its students and staff from harassment. 
Harassment in any form will not be tolerated on school grounds, at school- sponsored events or 
activities, or while traveling to and from school or school sponsored events or activities. 

Harassment on the basis of race, national origin, religion, age, sex, sexual orientation and/or 
disability includes: 

a) Unsolicited remarks and/ or verbal comments 
b) Gestured and/ or physical contact 
c) Display or circulation of written materials or pictures derogatory to either gender or to 

racial, ethnic, religious, age, sexual orientation or disabled individuals or groups. 
d) Unwanted sexual attention from peers, subordinates, supervisors, clients or anyone the 

victim may interact with in order to fulfill school or job duties. 
e) Pressure (subtle or otherwise) for sexual activity. 
f) Leering, pinching, patting and other forms of unwanted touching 
g) Rape and attempted rape 

If a person (staff or student) believes he or she is being harassed, he or she should: 
 

a) Immediately inform the harasser that the behavior is offensive and request that it stop. 
b) Or if that is not possible, report such behavior to the appropriate person (staff should report 

the offence to the CEO, students report to the House office Coordinator or Principal). 
Students are also encouraged to tell their parents. 

Reports of harassment will be kept confidential, to the extent permitted by law. Once a staff member 
receives a complaint, she/he must document the incident in writing, and give it to the CEO within 
one workday. The CEO will have the authority and the responsibility of ensuring that complaints 
are addressed immediately. The CEO will review all complaints and document and maintain all 
records of harassment. Any person who, after investigation, is found to have committed any act of 
harassment toward a student or staff member will be subject to disciplinary action or termination of 
employment. 
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The University Preparatory 
Charter School for Young Men 

 
Code of Conduct 

 
 
We believe that all students who come through the University Preparatory Charter School for 
Young Men will leave us feeling useful to themselves, their families and their communities; they 
will feel productive and capable. We expect good and productive behavior from all of our students 
and have designed our school so that problems are not likely to occur. However, we recognize that 
not everyone will behave perfectly all the time and that occasionally some students will test the 
boundaries that have been established. In this case, actions will be taken depending on the type of 
misbehavior. In all cases, thorough investigations will be conducted. 

 
Students Disruption of Educational Process 
Students at U Prep enjoy the right to quality education, free from unnecessary disruptions and 
distractions. Everyone in the U Prep community including students, parents, faculty and staff share 
in the responsibility of maintaining a respectful campus environment. 
Some examples considered as disruptions of learning are: 

• Students not performing assigned tasks 
• Students exhibiting behavior that interferes with the teacher’s efforts to teach or another 

student’s effort to learn 
• Students speaking out in inappropriate times 
• Students moving around classroom inappropriately 

 
The faculty or staff member immediately responsible for the situation will determine what 
constitutes disruptive or distracting behavior. 

 
At the beginning of each school year or term, both teachers and students will work together to 
establish classroom procedures and expectations, and these will be expected to be followed by all 
participants in the classroom. Students will be given the opportunity to sign a "Student Contract" 
that signifies their agreement with the rules of the particular learning community. 
Infractions of U Prep school policy will result in appropriate consequences and will be handled by 
school personnel. 

 
 
 

 
 
 



University Prep Charter School for Young Men 2021-22 Student Family Handbook 
 

 

17 

Discrimination Policies 
 

Non- Discrimination and Zero Tolerance Policy 
 

U Prep is committed to providing a safe and orderly environment where students can achieve 
academic success. A practice violating the school policy is entirely unacceptable and any student 
who engages in such activity will be removed from the school for a length of time determined by 
the CEO. Students and their families have the right to attend a safe school, and U Prep will have 
no tolerance for any form of discrimination, harassment or intolerance. 

Harassment 
 

U Prep will take an assertive and active role in protecting its students and staff from harassment. 
Harassment in any form will not be tolerated on school grounds, at school- sponsored events or 
activities, or while traveling to and from school or school sponsored events or activities. 

Harassment on the basis of race, national origin, religion, age, sex, sexual orientation and/or 
disability includes: 

a) Unsolicited remarks and/ or verbal comments 
b) Gestured and/ or physical contact 
c) Display or circulation of written materials or pictures derogatory to either gender or to 

racial, ethnic, religious, age, sexual orientation or disabled individuals or groups. 
d) Unwanted sexual attention from peers, subordinates, supervisors, clients or anyone the 

victim may interact with in order to fulfill school or job duties. 
e) Pressure (subtle or otherwise) for sexual activity. 
f) Leering, pinching, patting and other forms of unwanted touching 
g) Rape and attempted rape 

 
If a person (staff or student) believes he or she is being harassed, he or she should: 

 
a) Immediately inform the harasser that the behavior is offensive and request that it stop. 
b) Or if that is not possible, report such behavior to the appropriate person (staff should report 

the offence to the President, students report to the House office Coordinator or Principal). 
Students are also encouraged to tell their parents. 

Reports of harassment will be kept confidential, to the extent permitted by law. Once a staff member 
receives a complaint, she/he must document the incident in writing, and give it to the CEO within 
one workday. The CEO will have the authority and the responsibility of ensuring that complaints 
are addressed immediately. The CEO will review all complaints and document and maintain all 
records of harassment. Any person who, after investigation, is found to have committed any act of 
harassment toward a student or staff member will be subject to disciplinary action or termination of 
employment. 
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Teaching and Conflict Resolution 
 

Teaching and modeling positive behaviors are the primary approaches to discipline at U Prep. U 
Prep has adopted and promotes a particular culture of learning and set of values. This culture 
provides the foundation for individual classrooms to develop their own set of behavioral 
expectations. This self-governing model teaches many positive behavioral traits on a daily basis 
through countless interactions among students, between students, and teachers. 

 
Conflicts arise within any community. Conflict resolution is in an area of the school environment 
that is crucial to the ongoing positive nature of our program. As a rule, all members of our 
community will attempt to use conflicts as a springboard to teach new and better behaviors. 

 
Aggressive or disruptive behavior may happen for variety of reasons and in a variety of school 
settings. In line with our educational philosophy, these behaviors will be handled in a variety of 
ways that will integrate the needs of the child while teaching and modeling the desired outcome. 
Whenever possible those involved are invited to actively participate in the conflict resolution. Our 
goals are to protect each person's rights, and to help each person learn to make wise choices. 

 
Expectations of Conduct 

 
Students and staff will create classroom expectations. U Prep firmly resolves that all students have 
the right to learn in an environment that is safe, promotes learning and is free from distractions. The 
school shall enforce provisions of the code of conduct and discipline so that students demonstrating 
unacceptable behavior and their parents understand that such behavior shall not be tolerated and 
shall be dealt with according to the code and requirements of law. 
The rights of the rest of the student body to an education free from disruptions may cause U 
Prep personnel to remove disruptive students from the learning community for a period of 
time. 

 

Students are expected to conduct themselves in keeping with their level of maturity and 
development, acting with proper regard for teachers and others acting in a supervisory role, respect 
the educational purposes underlying all school activities, respect the widely shared use of school 
property, and acknowledge the rights and welfare of other students. 
Conduct that disrupts or threatens to disrupt the operation of the school, that interferes in any way 
with the public or private rights of other students or citizens, that threatens or endangers the health 
or safety of any person, or that damages property will not be tolerated and will result in immediate 
disciplinary action and consequences. Possible consequences are listed below. 

 
Misbehaviors (not meant as a comprehensive list) Examples 

• Not following classroom rules 
• Interrupting, talking out of turn when asked to be silent 
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• Not paying attention in class 
• Being out of one's seat without permission during class 
• Rudeness, negative body language 
• Eating candy or chewing gum during class, in the halls, or on the field work 
• Having a hat in your possession during instructional hours inside the school building 
• Name-calling, teasing, or bullying 
• Being late to class 
• Disobeying a staff member (Insubordination) 
• Being rude to an audience member or being rude on field work 

 
Major Misbehaviors (not a comprehensive list) Examples 

• Cursing or using obscene language or gestures 
• Throwing food 
• Disrupting the hallways, running, making noise, abusing pass privileges 
• Being in areas that are off- limits 
• Refusing to leave a classroom when asked 
• Failure to report to your designated House Advisor 
• Chronically disrupting others learning 
• Verbal harassment, including racial, ethnic, or sexual slurs or negative remarks 

about someone's family member, Threating a student or staff member 
• Disobeying, disrespecting, or being insolent towards a teacher, member of the 

staff, custodian, or visitor 
• Leaving building without permission 
• Leaving class without permission 
• Refusing to identify oneself to a staff member 
• Bullying or intimidating others 
• Bringing an unauthorized guest to school 
• Defacing our school building 
• Bringing obscene literature and/ or pictures 
• Forging a parent's signature 
• Chronic tardiness to school 
• Failure to report after school when told to do so by any teacher 
• Selling things without permission 
• Use of personal stereos, beepers, cellular phones, Gameboys, toys, gum, and other 

items that distract students from learning 
• Violating the schools dress code 
• Inappropriate use of the internet 
• Breaking bus rules 
• Any action between school and home that endangers your safety, or the safety of 
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others 
• Stealing or Vandalism 
• Cheating, plagiarism, or copying work 

 
Consequences of Infractions:  Moderate to Severe 

 
A student's misconduct at U Prep will result in appropriate consequences for the student. Depending 
upon the severity of the misconduct as judged by U Prep personal, consequences may include any 
of the following. 

This is not meant as a rigid continuum. 
 

• Consequences given immediately without family notification. 
Options for consequences may include short term use of the following: a short time out 
period, a period of time in the Grade Level House Office, where students work alone, or 
one-on-one supervision in another setting with Grade Level Manager. 

 
• Consequences given immediately with family notification. 

Options for consequences may include short term use of the following: A short time out 
period, a period of time in another setting with our Grade Level Manager, where students 
work alone or with one-on-one supervision in another setting by the school Principal.  In 
addition, there may be a peer mediation and/or intervention by a teacher.  Student may be 
sent home per parent agreement.  Student may return after parent conference is completed. 

 
• Community Service to the school or larger community may be appropriate 

consequences for misconduct, especially in cases of vandalism, graffiti, damage or 
disrespect to property, etc. 

 
• Individual Behavior Plan After previous visits to the Grade Level Manager, or when 

the teachers deem a student could benefit, student will work with the teacher to design an 
individual behavior plan (a copy of which will be sent home for parent/ guardian review).   
Families will be called at this point. 

 
This plan can be reinstated at any point after its bi-monthly reevaluation, if it works to 
help the student behave better. This individual behavior plan will include behavioral 
guidelines written together by the teacher and student and may include a more structured 
learning environment, less free time, independent work time for individual subjects, time 
with the Grade Level House Manager. 

 

Student may be sent home per parent agreement.   
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Suspension from school is not a desired outcome at U Prep and we hope the following steps 
will take place to avoid any suspension from school: 

 
1) Classroom teachers and all staff are expected to, in most cases, take pro-active steps if 

they see a problem developing and stop the situation from escalating. 
2) If your child is in a co-teaching classroom, one of the teachers can take your son out of 

the classroom, to calm him down, re-direct him and get him back in the classroom to 
continue instruction 

3) If this is not successful, he is to be escorted to the grade level office/manager. 
4) If your son is in a single-teacher classroom, he will be directed to the grade level office 

immediately. We do not want anything to escalate into a serious issue. 
 
Grade-Level Manager will know your son very well and will do one or more of the following: 

 
1) Counsel with your son, re-direct him and get him re-focused and back into class 
2) Call home and include the home in calming your son down, re-focusing and getting him 

back into class. 
3) Send your son home for the remainder of the day and set up a meeting with the family and 

your son to resolve the situation and get him back into class and school as soon as possible. 
 

Our goal is always to use all the strategies above and any other creative strategy to avoid 
suspending any student from school and keeping all in our learning environment. 

 
In the case of a serious issue that would warrant a suspension from school - we will exercise our 
right to: 

1) Alternative PM School 
2) A short-term suspension (1 to 5 days duration) 
3) A long-term suspension which would require a hearing presided over by the CEO or a 

designated officer of U Prep 
 
Ultimate disciplinary action and authority lies with the Executive Officers of the school.  The process 
intends to be instructive, not punitive in nature. Serious or repeated infractions will result in a parent/ 
teacher/student conference and consequences may be as serious as suspension or expulsion. For incidents 
warranting such consequence’s parents/ guardians will be notified by a phone call or in writing. 
 
 
Code of Conduct for Students with Disabilities  
UPrep shall implement the following disciplinary policy procedures with respect to 
students with disabilities. 

If a student violates U Prep's discipline code and is being considered  for a suspension or 
removal, U Prep must ensure the following due process protections are provided to the 
student and the student's parent(s) or guardian must be provided with a written notice, and 
a follow-up telephone call if possible, within 24 hours of the incident leading up to the 
suspension which describes the basis for the suspension and explains that the parent or 
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guardian has the right to request an informal conference with the CEO and appropriate 
staff to discuss the incident and question any complaining witness against the student. For 
suspensions in excess of 5 consecutive school days, a written notice and a follow-up 
telephone call will occur, describing the basis for the proposed suspension, and explaining 
that the student has an opportunity for a fair hearing conducted by the CEO or designated 
officer of the school at which the student will have a right to question any witnesses on his 
behalf. Where possible, notification must also be provided by telephone. For any student 
of compulsory school age, U Prep must provide alternative education to the student during 
the suspension as set forth below, including any special services required by the 
Individualized Education Program prepared by the students' CSE of their district in which 
U Prep is located. 
Final determination on a suspension or removal of a student, following due process, shall 
be made by the CEO. 

In addition to the above, there are additional procedures and protections that apply to 
students with disabilities including: 

• The provision of a free and appropriate education to students who are suspended or 
removed for disciplinary reasons for more than 10 school days in a school year, 
this includes a teacher going to the student's home or the student coming to U Prep 
during or after the scheduled school day to receive the required instruction 
according to the IEP. 

• The responsibility of schools to address behaviors that result in suspensions or 
removals for more than 10 school days in a school year (functional behavior 
assessment and behavioral intervention plans) 

• The determination of the relationship between the behavior and the student’s 
disability when a suspension or removal would result in a disciplinary change of 
placement (manifestation determination) 

• Providing the parent of the student a copy of the procedural safeguards notice 
(special education rights) whenever a disciplinary action will result in a 
disciplinary change in placement which is a removal for more than 10 consecutive 
school days. 

• An expedited process to resolve disagreements between parents and school 
regarding certain disciplinary actions 

• Protections for students who are not classified when a parent asserts that U Prep had 
knowledge, prior to the behavior that resulted in the disciplinary action, that the 
student was a student with a disability 

• Expedited evaluations of students suspected of having a disability during the 
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time the student is suspended. 
 

U Prep has the authority to suspend or remove students with a disability to interim 
alternative educational settings for up to 45 days for offenses relating to illegal drugs, 
controlled substances, weapons, or where the student represents a safety concern. In 
instances when U Prep maintains that it is dangerous for a student to remain in his current 
educational placement, U Prep can request an expedited due process hearing to move the 
student to an interim setting. U Prep can remove a student with a disability from his or her 
current placement, when necessary, even though the student had previously been removed 
earlier in the school year as long as the removal does not constitute an instructional change 
in placement. 

U Prep will work closely with the committee on special education to establish clear 
guidelines for communication and decision-making on disciplinary matters. 

In addition to the discipline procedures applicable to all students, the following procedures 
are applicable to students with disabilities. {A student not specifically identified as 
having a disability but whose school district in which U Prep is located or charter 
school, prior to the behavior, which is the subject of the disciplinary action, has a 
basis of knowledge-in accordance with 34 CFR 300.527(b)- that a disability exists may 
request to be disciplined in accordance with these provisions.} U Prep shall comply 
with sections 300.519- 
300.529 of the Code of Federal Regulations (CFR) and the following procedures, except 
that in the event that the following procedures are inconsistent with federal law and 
regulations such federal law and regulations shall govern. 

U Prep shall maintain written records of all suspensions and expulsions of students with a 
disability including the name of the student, a description of the behavior engaged in, the 
disciplinary action taken, and a record of the number of days a student has been suspended 
or removed for disciplinary reasons. 

 
Students for whom the Individualized Education Plan (IEP) includes a Behavior 
Intervention Plan (BIP) will be disciplined in accordance with the BIP.  If the BIP appears 
not to be effective or if there is a concern for the health and safety of the student or others if 
the BIP is followed with respect to the infraction, the matter will be immediately referred to 
the committee on special education (CSE) of the student's district in which U Prep is 
located for consideration of a change in the guidelines. 

If a student identified as having a disability is suspended during the course of the U Prep 
school year for a total of eight days, such student will immediately be referred to the CSE 
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of the student's district in which U Prep is located for reconsideration of the student's 
educational placement. Such a student shall not be suspended for a total of more than ten 
days during the U Prep school year without a specific involvement of the CSE of the 
student's district in which U Prep is located prior to the eleventh day of suspension, 
because such suspensions may be considered to be a change in placement. 

In considering the placement of students referred because of disciplinary problems, the 
CSE of the student's district in which U Prep is located is expected to follow its ordinary 
policies with respect to parental notification and involvement. 

U Prep shall work with the district to ensure that the CSE of the student's district in 
which U Prep is located meets within 7 days of notification of any of the following: 

1. The commission of an infraction by a student with a disability who has 
previously been suspended for the maximum allowable number of days. 

2. The commission of an infraction resulting from the student's disability. 
3. The commission of an infraction by a disabled student, regardless of whether the 

student has previously been suspended during the U Prep year if, had such 
infraction has been committed by a non-disabled student, the CEO would seek a 
suspension in excess of 5 days. 
 

U Prep shall ensure that when the suspension or removal of a student with a disability 
will require a disciplinary change of placement, the CSE will be immediately notified 
The CSE can meet its required obligations to: 

1. Convene a CSE meeting within 10 school days to make a manifestation 
determination. 

2. Convene a CSE meeting within 10 business days to develop a plan to conduct a 
functional behavior assessment or review an existing functional behavioral 
assessment or behavioral intervention plan. 

3. Provide the student's parent with a copy of their procedural due process rights. 
4. Work closely with the CSE of the students' district in which U Prep is located in 

determining education services or the interim alternative educational setting 
consistent with the FAPE requirements. 

 

Provisions of services during removal 

Those students removed for a period fewer than 10 days will receive all classroom 
assignments and a schedule to complete such assignment during the time of his or her 
suspension. All assignments will be under the direction of a certified teacher. 
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Provisions will be made to permit a suspended student to make up assignments or tests 
missed as a result of such suspension.  U Prep also shall provide alternative instruction to 
assist the student, so that the student is given full opportunity to complete assignments and 
master the curriculum, including additional instruction, phone assistance, computer 
instruction and/or home visits and one-on-one tutoring. 

During any subsequent removal that, combined with previous removals, equals 10 or more 
school days during the U Prep year, but does not constitute a change in placement, 
services must be provided to the extent determined necessary to enable the student to 
appropriately progress in the general curriculum and in achieving the goals of his or her 
IEP. In these cases, school personnel, in consultation with the student's special education 
teacher, shall make the service determination. 

During any removal for drug or weapon offense {pursuant to 34 CFT 300.520() (2)} 

Services will be provided to the extent necessary to enable the student to appropriately 
progress in the general curriculum and in achieving the goals of his IEP. These service 
determinations will be made by the CSE of the student's district in which U Prep is located. 
U Prep will place students in interim alternative educational settings as appropriate and 
managed by 34 CRF 300.520(a)(2). 
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CSE Meetings 
 
Meetings of the CSE of the student's district in which U Prep is located to either develop a 
behavior assessment plan or, if the student has one, to review such plan are required when: 
(1) the student is first removed from his current placement for more than 10 school days in 
a school year; and (2) when commencing a removal which constitutes a change in 
placement. 

Subsequently, if other removals occur which do not constitute a change in placement, U 
Prep will work with the CSE of the student's district in which U Prep is located to review 
the student's assessment plan and its implementation to determine if modifications are 
necessary. If one or more members of the CSE of the student's district in which U Prep is 
located believe that modifications are needed, then the CSE is expected to meet to modify 
the plan and/or its implementation. 

U Prep ensures that the special education coordinator or special teacher, and the general 
classroom teacher, will attend all meetings regarding their students initiated by the 
committee on special education from the student's home district. These meetings could be 
relating to the development and implementation of behavioral intervention plans, initial 
referrals, change in service, or annual reviews, etc. 

Due Process 
 
Anytime the behavior of a student with a disability constitutes a disciplinary action, a 
Functional Behavioral Assessment (FBA) will be conducted, and a decision will be made 
as to preparing or modifying the behavior intervention plan. These procedures are 
followed each time to ensure that when a behavior incident occurs that a suspension or 
removal of a student with a disability does not constitute a disciplinary change in 
placement, and that the student is not suspended or removed for behaviors related to the 
student's disability as determined by the CSE and other qualified individuals. 

If discipline which would constitute a change in placement is contemplated for any student, 
the following steps shall be taken: 

Not later than the date on which the decision to take such action is made, the parents of the 
student with a disability shall be notified of that decision and provided the procedural 
safeguards notice described in 34 CRF 300.504 

 
Immediately, if possible, but in no case later than 10 school days after the date on which 
such decision is made, the CSE of the student's district in which U Prep is located and 
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  other qualified personnel shall meet and review the relationship between the students’    
  disability and the behavior subject to the disciplinary action. 

If, upon review, it is determined that the student's behavior was not a manifestation of his 
or her disability, then the student may be disciplined in the same manner as a student 
without a disability, except as provided in 34 CRF 300.121(d), which relates to provision of 
services to students with disabilities during periods or removal. 

Parents may request a hearing to challenge the manifestation determination. Except as 
provided below, the student will remain in his current educational placement pending the 
determination of the hearing. 

If a parent requests a hearing or an appeal to challenge the interim alternative educational 
setting or the manifestation determination resulting from a disciplinary action relating to 
weapons or drugs, the student shall remain in the interim alternative educational setting 
pending the decision of the hearing officer or until the expiration of the time period 
provided for in the disciplinary action, whichever occurs first, unless the parent and charter 
school agree otherwise. 
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University Preparatory Charter School for Young Men 
 

INTERNET POLICY 
 
Electronic information research skills are now necessary to prepare students for the future. The 
Board expects that staff will integrate such information throughout the curriculum, as well as 
provide guidance and instruction to students regarding the appropriate use of such resources. The 
staff is responsible for consulting the guidelines for instructional materials contained within, as 
employees, will honor the goals for selection of instructional materials contained therein. 

 
School employees and students are responsible for appropriate conduct on school computer 
networks just as they would be in any democracy. Because others can always view any 
information on the network, general school rules for behavior and communications apply. The 
network is provided for school employees and students to conduct research and to communicate, 
as it relates to school business and learning. School employees and students must sign a 
documentation of agreement before they will be granted access to use the school's network 
service. Students (under age 18) must submit parent permission forms before they will be allowed 
to use the school's network services. 

 
Access to telecommunications is a privilege that will enable school employees and students to 
explore information sources such as libraries, databases, and bulletin boards while 
communicating with others. U Prep Rochester ultimately believes parents and guardians are 
responsible for promoting the positive standards individuals should follow when using 
information sources. Therefore, U Prep Rochester allows each family or individual the privilege 
to decide whether or not to apply for network access. 

 
So that electronic resources will adequately complement the curriculum, school personnel will 
review information resources so that they may offer resources that comply with educational and 
instructional materials. The school's staff will be instructed to offer developmentally appropriate 
guidance to students when they use electronic information resources, such as the Internet. 
Teachers will inform students of their rights as they pertain to the network, before students are 
allowed to access the school's network. 

 

Although most resources will have already been screened, students may be able to access 
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materials that have not been previously viewed by school personnel. Students will be given a list 
of rules and resources that will apply when surfing outside predetermined screened areas. 
Students may access information from the network only if they have a signed parental 
permission form in their cumulative file. Signed permission forms are not transferable and may 
not be shared. 

 
 
ACCEPTABLE AND UNACCEPTABLE INTERNET USE 

 
Using the school's network and computer systems is a privilege and not a right. Staff and students 
may have this right. Staff and students may have this right revoked at any time if they are found 
exhibiting behaviors that violate the school's policies. 

 
Staff and students should use good judgment, as well as exhibit responsible behavior, while using 
the school's network and computer resources. In addition, they are expected to honor the school's 
technology use agreement as signed. Network Administrators reserve the right to review materials 
viewed, created, or transferred by students. 

 
The following are considered inappropriate uses of technology and are not permitted: 

• Using the network to participate in unlawful or unethical activity or to post unlawful or 
unethical materials or information. 

• Violating copyright laws and regulations while using the network. 
• Using the network for non-educational purposes. 
• Destroying or changing computer equipment or network files or resources. 
• Diminishing or vandalizing the work of another user. 
• Using limited resources in a wasteful manner. 
• Using the network to invade the privacy of another person. 
• Using offensive language on the network. 
• Gaining access to unauthorized resources or sites, also known as "hacking." 
• Using the network to post anonymous messages or messages of another without proper 

consent. 
• Using the system to send viruses or messages that may cause the receiver to lose data or 

cause damage to the receiver's system or equipment. 
• Sending chain letter messages to others that may cause congestion on the network, also 

known as "spamming." 
• Using the network to access materials that may be considered damaging or obscene, 

using illegal or unethical standards as set by the community and/or state. 
• Cyberbullying  
• Inappropriate Social Media Comments 
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University Preparatory Charter School for Young Men 
1290 Lake Avenue 

Rochester, NY 14613 
 

FIELD TRIP CONSENT FORM 

 
I hereby consent for my child.  _ 
To take trips as part of the University Preparatory Charter School for Young Men educational 
program. 

 
Our students frequently take walking tours around the neighborhood accompanied by teachers and 
other staff members. In addition to walking trips, students may also be transported by school bus, 
hired vehicles or RTS bus. 

 
In case of emergency during any field trip, I may be reached at the following telephone numbers: 
  or  _ 

 
If I am unavailable, please call  at  _ 

 
Below are listed any medical problems and/or special instructions in case of a medical emergency: 

 
 

 

 

 
 
 
 
 
 

I understand the above and hereby give consent to have my child participate in field trips and under the 
conditions above. 

 
Parent/Guardian 
Signature:  Date:  _ 
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University Preparatory Charter School for Young Men 
Parent's consent to Pupil Participation 

in Clubs, Games and Competitive 
Sports 

 
School: _____     Date: -------------  

To the President: 

I the parent/guardian of  _ 
Hereby permit him to engage in club activities, activities, after-school games, athletics and competitive 
sports, as conducted by the public schools at my risk. If, at any time, I deem that the continuance of this 
permission is inadvisable, I must notify the school CEO in writing. I have read the policy of U Prep 
concerning accidents printed below on this form and agree to allow my child to participate under these 
conditions. 

 
I permit him to receive an athletic physical offered by the RCSD as conducted by the Monroe County 
Health Department if my child is to participate in interscholastic athletic sports or to submit an athletic 
physical from the physician of my choice. 

 
This consent shall be valid as long as my child remains a student in U Prep or until I revoke consent in 
writing to the CEO. 

 
POLICY OF U PREP IN CASE OF ACCIDENTS TO PUPILS OCCURRING IN SCHOOL 
OR ON SCHOOL PROPERTY: 

 
 

Student Signature Parent Signature 
 

MINOR INJURIES: Treatment of cuts, bruises, abrasions, etc., is in general rendered by the Community 
Health Nurse (C.H.N.) of the Monroe County Health Department. In the absence of the nurse, treatment is 
rendered by the Health or Physical Education teacher, school staff or another available person. 
MAJOR INJURIES: Send injured pupil to hospital nearest to the school by ambulance or taxicab. 
Pending its arrival, first aid is rendered by C.H.N. or available person. 
TREATMENT AT HOSPITAL: On arrival at the hospital, medical treatment is rendered by hospital 
staff. Supervision of the case by UPrep ceases. 
NOTIFICATION OF PARENTS: Whenever possible, the parent is notified of an injury to a child, but 
necessary medical attention is not delayed on this account. 
PAYMENT FOR MEDICAL SERVICES IN CASE OF INJURY: In case of injury, it is the 
parent's health coverage, if any, which must be applied to cover medical costs. 

 
This parent permission form must be signed by the parent/guardian and the student and filed 
with the school CEO. The CEO then submits the student's name to the nurse for a physical.
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U PREP EXTRA- CURRICULAR ACTIVITIES 
 
 

RULES AND REGULATIONS 
 
Eligibility 

In order for a student to be a part of a sports team, the student must be passing all of his core 
academic subjects, and or be approved by the Athletic Director/CEO. Students must maintain a 
high level of sportsmanship on and off the playing field. 

Absence from School 
 
A student who is absent from school may not participate in any extra-curricular activity or school-
related activity that day unless the CEO grants specific permission to participate. 

Attendance 
 
Students are obligated to make club advisors and/ or coaches aware, in advance, of any legitimate 
absences from meetings or practices due to religious observation, medical appointment, family 
obligation or illness. 
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.• 

VISITIORS TO U PREP ROCHESTER 
 

Parents and other citizens are encouraged to visit U Prep Rochester to observe the work of students and 
teachers. However, schools must maintain certain limits regarding visitors so that their primary mission of 
teaching and learning can take place effectively. 

 
The following are among the rules for visitors: 

 
• Anyone who is not a regular staff member of U Prep Rochester or student at the school will be 

considered a visitor. 
 

• During school hours all visitors, including Board members must report to the front desk upon 
arrival at school. There they will be required to sign the visitor's register and wait for a U Prep staff 
member to escort them to their destination. The U Prep escort will remain with the visitor for the 
entire visit. 

 
• Visitors who wish to observe a classroom while school is in session are required to arrange 

such visits 24 hours in advance with the classroom teacher (s), so that class disruption is kept 
to a minimum. 

 
• Teachers are expected not to take class time to discuss individual matters with visitors. Meeting 

with teachers should be pre-arranged by phone or through written correspondence. 
 

• All visitors are expected to abide by the rules for public conduct on school property including 
turning cell phones off and refraining from emailing and texting during classroom visits. 
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VISITORS 
 

If you are expecting a visitor to our school, we ask that you complete this form in advance 
and give it to the Main Office. There will be additional forms at the Main Office for your 
convenience. 

Thank you for your cooperation. 
 

Date: _____________________________ 
To:    
From:   
Room: ____________________________ 
Phone Ext.: ________________________ 

(Please print clearly) 
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RE: Visitor Notification 
 
This is to inform you that the following person (s) will be visiting U Prep Rochester and 
let you know who, when and why he/she is visiting. *The visit should be for school-
related purposes only. 

 
Name of visitor(s):    

 
Visiting Whom?  _ 

 
 

When? Day/Date:  _ 

 Reason for visit? ------------------------ 

When my visitor arrives and checks in at the Main Office, please call me for 
verification. Once verification has been made, please have an administrator escort the 
visitor to his/her designated destination. 
(Staff member's signature) 

 
*Please be advised the school CEO reserves the right to refuse admittance of a visitor 
depending upon conditions within the school environment (i.e., the last day before 
vacation, lack of school-related purpose, during exam, etc.). 
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COMPLAINT POLICY 
 
Constructive criticism of the schools will be welcomed by the board when it is motivated by a sincere 
desire to improve the quality of the educational program or to equip the schools to do their tasks more 
effectively. 
 
Whenever a complaint is made directly to the board as a whole or to an individual board member, the 
individual or group involved will be advised to take their concern to the appropriate staff member. 
The board believes that complaints and grievances are best handled and resolved as close to their origin as 
possible, and that staff should be given every opportunity to consider the issues and attempt to resolve the 
problem prior to involvement by the board. Therefore, the proper channeling of complaints involving 
staff, instruction, discipline, or learning materials will be as follows: 
 

1. Teacher (Grade level Manager)  

2. Principal 

3. CEO 

4. Board of Directors 

If a complaint, which was presented to the board and referred back through the proper channels, is 
adjusted before it comes back to the board, a report of the disposition of the matter will be made to the 
board by the CEO. 
 
The board expects the professional staff to receive complaints courteously and to make a proper reply to 
the complainant. 
 
Matters referred to the CEO and/or board is requested to be in writing and should be specific in terms of 
action desired. 
 
Concerns about board actions or board operations are welcome anytime. 
 
 
COMPLAINT RESOLUTION 
 
Step 1: 
The patron will meet with the proper school personnel as outlined in the channeling of complaints 
procedure to resolve the issue. If the issue is not resolved at the lowest possible level, the patron may take 
the complaint to the next level. Whenever a complaint about staff, instruction, discipline, or learning 
materials is received from a patron of the UPrep School District by the school board, a board member, or 
an employee, a copy of the policy and procedure for resolution of the complaint. 
 
Step 2: 
The principal meets with the patron and employee involved individually or jointly in an attempt to resolve 
the problem. If resolution involved is agreeable to the patron, a report and implementation procedure will 
be made in writing by the principal. If no agreement is reached, the principal with render a decision in 
writing and a copy will be given to the patron, employee, and CEO. Within 30 days the patron or 
employee may go to Step 3 by writing to the CEO. 
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Step 3: 
The complaint with the principal’s action will be given to the CEO. The CEO will meet with the patron, 
employee, and principal together or individually. If a resolution is reached, the CEO will write a report 
and implementation plan, notifying the patron, employee, principal, and school board. If no agreement is 
reached, the CEO will render a decision in writing and deliver it to the patron, employee, and principal. 
The patron or employee, within 30 days, goes to Step 4 by notifying the CEO. 
 
Step 4: 
The school board will consider the complaint while meeting in executive session (if dealing with 
personnel). The CEO will provide the board with the file packet which contains the complaints, the 
employee’s response, principal’s decision, and CEO’s decision. At this hearing, the patron will explain 
the complaint, the CEO will explain the administrator’s response, and the employee will explain their 
response. The school board will render its decision which will be implemented by the CEO. 
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Habits Of Work- "HOWs" 

 
 

Each student is expected to adhere to the Habits of Work in every classroom consistently. 
 

Habits of Work 

Handle class materials and school with respect. 
Be punctual with attendance and assignment deadlines. Follow 
directions the first time. 
Be prepared for class. Ask 
questions. 
Listen when others speak. Set 
and Pursue goals. 
Participate in opportunities for self-assessment and revision. 
Contribute to the success of the group. 
Give and receive honest and respectful feedback. Ask for 
help when needed; offer help when you can. 
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UNIVERSITY PREPARATORY CHARTER SCHOOL FOR 

YOUNG MEN 
Freedom of Information Policy 

 
U Prep Rochester's policy and procedures for compliance with the Freedom of Information 
Law are available upon request at the school office: 

 
Grade 7-12 
University Preparatory Charter School for Young 
Men 1290 Lake Avenue 
Rochester, New York 14613  
Phone: (585)672-1280 
Fax: (585)458-2732 

 
• Records Access Officer 

o Mr. Walter Larkin Jr. 
o 1290 Lake Avenue 
o Rochester, New York 14613 
o Phone: (585)672-1280 
o Fax: (585)458-2732 

 
• Records Access Appeals Officer 

o Mr. Kevin Klein 
o 1290 Lake Avenue 
o Rochester, New York 14613 
o Phone: (585)672-1280 
o Fax: (585)458-2732 

 
All records are housed in the University Preparatory Charter School for Young Men's 
designated grade school office and copies are available upon request. 
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UNIVERSITY PREPARATORY CHARTER SCHOOL FOR YOUNG 
MEN (U PREP ROCHESTER) 

CONFIDENTIALITY OF STUDENT RECORDS POLICY 
 

There are two federal laws concerning the confidentiality of students' education records: 
 

1. The Family Educational Rights and Privacy Act (FERPA) 
2. The Individuals with Disabilities Education Act (IDEA) 

 
U Prep Rochester has in place the following policies in regard to the Confidentiality of Student 
Records, taking into account the protections that are guaranteed by FERPA and IDEA. 

 
• CEO, Walter Larkin is responsible for handling all requests for any education records of 

all students at U Prep. 
• Any and all requests for review of a students' record (by a parent or anyone else outside of our 

school community) must be made in writing. 
 

CEO Larkin will require that the attached "Request to Review Records" be completed. Once this 
form is received, a mutually agreed upon day and time will be established for the party to review a 
student's records. 

 
Any party reviewing student records will do so in the presence of the CEO. 

 
Specific procedures for Parents reviewing their child's records 

 
1. When a parent requests a record, it must be provided to him or her no later than 45 days from 

the date of request. 
2. If the request by a parent for a record is connected to a meeting of a Committee on Special 

Education (CSE), we will provide the requested record prior to such meeting or hearing, or 
within 45 days, whichever period is shorter. 

3. CEO Larkin will check with the individuals, who identify themselves as parents or guardians, 
in fact carry such status. If a "spouse" requests access to records and is not on our school 
records as a custodial parent, the custodial parent will be contacted. That custodial parent must 
put in writing permission for the other parent to view the child's records. 

4. A parent must sign our Consent for Release of Student Information form in order to 
release any student records to any non-school staff entity. (See attached form) 
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Specific procedures for non-staff reviewing a child's records 
 

1. Parents must give their consent before any education records or personally 
identifiable information can be disclosed. "Personally Identifiable 
Information" includes: 

a. Name of the child, parent, or other family member 
b. Address of the child 
c. Personal identifier number (social security number or student number) 
d. Personal characteristics or other information that would make 

it possible to identify the child with reasonable certainty by 
CEO Larkin. 

 
2. Parents will be notified as to: 

a. Who is requesting the records? 
b. What, specifically, is being requested? 
c. The reason for the request 

 
*Parents will review copies of what is being requested to determine if they want the 
information released. 

 
3. There are some circumstances in which a school need not obtain parental 

consent. They include the following individuals or entities: 
a. To state and local educational authorities 
b. To officials of another school in which the student seeks or intends to enroll 
c. In response to a judicial order or subpoena (though the parent 

will be notified prior to disclosure in order to permit the parent to 
seek judicial relief) 

d. To other school officials when the school has determined to 
have legitimate education interests. 

 
4. Records of access 

a. Under FERPA and IDEA, each charter school must maintain a 
record indicating all individuals and organizations (other than 
school officials) that have requested and/ or obtained access to a 
student's education records and indicating the legitimate interest 
each had in obtaining access to the records ("record of access"). The 
only exceptions to this are for school officials who the school has 
determined have a legitimate educational interest, parents requesting 
records of their children and a party seeking access pursuant to a 
secret order/subpoena of a grand jury or other law enforcement 
subpoena. The record of access must be maintained with the 
education records of each student. 

b. This record of access is itself confidential and is only available to 
parents, the school's custodian of records and assistants thereto, 
school officials, and authorized representative of certain designated 
governmental officials who are charged with auditing the records 
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; 

keeping system (34 CFRss 99.32 and 34 CFRss 300.563). 
c. A sample of our Record of Access form for recording individuals 

who have had access to a student's education records is attached. 
 

 '1 

1. Parent 
a. If a parent believes the information in their child's records is inaccurate or misleading 

or that information in the records violates the child's right to privacy or other rights, the 
parent may request that the charter school amend it. The charter school must then 
decide, within a reasonable period of time, whether to amend the information. If the 
charter school decides not to amend the information as requested, it must inform the 
parent of this decision, and advise the parent of the parent's right to a hearing. 

 
 
 
 
 
 
 
 
 
 
 
 
 'I, 
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Re: Consent for Release of Student Information 

Dear /Name/: 

Pursuant to the Family Educational Rights and Privacy Act, a school cannot release the 
education records of a student without the prior written consent of the adult student or the 
minor student's parent/legal guardian (except in certain very specific circumstances not 
applicable here) 

 
We are therefore writing to let you know that a request was made by (name of requestor) on (date 
request was made) to view the following records of (name of student): (List of records requested). 
The (name of requestor) has stated that the reason for this request is (reason for request to review 
records). 

 
If you consent to the release of these records, please so indicate by filling out the permission slip 
below and returning it to the school. Please note that you are under no obligation to provide your 
permission. If you have any questions about this matter, please contact CEO Walter Larkin (585) 
672-1280. 

 
Thank you for your attention to this matter. 

Sincerely, 

Walter Larkin, CEO 
I hereby grant permission for the release records indicated above to the person organization indicated 
above. 

 

Print Name:  Date: ________________ 
 

Signature:    
 

    I request copies of the released records also be sent to me. 
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REQUEST TO REVIEW RECORDS 
 

Pursuant to the Family Education Rights and Privacy Act and/ or Part B of the Individuals with 
the Disabilities in Education Act, the following form must be competed whenever a person other 
than a school official with a legitimate educational interest makes a request to review student 
records. Persons required to complete this form include parents of students enrolled in the school. 

 
Please note that unless otherwise provided by law, access to student education records will only 
be granted upon receipt of the written permission of a student's parent or legal guardian. 

 

 
To be completed by requestor 

 
Date of request:   

 
Name of student and/or ID number:  _ 

 
Name of requestor:    

 
Requestor's affiliation or relationship to student: 

 

 
Reason for request: 

 
 
 
 

 
Description of records requested to be reviewed: 

 
 
 

 
I hereby agree to keep the information disclosed to me confidential according to all 
applicable laws and regulations. 

 
Signature: Date:   

 
Print Name: _______________________________________  
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To be completed by school personnel 
 

Status of request:  Approved    _ Denied--- 
 

Reason for approval or denial: 
 
 
 

 
School official approving/ denying request: 

 
Print           Name: _______________________ 
Signature:  Date: ________ 

 

Materials reviewed: 
 
 
 
 

Were copies of materials provided?  Yes/No 
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If yes, records must be provided within 45 days of the request. 
 
 

Are these records being requested by a parent/ legal guardian or authorized representative 
in connection with pending Committee on Special Education meeting or 
Due Process Hearing? Yes   No   _ 

 
 
 

If yes, please indicate the date of the meeting/ hearing/  / and not that 
the records must be provided prior to the meeting/ hearing. 

 
 
 


