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P.A.C.E., Inc. 
1.00P   MISSION STATEMENT 

ArtSpace Charter School 
 
 
 
 

ArtSpace Charter School offers a complete education, through an integrated curriculum 
centered around the visual and performing arts, utilizing an experiential approach.  We 
believe in a family-centered, cooperative approach to education that encourages 
parental involvement and community service in order to nurture responsible citizenship. 
 
 
 
 
 
 
 
 
 
 

1.00P             VISION STATEMENT 

ArtSpace Charter School 
 
 

 
The ArtSpace Charter School community will be a national benchmark in educational 
excellence through integration of the arts. 
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P.A.C.E., Inc. 
1.01      Overall Control And Supervision 

 
 
The P.A.C.E. Inc. Board shall have general control and supervision of all matters pertaining to the school 
and the Board shall enforce the school’s policy manual.  All decision-making authority not specifically 
reserved for the Board or specifically delegated by these policies or by state law or regulation is 
delegated to the Executive Director of the School, for administrative decision-making. 
 
This collection of policies explains the official position of P.A.C.E. Inc. Board and is public information.  
These policies apply to all individuals, groups, and organizations under the jurisdiction of the P.A.C.E. Inc. 
Board.  These adopted policies supersede and make null and void any previously adopted policies. 
 
P.A.C.E. Inc. Policies are not meant to be all-inclusive and they will be periodically reevaluated and 
altered where and when necessary.  New policies will be added when needed. 
 
Any policy addition or revision will be entered on a separate sheet to replace the old policy and will bear 
the date of adoption.  When a new or revised policy supersedes another, the old policy shall be deleted 
from the manual.  An updated Table of Contents will accompany any deleted or added policies.  An 
updated policy manual shall be kept in the front office of ArtSpace Charter School.  Each Board member, 
as well as those assigned a policy manual by the Director, shall also keep their own policy manual 
updated as needed. 
 
Adopted – May 12, 2005  
Revised – November 16, 2010   
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P.A.C.E., Inc. 
2.01 Email Communication Policy 

 

 
1. Email sent to the board list should be addressing a topic appropriate to board business and board 

members should refrain from posting commentary or message intended to be entertaining. 
Messages should advance the business of the board. 

2. Members should refrain from quoting private correspondence in an email message sent onto the 
public board list without permission of the source. When permission is granted, the quoting email 
should state that permission was obtained. 

3. Messages should not be typed in ALL CAPS and the writer should make every effort to present a 
professional and properly composed letter. 

4. Members should refrain from sending defamatory or inflammatory messages. The best procedure 
is to have a second person review any email privately, prior to sending, if a message may be 
inflammatory or defamatory. 

5. Email sent to the board email list is a matter of public record and may be quoted without 
permission in any context. 

6. Use care when replying privately to email posted publicly. The “from” address may need to be 
changed. 

7. To avoid violating the open meeting laws any email communication involving board members 
which, when including sender and recipients, numbers a quorum or greater, as indicated by the 
following formula: (total number of board members divided by 2) minus 2] then email must be 
sent to board_public@artspacecharter.org or board_private@artspacecharter.org as appropriate 
to content.  

8. The board shall make available on the school’s website instructions on how to view the public 
board email and public posting instructions will be included there. 

9. The board email address should not be listed verbatim in any machine-readable publicly available 
form, such as a web page, where spam or virus broadcasting software might pick it up. 

10. Board members must use care in not posting information from a closed session or pertaining to a 
closed session to the email on public record. 

11. Only board members will be able to post to the board email list. Others may contact one or all 
board members privately through other channels. 

12. Public session email should be sent to board_public@artspacecharter.org and the subject line of 
the message should be marked clearly with P.A.C.E.: to indicate open session email. 

13. Private or closed session email should be sent to board_private@artspacecharter.org  and the 
subject line should be marked clearly CLOSED: to indicate closed session email. 

 
 
Adopted - May 16, 2006 
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P.A.C.E., Inc. 
2.02   Board Member Code of Ethics 

 

As P.A.C.E. Board members, we recognize the importance of our actions and decisions as 
thereflect directly upon each of us, each teacher, each staff person, each student, and the 
community as  a whole.  In our leadership roles we are  charged with the ethical principles that 
guide our work to uphold the highest standards of education for the students at ArtSpace Charter 
School. 

Ethical dilemmas occur when values are in conflict.  The P.A.C.E. Board member Code of Ethics 
states the values to which we are committed and embodies the ethical responsibilities charged to 
each member in the ever-changing atmosphere of the school environment. 

 By our governance, we significantly influence or control the finances, studies, and direction of the 
 school.  We are grounded in an educational system aimed directly at furthering the educational 
 experiences for children which is not offered in the traditional school system.  To this end, we are 
 obligated to ensure that we are held to the highest ethical standards in order to preserve the 
 reputation and education experiences of ArtSpace for future generations. 

The principles of this Code are expressed in broad statements to guide ethical decision making.  
These statements provide a framework; they cannot and do not  dictate conduct to cover 
particular situations. 

 
 As a member of this board, I will: 

1. provide the highest level of service to all P.A.C.E. stakeholders through appropriate and  usefully 
organized resources; equitable service policies;  equitable access; and accurate,  unbiased, and 
courteous responses to all requests. 

2. represent the interest of all people served by this organization and will not advance private 
interests at the expense of the school or any PACE stakeholders. 

3. not use my service on this Board for my own personal advantage or for the advantage of friends 
or associates. 

4. recognize and respect the need to protect confidential information in all levels of the organization.  
All information gained concerning staff and or students shall remain confidential in perpetuity. 

5. distinguish between my personal convictions and professional duties and will not allow my 
personal beliefs to interfere with fair representation of the goals and objectives of the School and 
will respect and support the majority decisions of the Board. 

6. approach all board issues with an open mind, prepared to make the best  decisions for the 
community as a whole 

7. vow not to violate the trust of those who elected or appointed me to the Board or of those I serve. 
8. strive to focus my efforts on the mission/vision of the School and not on my personal goals or the 

goals of any single stakeholder. 
9. never exercise individual authority as a Board Member except when   

a. acting in an official meeting with the full Board  
b. or as I am delegated by the Board 
c. or by invitation of the Director 

10.  strive for excellence in my role as a Board member by maintaining and  enhancing my own   
  knowledge and skills and by fostering the aspirations of  potential members of the Board. 
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11. consider myself a “trustee” of the organization and will do my best to ensure that it is well-

maintained, financially secure, growing, and always operating in the best interests of those we 
serve. 

12. remember that we are a governing board and not a managerial one.  I, therefore, refrain from 
engaging in conversations with any staff or family member that would be considered managerial 
in nature. 

13. understand that violation of this policy will result in disciplinary action, up to and including removal 
from the Board.  

 
 
 
 
 
 
____________________________________________     _________________________ 
Board member signature                                                 Date 
 
 
Adopted - November 21, 2006 
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P.A.C.E., Inc. 

2.03   Problem Resolution 

 
 
 Process for complaints and resolving issues 
 
 

1. Anyone with an issue that needs to be resolved should attempt to resolve the issue 
following an appropriate chain of responsibility. 

 
The Chain of Responsibility is as follows: 
 

1. Personal issues are to be resolved between the respective parties. 
 

2. Issues are to be first brought to the attention of the teacher of the 
class or the person heading up the program involved. 

 
3. If satisfactory resolution does not occur there, then the issue is to be 

brought in writing to the director. 
 

4. If satisfactory resolution does not occur there, then the issue may be 
brought to the Board through the Executive Committee (officers of 
the board). Formal grievances may be brought to a member of the 
Executive Committee. (see 2.04 Grievance Policy).  Issues must be 
brought in writing, signed by the person bringing the grievance, with 
documentation that the chain of responsibility has been followed.  
Because such issues are almost always personnel issues at the 
board level, the issue should not be brought forth in open session or 
in public comment. 

 
2. No employee shall be discharged or otherwise discriminated against with respect 
to  such employee’s compensation, terms, conditions or privileges of employment 
 because the employee reported any violation of law, school rules or policy, filed 
any  grievance or complaint against any other employee, caused any grievance 
procedure  to be initiated against any employee, testified or otherwise gave or 
provided evidence  in any grievance procedure or proceeding, assisted or 
participated in any grievance  procedure or proceeding, or complained about any 
violation of law, school rules or  policy. 

 
 
Adopted - November 21, 2006 
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P.A.C.E., Inc. 

2.04  Grievance Policy 
 

The following guidelines will be used to evaluate a grievance submitted to the Executive 
Committee. Before a grievance will be accepted for review the problem resolution process must 
be followed.(see 2.03 Problem Resolution Policy)  The purpose of the Executive Committee is to 
accept, review and determine the merits of a grievance lodged against a member(s) of the 
faculty, staff and/or Board of Directors by a parent or member of the faculty, staff and/or Board of 
Directors. The Executive Committee then has a  duty to request additional information, 
recommend the matter to the Board of Directors for action or to dismiss the grievance.  

 
 No employee shall be discharged or otherwise discriminated against with respect to such  

employee’s compensation, terms, conditions or privileges of employment because the employee 
reported any violation of law, school rules or policy, filed any grievance or complaint against any 
other employee, or agent of PACE, caused any grievance procedure to be initiated against any 
employee, testified or otherwise gave or provided evidence in any grievance procedure or 
proceeding, assisted or  participated in any  grievance procedure or proceeding, or complained 
about any violation of law, school rules or policy. 

 
 QUORUM AND TIMELINESS OF CONVENING A MEETING 

Assuming a grievance has been forwarded to the Executive Committee (“Committee”) in 
the appropriate form and manner, the aggrieved party (“Complainant”) has a right to an 
expeditious, objective and thorough review of the grievance. The Executive Committee 
should consider the grievance only when a quorum is present. A quorum is established 
only if all members of the Executive Committee are present (excluding those members 
abstaining for reasons of a conflict of interest). If a quorum cannot be established due to 
the long-term absence of a Committee member(s), the Chairman of the Executive 
Committee may appoint a substitute member consistent with the credentials established 
by the Board of Directors (e.g. teacher, parent, board member, etc). Upon receipt of the 
grievance, the Chairman of the Executive Committee shall convene a quorum within a 
reasonable time, not to exceed thirty calendar days from the date of receipt. 

 
 APPROPRIATE FORM AND MANNER OF SUBMISSION OF GRIEVANCES 

The Executive Committee shall not consider any grievance that has not been submitted 
in writing, signed and including documentation that the chain of responsibility has been 
followed.  (see 2.03 Problem Resolution Policy)  The Chairman of the Executive 
Committee shall determine whether or not a grievance has been submitted in proper 
manner and form. 

 
 MULTIPLE GRIEVANCES 
         A Complainant may not combine multiple grievances. Grievances must be individually  
  submitted, signed and presented by the aggrieved party and individually reviewed by the  
  Executive Committee. 
 
  NOTIFYING ALL PARTIES TO THE GRIEVANCE 
         Any individual(s) against whom a grievance is filed (“Respondent”) will receive, from the  

Chairman of the Executive Committee, a copy of the grievance filed against him/her in  
 

Page 1 of 3 



 
 
 

addition to any supporting documents, affidavits or other evidence submitted with the  
grievance or in support of the grievance. The Chairman of the Committee shall forward 
said materials within five business days to the Respondent. 

 
 ANSWER TO GRIEVANCE 

Respondent shall be granted 10 business days following receipt of the grievance (and 
any supporting documents, affidavits or other evidence) to submit a written answer to the  

  Chairman of the Committee. The answer must be postmarked by midnight of the 10
th
  

  business day following documented receipt of the original grievance. If an answer is not  
  received in a timely manner (i.e received late) the Committee may, upon a majority vote,  
  accept the answer for consideration. Failing a majority vote to accept the answer, the  
  Committee shall disregard the Respondent’s answer. 
 
 DISCLOSURE OF CONFLICTS OF INTEREST 
  Any member(s) of the Committee with an apparent conflict of interest must disclose their  
  conflict and excuse themselves from any/all deliberations regarding the grievance. In  
  addition, any member(s) of the committee with a conflict of interest is not permitted to  

examine or consult with the committee regarding the grievance or in any way be privy to 
the discussions and/or deliberations of the committee. A casual relationship with the 
Respondent or the Complainant shall not constitute a conflict of interest. A teacher-
student relationship with the Respondent or Complainant shall not constitute a conflict of 
interest. A worker-coworker relationship with the Respondent or Complainant shall not 
constitute a conflict of interest. An employer-employee relationship with the Respondent 
or Complainant shall not constitute a conflict of interest unless an employer-employee 
relationship exists outside of the context of the Charter School. 

 
 PERSONAL TESTIMONY/HEARINGS 
  The Executive Committee is not required to conduct hearings or to hear verbal testimony.  

In the event that the Committee chooses, by majority vote, to conduct hearings and/or 
hear verbal testimony both the Complainant and the Respondent shall be notified, no 
later than ten business days prior to the hearing, of their right to be present and/or be 
represented by counsel during any and all hearings. Any/all hearings will be closed to the 
general public. Any/all hearings will be recorded on tape with said recordings to be 
submitted to the School Attorney for safekeeping. Recordings shall not be made public at 
any time. Any individual making testimony at a hearing shall be subject to questioning 
and cross-examination by any member of the Committee, the Complainant (or his/her 
legal counsel) and the Respondent (or his/her legal counsel). Complainant and/or 
Respondent (or their respective attorneys) may not question and/or cross examine any 
member of the Committee. Complainant and/or Respondent (or their respective 
attorneys) may not question and/or cross examine one another unless the respondent 
and/or Complainant is making verbal testimony before the committee. Any individual 
making testimony shall swear to tell the truth, the whole truth and nothing but the truth by 
placing their left hand upon the Holy Bible and raising their right hand. 

 
 COMMITTEE ACTION 

Upon review of the grievance, the Committee must decide which action to take by a 
majority vote of the Committee.  The following actions are available to the Committee: 

 
• Dismiss the Grievance (No Action) – If the Complainant has failed to 
successfully  prove the allegations contained in the grievance, the Committee 
may dismiss the grievance or take no action on the grievance. 
• Request Additional Information – if the Committee feels that additional 
information is needed to thoroughly review the grievance, the Committee may 
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request additional information and/or supporting documentation from the 
Complainant and/or respondent.  The Chairman will establish a reasonable 
amount of time for the Complainant and/or Respondent to furnish the requested 
information. 
• Recommend Action to the Board of Directors – If Complainant successfully 
proves the allegations contained in the grievance, the Committee may 
recommend to the  Board of Directors that they take action based on the 
grievance.  Such action may  include reinstatement, discharge, discipline, 
sanctions, reviews or other actions. 

 
If the Committee chooses to dismiss the grievance, the Chairman will issue a 
finding report to the Complainant and to the Respondent clearly noting that the 
committee has chosen to dismiss the grievance and indication the reason(s) for 
dismissal.  Neither the Chairman nor the Committee is required to furnish 
transcripts, recording, notes, documents or an accounting of the deliberations to 
the Complainant and the Respondent.  The findings report will indicate the 
process for appealing the decision to the Board of Directors in addition to the 
date and time of the next meeting. 

 
If the Committee chooses to recommend action to the Board of Directors, the 
Chairman will issue a findings report to the Complainant and to the Respondent 
clearly noting that the grievance has been referred to the Board of Directors for 
further action.  In addition, the Chairman will deliver to the Respondent a referral 
report detailing the nature of the specific action that the Committee is 
recommending to the Board of Directors. 

 
   CONCLUDING THE GRIEVANCE PROCESS 

Once the Committee has made a final disposition of the grievance as described 
above (dismissal, referral to the Board of Directors), all records created or 
submitted during the process are to be forwarded to the School Attorney for 
safekeeping.  Grievance records are not maintained as public documents and 
are not to be disclosed, published or released either in full or in part.  Committee 
members may not make any public comments regarding  the specific grievance, 
deliberations or disposition. 

 
 
Adopted - November 21, 2006 
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P.A.C.E., Inc. 
2.05     Conflict of Interest Policy 

 
 
 
1.The interested parties shall make full disclosure, by notice in writing, to the full Board of       
Directors of all possible conflicts of interest, including but not limited to the following: 
  
  1.  A director is related to another director 
  2.  A director is related to a staff member 
  3.  A director is also a staff member 
  4.  A staff member in a supervisory capacity is related to another staff member whom he/she    
supervises 
  5.  A director or staff member receives payment from the school for any subcontract, goods or 
services other than as part of his/her regular job  responsibilities or as reimbursement for reasonable 
expenses incurred as provided in the bylaws and Board policy 
  6.  A director or staff member is a member of the governing body of a contributor to the school or 
nonprofit running the school 
  7.  A director or staff member may have personal, financial, professional or political gain at the 
expense of the school or its members 
 
 
2. Following full disclosure of a possible conflict of interest or any condition listed above, the Board of 
Directors shall determine whether a conflict of interest exists and, if so, the Board shall vote to authorize 
or reject the transaction and/or condition.  Both votes shall be by majority vote without counting the vote 
of any interested director, even if the disinterested directors are less than quorum, provided that at least 
one consenting director is disinterested. 
 
        1.  Verification of preexisting conflicts will be made by Board Chair or Designee. 
        2.  If preexisting conflict involves Board Chair then verification will be made by   
   disinterested director. 
 
3. An interested director, officer or staff member shall not participate in any discussion or  debate of the 
Board of Directors or any committee thereof in which the subject of discussion is a contract, transaction or 
situation in which there may be a conflict of interest. 
 
4. No director, officer or staff member shall participate in the selection, award or administration of a 
procurement transaction in which federal or state funds are used, where, to his/her knowledge, any of the 
following has a financial interest in that transaction (except for transactions authorized by the Board as 
per Section 2): 

  - the staff member, officer or director; 
  - any member of his/her immediate family; 
   - his/her partner 
  - an organization in which any of the above is an officer, director or employee; 
   - a person or organization with whom any of the above is negotiating or has any   
    arrangement concerning prospective employment 
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5. In addition a contract or transaction can be rendered voidable by the Board of Directors if entered 
without full disclosure of the personal interests of a director, officer or staff member. The existence of any 
of the above listed conditions shall likewise render a contract or transaction voidable unless full disclosure 
of personal interests is made in writing to the Board of Directors and such transaction was approved by 
the Board in full knowledge of such interest. 
 
6. The disinterested directors are authorized to impose by majority vote other reasonable sanctions as 
necessary to recover associated costs against a director, officer or staff member for failure to disclose a 
conflict of interest as described in Section 1 or for any appearance of a conflict. 
 
7. Appeal from sanctions imposed pursuant to Section 5 and 6 above shall be prescribed by law in those 
courts of the state (NC) with jurisdiction over both the parties and the subject matter of the appeal. 
 
8. In the event that the P.A.C.E., Inc. Board of Directors has incurred costs or attorney fees as a result of 
legal action, litigation or appeal brought by or on behalf of an interested  director or staff member due to 
a conflict of interest and consequent sanctions and in the event that the Board of Directors prevails in 
such legal action, litigation or appeal, the Board shall be entitled to recover all of its costs and attorney 
fees from the unsuccessful party. 
 
9. A copy of this policy shall be given to all directors, officers and staff members upon commencement of 
such person’s relationship with the School.  Each Board member, officer and staff member shall sign and 
date the policy at the beginning of his or her term of service or employment and each year thereafter. 
Failure to sign does not nullify the policy. 
 
 
 Possible conflicts of interest:       Yes___________  No ___________ 
 
 Has conflict been authorized by Board:  Yes____________  No __________ 
 If yes when:___________________________________________________ 
 If no, please explain: ____________________________________________ 
 _____________________________________________________________ 
 _____________________________________________________________ 
 _____________________________________________________________ 
 _____________________________________________________________ 
 
 Verification/Action Taken:_________________________________________ 
      Board Chair/Director 
 
 Signed:______________________________________________________ 
  
 Name printed:_________________________________________________ 
 
 Date:________________________________________________________ 
 
 
Adopted – November 21, 2006 
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2.06    Faculty Board Representative Policy 
 

The following guidelines shall provide governance for the selection, term, and primary duties and 
responsibilities of the faculty representative. 
 
Selection/Removal: The faculty representative must be a current employee of ACS. He/she shall be 
nominated by another current faculty member. Nominations shall be received by the Executive Director 
during a specified period of time. Elections shall occur on a set date with prior notice by secret ballot. All 
current faculty members are eligible to participate in the voting process. The representative must be 
elected by majority vote and approved by P.A.C.E., Inc Board. If any member of the faculty feels that the 
representative should be removed, he/she should notify the Executive Director who will determine if there 
is just cause for action and will call for a full faculty vote if warranted. Removal requires a majority vote. 
 
Term: The term for the faculty representative to P.A.C.E., Inc.  Board is for one year from September 1 – 
August 31 and is contingent upon employment.  The faculty representative will be elected in May for the 
following school year.  The incumbent faculty representative will be encouraged to attend Board meetings 
in June, July and August and to mentor with the existing faculty representative.  A faculty member who 
resigns, is terminated, or is no longer contracted for employment at ACS is not eligible to remain a 
representative to the P.A.C.E., Inc.  Board. As an elected position, there shall be no substitute 
representatives. In the event that there will be a prolonged absence or other circumstance where the 
faculty representative may not be able to perform his/her duties, the Executive Director will notify the 
P.A.C.E., Inc. Board of the intent to elect a new faculty representative. 
 
Duties and Responsibilities: The faculty representative is expected to attend all meetings and has a voice 
in board discussions. He/She may only participate in closed-session discussions when invited by the 
Board Chair.   His/her primary duty is to represent faculty interests and to be the primary communicator to 
the staff and faculty regarding information, policies, and procedures as presented in P.A.C.E., Inc.  Board 
meetings.  The representative shall make a report to the faculty during the next scheduled faculty 
meeting. 
 
Adopted (with revisions) – September 15, 2009 
 
Revised – March 15, 2011 
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P.A.C.E., Inc. 
2.07 P.A.C.E., Inc. Board Record Maintenance Retention and Protocol Policy 

 
 
 
(Policy 2.07 In Process 20090107) 
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P.A.C.E., Inc. 
2.07P    Protocol for Posting Board-Approved Policies  

 
 
 
Once a policy has been approved by the P.A.C.E. Board of Directors, the board secretary (or other board 
designee) will notify the Policy Team Chair that the policy was approved as presented or provide any 
required changes. The Policy Team Chair will distribute a fully edited, complete version of the approved 
policy with schematic numbering to : 

1. all board members, a copy of which to be placed in his or her board book. 
2. the executive director ,who will secure an electronic copy to the server (or another secure 

location) in an editable form, accessible only by the Executive Director, PACE board members 
and/or the systems administrator.  

3.   the school office manager who will place a “read-only” copy on the server in a   public/shared file 
for employee access. 
 

The P.A.C.E Board Secretary will also place a hard copy with the official, sealed P.A.C.E. Board minutes. 
 
The Policy Team chair (or designee) will place a hard copy in a binder in the school office for public 
viewing and with the team minutes, as appropriate. 
 
Approved at P.A.C.E. Board Meeting -  September 15, 2009 
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2.08 Board Records Storage:  Sensitive Documents 

 

 
 

 The lock on Archive room will have limited access.  The following people will be the only ones 

with a key: 

o Executive Director 

o Assistant Director 

o Business Director 

o Office Manager 

o Building Manager 

o Student Data Manager 

 When a Board or staff member need access to the room they will be let in by one of the key 

holders listed above.  That Board or staff member will be responsible for monitoring their activity 

and securing the room when they leave.  

 All persons entering the archive room will sign in on a log (located on wall in the room) 

 
 
Adopted - February 16, 2010 
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P.A.C.E., Inc. 
2.09     Open Minutes of P.A.C.E., Inc.  Board of Directorsô Meetings Policy 

 
 
Open meeting minutes will be recorded at each meeting of the P.A.C.E., Inc. Board of directors by the 
Secretary or the Secretary’s designee.  
The P.A.C.E., Inc. Secretary will compile the minutes and distribute a draft to the P.A.C.E., Inc. Board 
members within 5 days of the meeting. Board members must respond in writing within 48 hours, to the 
Secretary with an acknowledgment of receipt, any comments or revisions. Not more than 8 calendar days 
after each P.A.C.E., Inc. Board of Director’s meeting, the P.A.C.E., Inc. Board Secretary will post a draft 
to the Office Manager to distribute to: 
P.A.C.E., Inc. Board Members 
All P.A.C.E., Inc. Committee Chairs 
ArtSpace staff members 
Public bulletin board for display on school grounds 
 
After public display of DRAFT minutes, any further revisions may be submitted to either the P.A.C.E., Inc. 
Board Secretary or the office manger to be considered at the next board meeting.  
 
Minutes will be presented at the following P.A.C.E., Inc. Board meeting for board approval. If revisions are 
brought forward at the meeting, the P.A.C.E., Inc. Board Secretary is responsible for recording the 
changes. Within 5 days of approval by the P.A.C.E., Inc. Board of Directors, the Secretary will mark them 
“approved”, sign and date them and seal them with the corporate seal. The Secretary will then distribute a 
secured, signed, dated, and sealed copy of the minutes to the office manager to: 
Scan and retain an electronic copy to a folder on the ArtSpace Intranet 
Post a hard copy for public display 
Retain a hard copy in the Public P.A.C.E., Inc. Board Minutes Notebook to be kept in the school office 
Email to all P.A.C.E., Inc. Board members 
Email to all P.A.C.E., Inc. Board Committee Chairs  
Email to Web Coordinator  
Email to Advisory Board 
 
In order to comply with all local, state and federal regulations, the P.A.C.E., Inc. Board Secretary will 
maintain an original, dated, signed and embossed sealed copy of each meeting’s minutes, accompanied 
by any pertinent documents,  in a secure location on the school grounds. These official open minutes of 
each meeting are to be made available for viewing by any interested parties with reasonable notice to any 
member of the P.A.C.E., Inc., Board.  A P.A.C.E., Inc. board member must be present for any viewing or 
inspection of official, signed, sealed P.A.C.E., Inc. Board minutes.  
 
This policy applies to any open minutes of any P.A.C.E., Inc. Board meeting including Regularly 
scheduled meetings, Annual meetings, Special meetings, or Emergency meetings. 
 
Adopted January 18, 2011 
Revised  February 15, 2011 
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P.A.C.E., Inc. 
2.10     Attendance Policy for P.A.C.E., Inc. Board Members 

 
 
 
 

Attendance at PACE board meetings is mandatory for board members. Notification of intended absence 
must be given to the board chair or vice-chair prior to the meeting. Any board member missing two of the 
previous six meetings may be brought for review before the P.A.C.E., Inc.   board at the next scheduled 
meeting. The Executive Committee will determine whether the board member will be brought for review 
and give written notification of infraction to said board member. 

 
 

Adopted December 21, 2010 
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P.A.C.E., Inc. 
2.11     Closed Minutes of P.A.C.E, Inc. Board of Directorsô Meeting Policy 

 
 
Closed meeting minutes will be recorded at each closed meeting of the P.A.C.E., Inc. Board of Directors 
by the Secretary or the Secretary’s designee. The P.A.C.E., Inc. Board of Directors will review the 
minutes at the end of each closed session for accuracy. The secretary will make a hard copy available to 
any board member upon written request. No copy of the closed meeting minutes will be distributed by e-
mail or via electronic means.  
 
Closed meeting minutes will be presented at the following P.A.C.E., Inc. Board meeting for board 
approval. If revisions are brought forward at the meeting, the P.A.C.E., Inc. Board Secretary is 
responsible for recording the changes. After the minutes are approved by the P.A.C.E., Inc. Board of 
Directors, the Secretary will mark them “approved”, sign them, date them, and seal them with the 
corporate seal, within 5 days. 
 
In order to comply with all local, state, and federal regulations, the P.A.C.E., Inc. Board Secretary will 
maintain an original, signed, dated, and embossed, sealed copy of each meeting’s minutes, accompanied 
by any pertinent documents,  in a secure location on the school grounds. 
 
The closed minutes of each meeting are to be made available only to appropriate parties with reasonable 
notice given to the P.A.C.E. Board Executive Committee. A P.A.C.E., Inc. Board member must be present 
for any viewing or inspection of official, closed, P.A.C.E., Inc. Board minutes.  
 
This policy applies to any closed minutes of any P.A.C.E., Inc. Board meeting including Regularly 
scheduled meetings, Annual meetings, Special meetings, or Emergency meetings. 
 
Adopted February 15, 2011 
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P.A.C.E., Inc. 
2.12     P.A.C.E., Inc.  Board Policy Governing Board Meeting Agendas 
 
 
 
Policy: 

 There will be a posted process for determining how items are added to the board agenda.  
 

 This process will be publically posted.   
 

 This process will include (1) how items are presented for inclusion on the agenda, (2) a timeframe 
and method for communicating item acceptance/denial, (3) an appeals process for items denied. 
 

 A draft agenda will be publically posted 3 days prior to board meeting. 
 

 For special sessions, topics for discussion will be noted on public meeting announcement. 
 
Adopted May 17, 2011 
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P.A.C.E., Inc. 
2.12P    P.A.C.E., Inc. Board Process Governing Board Meeting Agendas 

 
 

1. Proposed Board agenda items should be delivered to the Board chair either directly or via email 
at least 7 days preceding a regular meeting. 

 
2. Agenda items should be sent in the form of a short title, a proposed time limit and a detailed 

description or synopsis of relevant or pertaining issues. The level of detail should be sufficient to 
provide all board members an opportunity to prepare adequately to discuss the topic. If the topic 
is to be discussed in closed session, the topic should NOT be sent via email but the detail should 
be adequate to justify going into closed session.  

 
3.  If action is proposed on an agenda item, a properly worded motion should accompany the 

agenda item request. 
 

4. The Board chair shall have sole discretion in deciding whether or not an item will be included on 
the agenda. 

 
5. Three days prior to a regularly scheduled meeting, the chair shall (1) post a draft agenda and (2) 

notify in writing any person whose item request was denied. 
 

6.  Denied items may be appealed to the executive committee for reconsideration. The decision of 
the executive committee is final. 

 
7. If new information comes forward, the item can be resubmitted according to the process outlined 

above.  
 
 
Approved May 17, 2011 
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P.A.C.E., Inc. 
2.13   Public Comment Policy for P.A.C.E., Inc. Board of Directors: 

   
 
 
Background: Artspace Charter School conducts it board meetings in conformance to the North Carolina 
Open Meetings Law (N.C. Statutes: Article 33C, hereinafter referred to as “Open Meetings Law”). The 
Open Meetings Law, however, does not give members of the public the automatic right to speak or 
participate in an official meeting. In fact, if a person interrupts, disturbs, or disrupts an official meeting, the 
Board Chair may direct that person to leave the meeting. If that happens and the disruptive person 
refuses to leave, he or she may be charged with a misdemeanor. N.C.G.S.: 143-318.17.   
 
PUBLIC COMMENT DURING THE PORTION OF THE AGENDA IDENTIFIED AS “PUBLIC COMMENT”. 
 
The Public comment policy is not intended for interested parties who wish to make a formal presentation 
to the Board of Directors. 
 
Prior to the start of the P.A.C.E. monthly Board meeting, a form will be available for the public to sign up 
for public comment during a specific portion of the meeting identified as Public Comment. 
 
Individuals interested in providing public comment will indicate their name and the general nature of what 
such person desires to say. 
 
The Board will proceed down the list from top to bottom, assuming there is more than one person signed 
up to speak. 
 
Each person will be allowed a total of three (3) minutes to speak about the topic they have identified, 
unless the Board Chair grants them more time. 
 
If a person does not utilize their entire allotted time of three (3) minutes, they may not transfer any 
remaining time to another individual that is signed up to speak. 
 
No person will be allowed to speak more than once during that portion of the agenda.  
 
At the discretion of the Board Chair, an allowance for further public comment shall be made in which case  
a person who raises their hand and is acknowledged by the Board Chair will be allowed  up to three (3) 
minutes to speak; they may only speak once during such an extended segment; they may not transfer 
any remaining time to another individual; a total of twelve (12) minutes will be allotted for all speakers 
during this DISCRETIONARY extension. The Board Chair reserves the right to terminate public comment 
at his/her discretion. 
 
Adopted May 17, 2011 
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P.A.C.E., Inc. 
3.01      Title 1 Parent Involvement Policy 

 
 
ArtSpace Charter School will have a Title I Parent Involvement Plan in accordance with federal Title I 
regulations. The plan will be developed by a team that includes the Title I Teacher, other school faculty 
and staff, parents, and community members. All meetings are subject to NC General Statute 143-318.10 
and must have a public notice of not less than 72 hours. The Title I Teacher will facilitate all meetings. 
The Title I Parent Involvement Plan will be submitted to the Executive Director for approval and will be 
disseminated to all families receiving Title I services. All revisions will be presented in a public forum 
according to the initiating guidelines outlined in this policy. The plan may be revised at any time at the 
request of any party, but must be reviewed and approved annually by the Executive Director. The current 
Title I Parent Involvement Plan will be kept in the front office and made available upon request. 
 
Adopted  - August 18, 2009 
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P.A.C.E., Inc. 
4.01     Acceptable Use Policy for Technology and Network Access 

 
 
 
ArtSpace Charter School provides students with access to computer equipment, software, and network 
services. These tools support learning, collaboration, and educational research related to the curriculum. 
All technology and network usage must be consistent with these purposes and follow the guidelines set 
down below. 
 
While use of the Internet in school will be subject to supervision, it is possible that students may 
occasionally access inappropriate material either deliberately or by accident.  ArtSpace guidelines for 
Internet use prohibit access to material that is inappropriate in the school environment. We encourage 
parents to have a discussion with their children about values and responsible behavior while using the 
Internet. 
 
Students are expected to use technology equipment, software, and network services for projects 
assigned by their classroom teachers. At times, under teacher supervision, students may use special 
software, may use the Internet to access or search for information to fulfill classroom assignments. At all 
times, students are expected to be polite to their computer partner (when applicable) by being patient as 
people work at different speeds.  
 
Students MAY NOT: 
 

 Use technology equipment, software, and network services without teacher supervision. 

 Access inappropriate material or share information about inappropriate material with other 
students. 

 Access personal email accounts (hotmail, yahoo, wcnet, etc.), chat rooms or forums over the 
network. 

 Send or receive material that may be hurtful to another person or detrimental to the operation of a 
computer, software, or network. 

 Send or post personal information about themselves or others. 

 Tamper with, assemble, disassemble, connect or disconnect technology or network equipment. 

 Install, download, copy, or delete software or create/change computer or software configurations. 

 Attempt to access, modify, copy or delete files created by another user 

 Attempt to access or use others' accounts or passwords, share a network account or password 
with another person or leave an open file unattended or unsupervised. 

 Plagiarize or break copyright laws (example: unauthorized copying of software). 

 Use technology or network services for personal, entertainment, political, or commercial 
purposes. 

 Deliberately waste computer resources. 

 Install, copy, or knowingly infect a computer with a virus. 
 
Students who do not comply with the Acceptable use policy will be subject to discipline by the 
administration.   
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Authorization for Use of Computer Resources within the ArtSpace Charter School  

 
As a user of the ArtSpace Charter School computer network, I hereby agree to comply with the above 
stated rules, communicating over the network in a reliable fashion while honoring all relevant laws and 
restrictions. 
 
Student Name (Print):______________________________________ 
 
Password (Print):_________________________ 
 
Student Signature:___________________________ Grade:_______ Birthdate:_______ 
 
  
 
As the parent or legal guardian of the minor student signing above: 
 
    * I understand that individuals and families may be held liable for violations. 
 
    * I understand that some materials on the internet may be objectionable, but I accept responsibility for 
guidance of Internet use, setting and conveying standards for my son or daughter to follow when 
selecting, sharing or exploring information and media. 
 
  
 
  
 
Parent Name (Print):______________________________________ 
 
Parent Signature:______________________________________ Date:_____________ 
 
Mailing Address:______________________________________ 
 
City:____________________________________ 
 
Home Telephone: _________________________ 

 

 
Date of Adoption Unknown 
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4.02 McKinney-Vento Homelessness Assistance Act Policy 

 

 
ArtSpace Charter School shall have a designated McKinney-Vento Coordinator that coordinates services 
for students under the McKinney-Vento Homelessness Assistance Act and reports all data as required to 
NC Department of Public Instruction. The coordinator shall follow all federally mandated protocols for 
identifying and serving homeless students in the McKinney-Vento Homelessness Assistance Act. 
 
Adopted – August 18, 2009 
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4.03 Student Retention Policy 

 
 
 

The process and procedures for retaining a student shall be established by the Executive Director, 
communicated to the teachers, and published annually in the Parent and Student Handbook. It shall 
include specific guidelines for student referral, a timeline of communication, include a team comprised of 
administration, the student’s teachers, and legal parent(s) or guardian(s), and have a process for appeals. 
The team will make a referral to the Executive Director. The Executive Director will make the final 
decision for placement. Grade placement becomes part of student cumulative records and will be 
forwarded in the event of transfer to another educational venue. 
 
Adopted – December 16, 2008 
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P.A.C.E., Inc. 
4.04      Guidelines for Administration of Medication During School Hours Policy 

 
 

Buncombe County Health Center’s Guidelines for 
Administration of Medication During School Hours 

 
 
 
P.A.C.E. Board Approved November 2007 
 
 
 
 
 
Table of Contents 

 
 
 
Introduction 
 
Six “Rights” 
 
North Carolina School Health Guidelines 
 
Policy for Administration of Medication During School Hours 
 
Procedure for Giving Medication by School Personnel 
 
Principal Role and Responsibility 
 
School Nurse Role 
 
 
 
 
 
 
 
 
 
The following procedures constitute the Buncombe County Health Center’s Guidelines for Administration 
of Medication During School Hours.  The goal of this medication policy is to assure system-wide 
consistency and set clear guidelines for safe and efficient medication administration.  The roles of the 
school principal, school health nurse, and the person in the school designated to administer medication 
have been defined.  School nurses will be responsible for assisting in the implementation of this policy at 
each school. 
 
Confidentiality must be maintained when administering medication to students at school according to the 
Family Education Rights and Privacy Act (FERPA) and State Confidentiality Laws. 
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To avoid making errors, follow the six “rights” listed below when giving medicine: 
 

 Right Child – Some schools attach a Polaroid photo of the child to their record.  Always double 
check by asking the student his/her name. 

 

 Right Medication – Always compare the label on the bottle with the medical information sheet 
that is signed by the health care provider. 

 

 Right Dosage – Always double check the dosage on the pharmacy label with the dosage on the 
provider authorization form. 

 

 Right Time – Check the medication log for the time it is to be given.  Up to 30 minutes before or 
after the prescribed time is acceptable. 

 

 Right Route – Check the medication log and pharmacy label to be sure it is to be given by mouth 
or to be dropped in the eye or ear, for example.  Double and triple check if any uncertainty is 
present. 

 

 Write – Document in writing that medication has been given. 
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North Carolina School Health Program Manual 
Guidelines for Medication Administration 

 
The needs of children requiring medication during school hours to maintain and support their continued 
presence in school should be met in a safe and prudent manner.  Local school district policies should 
address administration of both prescription and non-prescription medication and protocols for 
administering emergency medication for acute systemic allergic reactions.  It is the responsibility of the 
school staff to ensure that medications are administered according to state laws, local written policies and 
procedures, and professional standards. 
 
Rationale 
 

 Implementation of the IDEA (Public Law 105-17, revised 1997) has led to an increased number of 
children whose health problems require prescribed medication to be given while at school.  

 

 Students with chronic illness, such as asthma, are dependent on routine medications which 
enable them to participate more fully in all aspects of school activities and to minimize their 
absences. 

 

 Students who have conditions such as attention deficit disorder may require the administration of 
controlled substances during the school day in order to maximize their classroom performance. 

 

 Some students with infections and communicable diseases are able to resume school attendance 
based on continuation of their medication regimen. 

 
Standard 
 

 All medications administered by school personnel during school hours must be prescribed by a 
licensed health care provider. (General Statutes of North Carolina Chapter 115C-307) 

 

 All medications administered by school personnel must have a written request permission signed 
by the parent or legal guardian. (G.S. Chapter 115C-307) 

 

 All medications should be administered according to the six “rights” listed later in this section. 
 
 
 
 
 
 
Reference 
 
North Carolina School Health Program Manual, Department of Environment, Health and Natural 
Resources, Public Schools of North Carolina, 2005 
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Policy for Administration of Medication during School Hours 
 

I. Confidentiality must be maintained when administering medication to students at school 
according to the Family Education Rights and Privacy Act and Confidentiality Laws. 

II. Parents or guardians may come to school and give medication to their own children at the 
appropriate times. 

III. When medications must be given at school by personnel, the following criteria must be met: 
A. Medication must be prescribed by a licensed health care provider. 
B. A Medication Authorization form must be obtained and completed for each 

medication prescribed. 
C. A new Authorization form must be completed each school year and any time dosage 

or directions change. 
D. All Authorization forms must be reviewed by the school nurse. 
E. No medication will be given unless the Medication Authorization form has been 

completed.  This includes “as needed” medications. 
F. The following items must be completed on all Authorization forms: 

1. Student’s name and date of birth 
2. Name of medication 
3. Dosage at school 
4. Relationship to meals 
5. When medication should be given 
6. How often medication should be given 
7. Side effects 
8. Reason not to give medication 
9. Date medication should be stopped 
10. Parent or guardian signature, telephone number, and date 
11. Health care provider signature, telephone number, and date 

G. Student self-medication (i.e. inhalers; nebulizer related to asthma, insulin) will be 
permitted with parent and health care provider approval. 

H. Observation of any student self-administering medications for which the school has 
no authorization shall be reported to school principal and the school nurse.  School 
personnel will contact parent/guardian to request appropriate medication form. 

IV. Medication must be brought to school by a responsible adult.  Student should not be held 
responsible for bringing medication to school. 

A. Medication must be in the current container labeled by the pharmacy or health care 
provider. 

B. Medication must match the name and dose of medication listed on the authorization 
form. 

C. Medication must be kept locked in a secured place (such as locked desk drawer or 
file cabinet). 

D. Medication must be stored as prescribed. 
E. Each student’s medication must be kept separate in an organized and safe manner. 
F. When a controlled substance (i.e. Ritalin) is brought to school, school personnel will 

count the total number of pills (or amount of liquid) and record on Medication Check-
in Log.  The log must be signed by school personnel and parent/guardian. 

G. School Nurse must discard unused/discontinued medications according to attached 
procedure. 

H. For transfer students, medications must be picked up by a responsible 
parent/guardian. 

I. The school nurse will be notified of each authorization form when received. 
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J. Medication records must be maintained and stored by the school until the student is 
18 years of age plus 3 years. 

 
 
 

 
 

 
 

Procedure for Giving Medication by School Personnel 
 

I. Designated school personnel giving medication must follow these procedures: 
A. Identify student by asking him/her to state their name and/or check picture for positive 

identification. 
B. Verify that completed medication authorization form is on file.  Acceptable forms to 

include signed medication administration form by health care provider or telephone 
confirmation followed by a signed facsimile. 

C. Verify that name of medication and student’s name on the container matches the 
information on the authorization form. 

D. Assure medication is given at the right time and in the correct dosage according to the 
authorization form and original container. 

E. Avoid touching the medication.  Pour tablet onto lid or paper cup then give to student.  If 
medication is a liquid, use an appropriately labeled medicine cup for accurate dosing.  If 
the medicine is an ointment, cream, or drops, apply according to pharmacy labeled 
instructions. 

F. Observe the student while taking medication. 
G. After giving medication, document immediately by initialing on “Medication Log”. 
H. If a student has a reaction to medication, contact parent/guardian and notify principal. 
I. If an allergic emergency reaction occurs, notify parent immediately and (when necessary) 

notify emergency personnel (911) for assistance. 
J. During field trips and outside activities, the classroom teacher should make sure 

medication is available. 
II. Self medication students must follow these steps: 

A. Self medicating student agreement form must be completed by health care provider. 
B. Self medicating student agreement form must be completed by parent/guardian. 
C. School self medicating student agreement for must be completed by student and 

reviewed and signed by school nurse. 
III. Documentation by school personnel must include the following steps: 

A. Complete approved medication log to include: 
i. Student’s name and date of birth 
ii. School name and year 
iii. Medication name, dose, and time to be given 
iv. Signature with matching initials of persons giving medication 
v. Code for reasons why the medication was not given 
vi. Documentation completed in ink only 
vii. Recent and clear photo of child 

B. Complete daily documentation to include: 
Page 5 of 7 

 
 



 
 
 

i. The person giving medication must initial under the correct date. 
ii. If medication is to be given on an as needed (example:  asthma inhaler, Tylenol, 

nebulizer) basis the time given and the initials must both be written under the 
correct date. 

iii. If medication is not given the person’s initials and appropriate code must be 
included in the box.  Codes as follows: 

Ab: Absent 
NMS: None available/no medication at school 
FT: Field Trip 
ED: Early Dismissal 
R: Refused 
D/C: Medication Discontinued 
S: Self administration 
O: Omitted/Attempt to locate student unsuccessful 
NS: No school 

iv. A separate medication log must be used for each medication the student is 
taking.  Exception:  Nebulizer treatments for asthma involving two medications 
are included together on the same medication log. 

v. For students receiving medication twice a day during school hours, document the 
morning and noon/afternoon doses by dividing the daily boxes on the medication 
log in half and enter initials and time when medication is given. 

Example:   

8 am       DB 

12pm      DB 

vi. When a controlled substance is brought to school, school personnel will count 
the total number and record on “Medication Check-in Log” with parent/guardian 
signature. 

vii. A medication error must be documented on the Medication Variance Report and 
a copy made available to the principal and school nurse.  Parent/Guardian 
should be notified of the error. 
Example of errors include: 

 Forgetting to give a dose 

 Giving the medicine to the wrong child 

 Giving the wrong medicine or the wrong dose 

 Giving the medicine at the wrong time (30 minutes prior to or after the 
scheduled time is acceptable) 

 Giving the medicine by the wrong route 
Medication Variance Reports will be kept on file in the fronht office. 

IV. Authorization form and medication records should be arranged in a safe, organized and 
confidential manner (an example:  single notebook, alphabetized by student name). 

V. When medications are changed/discontinued: 
A. If a medication is changed or discontinued, the parent or health care provider must notify 

the school and provide the new medication. 
B. Any unused/discontinued medication(s) is to be picked up by parent/guardian and 

documented by date on the medication record.  Remaining medication SHOULD NOT be 
sent home with the student. 

C. If parent or guardian does not pick up unused/discontinued medication within ten school 
days, school personnel should consult with their school nurse.  

D. At the end of each school year medication/health records shall be maintained in a secure 
place at the school. 

 
Note:  Any questions about giving any medication call the school nurse. 
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Note:  School personnel should call the school nurse or health care provider any time 

there are questions or concerns about giving medications. 
 
 

Principal Role and Responsibility for Medication in the School Setting 
 

1. Designate staff member(s) to be responsible for the administration of the medications.  This 
should be done at least two weeks prior to the opening of school. 
*Important note:  More than one staff member must be trained to administer medications. 

2. Consult with the school nurse regarding the implementation and maintenance of the ArtSpace 
Charter School medication policy. 

3. All Staff members designated to administer medications should be required to attend a 
Medication Administration In-service provided by the school nurse. 

4. Provide a locked storage space in which to keep medications. 
5. Communicate ArtSpace Charter School Medication policy to parents (i.e. Student handbook, 

parent newsletter). 
6. Assure that Medication Authorization forms are completed by the health care provider and 

parent/guardian.  Medication Authorization forms must be on file before medication is 
administered. 

7. Provide internet access or a current (i.e. 3-5 years) drug reference book readily accessible for 
use by school personnel as a standard resource in reviewing medications (Example:  Mosby’s 
Nursing Drug Reference, internet access for online review). 

 
 
 
 
 

School Nurse Role 
 

1. Serve on school system committee for the development and annual evaluation of written school 
policy and procedures for medication administration. 

2. Coordinate and monitor the administration of medication in each school according to adopted 
policy. 

3. Review the documentation of medication in the school.  Periodically audit the completed forms 
and procedures for quality, accuracy, safety, and compliance with written guidelines.  
Recommend changes to principals and school staff as needed. 

4. Serve as consultant to principals, school staff, parents, and students regarding medication safety 
and concerns at school. 

5. Serve as liaison with parents, health care provider, and the appropriate individuals regarding 
status and effectiveness of student’s medication treatment plan. 

6. Provide training for school staff who are assigned the responsibility for administering and safely 
securing medications at school. 

 
 
Reference: 
North Carolina School Health Program Manual, Department of Environment, Health and Natural 
Resources, Public Schools of North Carolina, 1997. 
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P.A.C.E. Inc. 

4.05 Student Enrollment Policy 

 

 

 
 
ArtSpace Charter School abides by all North Carolina school enrollment laws. If a conflict were to arise all 
applicable state laws will supersede local policies.  ArtSpace encourages diversity and does not discriminate on 
the basis of gender, race, national or ethnic origin, sexual orientation, economic standing, religion, or disability of 
the child in its admission policies or educational programs.   
************************************************************************************ 
I.  APPLICATION 
II. ADMISSION   
III. ENROLLMENT 
IV.  GENERAL POLICIES 
 A. Lottery Policy & Process 
 B. Wait List 
 C. Siblings 
 D. Exceptions 
   
************************************************************************************ 

I. APPLICATION 

1. Applications will be available at the school during regular school hours.  Application packets   can also be 
mailed to families. 
 
2. To qualify for application, a student’s parent or legal guardian must be legally domiciled in the state of North 
Carolina, and must provide documentation of such at the time of application.  Out-of-State applications will not be 
considered.  Students protected by the McKinney-Vento Homeless Act are qualified for enrollment. 

 
3. Prospective parents, including families with currently enrolled students, must submit a complete Student 
Application Form for each child they want to enroll.   
 
4. An application will be considered “complete” only if all the information requested is given, the information is 
truthful, the parent/legal guardian has signed the form, and proof of being domiciled in NC is attached. 
 
5. A student may apply for only one grade.  
 
6.To enroll in Kindergarten, a child must be five years old by August 31 (NCGS 115C-364).  
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7. Application Deadlines.  
a. For the Current school year, applications will be accepted until the twentieth day of the academic year.  
Students will not be enrolled after the twentieth day. 

 
b. For the Following school year, applications will be accepted beginning the first day of the  current 
school year.  All completed applications must be received prior to the first Monday in March at 4:00 to be 
included in the ArtSpace Lottery, while others will be placed on the wait lists in the order received. 
 

 
8. Once enrolled, students are not required to re-apply in subsequent years.  However, families must notify the 
office by May  15 to confirm their enrollment for the following year.   
 
9. Currently enrolled families are contacted in January, asking if they have any siblings to be included in the 
ArtSpace Lottery.  Sibling applications should be returned by the first Monday in March at 4:00. 

 
10. An application must be signed by a parent or legal guardian, and is considered complete only when this 
signature is obtained.  A student in foster care or under temporary / alternate placement is not necessarily living 
with the legal guardian.  The legal guardian must sign the application.  According to state guidelines lottery 
preference for siblings and staff children is not extended to these applicants until legal guardianship is 
established. 

 
 

II.  ADMISSION 

1. Students who seek admission into ArtSpace Charter School must complete the application process.  
 
2. No students will be admitted after the twentieth day of the academic year. 

 
3.  A student must be admitted either by the ArtSpace Lottery or the wait list for their grade level.   
 
4. Applicants must document their academic achievement level to ensure appropriate grade placement. Any 
presentation of inaccurate information on the application, or during enrollment, regarding a student’s academic 
record or situation could potentially result in a loss of placement. 
 
5. If an applicant is offered a slot and declines the opening, then the application is removed from the  
active files to a “declined enrollment” file, with notes as to why the application was declined. 
 
 

III. ENROLLMENT 

1. Once an applicant is offered a spot, parents must return the Enrollment Form, Request for Transcripts and 
Emergency Contact/Release form with all signatures.  A student will not be allowed to attend without these signed 
forms in the school office.   
 
2.  The first day of attendance is the actual enrollment date. 

 
3. Once enrolled, students are not required to re-apply in subsequent years.  However, families must notify the 
office by May 15 to confirm their enrollment for the following year.   
 
4. Currently enrolled families are contacted in January and asked if they have any siblings to be included in the 
ArtSpace Lottery.  Sibling applications should be returned by the first Monday in March. 
 
5. If an IEP or 504 is currently in place for a student, a copy must be attached to the enrollment form in order for 
the enrollment to be considered “complete”.  These documents will be reviewed by the administration before the 
applicant will be enrolled to insure appropriate services are offered. 
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6. All documentation regarding achievement, IEP’s, and/or  504’s will be reviewed.   Any presentation of 
inaccurate information could potentially result in a loss of enrollment. 
 

IV. GENERAL POLICIES 

A.1  General Lottery Policy 
1. By law (NCGS 115C-238.29F(g)6 , charter schools must conduct a lottery to fill any openings by grade level.   

a. If the number of completed applications received by the annual lottery date exceeds the capacity of the 
grade level, then students will be admitted by lottery.   
b. If the number of completed applications received by the annual lottery date is less than the capacity 
by grade level, then students will be admitted on a first-come basis until school capacity is reached. 

 
2. Currently enrolled families are contacted in January and asked if they have any siblings to be enrolled and 
included in the lottery.  Sibling applications should be returned by the first Monday in March at 4:00.   

a. If the number of siblings with completed applications is less than the capacity by grade level, then 
siblings will be admitted on a first-come basis until school capacity is reached. 
b. If the number of siblings with completed applications exceeds the capacity by grade level, then siblings 
will be admitted by a sibling lottery.   

 
3. Parent Information Night(s), Open House(s), retail ads, and personal letters will be made available prior to the 
lottery to allow interested families and the community to learn more about ArtSpace Charter School. 

 
4. Families on the current year’s Wait List are contacted regarding inclusion in the upcoming lottery, PIN/Open 
House dates, and are given new blank applications to complete. 

 
5. For the lottery, the number of openings is determined in March, and is based upon: 
 the number of returning students,  

the growth levels established by the Board and NC Law,  
the number of siblings to be newly enrolled, and  
the number of retentions and double promotions. 

 
6. Completed applications must be received by the first Monday in March at 4:00 will be included in the ArtSpace 
Lottery.  Completed applications received AFTER the first Monday in March will be placed on a wait list by grade 
level in the order received. 
 
7. The ArtSpace Lottery will be held on the last Tuesday of March.   
   
8. The ArtSpace Lottery event is open to the public, and will follow NC Open Meetings laws.  The date and time of 
the ArtSpace Lottery will be posted in advance. 

 
9. An applicant can be included in the lottery for only one grade level. 
 
A.2 - The Lottery Process 
1.  A completed application must be submitted for each student. 
 
2. For each completed application, an index card with each applicant’s name and grade will be created.   
 
3. Three separate drawings will occur: 

  
A) First drawn will be index cards for children of teachers, teaching assistants, assistant 

directors, and executive directors (principals) (House Bill 770).  Note that this does not apply 
to children of staff, custodians or PACE Board members.  

 
B) Next, cards for siblings of currently enrolled students will be drawn. (House Bill 770). 
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C) Then, by grade level, the index cards for all other applicants are drawn.  After all openings 

are filled, the cards are drawn to determine the order of each wait list per grade level. 
 
4. Three separate individuals will be involved in the ArtSpace Lottery process – one will draw names, one will 
record, and one will verify the results during the open meeting. 
  
5. Families are notified in writing of the lottery results (grade placement or wait list placement) within two weeks.  
 
6. Enrollment forms are due 2 weeks after notice of acceptance.  Families MUST reply and notify the school of 
acceptance within 2 weeks, clarifying their decision to accept or decline the continuation of the enrollment 
process, or placement could be lost.  
 
7.  For an applicant who is selected for admission and decides NOT to enroll, the next applicant on the wait list for 
that grade level will be notified immediately for enrollment.   
 
 
 

 
B. Wait List 
1. A wait list for each grade level will be established whenever ArtSpace Charter School’s capacity is exceeded, 
and students on the list will be contacted if and when an opening occurs. 
 

 
2. When an applicant is placed on the wait list, the application will be held until a new enrollment period  
begins.  After this, the applications will be archived.  Families will be contacted regarding the new enrollment 
period, upcoming lottery dates, PIN/Open House dates, and are given new blank applications. 

 
3. New students will not be enrolled after the twentieth day of school.   

 
4. When an opening becomes available, applicants are offered a slot according to the order of the Grade Level 
Wait List.  The applicant is notified and given a specified time frame in which to accept or decline the opening.  To 
secure enrollment, appropriate forms must be returned to the school office before the specified deadline. 
 
5. A separate wait list is maintained for each grade level. 

 
6. Applicants will be updated on their wait list placement periodically in the spring and summer. 

 
 

C. Siblings 
1.  Siblings of currently enrolled students will be given admission priority. 

 
2. For siblings to receive priority status under the sibling rule, a student must currently attend ArtSpace 
Charter School and re-enter the following year. 
 
3. Prospective parents, including families with siblings of currently enrolled students, must submit a Student 
Application Form for each child they want to enroll.   
 
4. Families of currently enrolled students will be contacted in January, and requested to complete an application 
for siblings who wish to be enrolled for the upcoming year.  The deadline for completed sibling applications is the 
first Monday in March at 4:00.  
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5. Per NC Law GS, ArtSpace Charter School will give enrollment priority to siblings of those students currently 
enrolled and were admitted to the school “in a previous school year”.  Should the number of sibling applicants  
exceed the number of available positions, the selection procedure will follow ArtSpace Lottery procedures.  Upon 
filling all available positions, a Grade Level Wait List for siblings will be created. 
 
6. Per House Bill 316 multiple birth siblings enter the ArtSpace Lottery under one surname (on one index card).  If 
that card is drawn, all multiple birth siblings will be admitted.   This does not allow for enrollment of other siblings, 
who must enter the ArtSpace Lottery separately. 
 
D. Exceptions  
If a student is admitted in the ArtSpace Lottery and then is retained at the prior school, the student will lose their 
enrollment and be placed at the end of the wait list for their new grade level.  ArtSpace Charter will abide with the 
determination of the school where students are enrolled at the time of acceptance.  If outside testing determines 
differently, then considerations may be made by the Executive Director, the Assistant Director, and grade-
appropriate teachers. 

 
Adopted – 20091020 
Revised - 20110629 
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4.06 Discrimination, Harassment and Bullying Policy 

 
P.A.C.E., Inc. Board of Directors acknowledges the dignity and worth of all students and employees and strives to 
create a safe, orderly, caring and inviting school environment to facilitate student learning and achievement. The 
board will not tolerate any form of unlawful discrimination, harassment or bullying in any of its educational or 
employment activities  
 
A. Prohibited Behaviors and Consequences 
  

1. Discrimination, Harassment, and Bullying 
 
Students, employees, parents, volunteers, and visitors are expected to behave in a civil and respectful 
manner. The board expressly prohibits unlawful discrimination, harassment and bullying. 
 
Students are expected to comply with the behavior standards outlined in the Parent and Student 
Handbook. Employees are expected to comply with board policy and the Employee Handbook. Parents, 
volunteers and visitors on school property or taking part at any time in a school-sponsored event on or off 
property are also expected to comply with board policy and established school rules and procedures. 
 
Any violation of this policy is serious, and administration shall promptly take appropriate action. Students 
will be disciplined in accordance to the procedures established in the Parent and Student Handbook. 
Based on the nature and severity of the offense and the circumstances surrounding the incident, the 
student will be subject to appropriate consequences and remedial actions ranging from positive 
behavioral interventions up to, and including, expulsion. 
 
Employees who violate this policy will be subject to disciplinary action, up to, and including, dismissal. 
Parents, volunteers and visitors who violate this policy will be directed to leave school property and/or 
reported to law enforcement, as appropriate. 
 
When considering if a response beyond the individual level is appropriate, the administration should 
consider the nature and severity of the misconduct to determine whether a classroom or school-wide 
response is necessary. Such classroom and school-wide responses may include staff training, 
harassment and bully prevention programs and other measures deemed appropriate by the Executive 
Director to address behavior. 
 

 2. Retaliation 
 
The board prohibits reprisal and retaliation against any person for reporting or intending to report 
violations to this policy, supporting someone for reporting or intending to report a violation of this policy or 
participating in the investigation of reported violations of this policy. 
 
After consideration of the nature and circumstances of the reprisal or retaliation and in accordance with 
applicable federal, state and local laws, policies and regulations, the Executive Director or designee, or 
Board shall determine the consequences and remedial action for a person found to have engaged in 
reprisal and retaliation.  
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This policy prohibits unlawful discrimination, harassment and bullying by students, employees, volunteers, 
and visitors. “Visitors” includes parents, persons, agencies, vendors, contractors and  
organizations doing business with or performing services for the school. 
 
This policy applies to any behavior that takes place: 
1. on school property before, during or after school hours; 

2. in any vehicle as part of a school activity; 

3. during any school-sponsored activity or extracurricular activity; 

4. at any time or place on or off school property when the individual is subject to the authority of 

school personnel; and 

5. at any time or place when the behavior has a direct and immediate effect on maintaining order 

and discipline in the schools. 

C. Definitions 
 
For purposes of this policy, the following definitions apply: 
 
1.  Discrimination 
 
Discrimination means any act or failure to act that unreasonably and unfavorably differentiates treatment of others 
solely based on their membership in a socially distinct group or category, such as race, ethnicity, sex, pregnancy, 
religion, age, sexual orientation or identity, or disability. Discrimination may be intentional or unintentional. 
 
2. Harassment and Bullying 

 
a. Harassment or bullying behavior is any pattern of gestures or written, electronic or verbal 
communications, or any physical act or any threatening communication that: 
 
1. places a student or school employee in actual or reasonable fear of harm to his or her person or 
damage to his or her property; or 
 
2. creates or is certain to create a hostile environment by substantially interfering with or impairing a 
student’s educational performance opportunities or benefits. 
 
“Hostile environment” means that the victim subjectively views the conduct as harassment or bullying and 
that the conduct is objectively severe or pervasive enough that a reasonable person would agree that it is 
harassment or bullying. A hostile environment may be created through pervasive or persistent 
misbehavior or a single incident, if sufficiently severe. 
 
Harassment and bullying include, but are not limited to, behavior described above that is reasonably 
perceived as being motivated by any actual or perceived differentiating characteristic or motivated by an 
individual’s association with a person who has or is perceived to have a differentiation characteristic, such 
as  race, color, religion, ancestry, national origin, gender, socioeconomic status, academic status, gender 
identity, physical appearance, sexual orientation, or mental, physical, developmental or sensory disability. 
Examples of behavior that may constitute bullying or harassment include, but are not limited to, verbal 
taunts, name-calling and put-downs, epithets, derogatory comments or slurs, lewd propositions, exclusion 
from peer groups, extortion of money or possessions, implied or stated threats, assault, impeding or 
blocking movement, offensive touching or any physical interference with normal work or movement, visual 
insults, such as derogatory posters or cartoons. Legitimate age-appropriate pedagogical techniques are 
not considered harassment or bullying. 
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subordinates, between employees and students, or between non-employees, including visitors, parents, 
and employees or students. Harassment may occur between members of the opposite sex or members of 
the same sex. 
 
b. Sexual harassment is one type of harassment. Unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature constitute sexual harassment when: 
 
1. submission to the conduct is made, either explicitly or implicitly, a term or condition of an individual’s 
employment, academic progress or completion of a school-related activity; 
 
2. submission to or rejection of such conduct is used as the basis for employment decisions affecting the 
individual, or in the case of a student, submission to or rejection of such conduct is used in evaluating the 
student’s performance within a course of study or other school-related activity; or 
 
3. such conduct is sufficiently severe, persistent or pervasive that it has the purpose or effect of 
unreasonably interfering with an employee’s work or performance or a student’s educational 
performance, limiting a student’s ability to participate in or benefit from an educational program or 
environment, or creating an abusive, intimidating, hostile or offensive work or educational  
environment.  
 
Sexually harassing conduct includes, but is not limited to, deliberate, unwelcome touching that has sexual 
connotations or is of a sexual nature, suggestions or demands for sexual involvement accompanied by 
implied or overt promises or preferential treatment or threats, pressure for sexual activity, continued or 
repeated offensive sexual flirtations, advances or propositions, continued or repeated verbal remarks 
about an individual’s body, sexually degrading words used toward an individual or to describe an 
individual, or the display of sexually suggestive drawings, objects, pictures or written materials. Acts of 
verbal, nonverbal, or physical aggression, intimidation or hostility based on sex, but not involving sexual 
activity or language, may be combined with incidents of sexually harassing conduct to determine if the 
incidents of sexually harassing conduct are sufficiently serious to create a sexually hostile environment. 
 
c. Gender-based harassment is also a type of harassment. Gender-based harassment may include acts 
of verbal, nonverbal or physical aggression, intimidation or hostility based on gender or gender-
stereotyping but not involving conduct of a sexual nature.  

 
D. Reporting and Investigating Complaints of Discrimination, Harassment or Bullying 
 
Employees are required to report any actual or suspected violations of this policy. Students, parents, volunteers, 
visitors or others are also strongly encouraged to report any actual or suspected incidents of discrimination, 
harassment or bullying. All reports should be made in accordance with the Bullying, Discrimination and 
Harassment Complaint Procedure. Reports may be made anonymously, and all reports shall be investigated in 
accordance with that procedure. 
 
E. Training and Programs 
 
The Executive Director shall establish training and other programs that are designed to help eliminate unlawful 
discrimination, harassment and bullying and to foster an environment of understanding and respect for all 
members of the school community. Training for students, employees and volunteers will 1) provide examples of 
behavior that constitutes as bullying, harassment or discrimination; 2) teach employees to identify groups that 
may be the target of discrimination, harassment or bullying; 3) train school employees to be alert to locations 
where such behavior may occur, including locations on school property and on cell phones and other electronic 
communication. 
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This policy is located in the P.A.C.E., Inc. Board Policy Manual in the front office and may be included in the 
Parent and Student Handbook and the Employee Handbook.  It may also be disseminated electronically and/or 
posted on the school’s website. 
 
G. Records and Reporting 
 
Administration shall maintain confidential records of complaints or reports of discrimination, harassment or 
bullying. The records must identify the names of all individuals accused of such offenses and the resolution of 
such complaints or reports. The Executive Director shall maintain records of training conducted and corrective 
action or other steps taken by the school system to provide an environment free of discrimination, harassment 
and bullying. 
Administration will report all verified cases of student discrimination, bullying and harassment that result in a 
suspension through the Discipline Data Collection Report. 
 
Adopted  - May 18, 2010 
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4.07 Use of Restraint and Seclusion Policy 

 
 

 

It is the policy of the P.A.C.E., Inc. Board to promote the safety of all students, staff, and visitors in its schools.  
To further this policy, school personnel may, in compliance with G.S. 115C-391.1 and state and local policies 
and procedures, employ reasonable restraint, seclusion or isolation techniques with students.   

  

The Executive Director or designee shall make this policy and G.S. 115C-391.1 available to school personnel 
and parents/guardians at the beginning of each school year and shall notify parents of any prohibited use of 
seclusion, restraint, or aversive techniques and shall provide a written incident report within 30 days of any such 
incident as required by G.S. 115C-391.1 and applicable policies and procedures.  The Executive Director or 
designee shall annually provide a record of reported incidents to the State Board of Education. 

  

Any report or allegation regarding prohibited use of seclusion, restraint, isolation, or aversive techniques shall be 
governed by the Whistleblower policy (7.03 Whistleblower Protection Policy)   

 
Adopted – September 21, 2010 
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5.01      Safety Policy 

 
 
 
ACS will have procedures in place outlining the actions and responsibilities of staff and administration in 
addressing the following issues: 
 
Evacuation Fire 
Evacuation Non-Fire 
Hazardous  Materials 
Lockdown-Perimeter 
Lockdown-Full 
Serious Medical Emergency 
Severe Weather (tornado; hurricane; etc.) 
Public Health Emergency 
Student in Crisis  
 
It is the responsibility of the Executive Director to insure the procedures are current and applicable and that all 
applicable parties are aware of the procedures. 
 
The Executive Director is also responsible for making sure that drills occur on a regular basis. 
 
These procedures will be reviewed annually by the administration and the policy team and submitted to the board 
for discussion.  If there are any changes or revisions that must be made between annual reviews, it is the 
responsibility of the Executive Director to immediately notify the staff and provide written notification to the 
P.A.C.E., Inc. Board of Directors. 
 
For additional information regarding any of these procedures, interested parties may contact the school 
administration. 
 
Revised -  March 17, 2009 
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5.03 Non-Staff After Care Fee Waiver Policy 

 
After Care is only available to students enrolled at ArtSpace.  Siblings, friends and other non-ArtSpace students 
are not permitted to attend the aftercare program.  Other children, carpool partners, friends sleeping over, etc., 
will not have their fee waived.   
 
The daily aftercare fee will be waived up to three times per month for the reasons listed below.   

 Parent attendance at an IEP meeting, teacher conference, administrative conference, or other type of 
meeting when the school has requested parent’s attendance. 

 Parent attendance at a committee meeting. 

 Parent volunteering between the hours of 3:30-6:00. 
 
Fees will only be waived if the parent has submitted a “Waiver Request Sheet” signed by a staff member, within 
48 hours of the day to be waived. 
 
All fees will be waived for students eligible for McKinney-Vento services.  
 
After Care fees will not be waived for the following reasons: 

 Attendance of sibling or carpool partner due to an afterschool detention. 

 Attendance of a carpool partner because a field trip runs past the 3:30 normal pick-up time. 

 Attendance to aftercare after a tutoring session. 

 Students staying after school for a special project or program later that evening. 
 

After Care Fee Waiver Request Form 
 

 
 
 
 
 
 
 
Parent’s Name:______________________________________________________________________________ 
Student(s) Name(s): ___________________________________________________________________ 
Date Requested for Fee Waiver: ________________________   
Date Submitted to After Care Director: ___________________ 
Reason for Request:___________________________________________________________________ 
Staff Member Approval: ______________________________ 
Total Amount of Fees Waived: _________________________ 
 
*This form must be filled out by the parent, signed off by a staff member and submitted to the After School director 
by the parent. 
 
Adopted November 18, 2008 
Revised September 21, 2010 
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After Care Fees may be waived for the following reasons: 
 Parent attendance at an IEP meeting, teacher conference, administrative conference, or other type of meeting when the school 
has requested parent’s attendance. 

 Parent attendance at a committee meeting. 

 Parent volunteering between the hours of 3:30-6:00. 

 McKinney-Vento Services 

 



 
 
 

 

 

After Care Fee Waiver Request Form 
 

 
 
 
 
 
Parent’s Name:______________________________________________________________________________ 
 
Student(s) Name(s): ___________________________________________________________________ 
 
Date Requested for Fee Waiver: ________________________   
 
Date Submitted to After Care Director: ___________________ 
 
Reason for Request: ________________________________________________________________ 
 
Staff Member Approval: ______________________________ 
 
Total Amount of Fees Waived: _________________________ 
 
*This form must be filled out by the parent, signed off by a staff member and submitted to the After Care director 
by the parent. 
Revised 9/21/10 
 
 
 

After Care Fee Waiver Request Form 
 

 
 
 
 
 
Parent’s Name:______________________________________________________________________________ 
 
Student(s) Name(s): ___________________________________________________________________ 
 
Date Requested for Fee Waiver: ________________________   
 
Date Submitted to After Care Director: ___________________ 
 
Reason for Request: ___________________________________________________________________ 
 
Staff Member Approval: ______________________________ 
 
Total Amount of Fees Waived: _________________________ 
 
*This form must be filled out by the parent, signed off by a staff member and submitted to the After Care Director 
by the parent. 
Revised 9/21/10 
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After Care Fees may be waived for the following reasons: 
 Parent attendance at an IEP meeting, teacher conference, administrative conference, or other type of meeting when the school 

has requested parent’s attendance. 

 Parent attendance at a committee meeting. 

 Parent volunteering between the hours of 3:30-6:00. 

 

After Care Fees may be waived for the following reasons: 
 Parent attendance at an IEP meeting, teacher conference, administrative conference, or other type of meeting when the school 

has requested parent’s attendance. 

 Parent attendance at a committee meeting. 

 Parent volunteering between the hours of 3:30-6:00. 
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5.04 Organizational E-Rate Documentation Retention Policy 

 
 
ArtSpace Charter School is committed to fulfilling all requirements under the FCC E-Rate program. As such, all 
documents pertaining to the application for and expenditure of E-Rate funds will be retained for five (5) years after 
the last date of service. 
 
For the 2009-2010 E-Rate program, the first year that ArtSpace will participate, documents will be held until June 
30, 2015. 
 
This policy has been approved by the Partnership for Art at the Core of Education, Inc., Board of Directors on July 
21, 2009. 
 
Adopted - July 21, 2009 
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5.05 School Improvement Plan Policy 

 
 
School Improvement Team 
 
In order to improve student performance, ArtSpace Charter School shall develop a school improvement plan (SIP) 
that takes into consideration the annual performance goal for that school that is set by the State Board under G.S. 
115C-105.35. The Executive Director, Assistant Director, instructional personnel, instructional support personnel, 
teacher assistants and parents of children enrolled in the school shall constitute the school improvement team 
(SIT) to develop a school improvement plan to improve student performance. Representatives of the instructional 
personnel, instructional support personnel, and teacher assistants shall be elected by secret ballot on an annual 
basis. Two parents shall be elected by parents of children enrolled in the school in an annual election conducted 
by the administration or designee. Parents serving on the school improvement team shall reflect the racial and 
socioeconomic composition of the students enrolled in that school and shall not be members of building-level 
staff. Parental involvement is a critical component of school success and positive student achievement; therefore, 
in order to incorporate active parent involvement in the student improvement team, meetings shall be held at a 
convenient time to assure substantial parent participation.  
 
School Improvement Plan 
 
The strategies for improving student performance: 
 
 1. Shall include a plan for the use of staff development funds that may be made available for the 
 implementation of the school improvement plan; 
 

2. Shall include a plan for preparing students to read at grade level by the time they enter second grade. 
The plan shall require kindergarten and first grade teachers to notify parents/guardians when their child is 
not at grade level and is at risk of not reading at grade level by the time the child enters second grade. 
The plan may include the use of assessments to monitor students’ progress in learning to read, strategies 
for teachers and parents to implement that will help students improve and expand their reading, and 
provide for the recognition of teachers and strategies that appear to be effective at preparing students to 
read at grade level; 

  
3. Shall include a plan to address school safety and discipline concerns. 

  
4. Shall include a plan that specifies the effective instructional practices and methods to be used to 
improve the academic performance of students identified as at risk of academic failure; 

  
5. Shall include a plan to provide a duty-free instructional planning time for every teacher with the goal of 
providing an average of at least five hours of planning time each week. 

  
6. Shall include a plan to address the Title I components for either a schoolwide or targeted 

 assistance school program as appropriate for school’s current federal designation. 
 
Support among the affected staff members is essential to successful implementation of a school improvement 
plan to address improved student-performance. The Executive Director shall present the proposed school  
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improvement plan to all of administration, instructional personnel, instructional support personnel, and teacher 
assistants for their review and vote. The vote shall be by secret ballot. The Executive Director shall submit the 
school improvement plan to the P.A.C.E. Board only if the proposed school improvement plan has the approval of 
a majority of the staff who voted on the plan. 
 
 
P.A.C.E. Board shall approve or reject the school improvement plan, but shall not make any substantive changes 
in any school improvement plan approved. If P.A.C.E. Board rejects the plan, it shall state with specificity its 
reasons for rejecting the plan; the school improvement team may then prepare another plan, which will be 
presented to staff for vote and re-submit the new plan for P.A.C.E. Board approval. If no school improvement plan 
is approved for a school within 60 days after the initial submission, the P.A.C.E. Board may develop a school 
improvement plan. The NC General Assembly urges the local board to utilize the school’s proposed school 
improvement plan to the maximum extent possible when developing such a plan. 
 
The school improvement plan shall remain in effect for no more than three years; however, the school 
improvement team may amend as often as is necessary or appropriate. ArtSpace Charter School will review the 
plan annually and follow established protocol for P.A.C.E. Board approval. 
 
Adopted – August  18, 2009 
Revised – September 21, 2010 
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P.A.C.E. Inc. 
5.06 School Facility Use Policy (Rental Rates) Policy - Auditorium 

 

ACS shall provide guidelines for allowable use of the facility to Partners, Non-Profit Organizations, For-

Profit Organizations and individuals. 

Rental rates, services and application information are available upon request. 

ArtSpace Charter School will not discriminate on the basis of sex, race, color, religion, national origin, 

disability or age. 

Adopted – July 21, 2009 

 

Auditorium Rental Rates 
USER FEE W/ NO ADMISSION 

CHARGED 

FEE W/ADMISSION 

CHARGED 

TYPE I: Partners 

Organizations that provide 

services in-kind and/or monetary 

support. 

Fee waived*. Support staff, 

including building supervisor 

and maintenance additional. 

Fee waived*. Support staff, 

including building supervisor and 

maintenance additional. 

TYPE II: Non-Profit 

Organizations (Must provide 

verification of 501(c)3) 

$200*. Support staff, including 

building supervisor and 

maintenance additional. 

$200*. Support staff, including 

building supervisor and 

maintenance additional. Plus 

20% of all concession sales and 

10% of gross ticket sales. 

TYPE III: For-Profit 

Organizations and Individuals 

$500*. Support staff, including 

building supervisor and 

maintenance additional. 

$500*. Support staff, including 

building supervisor and 

maintenance additional. Plus 

20% of all concession sales and 

10% of gross ticket sales. 

 

* Fee based on a 4-hour period per day. Additional time is $50 per hour and does not include fees for 

support staff. Fees for blocks of time are negotiable. ArtSpace reserves the right to require personnel as 

necessary on a case-by-case basis. ArtSpace reserves the right to prohibit the consumption of food or 

beverage on the premises. Alcoholic beverages and drugs are prohibited on school property. ArtSpace 

Charter School is a smoke-free campus; all smoking is prohibited. The renting organization must hold 

comprehensive liability insurance and is responsible for all damages to property. A copy of the current 

insurance policy is required and will be verified before the application can be processed. ArtSpace is not 

responsible for accidents or injuries. 
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Auditorium Optional Services 

 

(Equipment Use Rental- rates subject to change) 

 

Item Description     Rental Fee 

 

Piano       $50 + optional tuning fee 

 

Concession Bar      $25 

 

Personnel Fee Chart 
 

(All services subject to prior approval and availability; ArtSpace reserves the right to 

require specific personnel for events. Holiday pay rates are double.) 

 

Personnel      Fees 

 

Building Supervisor      $25 pp/ph 

 

Security (at the school’s discretion)   $25 pp/ph 

 

Maintenance/Housekeeping    $25 pp/ph 

 

Sound Engineer      $25 pp/ph 

 

Lighting Engineer     $25 pp/ph 

 

Combined Lighting/Sound Engineer 

 For small performances    $35 pp/ph 

 

Box Office      $15 pp/ph 
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  2030 US Hwy 70 
  Swannanoa, NC 28778 
  Phone (828)298-2787 
  Fax (828)298-6221 

 

 
 

5.06P AUDITORIUM USE APPLICATION 
 
 
Organization ________________________________________________________   
 
Contact Person          
 
Address _____________________________________________________________________  
 
Phone ______________________________    E-Mail _________________________________  
 
Type of Group: _____Type I  _____ Type II _____Type III       
 
Do you hold a current 501(c)3? If yes, attach verification. _____ yes     _____ no 
 
Liability Insurance Carrier and Policy Number      
 
Purpose of Use _________________________________________________________________ 
 
Description of Event         
 
Number of Persons Expected in Audience _______________  in Performance _____________  
  
 Date(s) of Use: _______________________________________  
  
 Hours of Use:  ______________________________________  
 
 
 
            
Renter Initial        ED Initial 

 
 
 
 
 

 
 
 

Page 1 of 3 
 
 

 



 
 
 

 

 

Auditorium Services and Personnel 
Facility Rental Policy 

ACS shall provide guidelines for allowable use of the facility to Partners, Non-Profit Organizations, For-Profit 
Organizations and individuals. 

Rental rates, services and application information are available upon request. 

ArtSpace Charter School will not discriminate on the basis of sex, race, color, religion, national origin, disability or 
age. 

BASE RENTAL  FEE ACTUAL FEE 

Type I/ No Admission  
          Additional Rental Hours 

Waived  

Type I/ With Admission 
          Additional Rental Hours 

Waived  

Type II/ No Admission 
          Additional Rental Hours: 

$200 
$50/ph beyond 4 

 

Type II/ With Admission 
          
          Additional Rental Hours: 

$200 + 20% of concession  
and 10% of ticket sales* 
$50/ph beyond 4 

 

Type III/ No Admission 
          Additional Rental Hours: 

$500 
$50/ph beyond 4 

 

Type III/ With Admission 
 
          Additional Rental Hours: 

$500 + 20% of concession  
and 10% of ticket sales* 
$50/ph beyond 4 

 

BASE RENTAL TOTAL   

 

EQUIPMENT RENTAL FEE  

Piano $50 + optional tuning fee  

Concession Bar $25  

EQUIPMENT RENTAL TOTAL   

 

PERSONNEL FEE  

Building Supervisor $25 pp/ph  

Security $25 pp/ph  

Maintenance/Housekeeping $25 pp/ph  

Sound Engineer $25 pp/ph  

Lighting Engineer $25 pp/ph  

Combined Lighting/Sound Engineer $35 pp/ph  

Box Office $15 pp/ph  

TOTAL PERSONNEL   

 

TOTAL EXPENSES   

* Total cost determined after show 
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In making this request, the undersigned agrees to accept the following conditions and requirements for such 
intended use: 

 
 
1.  Application must be accompanied by a $25 non-refundable application fee unless waived for partner status 
(Credited to rental if accepted).  Make checks payable to:  P.A.C.E. (Partnership for Arts at the Core of 
Education). Application must be received at least 45 days prior to the event. 
 
2.  A non-refundable deposit of 50% of the rental fee is required to hold the space and is payable within 30 days 
after acceptance of the application. The renter must give a minimum 10-day notice of cancellation. 
Cancellations received with fewer than 10 will result in loss of 100% of deposit paid. 
 
3.  Balance of rental charges are payable five (5) business days prior to use,  and other balances are payable 
within five (5) business days following the use, or a 10% late fee may apply. 
 
4.  User is responsible for damages.  Inspection of space with the building supervisor before and after use is 
advised.  
 
5.  User shall provide a current copy of insurance policy to cover liability and is subject to verification. 
 
6.  User shall abide by all policies and guidelines of ArtSpace Charter School that apply to the use of the facility. 
Copies of these policies are available upon request. 
 
7.  Audience occupancy shall not exceed 410 people for normal use of the facility.  Failure to comply may result 
in civil and/or criminal charges for violation of fire codes or other legal requirements. 
 
8. The school is not obligated to make its space available to any group except as required by law. 
 
9.  “Pursuant to North Carolina General Statute Section 115C-238.29H, no indebtedness of any kind incurred or 
created by ArtSpace Charter School shall constitute an indebtedness of the State of North Carolina of its 
political subdivisions, and no indebtedness of ArtSpace Charter School shall involve or be secured by the faith, 
credit or taxing power of the State of North Carolina or its political subdivisions.” 
 
10.  The school reserves the right to cancel the event. 
 
Signature ___________________________________    Date _________________________ 
 
 
For Office Use Only 
 
Received By:      Date:     
 

 Approved         Not Approved (Reason for decision:     ) 
 
            
Signature of Executive Director     Date 
 

Adopted – July 21, 2009 
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P.A.C.E., Inc. 
5.07 School Facility Use Policy (Rental Rates) Policy - Classroom 

 
ACS shall provide guidelines for allowable use of the facility to Partners, Non-Profit Organizations, For-Profit 
Organizations and individuals. 
Rental rates, services and application information are available upon request. 
ArtSpace Charter School will not discriminate on the basis of sex, race, color, religion, national origin, disability or 
age. 
Adopted ï July 21, 2009  

 
Classroom Rental Rates 

USER FEE W/ NO ADMISSION 
CHARGED 

FEE W/ADMISSION CHARGED 

TYPE I: Partners 
Organizations that provide 
substantial in-kind services and/or 
monetary support. 

Fee waived*. Support staff, 
including building supervisor and 
maintenance additional. 

Fee waived*. Support staff, 
including building supervisor and 
maintenance additional. 

TYPE II: Non-Profit Organizations 
Must provide verification of 501(c)3) 

$15 per hour*. Support staff, 
including building supervisor and 
maintenance additional. 

$15*. Support staff, including 
building supervisor and 
maintenance additional. Plus 10% 
of gross ticket sales. 

TYPE III: For-Profit Organizations 
and Individuals 

$25*. Support staff, including 
building supervisor and 
maintenance additional. 

$25*. Support staff, including 
building supervisor and 
maintenance additional. Plus 20% 
gross ticket sales. 

 
* Fees for blocks of time are negotiable. ArtSpace reserves the right to require personnel as necessary on a case-
by-case basis. ArtSpace reserves the right to prohibit the consumption of food or beverage on the premises. 
Alcoholic beverages and drugs are prohibited on school property. ArtSpace Charter School is a smoke-free 
campus; all smoking is prohibited. The renting organization must hold comprehensive liability insurance and is 
responsible for all damages to property. A copy of the current insurance policy is required and will be verified 
before the application can be processed. ArtSpace is not responsible for accidents or injuries. 
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Classroom Optional Services 
(Equipment Use Rental- rates subject to change) 

 
Item Description     Rental Fee 
 
LCD Projector      $25 
 
Overhead Projector     $20 

 
 
 
 
 
 

Personnel Fee Chart 
(All services subject to prior approval and availability; ArtSpace reserves the right to require 

specific personnel for events. Holiday pay rates are double.) 
 

Personnel      Fees 
 
Building Supervisor      $25 pp/ph 
 
Security (at the school’s discretion)   $25 pp/ph 
 
Maintenance/Housekeeping    $25 pp/ph 
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  2030 US Hwy 70 

  Swannanoa, NC 28778 
  Phone (828)298-2787 
  Fax (828)298-6221 

 
 

5.07P CLASSROOM USE APPLICATION 
 
 
Organization ________________________________________________________   
 
Contact Person          
 
Address _____________________________________________________________________  
 
Phone ______________________________    E-Mail _________________________________  
 
Type of Group: _____Type I  _____ Type II _____Type III       
 
Do you hold a current 501(c)3? If yes, attach verification. _____ yes     _____ no 
 
Liability Insurance Carrier and Policy Number      
 
Purpose of Use _________________________________________________________________ 
 
Description of Event         
 
Number of Persons Expected in Audience _______________  in Performance _____________  
  
 Date(s) of Use: _______________________________________  
  
 Hours of Use:  ______________________________________  
 
 
 
            
Renter Initials        ED Initials 
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Classroom Services and Personnel 
BASE RENTAL  FEE ACTUAL FEE 

Type I/ No Admission  
          

Waived  

Type I/ With Admission 
           

Waived  

Type II/ No Admission $15 per hour 
 

 

Type II/ With Admission 
          

$15 plus 10% of ticket sales*  

Type III/ No Admission 
           

$25 per hour 
 

 

Type III/ With Admission $25 plus20% of ticket sales* 
 

 

BASE RENTAL TOTAL   

 

EQUIPMENT RENTAL FEE  

LCD Projector $25  

Overhead Projector $20  

EQUIPMENT RENTAL TOTAL   

 

PERSONNEL FEE  

Building Supervisor $25 pp/ph  

Security $25 pp/ph  

Maintenance/Housekeeping $25 pp/ph  

TOTAL PERSONNEL   

 

TOTAL EXPENSES   

 
* Total cost determined after show 
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In making this request, the undersigned agrees to accept the following conditions and requirements 
for such intended use: 

 
1.  Application must be accompanied by a $25 non-refundable application fee unless waived for partner status 
(Credited to rental if accepted).  Make checks payable to:  P.A.C.E. (Partnership for Arts at the Core of 
Education). Application must be received at least 45 days prior to the event. 
 
2.  A non-refundable deposit of 50% of the rental fee is required to hold the space and is payable within 30 days 
after acceptance of the application. The renter must give a minimum 10-day notice of cancellation. 
Cancellations received with fewer than 10 will result in loss of 100% of deposit paid. 
 
3.  Balance of rental charges are payable five (5) business days prior to use,  and other balances are payable 
within five (5) business days following the use, or a 10% late fee may apply. 
 
4.  User is responsible for damages.  Inspection of space with the building supervisor before and after use is 
advised.  
 
5.  User shall provide a current copy of insurance policy to cover liability and is subject to verification. 
 
6.  User shall abide by all policies and guidelines of ArtSpace Charter School that apply to the use of the facility. 
Copies of these policies are available upon request. 
 
7.  Audience occupancy shall not exceed 410 people for normal use of the facility.  Failure to comply may result 
in civil and/or criminal charges for violation of fire codes or other legal requirements. 
 
8. The school is not obligated to make its space available to any group except as required by law. 
 
9.  “Pursuant to North Carolina General Statute Section 115C-238.29H, no indebtedness of any kind incurred or 
created by ArtSpace Charter School shall constitute an indebtedness of the State of North Carolina of its 
political subdivisions, and no indebtedness of ArtSpace Charter School shall involve or be secured by the faith, 
credit or taxing power of the State of North Carolina or its political subdivisions.” 
 
10.  The school reserves the right to cancel the event. 
 
Signature ___________________________________    Date _________________________ 
 
 
For Office Use Only 
 
Received By:      Date:     
 

 Approved         Not Approved (Reason for decision:     ) 
 
            

Signature of Executive Director     Date 
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P.A.C.E., Inc. 
6.01 Electronic Media Policy 

 
MOVIES 
 
During School Hours 

 Electronic media must only be shown if it is directly connected to specific curricula goals and objectives 
and guidelines below are met 

 Under special circumstances (rewards, recess during inclement weather….) non-curricula related 
electronic media may be shown if the guidelines below are met 

 PG and PG-13 movies checked out from the library must still adhere to grade level guidelines 
 

GRADES K-4 

 Movies with a “G” rating may be shown without approval or parent notification 

 Movies with a “PG” rating may only be shown with administrative approval and two advanced parent 
notifications 

 Movies with a “PG-13” rating may only be shown with administrative approval and signed parent 
permission 

 Movies without a rating or any other rating must be pre-approved by administration 

 Parent notification must be documented 
 
GRADES 5-8 

 Movies with a “G” rating may be shown without approval or parent notification 

 Movies with a “PG” rating may only be shown with two advanced parental notifications 

 Movies with a “PG-13” rating may only be shown with administrative approval and two advanced parental 
notifications 

 Movies without a rating or any other rating must be pre-approved by administration 

 Parent notification must be documented 
 
After school clubs, activities, special events, rainy day recessé  

 Follow grade level guidelines listed above 
 
Extended Day Program 

 Only “G” rated movies may be shown 
 
OTHER ELECTRONIC FORMATS 

 Television programs, YouTube, music videos, documentaries and other media should be carefully 
reviewed by the staff member BEFORE student viewing and must meet the grade level requirements 
listed above 

 Electronic sources (such as YouTube) must be downloaded and shown without being linked to the 
original web-site 

 Student are not allowed access to YouTube, MySpace, FaceBook, or similar sites as a part of a web 
search or guided activity 
 

Adopted  - November 18, 2008 
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P.A.C.E., Inc. 

7.00     National Board Certification Policy 
 

ArtSpace Charter School encourages teachers to pursue National Board Certification and we will support 
teachers who chose to do so.  Teachers who are planning to complete their Boards must set up a time to discuss 
this with the Executive Director by April 1 of the year before.  This allows for budget planning. 
Employees who receive assistance for either initial or renewal National Board Certification are required to serve 
ArtSpace Charter School for one year following receipt of assistance pending employment eligibility. Attempting 
the National Board Certification process does not guarantee employment and all employees will be considered at-
will as stated within the employee’s contract. If the employer does not offer a contract the year following 
assistance, the employee is not required to pay back any funding received. If the employee chooses not to renew 
the year following assistance, the school will deduct the amount of funds received from the employee’s last 
paycheck. 
Teachers who have met with the ED and received approval will be supported in the following ways IF the budget 
permits: 

1) Three full paid days of Personal Leave during the school year to work on their Boards (in addition to the 

standard amount).  Days must be pre-approved through the Excused Absence process. 

2) Payment of a substitute (if deemed necessary by the ED) during those days. 

3) Waiver of the requirement to participate on a committee(s) during the year in which they are working on 

their Boards. 

4) Waiver of the expectation to attend at least one Board meeting during the school year. 

5) A one-time payment of $500 to help defray the cost for Boards.  If the teacher does not complete the 

entire process that money must be returned to the school. 

Teachers who completed the process of applying for National Boards but did not pass will also be expected to 
meet with the ED to discuss their next course of action.  If they plan to re-apply they will be supported in the 
following ways IF the budget permits: 

1) Two full paid days of Personal Leave during the school year to work on their Boards (in addition to the 

standard amount).  Days must be pre-approved through the Excused Absence process. 

2) Payment of a substitute (if deemed necessary by the ED) during those days. 

3) A one-time payment of $150 to help defray the cost of re-applying.  If the teacher does not complete the 

entire process that money must be returned to the school. 

Teachers who are Nationally Board certified and who plan to apply for renewal (after 10 years) should meet with 
the ED to discuss their plans.  If they plan to renew they will be supported in the following ways IF the budget 
permits: 

1) Three full paid days of Personal Leave during the school year to work on their Boards (in addition to the 

standard amount).  Days must be pre-approved through the Excused Absence process. 

2) Payment of a substitute (if deemed necessary by the ED) during those days. 
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3) Waiver of the requirement to participate on a committee(s) during the year in which they are working on 

their Boards. 

 
4) Waiver of the expectation to attend at least one Board meeting during the school year. 

5) A one-time payment of $250 to help defray the cost for renewal.   If the teacher does not complete the 

entire process that money must be returned to the school. 

 
Beginning July 1, 2011, once a teacher has received National Board Certification, they will receive an appropriate 
adjustment in pay level according to the current ArtSpace salary scale.  If a teacher is notified that they have 
passed after the school year has started the new pay level will be retro-active to the start of the current school 
year. 
 
Adopted January 18, 2011 
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P.A.C.E., Inc. 
7.01 Employee Cost for Check Reissuing Policy  

 
 
 
_____________Last Name 
 
 
Policy: Employee Cost for Check Re-issuing 
 
 
Any cost for reissuing a check will be paid by the staff member who has either lost or not cashed a check within 
one (1) month of the date of issue thereby requiring it to be cancelled by the school. 
 
Each staff member will be required to sign a document acknowledging acceptance of this policy. No live checks 
will be issued to staff unless this document is signed and in the file of the Business Director or designee. 
 
In cases of extreme circumstances regarding the loss of the check, the administration has the right to waive the 
fee. The reason for this waiver will be documented and signed by two members of the administration. 
 
The check cancellation fee will be paid by the employee via check made out to P.A.C.E. Inc. prior to receiving the 
newly issued check. 
 
 
 

 
 
 
I, the undersigned, hereby agree to abide by the terms of the Employee Cost for Check Re-issuing policy and 
agree to pay the required amount directly to P.A.C.E. Inc for charges resulting from the loss or non-cashing of a 
P.A.C.E. Inc. issued check. 
 
As of January 2008, the cost to cancel a check is $25.00 online and $30.00 at the bank. 
 
 
Date:  
 
 
Name:  
Adopted – Date Unknown 
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P.A.C.E., Inc. 
7.02  FLSA ï Work Schedule Policy 

 
A.  Work Schedules 

 
The length of the school day for licensed and professional staff will be a minimum of 8 hours and will 
continue until professional responsibilities to the student and school are completed.  Administrative 
meetings, Curriculum development, pupil supervision, assigned duties, parent conferences, group or 
individual planning, and extracurricular activities may require hours beyond the stated minimum.  Work 
schedules for other employees will be defined by the Executive Director or designee, consistent with the 
Fair Labor Standards Act and the provisions of this policy. 
 

B. Workweek Defined 

Working hours for all employees not exempted under the Fair Labor standards Act (FLSA), including 
secretarial, teacher assistants, janitorial and maintenance personnel, will conform to federal and state 
regulations.  The administration shall ensure that job positions are classified as exempt or non-exempt 
and that employees are made aware of such classifications.  The administration  shall make every effort 
to avoid circumstances that require non-exempt employees to work more than 40 hours each week.  For 
purposes of FLSA Compliance, the workweek for ArtSpace Charter School employees will be 12:00 a.m. 
Saturday until 11:59 p.m. Friday. A copy of the FLSA and any administrative procedures established by 
the administration will be available to employees in the school office. 
 

C. Overtime and Compensatory Time 

The P.A.C.E. Board of education discourages overtime work by non-exempt employees. A non-exempt 
employee may not work overtime without the express written approval of the administration.  All 
supervisory personnel shall report overtime use on a weekly basis and report such use to the 
administration or designee.  The administration shall monitor employees’ work, shall ensure that overtime 
provisions of this policy and the FLSA are followed, and shall ensure that all employees are compensated 
for any overtime worked.  Administrators may need to adjust daily schedules to prevent non-exempt 
employees from working more than 40 hours in a workweek.  Accurate and complete timesheets of actual 
hours worked during the workweek must be signed by each employee as well as their supervisor and 
submitted to the office manager or designee before the end of the workweek.  Administration shall review 
work records of employees on a regular basis to make an assessment of overtime use. 
 
In lieu of overtime compensation, non-exempt employees may receive compensatory time off at a rate of 
not less than one and one-half hours for each one hour of overtime worked, if such compensatory time (1) 
is agreed to by the employee before the overtime work is performed and (2) is authorized by the 
administration.  Employees must be allowed to use compensatory time within a reasonable period after 
requesting such use.   Employees may accrue a maximum of 240 compensatory time hours before they 
must be provided overtime pay at the appropriate rate.  Accumulated comp time must be used in the 
current contract period.  In addition, upon leaving ArtSpace Charter School, an employee must be paid for 
any unused compensatory time at the rate of not less than the higher of (1) the average regular rate 
received by the employee during his or her last three years of employment or (2) the final regular rate 
received by the employee.  
 
Non-exempt employees whose workweek is less than 40 hours will be paid at the regular rate of pay for 
time worked up to 40 hours.  Such employees will be provided overtime pay or compensatory time as 
provided above for working more than 40 hours in a workweek. 
 
Adopted – February 16, 2010 
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P.A.C.E., Inc. 
7.03  Whistleblower Protection Policy 

 
P.A.C.E., Inc. requires all employees to observe high standards of business and personal ethics in the conduct of 
their duties and responsibilities. All employees are expected to comply with all applicable laws and regulations.  
 
The following outlines who should be contacted when reporting violations. In any event the suggested contact 
person is the subject of a complaint, the Whistleblower may contact the next person in the chain of command. 
 
Reporting Responsibility 
This Whistleblower Protection Policy is intended to encourage and enable employees and others to raise 
serious concerns internally so that P.A.C.E., Inc. can address and correct inappropriate conduct and actions. It is 
the responsibility of all board members, necessary officers, employees and volunteers to report concerns about 
violations of the code of ethics or suspected violations of law or board policy. 
 
No Retaliation 
It is contrary to the values of P.A.C.E., Inc. for anyone to retaliate against any board member, employee, parent, 
or volunteer who in good faith reports an ethics violation, or a suspected violation of law, such as a complaint of 
discrimination, or suspected fraud, or suspected violation of any regulation governing the operations of P.A.C.E., 
Inc.  An employee or board member who retaliates against someone who has reported a violation in good faith is 
subject to discipline up to and including termination of employment or removal from the board.  
 
Reporting Procedure 
P.A.C.E., Inc. encourages open communication and suggests that employees share their questions, concerns, 
suggestions or complaints with their supervisor. If you are not comfortable speaking with your supervisor or you 
are not satisfied with your supervisor’s response, you are encouraged to speak with  the Executive Director, 
Assistant Director, or Board Chair while following the chain of command. Administration and other supervisors are 
required to report complaints or concerns about suspected ethical and legal violations in writing to the Executive 
Director and the Board Chair who share the responsibility to investigate all reported complaints. If either or both 
are involved in the complaint, the report may be made to a member of the board’s Executive Committee. 
 
Investigation 
The Executive Director and Board Chair are responsible for ensuring that all complaints about unethical or illegal 
conduct are investigated and resolved. They will advise the P.A.C.E., Inc. Board of all complaints and resolution. 
 
Accounting and Auditing Matters 
The Executive Director/Board Chair shall immediately notify the Executive Committee of P.A.C.E., Inc. Board and 
the Business Director of any concerns or complaint regarding corporate accounting practices, internal controls or 
auditing and work with the committee until the matter is resolved. 
 
Acting in Good Faith 
Anyone filing a written complaint concerning a violation or suspected violation must be acting in good faith and 
have reasonable grounds for believing the information disclosed indicates a violation. Any allegations that prove 
not to be substantiated and which prove to have been made maliciously or knowingly to be false will be viewed as 
a serious disciplinary offense. 
 
Confidentiality 
Violations or suspected violations may be submitted in writing on a confidential basis by the complainant. Reports 
of violations or suspected violations will be kept confidential to the extent possible, consistent with the need to 
conduct an adequate investigation. 
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Handling of Reported Violations 
The Executive Director or Board Chair will notify and acknowledge receipt of the reported violation or suspected 
violation in writing. All reports will be promptly investigated and appropriate corrective action will be taken if 
warranted by the investigation. 
 
Adopted – September 21, 2010                        
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P.A.C.E., Inc Board - Policies and Procedures Manual 
 

 
P.A.C.E., Inc. 

9.00      P.A.C.E., Inc. Bylaws 
 

BYLAWS OF  
PARTNERSHIP FOR ART AT THE CORE OF EDUCATION, INC 

 
 
 

ARTICLE I 
Offices 

 
 1.1   Principal Office.  The principal office of the Corporation shall be located at 2030 U.S Highway 70, 
Swannanoa, NC, 28778 or such other location designated by the Board of Directors.  
 
 1.2   Registered Office.  The registered office of the Corporation required by law to be maintained in the 
State of North Carolina may be, but need not be, identical with the principal office. 
 
 1.3   Other Offices.  The Corporation may have offices at such other places, either within or without the 
State of North Carolina, as the Board of Directors may designate or as the affairs of the Corporation may require 
from time to time. 
 

ARTICLE II 
Members 

 
 2.1   Members. The Corporation shall not have voting members, with members being defined as 
stockholders and/or shareholders. 
 

ARTICLE III 
Board of Directors 

 
 3.1   General Powers.  The Business and affairs of the Corporation shall be managed by its Board of 
Directors.  Except as otherwise expressly provided by law, the Articles of Incorporation, or these Bylaws, all of the 
power of the Corporation shall be vested in the Board of Directors.  The ultimate purpose of the Board of Directors 
is to safeguard the existence, values and philosophy as stated in the charter of Partnership for Art at the Core of 
Education, Inc.  The Board is responsible for maintaining the integrity of the education offered by the school, 
insuring the future of the School, and enhancing the School’s reputation in the community.  The specific duties of 
the Board of Directors shall include, but not be limited to: 
 

a. Final approval of personnel based on recommendation of the Executive Director, or any 
committee appointed and charged with such tasks;  

b. Reviewing and evaluating the School on an ongoing basis; 
c. Reviewing the administrative, academic and financial policies on a regular basis and 

ensuring the financial and academic health of the organization; 
d. Keeping a complete record of all meetings and actions and making such records 

available as appropriate to all interested parties upon reasonable request; 
e. Insuring that the School’s affairs are conducted consistent with the purposes of the 

corporation and the laws of the United States and the State of North Carolina; and 
f. The Board shall be the final authority in resolving grievances by parents and/or 

guardians, teachers or their staff.  In resolving such grievances, the Board shall follow 
steps outlined in the Problem Resolution Policy and Grievance Policies: see Problem 
Resolution Policy and Grievance Policy. 
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g. Attendance and participation in any Team/Committee meetings.  Board members may 
vote only on Teams/Committees to which they are assigned. 

 
 
 
3.2   Number and Term. 
a. The number of directors constituting the Board of Directors shall be at least three (3) and no more than 

twelve (12).  Board of directors will be categorized into two groups, with family members of ACS students and 
faculty members in one group and community members representing the other group, with neither group to 
exceed six individuals. The number of Directors may be changed by a two-thirds vote of the Directors then 
serving.  No decrease in number shall have the effect of shortening the term of any incumbent Director.   

b. Each director shall hold office for three consecutive years.  Each board member’s term will expire on 
his or her anniversary date.  A quorum of board members can extend any current member’s term up to two years.  
There will be a 5-year limit to any term on the Board. 

 
3.3 Election of Directors.  Directors shall be elected at any regular or special meeting of the Board of 

Directors by a vote of a majority of the directors then in office.   
 
3.4 Removal.  Directors may be removed from office at any time with or without cause by the directors by 

such vote as would be required to elect a member of the Board of Directors. 
 

 3.5 Vacancies.  Any vacancy occurring in the Board of Directors may be filled by the affirmative vote of 
a majority of the remaining directors even though less than a quorum, or by the sole remaining director.   
 
 3.6 Compensation.  The Board of Directors may not compensate directors for their services as such, but 
may provide for the payment of any or all expenses incurred by directors in attending regular and special 
meetings of the Board of Directors. 
 
 3.7 Conflict of Interest.  All Board members shall be given a copy of North Carolina General Statutes 
§55-8-31 (Director Conflict of Interest), and shall abide by it and all applicable statutes.  Additionally, members 
of one household may not concurrently serve on the Board; only one member of a family at a time, by virtue of 
blood relations, marriage or sharing living quarters shall serve as a Board member.  Should a conflict of 
interest arise, the conflicted member shall abstain from voting and leave the premises until the issue is 
decided.  Conflict of interest policy will be executed upon election to the board and renewed annually.  No staff 
member who happens to be a member of the Board of Directors shall vote on any hiring, firing or salary 
issues. 
 
  

3.8 The Executive Director.  The Executive Director shall serve as an ex-officio member of the Board of 
Directors.  The Executive Director may participate in open meetings by reason of his or her position, rather 
than through election.  Participation in closed session meetings is by invitation of the Board.  The ex-officio 
member will have voting rights on the Board of Directors. 
 

3.9 Faculty Representative.  A Faculty Representative shall serve as an ex-officio member of the Board 
of Directors.  A Faculty Representative may participate in open meetings by reason of his or her position, 
rather than through election.  Participation in closed session meetings is by invitation of the Board.  The ex-
officio member will have voting rights on the Board of Directors. 
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ARTICLE IV 
Meetings of Directors 

 
 4.1 Annual Meetings.  The annual meeting of the Board of Directors shall be held in June of each year 
on a date selected by the Directors, at any place chosen by the Directors, for the purpose of electing directors 
and officers of the Corporation and for the transaction of any other business properly before the Board of 
Directors. 
 
 4.2 Special Meetings.  Special meeting of the Board of Directors may be called by or at the request of 
the President or any two directors. 

 
          4.3 Place of Meetings.  The annual or any special meeting of the Board of Directors may be held at the 
principal office of the Corporation or at such other place, either within or without the State of North Carolina, as 
shall be designated in the notice of the meeting or in a waiver of notice of the meeting signed by all the 
Directors then in office. 
 
 4.4 Open Meetings.  All meetings of the Board of Directors will comply with North Carolina law 
governing “Meetings of Public Bodies” as explained in article 33C of the General Statutes. 
 
 4.5 Notice of Meetings.  The Secretary shall give written notice of each annual meeting of the Board of 
Directors by mailing such notice to each director at least ten days before the meeting.  The President or other 
persons calling a special meeting of the Board of Directors shall give written notice thereof (or cause the 
Secretary to give notice) to each director at least three days before the meeting.  Unless otherwise indicated in 
the notice thereof, any and all business may be transacted at a meeting of the Board of Directors, except as 
otherwise provided by law or these Bylaws.  All meetings must comply with North Carolina Public meeting 
notification laws 
 
 4.6 Waiver of Notice.  Any director may waive notice of any meeting, either before or after the meeting.  
Written waivers of notice shall be filed by the Secretary with the corporate records or as part of the minutes of 
the meeting.  The attendance by a director at a meeting shall constitute a waiver of notice of such a meeting, 
except where a director attends a meeting for the express purpose of objecting to the transaction of any 
business because the meeting is not lawfully called or convened.  Public notice, as required by NC law, may 
not be waived. 
 
 4.7 Quorum.  A simple majority of the current number of directors shall constitute a quorum for the 
transaction of business at any meeting of the Board of Directors, except as otherwise provided in these 
Bylaws. 
 
 4.8 Manner of Acting.  Except as otherwise provided in these Bylaws, the act of the majority of the 
directors present at a meeting at which a quorum is present shall be the act of the Board of Directors. 
 
 4.9 Presumption of Assent.  A director of the Corporation who is present at a meeting of the Board of 
Directors at which action on any corporate matter is taken shall be presumed to have assented to the action 
taken unless he/she objects at the beginning of the meeting, or promptly upon his/her arrival, to holding it or 
transacting business at the meeting, or his/her dissent or abstention from the action is otherwise entered in the 
minutes of the meeting, or unless he/she either files a written dissent to such action with the person acting as 
the Secretary of the meeting before the adjournment thereof or forwards his/her written dissent by registered 
mail to the Secretary of the Corporation immediately after adjournment of the meeting.  The right to dissent is 
not available to a director who voted in favor of such action. 
  
 4.10 Participation by Telephone.  Any one or more directors may participate in a meeting of the Board of 
Directors by means of a conference telephone or similar communications device that allows all persons 
participating in the meeting to hear each other.  Participation by these means shall be deemed presence in 
person at the meeting.  Participation by telephone will be duly noted in the minutes. 
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ARTICLE V 
Officers 

 5.1 Officers of the Corporation.  The officers of the Corporation shall consist of a President, a Vice-
President, a Secretary, and a Treasurer.  Other officers, including one or more additional Vice-Presidents, 
Assistant Secretaries, and Assistant Treasurers, may from time to time be elected by the Board of Directors.  
Any two or more offices, except President and Secretary, may be held by the same person.  No officer may act 
in more than one capacity where the actions of two or more officers are required. The executive committee will 
consist of the President, Vice President, Secretary, Treasurer and immediate Past President.  
 
 5.2 Election and Term.  The officers of the Corporation shall be elected by the Board of Directors at the 
annual meeting, and each officer shall serve a term of one year, beginning July 1.  Board members may serve 
additional terms in any capacity as elected by the majority board.  In the event that an office becomes vacant, 
the Board of Directors will elect a replacement for the remainder of the term. 
 
          5.3 Removal.  Any officer or agent elected or appointed by the Board of Directors may be removed by a 
majority vote of the Board of Directors whenever in its judgment the best interests of the Corporation will be 
served thereby. 

 
 5.4 Bonding. The Board of Directors may by resolution require any officer, agent, or employee of the 
Corporation to give bond to the Corporation, with sufficient sureties, conditioned on the faithful performance of 
the duties of his/her respective office or position, and to comply with such other conditions as may from time to 
time be required by the Board of Directors. 
  

5.5 President.  The President shall be the chief executive officer of the Corporation and shall be 
primarily responsible for the implementation of policies of the Board of Directors.  

 
a. He/She shall have authority over the general management of the Corporation in accordance with 

these Bylaws, subject only to the ultimate authority of the Board of Directors.  He/She may sign and execute 
instruments in the name of the Corporation except in cases where the signing and the execution thereof shall 
be expressly delegated by the Board of Directors or by these Bylaws to some other officer or agent of the 
Corporation or shall be required by law otherwise to be signed or executed.  In addition, he/she shall preside 
at all meetings and perform all duties incident to the office of the President and such other duties as from time 
to time may be assigned to him/her by the Board of Directors. 
   

 b. Upon completion of their elected term as President, he/she will assume the role of “Past President.”  
The Past President will serve for the period of one-year as a non-voting member of the executive committee 
independent of his or her Board of Director term. 
 
 5.6 Vice-Presidents.  Each Vice-President, if any, shall have such powers and duties as may from time 
to time be assigned to him by the Board of Directors.  Any Vice-President may sign and execute in the name 
of the Corporation instruments authorized by the Board of Directors, except where the signing and execution 
of such documents shall be expressly delegated by the Board of Directors or the President to some other 
officer or agent of the Corporation or shall be required by law otherwise to be signed or executed.  In the 
absence of the President or in the event of his or her death, inability, or refusal to act, the Vice-Presidents in 
the order of their length of service as Vice-Presidents, unless otherwise determined by the Board of Directors, 
shall perform the duties of the President, and when so acting shall have all the powers of and be subject to all 
the restrictions upon the President. 
 
5.7 Secretary.  The Secretary shall keep the minutes of the meetings of the Board of Directors.  He or she 
shall keep all minutes of all such meetings in books designated for those purposes.  The Secretary shall see 
that all notices are duly given in accordance with the provisions of these Bylaws or as required by law.  He or 
she shall have charge of the books, records, and papers of the Corporation.  He or she shall have the custody 
of the seal of the Corporation and see that the seal of the Corporation is affixed to all documents the execution 
of which on behalf of the Corporation under its seal is duly authorized, and shall sign such instruments as may 
require his or her signature.  He or she shall in general perform all duties incident to the office of Secretary and 
such other duties as from time to time may be assigned to him by the Chairman, by the Board of Directors, or 
by these Bylaws.                                            Page 4 of 7 



 
 
 

 

5.8 Assistant Secretaries.  In the absence of the Secretary or in the event of his or her death, inability, 
or refusal to act, any Assistant Secretary designated by the President, unless otherwise determined by the 
Board of Directors, shall perform the duties of the Secretary and when so acting shall have all the powers of 
and be subject to all the restrictions upon the Secretary.  The Assistant Secretaries shall perform such other 
duties as may be assigned to them by the Secretary, by the President, or by the Board of Directors.  Any 
Assistant Secretary may sign, with the President or a Vice-President, documents authorized to be signed by 
the Secretary. 
 
 5.9 Treasurer.  The Treasurer shall have charge of and be responsible for all funds and securities, 
receipts, and disbursements of the Corporation, and shall deposit all monies and securities of the Corporation 
in such banks and depositories as shall be designated by the Board of Directors, provided that the Board of 
Directors may appoint a custodian or a depository for any such funds or securities, and the Board of Directors 
may designate those persons upon whose signature or authority such funds may be disbursed.  He or she 
shall be responsible (i) for maintaining adequate financial accounts and records in accordance with generally 
accepted accounting practices, (ii) for the preparation of appropriate operating budgets and financial 
statements; and (iii) for the preparation and filing of all tax returns required by law. 
 
 5.10 Assistant Treasurers.  In the absence of the Treasurer or in the event of his or her death, inability, 
or refusal to act, any Assistant Treasurer designated by the President, unless otherwise determined by the 
Board of Directors, shall perform the duties of the Treasurers, and when so acting shall have all the powers of 
and be subject to all the restrictions upon the Treasurer.  They shall perform such other duties as may be 
assigned to them by the Treasurer, by the President, or by the Board of Directors. 
 
 5.11 Validity of Signatures.  In case any officer whose signatures shall appear on any bond, note, or 
other evidence of indebtedness of the Corporation shall cease to be an officer or hold an office different from 
that help at the time of signature before the delivery of such instrument, such signature shall nevertheless be 
valid and sufficient for all purposes the same as if he or she had remained in such office until such delivery. 
 

 
 

ARTICLE VI 
Indebtedness 

 
 6.1 No indebtedness of the Corporation in excess of $10,000 shall be incurred other than in the normal 
course of business, except as may be approved by resolution adopted by a majority of the Board of Directors. 
 
 6.2 Any or all of such indebtedness may be represented by notes, debentures, bonds, or other 
securities, either unsecured or secured by, or issued under, a mortgage, trust indenture, or otherwise, and 
may be issued at such times and upon such terms as the Board of Directors shall determine. 
 

ARTICLE VII 
Contracts, Loans, Checks, and Deposits 

 
 7.1 Contracts.  A majority of the Board of Directors may authorize any officer or officers, agents or 
agents, to enter into any contract or execute and deliver any instrument in the name of and on behalf of the 
Corporation, and such authority may be general or confined to specific instances. 
 
 7.2 Loans.  No loans shall be contracted on behalf of the Corporation and no evidence of indebtedness 
shall be issued in its name unless authorized by a resolution approved by a majority of the Board of Directors.  
Such authority may be general or confined to specific instances. 
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7.3 Checks and Drafts.  All checks, drafts or other orders for the payment of money issued in the name 
of the Corporation, shall be signed by such officer or officers, agent or agents, or employee or employees of 
the Corporation and in such manner, including facsimile signatures, as shall from time to time be determined 
by resolution of the Board of Directors.  Such resolution shall be made annually by the Board of Directors or 
more frequently as needed.  These signatories shall be authorized by a majority vote of the Board of Directors, 
annually, in compliance with audit requirements.     
 
 7.4 Deposits.  All funds of the Corporation not otherwise employed shall be deposited from time to time 
to the credit of the Corporation in such depositories as the Board of Directors may select. 
 

ARTICLE VIII 
Advisory Board 

 
 8.1 Advisory Board.  The Board of Directors may establish or abolish an advisory committee as it deems 
necessary.  Members of the advisory committee may come from outside the board. 
 
 8.2 The Board of Directors shall establish an advisory board of individuals to advise the Board of 
Directors and/or administration in matters pertaining to the operation of PACE or ArtSpace Charter School.  
Members of the advisory board shall have no authority to direct PACE, Inc or ArtSpace Charter School, but 
shall serve only to advise the Board of Directors and/or administration at the discretion and direction of the 
Board of Directors.  Any advice provided by the members of the Advisory Board and so taken into action by 
the Board of Directors shall be made at the sole discretion of the Board of Directors.  The Advisory Board 
membership shall be a matter of public record for the Corporation. 
 
 8.3 The Advisory Board shall be invited to participate in the annual meeting of the Board of Directors or 
meet at least once per year at a time and place designated by the Board of Directors. 

 
 8.4 Election and Term.  The members of the Advisory Board of the Corporation shall be elected by 
majority vote of the Board of Directors, and each member shall hold office for term of up to one year.  All 
advisory Board terms will expire on June 30 and membership will be reviewed at the annual meeting of the 
board of directors.  Individuals may be re-elected for additional term(s) by majority vote of the board of 
directors.  
 
 8.5 Removal.  A member of the Advisory Board may be removed by majority vote of the Board of 
Directors at any time in conjunction with a regular or special meeting of the board of Directors. 
 

ARTICLE IX 
General Provisions 

 
 9.1 Seal.  The Corporate seal of the Corporation shall contain the name of the Corporation and shall be 
in such form as approved by the Board of Directors. 
 
 9.2 Committees.  That the Board of Directors may establish committees as needed with members not 
being from the Board of Directors, but with at least one board member on the specific committee.  
 

9.3 Waiver of Notice.   Whenever any notice is required to be given to any director by law, by the 
Articles of Incorporation, or by these Bylaws, a waiver thereof in writing signed by the director or directors 
entitled to give such notice, whether before or after the time stated therein, shall be equivalent to the giving of 
such notice. 
 
 9.4 Indemnification.  The Corporation shall indemnify its officers and directors to the maximum extent 
required or permitted by Part 5 of article 8 of Chapter 55A of North Carolina General Assembly as from time to 
time amended, and such officers and directors shall be deemed to have relied upon the Part. 
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9.5 Fiscal Year.  The fiscal year of the Corporation shall be as fixed by the Board of Directors. 
 
 9.6 Public Records.  The Board of Directors will comply with laws pertaining to Public Records as 
detailed in North Carolina General Assembly (NCGS Chapter 132). 
 
 9.7 Ex-officio term.  Ex-officio status may be granted for a term of up to one year, to be reviewed at the 
annual Board of Directors meeting.  The Ex-Officio director may participate in open meetings by reason of his 
or her position, rather than through election to the board.  Participation in closed session meetings is strictly by 
invitation of the Board. 
 
 9.8 Ex-Officio removal.  Ex-officio status may be revoked at any time with or without cause by the 
directors by such vote as would be required to elect a member of the Board of Directors. 
 
 9.9 Amendment of Bylaws.  Except as otherwise provided by law, the Articles of Incorporation or herein, 
these Bylaws may be amended or repealed and new Bylaws may be adopted as a whole by the affirmative 
vote of a majority of the directors then holding office at any annual, regular or special meeting of the Board of 
Directors; provided, however, that notice of the proposed action shall have been included in the notice of the 
meeting or shall have been waived as provided in these Bylaws.  ACS has a responsibility to notify the NC 
Department of Public Instruction of any board approved amendments to these by-laws. 
 
 
 
These Bylaws have been reviewed and approved by the PACE board of directors on February 16, 2010. 
Revised by the PACE board of directors on November 16, 2010. 
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