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TEXAS EDUCATION AGENCY 
Application for an Open-Enrollment Charter Schoo/-Sixth Generation 

Coversheet 

Type: Open Enrollment 

(check one) "75% Rule" ----:oX=-- Date of Submission: August 18, 2000 

L _______-======-J RFA#701-00-008 

Name of Proposed School: Ripley House Charter School 


Maximum Grade Levels to be served: Kindergarten through Fifth Grade 


Estimated 1stYear Enrollment: 108 Max Enrollment: 216 


Name of Sponsoring Entity: Neighborhood Centers inc . 

.-----~------------------------------

Chairperson of Board of Sponsoring Entity: Ronald C. Lewis 

Chief Executive Officer of Sponsoring Entity: Angela Blanchard 

Chief Executive Officer of School: ___-'C:<.;yE..!.n,:;th"'i.:::a...:.P...:a::..:tt"'o"'n"-,.!..P-'-'h.:..:.D::..:.'--___--"-,'_..:....,.._ 

Applicant Mailing Address: __~P~.O=-.:..:B=_0:.:.x:..:2=_7_'1c.;;3..;;.8"'-9'_,H_o_U"'-s'-'10"'n.c..:,...;T-"e.;..:x.:;.as::....;..77;..:2::..:c:,.:.7c..:,,1:...;:3:...::8c:;9'---__ 

School Site Address: 4410 Navigation, Houston, Texas 77003 
(If different from above) 

Contact Phone# 713-669-5258 FaX# 713-669-5236 

Contact Email Address: 

I certify that I have the authority as the Chief Executive Officer of the sponsoring entity 
deSignated above to make application for an open-enrollment charter school. I further 
certify all information contained in this application is complete and accurate, realizing that 
any misrepresentation could result in disqualification from the charter application process or 
revocation after award. I authorize the Texas Education Agency to investigate the 
refer ces listed in this applic ion. 

t/17/60 
Date 

~_,Nol 

Signature of Chairperson of the Governing Board of the Sponsoring Entity 

3:;()!08/18/01J-Oll 



F. 	 History of sponsoring entity 

1. 	 Financial history of the entity 
(Appendix E- Financial and Independent Auditor's Report) 

2. 	 Credit Report 
(Appendix F- D&B Monitoring Scope) 

3. 	 Most recent IRS filing 
(Appendix G-IRS Form 990) 

4. 	 Disclosure of any liens 
None 

5. 	 Litigation History 
a. 	 Maria Guzman Gonzalez and Juvenal P. Guzman, Individually and as Next Friends of 

Glenda Isabella Guzman, a minor vs. Neighborhood Centers Inc., No. 95-043211, 189th 

Judicial District Court of Harris County, Texas. 
b. 	 Mega Child Care, Inc. v. Neighborhood Centers Inc., No. 200016217, 61 st Judicial 

District Court of Harris County, Texas. 
c. 	 Ace Cash Express Inc. v. Neighborhood Centers Inc., No. CV11 C0001421, Justice 

Court, Precinct 1, Place 1, Harris County, Texas. 

II. Community Support (Reviewed by Agency) 

A. Provide information on the manner in which community groups are involved in 
the charter school planning process. 
Neighborhood Centers Inc. operates four community centers in Harris County. The oldest 
one, Ripley House, has been providing social and educational services to the Second Ward 
Community since 1940. During the last half of the 1990 decade, $11,000,000 was raised to 
rebuild Ripley House. Part of the planning phase for the new Ripley House Neighborhood 
Center where the charter school will be located was soliciting community input through an 
extension Community Support and Awareness Campaign that utilized interviews, surveys, 
and focus groups. One of the concerns that was extracted from this information was the 
educational need of the children and youth in Houston's Second Ward. Since then, several 
discussions were held concerning the possibility of a charter school located on the new 
facility. A community meeting to discuss the proposed school was held on August 8, 2000. 
The new Ripley House will open its doors to the community in November, 2000. 

B. Provide a copy of notice for, the registration log, and a synopsis for a public 
hearing held to discuss the proposed charter school*p5224Y 
In addition to the above referenced process, a community meeting was held on August 8th, 
2000 at the Ripley House Neighborhood Center located at 4410 Navigation. The meeting 
started at 6:30 p.m. and 70 adults were in attendance (Appendix H-Meeting Attendance 
Sheet). Two Neighborhood Centers Inc. employees presented the information in both 
English and Spanish. The majority of questions raised by the community residents 
surrounded the educational approach and how children are enrolled in the school. Teacher 
to child ratio and quality of services was also discussed. The meeting was conducted in a 
positive atmosphere and the residents appeared genuinely interested. 
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~~.----------------------------------~ 

Ripley House 

Community Meeting 


Neighborhood Centers Inc. will be holding a community 
meeting to discuss a proposed charter school at the new 

Ripley House facility. All interested persons are 
encouraged to attend. 

Tuesday, August 8, 2000 

Ripley House 


Neighborhood Center 

4401 Lovejoy 

6:30 p.m. 




/~----------------------------------~ 


Ripley House 

Junta Comunitaria 


Neighborhood Centers Inc. tendra una junta comunitaria 
para discutir una propuesta para una escuela "Charter" (una 

escuela autorizada por el Estado y administrada por 
Neighborhood Centers Inc.) en la nueva facilidad de Ripley 
House. Todas las personas interesadas estan cordialmente 

invitadas a atender la junta. 

Martes, 8 de agosto del 2000 

Centro Comunitario Ripley House 


4401 Lovejoy 

6:30 p.m. 




C. Discuss any business arrangements or partnerships with existing schools, 
educational programs, businesses, or non-profit organizations (Include letters from 
each entity represented) 

Neighborhood Centers collaborates with different entities for the following: Professional 
Development- Neuhaus Education Center provides curriculum and professional 
development services; Schools - NCI collaborates with local Independent School Districts 
and universities to provide enhanced learning opportunities for children and youth as well as 
training opportunities for Agency staff; Educational Programs - NCI receives funding or 
other support from other non-profit organizations, businesses and government agencies to 
provide educational programs and social services to children, youth, families and seniors; 
Administrative Responsibilities -Arrangements have been made with businesses partners to 
carry out certain administrative duties. (Appendix I-Leiters From Each Entity Represented) 

Program Service Providers-NCI subcontracts with non-profit and government organizations 
to provide services to clients. Services include case management and nutritional and 
educational services. (Appendix I-Leiters From Each Entity Represented) 

D. List five persons who are not directly involved with the school as employees or as 
board members, who will serve as references for the sponsoring entity. Provide 
phone numbers, addresses, and nature of experience with sponsoring entity. 

The Honorable Lee P. Marianne Ehrlich, Executive Jackie Martin, President 
Brown, Mayor Director United Way of the Texas 
City of Houston Healthy Family Initiatives Gulf Coast 
P.O. Box 1562 7500 Beechnut, Suite 227 P.O. Box 924507 
Houston, TX 77271 Houston, TX 77074 Houston, TX 77292 

713/270-8849 713/685-2756 

Diane Rath, Chair The Honorable Judge Robert Rodney Bradshaw, Manager 
Texas Workforce Eckels, County Judge Houston-Galveston Area 
Commission Harris County Council 
101 E. 15th Street 1001 Preston, Suite 911 P.O. Box 22777 
Austin, TX 78778 Houston, TX 77002 Houston, TX 77227 
512/463-2800 7131755-4000 713/993-4530 

These individuals and organizations are associated with NCI through collaborations 
and/or contracts. 
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E. 	 Each applicant must publish the following statement in a newspaper of general 
distribution in the geographic area proposed for the school. The statement must 
also be mailed to the city council and commissioner's court with jurisdiction over 
the geographic area. Attach evidence of publication. 
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OUISICION. AGENiE~ 7'i3:9 i3,· . -- ~.. '-pr5".sOfUi.:;u[rElitj, ,)-0::, 

RO, PERMITANOSAYUOAR, 
LE TEUI3243-8?9~_,_ 
]YA ES TlEMPO DE TENER 
SU PROPIA CASA MOVIL] 
fACll DE CALIFICAR. NO 
IMPORTA SI NO fS CIUDA
DANO. LLAME A LILIA, 
TEL.2BI-687'8593. 
[NO GASTE sUDINERO EN 
RENTA], COMPRE SU CASA 
MOVIL. DESOE $500.00 DE 
ENGANCIIE. fEU13-946
1317. _______ 

BfHrnIltI3 


Roxanna Anderson 
713-272-0101 Ext. 46 

!Gane maS Dineroi 
Llame Hov Mismo 

nUSCA RfPARAR LA CASAl 
OESOE 58,000, NECESITA 
MMJO OORA, PAGOS ME
NOS DE $550" LOTE EN 
ESOUINA, I'ISO DE MADE
RA, EXTENSION CONS
1I1l110A EN LIVING ROOM, 
LL,~MAR A CELIA AI. 
ITI 713,781-0054,0 713
91 :J.08()4_A-"EN~E.,___ 
[45 SUR/EOGEOROOK, 3 
CUARTOS, 2 BANOS, CON 
I'ISCINA] COMEDOR FOR
MAL nECIEN PINTAOA, CE, 
RAMICA EN TOOA LA CASA. 
2, Ino PIES. UlIlJIO AYUOA 
COl~ ALGO OEL CIERRE, 
LLAME A CECILIA AL 
TEL 281-748-8048, CELU, 
LAR 713-704-0054 (MEN
SAJE). 
[rAilA OUERE,NrAR?] HA
eER sus SUENOS SE HA
GAI~ REALI DAD ES MI OE
SED. DEJE aUE YO LE AYIl
Of A COMPRAR 0 VENDER 
SU CASA, EVANNA PINEl, 
TEL.281'732-p997. REI 
MAX 
l4s SUR/TELEPI~ONE], 3 
RECAMARAS, 2BANOS, LIS' 
1 A PARA MOVERSE, 
REMODELADA COMPLHA
MENTE, DliENO TOOAVIA 
NO LA PONE EN EL MERCA
DO. APURESE, DURARA 
POCO. AGENTE CECILIA. 
lEL. 281-7~3'BO,18 0713' 
9130804. 
ANUj,icIESt AOUI713-272
0101 EXl 22 

.' 

0804, CELULAR 281-7~B' 
8048, CECILIA, 

---~ 

[ROMPA LAS CAOENAS DEL 
ALOUILER], BAJOS ENGAN
CIIES, BAJOS INTERESES 
NO CREOITO, PROGRAMAS 
DE PAGO EN 12 0 23 ANOS, 
PREGUNTE POR OSCAR, 
LLAME HOY AL lEU81, 
777-8281 a 281-920-4GG3 
Y OlGA LO LEI EN BUENA 
sumTE. 
[pnESTAMOS PARA COM, 
PRAR Sli CASAl CONOZCA 
SliS OPCIONES, APRENOA 
SIJS L1MITES, PROGRA
MAS DE GOMrnADonES 
paR PRIMERA VEZ. omF
CEMOS TOD~ 11 PO DE 
PRESTAMOS, Nosomo, 
VAMOS A SU DOMICILIO. 
LLAME IIOY AL TEl. 713
812-1040 Y PREGUNfE 
POR,sERGIO, DIGA LO LEI 
EN BUENA SUERl E, 
[QUIERE COMPnAR SU 
CASA?] NO SE PREOCIl!'E 
PO ROUE IMIS MORTGAGE 
TIENE MUCIIOS PROGI1A, 
MAS DE GOmER NO PAllA 
CALIFICAR, NO CRtDlTO 0 
MAL CRElJITO, VENGA! 1'0
DEMOS AYUDARLE. OlGA 
OUE LO VIO EN BUENA 
SUERTE. HL.281-931
0771. 

[CAS~S MOVILES US~O~S] 
OESIl, $2,500.00 AL COfl, 
TAOO 0 eN PAGO.'; 
lEUI3-94G-4GG3. 

NOTICI~ OF INr:NT TO ;\ PPLY FOR 

OPI~N-ENROLLI\'I I~NT C1IARn~R 


SCHOOL 


Ncighhorhood Centers fne. is [lI'Plyillg h\ the St<lIC 130,]1 d f,(EducntlOll f(lT ilPPJll\;11 
10 operate ilml open-enrollmcnt chmler .~l·hool (charter ::ch(lnl) to he h'C:llcd at ,I II (1 

N(lvig'lIion. Chnrtcr schO(ll~ me puhhc sc.ho{ll~ established ll~ 1H'llprnfil 
orgnni7~1Iiolls, institutions of highcl cducnlioll. <Jr gIH'l'rlllllcntal mlilie::; 111C'~(' 
schools arc pllblicly funded ;11111 arc (rpc (10111 lIIany ~1:1(C I"cgl1llllic'II1s Ihnl npply In 
other pnhlie schools The ({lllnwing descriptive infof1ll<llion <lb(Hlt the prop\.\~cd 
school is being pro,·idcd for the bCllcriL of the C0I11111\11111\' i1l which the .~cll{ll'1 w{,ldd 

be located ifapprOH'(1. 

Sponsoring Agency' Ncighh(llhO(ld ecnlcf'S Inc. 
ChicfExcclltivc onlcc!": 1\ Ilgda BlaJlch:ud. Prc.<;idcll1 ;l11d (TO 

Ronald C. Lewis. CI1<1ir111,1I1: .1onalhall D<lY, Firsl Vice (·hair. Slcphcll Kaufm,11l. 
Sccoll(i Vice Ch:1ir; Don A. '1\lIk 1('5011, Treasl1rer; S) I ,·iil C"I1Clillo, Sc.:r:'lm,,; KilI~ I 
M. La\vsolI, Ass;slnnl Secretilry: 1'0111 Snnders, Past ('hnirman: Roher! Ambrose, 
Rudy Ayles; lomlnc TJ(lkcr; Susall nnkcr; f'.,·1odclle Ih\l(\lIcr; Dr. Rl'lh Bu~o.~· 

Snssecr; Margo Cater; Bill Chiles; G.1;1 Creech; neil~'(" I hisd<lle: Not:1 Grall"',rl, 
Jmllcs Hills; Don I lolt; Christina Mor<l1cs K, <lslIick Shnf(m ~1ichacl ()"'C'Il.": Norma 
L. Montalvo; Susan Parasl,u-; MIl:hac1 ROllca, and Nm\c~ WlloldTidge. 

Location· 4,1 J() Navig:;ltion.1 lC)1Ish111. TC:,\ilS 771)0) 
Brief description of the school· /\n cklllenlilry .~ch(1()1 111:11111ccls Tcx:1~ EdllC"(l1 ion 
Guidelines <1pplyin[!, n lT1 iCTl)-Cnmmullil.\ :1I'Plr'nr h ~\'i'h n r\lCt1~ on life sk dIs 
(;melc lC'Tk K-5th 
Opening date if (1)lpl'Ox.hcd· 1\l1gllst. 20111 

The Stillc Board of rdllCnli'Jll in,'ilrs C{H1111l(,llt~ ,11>0\11 ,111'· n~J1ccl (l[ !bl,' pTt1r(1~C'd 

school or i(s sp.... nsOl'in[', ('nlily COlli 111C'111<; 11111<;1 be CllTllrnllnicnled in 111'_' ((1nn "f:1 
signed leiter directed In tile St.11e Bl':1rd of hllllnl ion ()rd~' IcIlC"~ -.pc('II1(':1I1.\ 
<Iddrcssing <l proposed sci1(1(11 \\ ill bc c{)ll~idclt'd h~ Illc 1'(I,ud 1.('ltn~ 111 :1\ I'e sC'nlln 
Ihe followillg <1ddrcs<; 1'('\;15 hlllC'(llir_'"/\ gCIlC'~. Oil i~if'll '.'1 Chm In Sc !1r)(,I:;. 
17(11 N ('ongrcss.Arr<;lill. Tex:1:; 7X 70 I 

~goola 11, - Agosto 17, 200D P(lr;1 I\nllllci,lrl"C LI'Ulll) Hoy ~r Tn!: 272-010t r,l .... C:lrl/t ::'5 

http:2,500.00


I' 
M 

C 
M 

Lr'I 
I' 
M 
....a 
I' 
M 
C 
C 

C 
ru 
Lr'I 
C 

C 
C 
C 
I' 

On August 14,2000, a copy of the following IJotice was sent to the City ofHouston Council and 
the Commissioners court: 

Notice Of Intent To Apply 

For Open-Enrollment Charter School 


Neighborhood Centers Inc is applying to the State Board of Education for approval to operate and open
enrollment charter school ("charter school") to be located at 4410 Navigation. Charter schools are public 
schools established by nonprofit organizations. institutions of higher education. or governmental entities. 
These schools are publicly funded and are free from many state regulations that apply to other public 
schools. The following descriptive information about the proposed school is being provided for the benefit of 
the community in which the school would be located if approved 

Sponsoring Agency: Neighborhood Centers Inc 
Chief Executive Officer: Angela Blanchard. President and CEO 

Ronald C. Lewis. Chairman; Jonathan Day. First Vice Chair; Stephen Kaufman. Second Vice Chair; Don A. 
Turkleson. Treasurer; Sylvia Capetillo. Secretary; Karyl M. Lawson. Assistant Secretary; Tom Sanders. Past 
Chairman; Robert Ambrose; Rudy Ayles; Joanne Baker; Susan Baker; Madelle Brudner; Dr. Ruth Burgos
Sasscer; Margo Cater; Bill Chiles; Gail Creech; Bettye Drisdale; Noel Graubart; James Hills; Don Holt; 
Christina Morales Krasnick; Sharon Michael Owens; Norma L. Montalvo; Susan Parastar; Michael Ronca; 
and Nancy Wooldridge. 

Location: 4410 Navigation. Houston. Texas 77003 
Brief description of the school: An elementary school that meets Texas Education Guidelines applying a 
micro-community ap~roach with a focus on life skills. 
Grade levels: K _ 5' 
Opening date if approved: August, 2001 

The State Board of Education invites comments about any aspect of the proposed school or its sponsoring 
entity. Comments must be communicated in the form of a Signed letter directed to the State Board of 
Education. Only letters specifically addressing a proposed school will be considered by the board. Letters 
may be sent to the following address: Texas Education Agency. Division of Charter Schools, 1701 N. 
Congress. Austin. Texas 78701. 

F\etum Recelpt"r:. ./ -......(Endorsernent ReqUIr8d) 
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US PO"'!.lj SerVice 

CERTIFIED MAtl RECEIPT 
(DomestIc MmJ Only No IIlStlf.'mce Coverage ProVided) 

-...
Retwn Receipt 114M H...(Endo_Aeq_ 

Certified ree 
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III. Governance of the Sponsoring Entity (Reviewed by Agency) 

A. Profile of the Founding Board and/or Initial Incorporators of the sponsoring entity. 
(not applicable to governmental entities or college/universities) 
It could be said that Neighborhood Centers Inc. started in the early 1900's when a teacher 
at a neighborhood school in the Second Ward noticed a small child sitting on the school 
steps in the cold. The teacher asked the child, "Why are you here?" and the little child 
answered, "I am waiting for my brothers and sister to take me home." This teacher was so 
affected by this situation that she called Mrs. Alice Graham Baker and asked her if she 
could help with this problem of unsupervised children. As a result of this caring teacher's 
concern, Neighborhood Centers Inc. was founded in 1907 as the Houston Settlement 
Association by Mrs. Alice Graham Baker, grandmother of James A. Baker III, and 11 women 
from the Second Ward Women's Club. Mrs. Baker served as the Association's first 
president. Throughout the last century NCI has provided educational and social services 
that met the needs of the community. As the community changed, so did the services. NCI 
presently has a 27 member Board of Directors and three Life Board Members. The Board 
Members consist of professionals and life-long volunteers committed to fulfilling the mission 
of Alice Graham Baker, "our mission is to enhance the development and full potential of 
individuals, families and neighborhoods through effective human service systems, 
responsive programs and appropriate facilities in adherence with core values." 

1. Describe the organizing group of initial incorporators who are working together to 
apply for a charter, including the names of organizers, their backgrounds and 
experiences, and 3 references for each. (Not necessary if same as board of 
sponsoring entity listed in Section I.) 
The Ripley House Charter School Advisory Board will govern the Ripley House Charter 
School. The Advisory Board provides a process forum to the Charter School for creative and 
collaborative problem-solving regarding issues affecting children, youth, and families at 
Ripley House Charter School through the following avenues: 
• 	 Establishing linkages that ensure a collaborative planning process to develop school 

curriculum, policies, and social service issues affecting children in the Charter School 
• 	 Monitoring information that can be utilized to address school and community issues. 
• 	 Planning process that offers an opportunity for inclusive community participation and 

community consensus building. 
• 	 Prioritization of Charter School driven projects. 
• 	 Utilizing the Developmental Asset and Life-skills model as a framework and philosophy. 

Currently, there are three identified individuals, who are working collaboratively as Ripley 
House Charter School Advisory Board Members, to apply for a charter. All are employees 
of NCI who were selected for their experience and expertise in education and community 
organizing. They are Cynthia Patton, Ph.D., Director of Children and Youth Education and 
Enrichment Services, Felix Fraga, Vice President of External Affairs, and Margie Pena, 
manager of Ripley House Community Center. Cynthia Patton, Ph.D. brings more than 
twenty years of experience in designing and providing educational programs for children, 
youth and adults. Felix Fraga began his career at Ripley House in 1953 as an eighth grade 
student working part time. Mr. Fraga is a graduate of the Warden School of Social Work, 
Our Lady of the Lake, San Antonio. He has been a strong advocate for education, serving 
on the Houston ISO School Board and as a member of the Houston City Council. Margie 
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Pena, born and raised in the Second Ward, has been an active advocate for the community 
for the past twenty years and has served on numerous community organization's boards. 
The Advisory Board provides input and guidance on developing priority issues and initiating 
collaborative projects. It is expected when the charter is awarded that other community 
leaders, volunteers, and parents will be added to the Board. Community members and 
Ripley House Charter School parents will be recruited during school year 2000-01 to serve 
on the board. 

Board Member References: (list here with 3 references eaCh.) 

C;ynthOla Patton, Ph D 
Suzanne Hinds, Jane Flinn Bishop William Sterting 
Executive Director Ass!, Director, Special Ed clo Church of the Good 
Initiatives For Chiidren,lnc. Cypress Fairbanks ISO Shepherd Episcopal Church 
8580 Katy Freeway, Suite 10300 Jones Rd. 1207 Winding Way 
220 Houston, Texas 77065 Friendswood, Texas 77546 
Houston, Texas 77024 281-897-4000 281-482-8833 
713-365-0313 

F relx Fraga 
Salvador Esparza, Owner Angela Blanchard Richard Aguirre 
SLI Landscapers President and CEO Financial Consultant 
18010 Bamwood Neighborhood Centers Inc. 3202 Weslayan, Suite 216 
Houston, TX 77090 P.O. Box 271389 Houston,Texas 77027 
281-444-2983 Houston,Texas 77277-1389 713-857-6116 

713-669-5258 

Marqle Pena 

Paz A. Guerra, LPC, LMFT Constable Victor Trevino Jackie Martin, President 
Vice President, Prevention & Pc!. 6 United Way of Texas Gulf 
Community Based Services 333 Lockwood Dr. Coast 
Family Services Center Houston, Texas 77011 2200 N. Loop West 
4625 Lillian (713) 923 9156 Houston, Texas 77018 
Houston, Texas 77007 (713) 685 2300 

1713) 867 7710 

2. Describe what role each person will play and why she/he has chosen to support 
application. 
Each board member was selected for their commitment to children, community service and 
professional expertise. Dr. Cynthia Patton will be serving as CEO for the Ripley House 
Charter School. Felix Fraga will be serving as a community representative for the Ripley 
House Charter School. Margie Pena brings her hands-on experience working with families 
in the Second Ward to the Ripley House Charter School. 
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3. Describe the following: 

a. the officer positions designated: 

Positions. The members shall elect annually from their number a Chair, Vice, Chair, 
Past Chair, and a Secretary. All officers shall be elected for a term of two (2) years, and no 
officer shall serve in the same office for more than four (4) terms. 

Chair. The Chair shall preside over all meetings of the Advisory Board and shall make such 
appointments on committees as are called for in these By-laws or set up by resolution of the 
Advisory Board as hereinafter provided. The Chair shall serve as either a member of NCl's 
Program Services Committee or a Special Director of the Board of Directors of 
Neighborhood Centers Inc. as specified by the Neighborhood Centers Inc. By-laws, Article 
IV, Section 1. 

Chair-elect. I n the absence of the Chair, the Chair-elect shall preside over meetings and 
perform such other of the Chair's duties as are deemed necessary by the Chair. The Chair
elect shall be elected Chair upon expiration of the Chair's term. 

Past Chair. The outgoing Chair shall serve as Past Chair. 

Secretary. The Secretary shall write or cause to be written the minutes of the meetings and 
shall perform such other secretarial duties as may be required by the Advisory Board. 

Treasurer. Treasurer shall have fiscal responsibility of money taken in and paid out. 

b. the manner in which officers are selected and removed from office: 

The officers of the Charter School shall be elected annually by the Charter School Advisory 

Board at the regular annual meeting of the Charter School Advisory Board. New officers 

may be created and filled at any meeting of the Charter School Advisory Board. Each 

officer shall hold office until her/his successor shall have been duly elected and shall have 

been qualified. Removal: Any officer elected or appointed by the Charter School Advisory 

Board may be removed by the Charter School Advisory Board whenever, in its judgment, 

the best interests of the Charter School are not being served. 


c. the manner in which members of the governing body are selected and removed 

from office: 

The members of the Charter School shall be appointed annually by the Charter School 

Advisory Board at the regular annual meeting of the Charter School Advisory Board. Each 

member shall hold office until her/his successor shall have been duly appointed and shall 

have been qualified. 


d. the manner in which vacancies on the governing board are filled: 

A vacancy in any office, because of death, resignation, removal, disqualification, or 

otherwise, may be filled by the Advisory Board for the unexpired portion of the term. 
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e. the term for which members of the governing body serve: 

The members of the Charter School Advisory Board shall be constituted as follows: 

Members shall serve until the annual meeting of the Charter School Advisory Board in the 

year in which her or his term expires, or until her or his successor is duly appointed and 

qualified. Members to succeed those whose terms are expiring shall be appointed by 

majority vote at the regular annual meeting of the Charter School Advisory Board to serve a 

term of (2) years, except that the Charter School Advisory Board may by designation 

appoint one or more members to serve a term of less than (2) years. Terms of Board 

members will be staggered so that turnover of positions is limited to less than one quarter of 

the total Board seats per school year. The Charter School Advisory Board shall designate 

which of the members selected to serve as a result of an increase in the number of 

members shall initially serve one or two year terms, or such determination may be made by 

lots or by any other method chosen by the Board. There shall be no limit on the number of 

terms any member may serve. 


f. whether the terms are to be staggered: 

Terms of Board members will be staggered so that turnover of positions is limited to less 

than one quarter of the total Board seats per school year. 


4. Include any plans for further recruitment of founders or organizers of the school. 

As school enrollment increases each year, parent and community member participation and 

involvement will grow. Advisory Board membership is a core component to the success of 

the Charter School. Every effort will be made to recruit, train, engage and collaborate with 

the parents and community members. NCI has a history and mission driven record of 

success in collaborative participation. 


B. School Management Board 


1. Biographical Affidavit for each member of the school management board if 

different from board of sponsoring entity listed in Section 1 above. 

The school management board will be the same as the Charter School Advisory Board. 

Affidavits of current members are included in Appendix J. 


2. Describe the following: 

a. the officer positions designated; 

b. the manner in which officers of the governing board are selected, and removed 

from office; 

c. the manner in which members of the governing body are selected, and removed 

from office; 

d. the manner in which vacancies on the governing board are filled; 

e. the term for which members of the governing body serve; 

f. whether the terms are to be staggered. 


A through F: These positions are described within the Charter School Advisory Board 
section. The Charter School Advisory Board and the School Management Board are 
synonymous. 
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3. Specify the extent to which any private entity will be involved in the operation of 
your charter school. Identify any members of the governing board or officers of the 
charter school who are affiliated with that entity. 
All administrative concerns will be the responsibility of the Board and the administrators 
selected to serve. The goveming Board reserves the power to engage in any 
operations/management agreement within the context of its Bylaws. Members of the 
governing board will be prohibited from involvement with any private entity under contract 
with the Ripley House Charter School. 

4. The manner in which the charter school will conduct textbook selection. 
A shared philosophy, by the program and parents, as well as a planned, organized, 
consistently implemented curriculum, will support child development and education for 
children ages 5-11. Textbooks will reflect this philosophy. Textbook selection will be 
determined by members of a curriculum committee led by the C.E.O'/Oirector, Advisory 
Board members, parents and community members. All T.E.A. rules and guidelines will be 
adhered to in the selection of textbooks. 

IV. SCHOOL DEMOGRAPHICS (Reviewed by Agency) 

A. What are the school's enrollment projections for the first five years? What is the 
school's maximum enrollment goal? What grades will be served? How many 
stUdents are expected to be in each grade or grouping? What will be the maximum 
class size allowed? Any increase in the grade levels served and maximum 
enrollment as specified on the cover sheet of this application, and any increase in 
maximum class size must be approved by the SBOE. 
By combining strong programming and effective outreach into the community, the Ripley 
House Charter School will grow to an enrollment of 216 within four years. Projected for the 
first year, beginning in August 2001, enrollment will be 108 students. The first year there 
will be six classrooms of eighteen students each. Four of the classrooms will be combined 
classes of kindergarten-first grade students. The other two classrooms will be combined 
grade classrooms of second and third graders. 

The following chart summarizes projected growth;; '" 
:"! 

Year 1 2 3 4 5 
# of Classrooms 6 9 11 12 12 
Total # of Students 108 162 198 216 216 
# of Kindergarten-1 st classes 4 4 4 4 4 
# of 2na_3 ra classes 2 3 4 4 4 
# of 4'"_5[n Classes 2 3 4 4 

Maximum class size will be 18 stUdents. This reflects the newest research that links 
achievement to low class size. Grades served will be kindergarten through fifth. Mixed 
grade classrooms will allow for the benefit of providing opportunities for older students to 
model the life skills to the younger, reinforcing a sense of responsibility among the older 
children. Students who may not be performing at grade level also are given the chance to 
tutor younger children. This tutoring provides the older student a chance to review lower 
level learning materials without shame or embarrassment. Grades kindergarten and first will 
be combined, with second and third as a second level. Fourth and fifth will be final level with 
students spending two years in each level. 
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B. Describe the community or region where the school will be located. 
Ripley House is located just northeast of downtown Houston in a heavily Hispanic, low
income part of town (see XI Description of Need for detailed demographic information). Due 
of the absence of zoning, homes are mixed in with various sorts of businesses and industry. 
There is a lack of parks and open green belts for this community. Since 1940, Ripley House 
has served as an oasis for Second Ward residents providing a wide variety of social and 
community services based on the needs of the surrounding neighborhood. The charter 
school will allow the newest proven ideas in education to be an option for the children who 
live in the area surrounding Ripley House. 

C. Why was this location selected? 
A new $11 million Ripley House facility will open by the end of 2000. This state-of-the art 
60,000 square feet facility will be the perfect space for the micro-community charter school 
that NCI envisions. Surrounded by park-like grounds that contain a new ball field and 
playground, the new building has a cafeteria, dance room, gymnasium, dark room and 
computer labs. The new Ripley House will be wired with fiber optic cable that will allow 
high-speed use of the Internet by students and teachers. Each classroom will have two 
computers that will be accessible to students as resource tools as well as traditional 
computer use of word processing, spreadsheet, and database capabilities. With a class 
size of 18, the computer to child ratio will be 9: 1. 

Are there alternative locations suitable to the needs and focus of the school? 
Neighborhood Centers Inc. operates two other community centers in Harris County that 
would be excellent sites for micro-community charter schools. One is Cleveland Ripley 
located in the low-income area of Pasadena, Texas. The second is Harbach Ripley located 
near Hobby Airport in the Southeast part of Harris County. As is true with Ripley House, the 
area around Harbach Ripley is mixed industrial and low-cost housing. The neighborhoods 
around Cleveland Ripley are mixed Hispanic and Anglo. The neighborhood around 
Harbach Ripley is primarily African American with a growing Hispanic and Asian population. 
NCI's goal is to expand the micro-community charter school concept to one of these centers 
within five years of opening the Ripley House Charter School. 

V. HUMAN RESOURCE INFORMATION (Reviewed by Agency) 

A. Describe your human resources policies governing salaries, contracts, hiring and 
dismissal, sick and other leave, ad benefits. (Provide salary schedules, sample 
contracts and copies of policies on other issues in Attachments.) 

(Attachment 1-Personnel Policies and Procedures Manual.) 

B. Administrators (Reviewed by Agency) 

1. Biographical Affidavit for each administrator of the school. 
Cynthia Patton Ph.D. has over 20 years experience in the field of early childhood education, 
youth services, and social services. She has three Texas Teaching certificates including 
Home Economics Teacher Education, Kindergarten Endorsement and Generic Special 
Education. She has designed, conceptualized, implemented and evaluated a wide variety 
of social service and educational programs for a variety of populations including teen 
mothers, infants and young children, school-age children and youth. From her experience in 
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the classroom, as an administrator, and as an educator in university settings, Dr. Patton 
combines the theoretical and research information, then translates it into usable "best 
practices" to be applied in the field. Currently, as Director of Children and Youth Education 
and Enrichment Services for Neighborhood Centers Inc., Dr. Patton oversees these 
program areas: 
• 	 After school Youth Programming in the community centers which utilizes the Asset 

Building Approach; 
• 	 The Bridge/EI Puente-a social service project focusing on children zero to six and their 

families, located on site at an apartment complex; 
• 	 Early Childhood Development Centers-two nationally accredited child care centers 

providing quality care to low-income families; 
• 	 Early Childhood Professional Development-a training unit that provides a wide variety of 

training to early childhood educators. 

Additional administrators to be hired upon award of charter. 

2. 	 Powers and Duties 
a. Who will be the school's Chief Executive Officer? Describe the chain of command 
(attach an organizational chart) 
Cynthia Patton, Ph.D. will be the Charter School Chief Executive Officer. The Chief 
Executive Officer shall be the chief administrative officer of the charter school and shall be 
responsible to the Charter School Advisory Board. The CEO may be assisted by additional 
staff as necessary. The CEO shall have the authority to appoint Advisory Committees and 
task groups as the CEO may deem appropriate, with express duties and responsibilities. As 
NCI staff, Dr. Patton reports directly to Senior Vice President of Program Services. Other 
divisions of NCI will support the CEO. Administrative Services will provide Human 
Resource, Facility, and Procurement support. Financial Services will handle invoicing, 
payroll, budget development, and financial review. Contract Compliance will monitor 
contract stipulation compliance internally. NCI has a strong tradition of interdepartmental 
support in the areas of professional development, program design and sharing "best 
practices." 

18 



RIPLEY CHARTER SCHOOL ORGANIZATIONAL CHART 
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School CEO 

Cynthia Patton, Ph.D 


Principal 
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Teacher Teacher Teacher Teacher Teacher Teacher Nurse 
Special Ed. 
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b. What experience has the proposed CEO had in managing a school and/or 
business? 
Dr. Patton has 22 years experience working with children of all ages in leadership and 
teaching positions. Dr. Patton managed two schools: Good Shepherd Day School/1980
1987 and Sunset Pearl /1991-1992. She was a founder of Good Shepherd Day School 
which has grown into a 160 student preschool and elementary school. She has extensive 
experience in providing training and professional development opportunities for staff. She 
has written curriculum for preschool and assisted in the development of curriculum for a 
private elementary school. Her experience includes working with at risk youth as a Behavior 
Management Specialist in a school district. as well as grant writing, fundraising and program 
evaluation. Her inclusive positive management style allows staff to grow to potential and set 
and reach goals for themselves. She currently is responsible for budgets in excess of 
$2,500,000. She is the author of "What Do I Do Till You Get HomeT School Age Child 
Care in Texas written for the Texas Department of Community Affairs. 

c. What criteria will the founders use to choose the school's academic and financial 
leaders? 
Neighborhood Centers Inc. has a 90 year history and reputation of expertise in Early 
Childhood Development and Fiscal Management. This is demonstrated by the programs 
that NCI delivers: Gulf Coast Careers Child Care, Head Start, Early Childhood Development 
Centers, Youth and Family, and Health and Elderly programs. NCI is the fourth largest 
private local recipient of United Way funding. NCI remains fiscally responsible as well as 
adheres to the mission of the Agency in delivery of quality programming to (low-income) 
communities in Houston and the twelve surrounding counties. 

Based on this community oriented long-term success, NCI will use the following criteria to 
choose the school's academic and financial leaders: 
• 	 Expertise in finance, education, or community organizing 
• 	 Commitment to the Second Ward community that surrounds Ripley House 
• 	 Willingness to work to make Ripley House Charter School a success 

d. 	 Provide a complete job description for the CEO, school academic director, 
financial director and other administrative personnel. 

CEO 

SUMMARY: The responsibilities of the CEO include oversight and responsibility for the 
complete delivery of the program. Areas of responsibility are facilities, staffing, board 
relations, community partnership building, implementation of the micro-community model. 
and fiscal oversight. He/She articulates the values, vision and mission of the school; 
understands and implements a systems approach in the provision of educational services; 
works within a multi-disciplinary team framework to develop and implement culturally 
sensitive educational delivery systems with measurable outcomes; defines criteria of system 
evaluation; achieves educational results in a manner that is financially responsible; 
communicates effectively at varying levels within the school and with volunteers and funding 
source representatives; and represents the school in public forums. 
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QUALIFICATION REQUIREMENT: Advanced degree in education or a closely related field 
from four-year college or university; minimum 5 years combined classroom and supervisory 
experience in full-day educational program or Masters in Education with 3 years combined 
classroom and supervisory experience preferred, or equivalent combination of education 
and experience. Minimum of 5 years management experience. 

LANGUAGE SKILLS: Ability to effectively present information and respond to questions 
from groups, children, community, staff and the general public. Ability to clearly present 
information through the spoken word; influence or persuade others through oral 
presentation in positive or negative circumstances and listen well; write clearly and 
effectively present ideas to document activities and to read and interpret a variety of written 
information. 

REASONING ABILITY: Ability to define problems, collect data, establish facts, and draw 
valid conclusions. Ability to interpret an extensive variety of technical instructions and deal 
with several abstract and concrete variables. Ability to make decisions quickly on available 
information and to take action; to make commitments and not change decisions when 
challenged and to deal with emergencies when necessary; to take action in solving 
problems while exhibiting judgment and a realistic understanding of issues; use reason, 
even when dealing with emotional topics. 

GOAL SETTING/PROBLEM SOLVING: Ability to define realistic, speCific goals and 
objectives and to prioritize objectives; start and perSist with specific courses of action while 
exhibiting high motivation and a sense of urgency; use a systematic approach in solving 
problems through analysis of the problem and evaluation of alternative solutions. 

CREATIVE ABILITY: Ability to develop unique and novel solutions to prOblems; use intuition 
and a new way of thinking to creative new ideas; present information in an attention getting 
and interesting manner. 

LEADERSHIP/MOTIVATIONAL ABILITY: Ability to work with people in such a manner as to 
build high morale and group commitments to goals and objectives; create positive energy 
(motivation) in both individuals and groups; communicate with others in a warm and helpful 
manner while simultaneously building credibility and rapport; influence the actions and 
opinions of others in a desired direction; exhibit judgement in leading others to worthwhile 
objectives. 

PHYSICAL DEMANDS: The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. While performing the duties of this job, the employee is regularly 
required to stand; walk; and use hands to finger, handle or feel objects, tools, or controls. 
The employee frequently is required to sit and reach with hands and arms. The employee is 
occasionally required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell. 
The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities 
required by this job include close viSion, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 
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School Academic Director/Principal 

SUMMARY: Directs activities of Charter School to provide instruction and care for children 
by performing the following duties. Is responsible for the overall direction, coordination, and 
evaluation of charter school. Carries out supervisory responsibility in accordance with the 
Agency's policies and applicable laws. Responsibilities include interviewing, hiring, and 
training employees; planning, assigning, and directing work; appraising performance; 
rewarding and disciplining employees; addressing complaints and resolving problems. 
Interviews and recommends hiring of teaching and service staff. Confers with parents 
regarding program activities, policies, and enrollment procedures. Reviews and evaluates 
program activities to ensure conformance to Agency policies and procedures, state and 
local regulations and national accreditation standards. Reviews and approves menu plans 
and food purchases. Enforces the Agency's EEO and safety policies. Manages all charter 
school staff. Other duties may be assigned. Management retains the discretion to add to or 
change the duties of the position at any time. 

QUALIFICATION REQUIREMENT: Bachelor's degree (BA) in elementary education or a 
closely related field from four-year college or university; advanced degree strongly 
preferred. Minimum 5 years combined classroom and supervisory experience. Mid level 
management experience strongly preferred. Exposure to Neuhaus education concepts, and 
micro-community concepts preferred. 

LANGUAGE SKILLS: Ability to effectively present information and respond to questions 
from groups, children, community, staff and the general public. Ability to clearly present 
information through the spoken word; influence or persuade others through oral 
presentation in positive or negative circumstances and listen well; write clearly and 
effectively present ideas to document activities and to read and interpret a variety of written 
information. 

REASONING ABILITY Ability to define problems, collect data, establish facts, and draw 
valid conclusions. Ability to interpret an extensive variety of technical instructions and deal 
with several abstract and concrete variables. Ability to make decisions quickly on available 
information and to take action; to make commitments and not change decisions when 
challenged and to deal with emergencies when necessary; to take action in solving 
problems while exhibiting judgment and a realistic understanding of issues; use reason, 
even when dealing with emotional topics. 

GOAL SETTING/PROBLEM SOLVING Ability to define realistic, specific goals and 
objectives and to prioritize objectives; start and persist with specific courses of action while 
exhibiting high motivation and a sense of urgency; use a systematic approach in solving 
problems through analysis of the problem and evaluation of alternative solutions. 

CREATIVE ABILITY: Ability to develop unique and novel solutions to problems; use intuition 
and a new way of thinking to creative new ideas; present information in an attention getting 
and interesting manner. 

LEADERSHIP/MOTIVATIONAL ABILITY: Ability to work with people in such a manner as to 
build high morale and group commitments to goals and objectives; create positive energy 
(motivation) in both individuals and groups; communicate with others in a warm and helpful 
manner while simultaneously building credibility and rapport; influence the actions and 
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opinions of others in a desired direction; exhibit judgement in leading others to worthwhile 
objectives. 

PHYSICAL DEMANDS: The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. While performing the duties of this job, the employee is regularly 
required to stand; walk; and use hands to finger, handle or feel objects, tools, or controls. 
The employee frequently is required to sit and reach with hands and arms. The employee is 
occasionally required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell. 
The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 

Financial Director 

SUMMARY: Coordinates activities of accounts payable, cash receipts and payroll and 
generates monthly financial statements and reports by performing the following duties. 
Ensures compliance with filing requirements of IRS and other regulatory authorities as 
needed. Ensures accuracy of monthly cash receipts and journal entries. Reviews general 
ledger for errors and responds to queries regarding same. Determines work procedures, 
prepares work schedules and expedites workflow to ensure timely and correct payment and 
accounting for invoices and payroll. Assigns duties and examines work for accuracy, 
legibility and compliance to policies and procedures. Studies and standardizes procedures 
to improve efficiency of subordinates. Prepares 3 year operating budgets and cash flow 
projections for the Charter School and generates monthly variances. Other duties may be 
assigned. Management retains the discretion to add or change the duties of the position at 
anytime. 

QUALIFICATION REQUIREMENTS: Bachelors degree in business or accounting from four
year college or university and 3 years experience in accounting or finance. To perform this 
job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability 
required. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

LANGUAGE SKILLS: Ability to effectively present information and respond to questions 
from groups of managers, clients, customers, and the general public. Ability to clearly 
present information through the spoken word; influence or persuade others through oral 
presentation in positive or negative circumstances and to listen well; write clearly and 
effectively present ideas to document activities and to read and interpret a variety of written 
information. 

MATHEMATICAL SKILL: Ability to work with mathematical concepts such as probability 
and statistical inference. Ability to apply concepts such as fractions, percentages, ratios and 
proportions to practical situation. 

REASONING ABILITY: Ability to define problems, collects data, establish facts, and draw 
valid conclusions. Ability to interpret an extensive variety of technical instructions and deal 
with several abstract and concrete variables. Ability to make decisions quickly on available 
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information and to take action; to make commitments and not change decisions when 
challenged and to deal with emergencies when necessary; to take action in solving 
problems while exhibiting judgment and a realistic understanding of issues; use reason, 
even when dealing with emotional topics. 

GOAL SETTING/PROBLEM SOLVING SKILLS: Ability to define realistic, specific goals and 
objectives; start and persist with specific courses of action while exhibiting high motivation 
and a sense of urgency; use a systematic approach in solving problems through analysis of 
the problem and evaluation of alternative solutions. 

CREATIVE ABILITY: Ability to develop unique and novel solutions to problems; use intuition 
and a new way of thinking to create new ideas; present information in an attention getting 
and interesting manner. 

LEADERSHIP/MOTIVATIONAL ABILITY: Ability to work with people in such a manner as to 
build high morale and group commitments to goals and objectives; create positive energy 
(motivation) in both individuals and groups; communicate with others in a warm and helpful 
manner while simultaneously building credibility and rapport; influence the actions and 
opinions of others in a desired direction; exhibit judgment in leading others to worthwhile 
objectives. 

OTHER SKILLS AND ABILITIES: Familiarity with Agency's program operations. 
Experience in non-profit procedures necessary. Must be PC Literate-ExceIlFundWare, CPA 
Preferred. 

PHYSICAL DEMANDS: The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. While performing the duties of this job, the employee is frequently 
required to stand; walk; sit; use hands to finger, handle, or feel objects, tools or control; and 
talk or hear. The employee is occasionally required to reach with hands and arms; climb or 
balance; and stoop, kneel, crouch, or crawl. The employee must occasionally life and/or 
move up to 10 pounds. Specific vision abilities required by this job include close vision and 
the ability to adjust focus. 

Administrative Assistant 

SUMMARY: Coordinates enrollment and attendance, prepares invoices, substitute teacher 
coordination, PEIMS data entry, orders supplies, coordinates communications with parents, 
provides clerical support to the Charter school and the Director, as necessary; coordinates 
the resource availability for resource library; tracks parent volunteer hours. Create and 
maintains a filing system for all essential documents, coordinates and documents enrollment 
and attendance, prepares invoices for submission to accounting, manages inventory of 
school and office supplies, manages textbook inventory. Other duties as assigned. 
Management retains the discretion to add to or change the duties of the position at any 
time. 

QUALIFICATION REQUIREMENTS: Bachelor's degree from four-year college or university; 
or one to two years related experience and/or training; or equivalent combination of 
education and experience. Must be computer literate. (Windows/PowerPointIWord/Excel). 
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LANGUAGE SKILLS: Ability to read and interpret documents such as contracts, general 
business periodicals, professional journals, technical procedures, or governmental 
regulations, and procedure manuals. Ability to write routine reports, procedure manuals, 
and correspondence. Ability to effectively present information and respond to questions 
from groups of managers, clients, customers and the general public. 

REASONING ABILITY: Ability to solve practical problems and deal with a variety of concrete 
variables in situations where only limited standardization exists. Ability to interpret a variety 
of instructions furnished in written, oral, diagram, or schedule form. Ability to prioritize 
among competing demands. 

CERTIFICATES, LICENSES, REGISTRATIONS. Type 50 wpm; PC literate. 

PHYSICAL DEMANDS: The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. While performing the duties of this job, the employee is regularly 
required to stand; walk; and use hands to finger, handle or feel objects, tools, or controls. 
The employee frequently is required to sit and reach with hands and arms. The employee is 
occasionally required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell. 
The employee must occasionally lift and/or move up to 20 pounds. Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 

e. How will the administrative personnel be evaluated? 
The NCI policy and procedures of evaluation will be consistent in the charter school using 
the Staff Training Assessment and Rewards System (STARS) evaluation tool. STARS is a 
comprehensive, measurable, attainable, results oriented evaluation tool that NCI has 
adopted as policy. STARS is consistent with essential functions and Agency objectives of 
job performance. In addition to the STARS evaluation tool, TEA objectives will be 
incorporated in each teacher/classroom leader evaluation. The STARS evaluation tool is 
available upon request. 

f. What will be the salary range and benefits for administrative staff? 

Position Salary Benefits 

Teachers $33,000 4,500 
Special Education Teacher (16 hrs/week @$15 x38 weeks) $9,120 1,044 
School Academic Director $40,000 7,866 
Administrative Assistant $22,000 5,078 
Nurse (16 hrs/week @$25 x36 weeks) $14,400 1,493 

C. For Faculty and Staff (Reviewed by Agency) 

1. Include a description of the qualifications to be required for all classroom 
teachers and staff. 
One of the most important determinants of program quality is having qualified staff who 
interact with children and families and who ensure the provision of quality services. 
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A description of qualifications include; training or experience in the area of expertise 
required by the position, experience in educational settings, experience working with low
income children and families, interpersonal and communication skills, and education related 
to the program's requirements. Agency management also takes a proactive approach to 
finding and developing staff. On an on- going basis, Agency staff explore the community to 
identify individuals who would make successful staff members. They also adopt strategies 
to help develop skills and knowledge of parents and staff working in the charter school who 
wish to advance. Further discussion of staff requirements are found under XII G. 

All Ripley Houses Charter School Staff will be thoroughly familiar with the micro-community 
approach that will be the foundation of the school's program. By utilizing an economic 
model that uses currency, students learn the vocabulary and concepts surrounding the free 
enterprise system by participating in the micro-community. Every student has a job and is 
paid weekly for their work with "Ripley Gold." The students' funds are accumulated in the 
student run bank and used to purchase items during "Going to Town Days" and during the 
Silent Auction. Ripley Gold is also used to reinforce school attendance and provide 
consequences by means of fines. 

2. Describe the targeted staff size and the teacher to student ratio. 
One staff to 18 students per classroom. 

3. Identify the proposed faculty and staff if possible. 

Presently, staff members have not been identified to serve these positions. Upon 

notification of charter award, staff will be recruited immediately. 


4. How will the faculty and staff be evaluated? 

The evaluation will include all TEA mandates and the NCI STARS evaluation tool 

(Reference V (B) 2 e). 


5. Provide complete job descriptions of all charter school faculty and staff, including 
instructional and non-instructional duties. 

CEO 

SUMMARY: The responsibilities of the CEO include oversight and responsibility for the 
complete delivery of the program. Areas of responsibility are facilities, staffing, board 
relations, community partnership building, implementation of the micro-community model, 
and fiscal oversight. He/She articulates the values,. vision and mission of the school; 
understands and implements a systems approach in the provision of educational services; 
works within a multi-disciplinary team framework to develop and implement culturally 
sensitive educational delivery systems with measurable outcomes; defines criteria of system 
evaluation; achieves educational results in a manner that is financially responsible; 
communicates effectively at varying levels within the school and with volunteers and funding 
source representatives; and represents the school in public forums. 

QUALIFICATION REQUIREMENT: Advanced degree in education or a closely related field 
from four-year college or university; minimum 5 years combined classroom and supervisory 
experience in full-day educational program or Masters in Education with 3 years combined 
classroom and supervisory experience preferred, or equivalent combination of education 
and experience. Minimum of 5 years management experience. 
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LANGUAGE SKILLS: Ability to effectively present information and respond to questions 
from groups, children, community, staff and the general public. Ability to clearly present 
information through the spoken word; influence or persuade others through oral 
presentation in positive or negative circumstances and listen well; write clearly and 
effectively present ideas to document activities and to read and interpret a variety of written 
information. 

REASONING ABILITY: Ability to define problems, collect data, establish facts, and draw 
valid conclusions. Ability to interpret an extensive variety of technical instructions and deal 
with several abstract and concrete variables. Ability to make decisions quickly on available 
information and to take action; to make commitments and not change decisions when 
challenged and to deal with emergencies when necessary; to take action in solving 
problems while exhibiting judgment and a realistic understanding of issues; use reason, 
even when dealing with emotional topics. 

GOAL SETTING/PROBLEM SOLVING: Ability to define realistic, specific goals and 
objectives and to prioritize objectives; start and persist with specific courses of action while 
exhibiting high motivation and a sense of urgency; use a systematic approach in solving 
problems through analysis of the problem and evaluation of alternative solutions. 

CREATIVE ABILITY: Ability to develop unique and novel solutions to problems; use intuition 
and a new way of thinking to creative new ideas; present information in an attention getting 
and interesting manner. 

LEADERSHIP/MOTIVATIONAL ABILITY: Ability to work with people in such a manner as to 
build high morale and group commitments to goals and objectives; create positive energy 
(motivation) in both individuals and groups; communicate with others in a warm and helpful 
manner while simultaneously building credibility and rapport; influence the actions and 
opinions of others in a desired direction; exhibit judgement in leading others to worthwhile 
objectives. 

PHYSICAL DEMANDS: The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. While performing the duties of this job, the employee is regularly 
required to stand; walk; and use hands to finger, handle or feel objects, tools, or controls. 
The employee frequently is required to sit and reach with hands and arms. The employee is 
occasionally required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell. 
The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities 
required by this job include close vision, distance viSion, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 

School Academic Director/Principal 

SUMMARY: Directs activities of Charter School to provide instruction and care for children 
by performing the following duties. Is responsible for the overall direction, coordination, and 
evaluation of charter school. Carries out supervisory responsibility in accordance with the 
Agency's policies and applicable laws. Responsibilities include interviewing, hiring, and 
trairiing employees; planning, assigning, and directing work; appraising performance; 
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rewarding and disciplining employees; addressing complaints and resolving problems. 
Interviews and recommends hiring of teaching and service staff. Confers with parents 
regarding program activities, policies, and enrollment procedures. Reviews and evaluates 
program activities to ensure conformance to Agency policies and procedures, state and 
local regulations and national accreditation standards. Reviews and approves menu plans 
and food purchases. Enforces the Agency's EEO and safety policies. Manages all charter 
school staff. Other duties may be assigned. Management retains the discretion to add to or 
change the duties of the position at any time. 

QUALIFICATION REQUIREMENT: Bachelor's degree (BA) in elementary education or a 
closely related field from four-year college or university; advanced degree strongly 
preferred. Minimum 5 years combined classroom and supervisory experience. Mid level 
management experience strongly preferred. Exposure to Neuhaus education concepts, and 
micro-community concepts preferred. . 

LANGUAGE SKILLS: Ability to effectively present information and respond to questions 
from groups, children, community, staff and the general public. Ability to clearly present 
information through the spoken word; influence or persuade others through oral 
presentation in positive or negative circumstances and listen well; write cleerly and 
effectively present ideas to document activities and to read and interpret a variety of written 
information. 

REASONING ABILITY Ability to define problems, collect data, establish facts, and draw 
valid conclusions. Ability to interpret an extensive variety of technical instructions and deal 
with several abstract and concrete variables. Ability to make decisions quickly on available 
information and to take action; to make commitments and not change decisions when 
challenged and to deal with emergencies when necessary; to take action in solving 
problems while exhibiting judgment and a realistic understanding of issues; use reason, 
even when dealing with emotional topics. 

GOAL SETTING/PROBLEM SOLVING Ability to define realistic, specific goals and 
objectives and to prioritize objectives; start and persist with specific courses of action while 
exhibiting high motivation and a sense of urgency; use a systematic approach in solving 
problems through analysis of the problem and evaluation of alternative solutions. 

CREATIVE ABILITY: Ability to develop unique and novel solutions to problems; use intuition 
and a new way of thinking to creative new ideas; present information in an attention getting 
and interesting manner. 

LEADERSHIP/MOTIVATIONAL ABILITY: Ability to work with people in such a manner as to 
build high morale and group commitments to goals and objectives; create positive energy 
(motivation) in both individuals and groups; communicate with others in a warm and helpful 
manner while simultaneously building credibility and rapport; influence the actions and 
opinions of others in a desired direction; exhibit judgement in leading others to worthwhile 
objectives. 

PHYSICAL DEMANDS: The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. While performing the duties of this job, the employee is regularly 
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required to stand; walk; and use hands to finger, handle or feel objects, tools, or controls. 
The employee frequently is required to sit and reach with hands and arms. The employee is 
occasionally required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell. 
The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 

Administrative Assistant 

SUMMARY: Coordinates enrollment and attendance; prepares invoices; substitute teacher 
coordination, PEIMS data entry, orders supplies, coordinates communications with parents, 
provides clerical support to the Charter school and the Director, as necessary; coordinates 
the resource availability for resource library. Creates and maintains a filing system for all 
essential documents, coordinates and documents enrollment and attendance, prepares 
invoices for submission to accounting, manages inventory of school and office supplies, 
manages textbook inventory. Other duties as assigned. Management retains the discretion 
to add to or change the duties of the position at any time. 

QUALIFICATION REQUIREMENTS: Bachelor's degree from four-year college or university; 
two years related experience and/or training; or equivalent combination of education and 
experience. Must be computer literate. (Windows/PowerPointIWordPerfect). 

LANGUAGE SKILLS: Ability to read and interpret documents such as contracts, general 
business periodicals, professional journals, technical procedures, or governmental 
regulations, and procedure manuals. Ability to write routine reports, procedure manuals, 
and correspondence. Ability to effectively present information and respond to questions 
from groups of managers, clients, customers and the general public. 

REASONING ABILITY: Ability to solve practical problems and deal with a variety of concrete 
variables in situations where only limited standardization exists. Ability to interpret a variety 
of instructions fumished in written, oral, diagram, or schedule form. Ability to prioritize 
among competing demands. 

CERTIFICATES, LICENSES, REGISTRATIONS. Type 50 wpm PC literate. PHYSICAL 
DEMANDS: The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. While performing the duties of this job, the employee is regularly 
required to stand; walk; and use hands to finger, handle or feel objects, tools, or controls. 
The employee frequently is required to sit and reach with hands and arms. The employee is 
occasionally required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell. 
The employee must occasionally lift and/or move up to 20 pounds. Specific vision abilities 
required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 

Teacher 

SUMMARY: Responsible for providing classroom instruction and assisting campus 
administration as needed. Develop and implement lesson plans using brain compatible 
components, Integrated Thematic Instruction, Lifeskills, and Gardner's Seven Intelligences, 
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as well as Multi-sensory Strategies. Meet and instruct assigned classes at designated times 
and locations, using lesson plans and curriculum objectives to meet students' needs. 
Develop and implement Individual Education Plans for each student in class. Create 
classroom environment conducive to learning that is appropriate for the maturity and interest 
level of the students. Perform other related duties as assigned. 

QUALIFICATION REQUIREMENT: Bachelor's degree (BA) in elementary education or a 
closely related field from four-year college or university; minimum 2 years classroom 
experience. Neuhaus Training preferred. 

LANGUAGE SKILLS: Ability to effectively present information and respond to questions 
from groups, children, community, staff and the general public. Ability to clearly present 
information through the spoken word; influence or persuade others through oral 
presentation in positive or negative circumstances and listen well; write clearly and 
effectively present ideas to document activities and to read and interpret a variety of written 
information. 

REASONING ABILITY: Ability to define problems, collect data, establish facts, and draw 
valid conclusions. Ability to interpret an extensive variety of technical instructions and deal 
with several abstract and concrete variables. Ability to make decisions quickly on available 
information and to take action; to make commitments and not change decisions when 
challenged and to deal with emergencies when necessary; to take action in solving 
problems while exhibiting judgment and a realistic understanding of issues; use reason, 
even when dealing with emotional topics. 

GOAL SETTING/PROBLEM SOLVING: Ability to define realistic, specific goals and 
objectives and to prioritize objectives; start and persist with specific courses of action while 
exhibiting high motivation and a sense of urgency; use a systematic approach in solving 
problems through analysis of the problem and evaluation of alternative solutions. 

CREATIVE ABILITY: Ability to develop unique and novel solutions to problems; use intuition 
and a new way of thinking to creative new ideas; present information in an attention getting 
and interesting manner. 

LEADERSHIP/MOTIVATIONAL ABILITY: Ability to work with people in such a manner as to 
build high morale and group commitments to goals and objectives; create positive energy 
(motivation) in both individuals and groups; communicate with others in a warm and helpful 
manner while simultaneously building credibility and rapport; influence the actions and 
opinions of others in a desired direction; exhibit judgement in leading others to worthwhile 
objectives. 

PHYSICAL DEMANDS: The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. While performing the duties of this job, the employee is regularly 
required to stand; walk; and use hands to finger, handle or feel objects, tools, or controls. 
The employee frequently is required to sit and reach with hands and arms. The employee is 
occasionally required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell. 
The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities 
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required by this job include close vision, distance vision, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 

Special Education Teacher 

SUMMARY: Responsible for providing classroom instruction and assisting campus 
administration as needed. Develop and implement lesson plans using brain compatible 
components, Integrated Thematic Instruction, Lifeskills, and Gardner's Seven Intelligences, 
as well as Multi-sensory Strategies. Meet and instruct assigned classes at designated times 
and locations, using lesson plans and curriculum objectives to meet students' needs. 
Develop and implement Individual Education Plans for each student in class. Create 
classroom environment conducive to learning that is appropriate for the maturity and interest 
level of the students. Ensure all Federal and state rules and regulations are followed as 
regards special education. Responsible for scheduling, holding, attending, and documenting 
Admission, Review, and Dismissal (ARO) meetings for all Special Education students. 
Arrange for additional support services as needed. Provide educational services to special 
education students as prescribed in IEPs. Document all special education students' 
progress throughout the school year. Oversee screening, referral and evaluation process 
ensuring that all special education deadlines are adhered to. Perform other related duties as 
assigned. 

QUALIFICATION REQUIREMENT: Bachelor's degree (BA) in elementary education or a 
closely related field from four-year college or university; minimum 2 years classroom 
experience. Neuhaus Training preferred. Generic Special Education Teaching Certificate 
required. 

LANGUAGE SKILLS: Ability to effectively present information and respond to questions 
from groups, children, community, staff and the general public. Ability to clearly present 
information through the spoken word; influence or persuade others through oral 
presentation in positive or negative circumstances and listen well; write clearly and 
effectively present ideas to document activities and to read and interpret a variety of written 
information. 

REASONING ABILITY: Ability to define problems, collect data, establish facts, and draw 
valid conclusions. Ability to interpret an extensive variety of technical instructions and deal 
with several abstract and concrete variables. Ability to make decisions quickly on available 
information and to take action; to make commitments and not change decisions when 
challenged and to deal with emergencies when necessary; to take action in solving 
problems while exhibiting judgment and a realistic understanding of issues; use reason, 
even when dealing with emotional topics. 

GOAL SETTING/PROBLEM SOLVING: Ability to define realistic, specific goals and 
objectives and to prioritize objectives; start and persist with specific courses of action while 
exhibiting high motivation and a sense of urgency; use a systematic approach in solving 
problems through analysis of the problem and evaluation of alternative solutions. 

CREATIVE ABILITY: Ability to develop unique and novel solutions to problems; use intuition 
and a new way of thinking to creative new ideas; present information in an attention getting 
and interesting manner. 
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LEADERSHIP/MOTIVATIONAL ABILITY: Ability to work with people in such a manner as to 
build high morale and group commitments to goals and objectives; create positive energy 
(motivation) in both individuals and groups; communicate with others in a warm and helpful 
manner while simultaneously building credibility and rapport; influence the actions and 
opinions of others in a desired direction; exhibit judgement in leading others to worthwhile 
objectives. 

PHYSICAL DEMANDS: The physical demands described here are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. While performing the duties of this job, the employee .is regularly 
required to stand; walk; and use hands to finger, handle or feel objects, tools, or controls. 
The employee frequently is required to sit and reach with hands and arms. The employee is 
occasionally required to climb or balance; stoop, kneel, crouch, or crawl and taste or smell. 
The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities 
required by this job include close vision, distance viSion, color vision, peripheral vision, 
depth perception, and the ability to adjust focus. 

School Nurse/Registered Nurse (License Number Required) 

SUMMARY: Responsible for the the implementation of health programs, health counseling 
with pupils, parents and school personnel, provision of preventive health services, 
augmentation of health education program and liaison with the school community. Provides 
direct health care, emergency first aide and related health services according to policies and 
procedures. Provide preventive health care by: providing appraisals, screening programs, 
referral and follow-up; recognizes, reports and uses control measures on communicable 
diseases; and monitors follow-up on immunization needs. Provide families with information 
on health and medical resources and assist families to access medical care. Conduct 
surveillance for communicable diseases. Conduct health counseling, make home visits and 
follow through on health problems, as needed. Perform other related duties a assigned. 

QUALIFICATIONS: Registered Nurse with a Bachelor's degree. Currently licensed as an 
R.N. in the State of Texas. Clinical experience preferred. On-the-job training and 
attendance of designated in-service training programs. 

OTHER REQUIREMENTS: Ability to communicate effectively in both written and oral forms. 
Ability to adjust the eye to bring an object into focus; judge distance (close and distant) 
reach with arms extended and use hands to manipulate the keyboard. Ability to lift and 
carry up to 40 pounds, stoop, kneel, crouch, walk, twist, bend, climb, drive and/or be mobile. 
Valid Texas Driver's License with appropriate insurance coverage. 

D. Code of Conduct: 

1. Describe in detail your school rules or guidelines governing student behavior. 
The charter school governance will be incorporating the 19 Life-skiffs as our rules and 
procedures. These 19 life-skiffs are: respect, friendship, patience, integrity, problem solving, 
cooperation, organization, sense of humor, common sense, caring, creativity, effort, 
initiative, pride, curiosity, flexibility, courage, responsibility, and perseverance. The life-skills 
philosophy must be a commitment by teachers, staff, parents, and community members for 
success of the program. At any given moment students can conceptualize what life-skills 
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they are utilizing. Life-skills are displayed in every classroom and constantly and 
consistently reinforced. Life-skills become personal. Life-skills are the expectations of every 
student and teacher. They have meaning to each student's life whether in school, at home 
or elsewhere. Life-skills are read about, acted out, received, sung and humanely displayed 
at all times. When the occasion occurs where they are not, the student is asked, "what 
lifeskill did you NOT display and what could you have done to change itT If a change has 
not been grasped in a reasonable amount of time then "a great change" is in order. This 
nonpunitive "great change" is facilitated through the student run court system. This peer 
court system is supervised and facilitated under the direction of faculty. All TEA mandates 
are incorporated into the Life-skills system. 

RIPLEY HOUSE CHARTER SCHOOL COURT SYSTEM STUDENT JOB DESCRIPTIONS 

STUDENT JUDGE 
Duties: The judge will be in charge of the court. The judge will discuss with a client what 
lifeskills they need to work on and ways in which they can change their behavior. The judge 
will also determine the fine for a Great Change when a student admits to being guilty. 

Qualifications: A person wanting to be a judge should be someone who is fair and can 
make a quick decision after listening to and considering both sides of an issue. A judge 
must be someone who is looked up to and respected as a model citizen; and who sets and 
example for others to follow by their behavior. A judge must also know all of the lifeskills, 
as well as their meanings. 

STUDENT ATTORNEY 
Duties: Attorneys will be assigned cases on a rotating basis. When given a case, an 
attorney will meet with her/his client. The attorney will make sure their client knows what will 
take place in court. The client will be instructed on the meaning of guilty and not guilty. The 
attorney will also discuss with their client what they are accused of, and listen to their client's 
version of what occurred. On the day of court, the attorney will pick up their client 5 minutes 
before early lunch. The attorney will deliver their client to the court room and will stay at 
their client's side during the court proceedings. In the event that a student pleads not guilty 
one attorney will be assigned to be the prosecuting attorney. The attorney already assigned 
to represent the client will continue to represent their client during a trial. Both attorneys will 
have one week to interview witnesses, make sure the witnesses come to the trial, and write 
an opening and closing statement which summarizes their cases. 

Qualifications: A person wanting to be an attorney should be someone who is willing to 
spend their free time to meet with clients. They should be a good listener and be willing to 
defend a client even if they think their client is guilty. They should have a logical mind so 
they can come up with the right questions to ask witnesses during a trial. An attorney 
should be someone who is a good citizen and who sets an example for others to follow by 
their good behavior. 

STUDENT DEPUTY 
Duties: Deputies will work during lunch recess and before school on the playground 
watching to see if school rules are followed. If a rule is broken a Great Change may be 
issued by the deputy as long as the deputy talks to a teacher on duty before writing the 
Great Change. Deputies may sometimes need to appear in court as a witness in a trial. 
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Qualifications: A person wanting to be a deputy should be someone who will not be biased 
(they won't give a Great Change or not give a Great Change to someone because they like 
or dislike them). A deputy should also be someone who will not use their position to bully 
other students or boss them. Anyone who enjoys tattle tailing or getting people in trouble 
will make a poor deputy. A deputy should be someone who is a good citizen and sets an 
example for others to follow by their good behavior. 

STUDENT CHIEF OF POLICE 
Duties: The chief of police will oversee the other deputies to make sure they do their job 
properly. The chief or police will check weekly to see if deputies are working when they are 
scheduled to work. The chief of police will pay all the deputies in their lunch their salaries. 
The chief of police will serve as bailiff during the weekly court sessions and will instruct 
students to rise to show respect for the judge at the beginning of each court session. The 
chief of police will run the community service program for those students who do not have 
enough Ripley Gold to pay their fines. The chief of police will check daily to see if those 
students have done their community service until their fine is paid off. 

Qualifications: The chief of police needs to be very responsible and organized to fulfill their 
many responsibilities. A chief of police should be someone who is a good citizen and sets 
an example for others to follow by their good behavior. 

STUDENT COURT CLERK: 
Duties: The court clerk will keep the court's written records. Every morning the clerk will 
meet with the court system supervising teacher and log in any new Great Changes. The 
clerk will also assign an attorney to handle each Great Change and will fill out and deliver a 
notice to the attorney which tells what their client is accuse of. During court, the clerk will 
call out each case, rite down the judge's decision, and collect fines. The clerk will also keep 
a file of all students who have been guilty of a Great Change. 

Qualifications: A person wanting to be a court clerk should be someone who is organized, 
can write very neatly and quickly, and is not absent often. A court clerk should be someone 
who is a good citizen and sets an example for others to follow by their good behavior. 

RIPLEY HOUSE STUDENT COURT SYSTEM PROCEDURES 

The following is a step by step procedure of the court system process: 

1. 	 Student deputies or Ripley staff issue a Great Change for breaking a school rule. 
2. 	 The next day the student court clerk assigns the case to a student attorney and gives 

the attorney a form to give to their client informing them of what they are charged with 
and when their court date will be. 

3. 	 The attorney meets with their client to discuss with them what will take place when 
they go to court (such as standing to show respect for the student judge when court 
begins and pleading guilty or not guilty). The client will be made aware of what they 
are charged with and the meaning of guilty and not guilty. The attorney will also 
inform their client to be prepared to pay a fine and to bring their Ripley Gold to court. 

4. 	 On court day, 5 minutes before early lunch, the attorneys will pick up their clients and 
bring them to the lunchroom. The clerks, chiefs of police, and judges (all students) 
will also come to the lunchroom at this time. The court staff will eat lunch before 
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court and the attorneys will sit with their clients. The court staff will sit together 
during lunch. 

5. 	 At the beginning of each court session the chief of police will instruct all to stand to 
show respect for the judge. 

6. 	 When the client appears before the judge the clerk will read the charge on the Great 
Change and the judge will ask if they plead guilty or not guilty. The client's attorney 
will be at their side to assist them. 

7. 	 If the student pleads guilty, the judge will discuss the offense with the student as well 
as what life skills they need to work on. Other court staff may join in on counseling 
the client after being called on by the judge. After discussion of how the client should 
change their behavior the judge will issue a fine in Ripley Gold. 

8. 	 Clients will pay their fine at the time of sentencing. The court clerk will collect the fine 
from the client and will also keep a record of how much is paid, and what the offense 
was. 

9. 	 If the student does not have enough Ripley Gold to pay their fine, they will be 
assigned community service. The chief of police will come to their classroom and 
ask the client's teacher to assign a monitor to see if the client picks up trash on the 
playground during recess. The chief of police will check daily with the monitor to see 
if the community service was performed. Both the monitor and the client will receive 
2 Ripley Gold per day until the fine is paid in full. 

10. 	 If a student pleads not guilty, they will have a trial the following week. Another 
attorney will be assigned to prosecute the case. Both attorneys will have a week to 
prepare a case by interviewing witnesses, the deputy or teacher who wrote the Great 
Change, and the person accused of the Great Change. 

11. 	 During the trial both attorneys will give opening statements, call witnesses, and give 
closing arguments. A panel of students randomly selected will determine if the client 
is guilty or not guilty. If the client is found guilty the judge will determine the fine. If 
the client is found guilty she/he will also be assessed court costs which will include 
the salaries of the cou rt staff. 
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RIPLEY HOUSE COURT SYSTEM S STUDENT JOB APPLICATION 

Name____________~_____Teacher____________ 

Track,_________Grade________Lunch_________ 

The job, which I have applied for, is,____________________ 

Tell why you have chosen to apply for this job. Tell what qualifications you have that will 
help you do well in this job. 

Teacher Signature, __________________________ 


Parent Signature, __________________________ 
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COURT SYSTEM STUDENT JOBS AND PROCEDURES TEST 

Name_________________________________Teacher_____________________ 

Trnck,_________________________________Lunch,_______________________ 

The job, which I have applied for, is,_______________________________________ 

Tell two duties of your job. _____________________________________________ 

Tell two qualifications for your job. 

Tell (in your own words) at least 10 procedures of our court system beginning with when a 
student receives a Great Change 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 


Circle the response that will make each sentence a true statement: 


When a student goes to court, they are picked up by (the judge, their attorney). 


After being given a Great Change, a student will receive a form telling them (when to come 

to court, how much their fine is). 

Students who do not have enough Ripley Gold to pay their fine will (go to detention, pick up 

trash during recess). 


If a student pleads not guilty, they will have a trial the (following week, same day). 
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2. Describe your school's policies regarding student expulsion and suspension. 
Include a description of procedures that satisfy due process requirements. 
The absence of threat environment and implementation of lifeskills creates an environment 
allowing students to thrive, learn and accept responsibility for their actions. The Lifeskills 
and student court system are successful in handling most disciplinary infractions. We 
believe and are committed to creating this environment and do not foresee such action. 
However, if it ever becomes necessary to expel or suspend a student the Ripley House 
Charter School will adhere to the Texas Education Code of Conduct section 37.005 
Suspension and section 37.007 Expulsion. Based on these codes, during school year 
2000-01 the Ripley House Charter School Advisory Board, with guidance from 
Neighborhood Centers Inc. General Counsel, will devise procedures regarding student 
expulsion and suspension that satisfy due process requirements. 

Examples of procedures of due process concerning suspension and expulsion, pending 
approval by the Ripley House Charter School Advisory Board, are: (1) adopt a school code 
of conduct under Texas Education Code Chapter 37 Code of Conduct section 11.251, (2) 
specify the circumstances, in accordance with this subchapter, under which a student may 
be removed from a classroom or campus, (3) outline conditions under which a student may 
be suspended as provided by Section 37.005 or expelled as provided by Section 37.007, (4) 
A teacher with knowledge that a student has violated the student code of conduct shall file 
with the school administrator a written report, not to exceed one page, documenting 
violation. The administrator shall not later than 24 hours after receipt of a report from a 
teacher, send a copy of the report to the student's parents or guardians, (5) A suspension 
under Section 37.005 may not exceed three school days. (6) Once the student code of 
conduct is promulgated, any change or amendment must be approved by the board of 
trustees. 

Expulsion. Development of the procedures and policies regarding expUlsion will be the 
charge of the Ripley House Charter School Advisory Board with the advice and counsel of 
NCl's General Counsel and all other professionals as the Board deems necessary to carry 
out this function. 

3. Describe your school's mandatory student attendance plan and its fit with the 
code of conduct and the mission of the school. 
The Ripley House Charter School will adhere to all accountability requirements as described 
within the Student Attendance Accounting Handbook that provides the charter schools with 
the Foundation School Program (FSP) eligibility requirements of all students and the 
minimum requirements of all student attendance accounting systems. The Ripley House 
Charter School will submit attendance information through the Public Education Information 
Management System (PEIMS) using Schools Administrative Student Information (SASI) 
software as is required of all public school districts. The Charter School will adhere to the 
TEA mandated attendance of 180 days per year. For reporting purposes, attendance will 
be taken during the second hour of each school day. State law requires that the student be 
in attendance 90% of the school year. 

To encourage attendance and incorporate the mission utilizing the life-skills, students will 
earn Ripley Gold for each day they attend school. This currency is the backbone of the 
charter school economic student-run businesses and services. Five times a year "Going to 
Town Day" will give students an opportunity to spend their "money". There will also be a 
yearly silent auction allowing students to spend their cash. Students are involved in all 
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aspects of creating, planning, hiring and running and selling their business. Multi-age 
classrooms also collaborate to create a business. The school "money" becomes a reality, 
engaging students in a hands on approach to learning. Low school absenteeism has been 
proven effective utilizing this method of learning. 

VI. BUSINESS PLAN (Reviewed by Agency) 

A. Financial Management 

1. Develop a preliminary startup budget, covering only the planning and Capital 
expenses necessary before school opening (MUST BE COMPLETED ON STATE
PROVIDED TEMPLATE A) and with supporting letters of credit and documentation 
verifying private sources of funds. 
The planning for the Ripley House Charter School will be part of the job responsibilities of 
current NCI staff, Cynthia Patton, Margie Pena, and Felix Fraga with the assistance of 
community volunteers. Since the fundraising and building of the new Ripley House facility 
will be completed by November, 2000; there will be minimal capital expenses. Therefore, a 
start-up budget is not needed. 

2. Present a three (3)-year budget covering all projected sources of revenue, both 
public and private, and planned expenses (MUST BE COMPLETED ON STATE
PROVIDED TEMPLATE IN APPENDIX VI). (Appendix K-Three Year Budget) 

3. Present a three (3) year cash flow projection showing monthly cash in flows from 
all sources by month, including loans and all monthly cash outgoes for all purposes, 
including loans. (NOTE: MUST BE COMPLETED ON STATE-PROVIDED TEMPLATE 
IN APPENDIX VI.) (Appendix K-Three Year Cash Flow Projection) 

4. Do you plan to conduct any fundraising efforts to generate capital or to 
supplement the per pupil allocations (ADA)? If so, briefly explain fund raising 
activities and goals. 
NCI has just completed a capital campaign that raised over $18 million dollars in 18 months. 
The Charter School will benefit from almost $11 million of that money, which has been used 
to fund the construction of the new Ripley House facility. At this time there are no plans to 
conduct a fund raising campaign with the specific intention of augmenting charter school 
funds. However, NCI has a great deal of fund raising experience and has had successful 
sponsorships/partnerships with local corporations and foundations such as Enron and The 
Cullen Foundation. Were NCI to find it necessary to raise additional funds for the school, 
this would take the form of either establishing a corporate or foundation sponsor or a 
general fund raising campaign. Additionally, NCI receives funding from the United Way of 
the Texas Gulf Coast for youth development programming which can be allocated to this 
endeavor as determined feasible. 

5. Provide a copy of the current and/or proposed business procedures handbook the 
school will be using, describe the policies, procedures, and forms for the daily 
business operation. (Appendix K-Accounting Policies and Procedures) 

6. Provide a copy of the current or proposed monthly budget status report to the 
board of directors that will be used. (Appendix K-Monthly Budget Status Report) 
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7. Describe the financial accounting and payroll accounting system to be used and 
the system's capacity to use the state mandated financial accounting system in the 
Public Education Information Management System (PEIMS) 
Neighborhood Centers Inc. uses an automated fund accounting system called Fundware 
and out sources the payroll function to ADP, a payroll service provider. Both systems have 
the ability to export/import data to/from various data formats which can be adapted to PEIM 
standards. 

B. 	Facility Management (Reviewed by Agency) Description of and address for the 
physical facility. 

1. Explain why this site would be a suitable facility for the proposed school. 
Address the necessity of renovation to the facility and compliance with applicable 
building codes. Describe the services of the facility including heating, ventilation, 
and lighting, sanitary conditions and water supply. 

Ripley House, Ripley Campus 
4410 Navigation Blvd. 
Houston, Texas 77018 

Neighborhood Centers Inc. and the Ripley Foundation have invested over $11 million in the 
new state-of-the-art Ripley House facility schedule to open the fall of 2000. The 60,000 
square-foot building has 12 classrooms, two computer labs, a full-sized gymnasium and 
auditorium, locker rooms and showers, a dance room, a dark room, an art studio, a reading 
room and a cafe with full kitchen. Outdoors, the 8-acre grounds have been designed in a 
park-like setting with an outdoor basketball court, a softball field, a walking trail and age
appropriate playground equipment. 

This is a brand new building and will not require renovation. The heating, ventilation, 
lighting, sanitation, water and security systems are brand new and state-of-the-art and will 
adequately provide for the 60,000 square feet of the building. 

Ripley House has a long history of dedication to providing youth development opportunities 
for area youngsters. For five years the Ripley Alternative Program (RAP), in collaboration 
with Houston Independent School District, provided middle school children on the verge of 
expulsion with an alternative school setting with individualized instruction that paved the 
way for success. NCI's plan to begin operating a charter school in the fall of 2001 will build 
on this tradition of innovative solutions to the unique challenges facing educators today. 
With its large classrooms, gymnasium and auditorium, dance room, computer labs and cafe, 
the new facility has all the elements necessary to support 200 students as they pursue their 
education. The Charter School will be one of the site's Core Components. 

The Ripley House Charter School will be contained inside Ripley House Community Center. 
The Charter School will occupy four classrooms on the first floor where the cafeteria and 
gymnasium are. The remaining eight classrooms will be on the second floor where the 
computer labs, art room and dark room are located. Access to the school will be controlled. 
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4. Describe special use areas of the facility including playground/athletic areas, 
cafeteria, laboratories, general assembly areas, etc. 

The total classroom square footage is 4284'. 

Computer labs will have 20 computers each. 

The gymnasium and auditorium are full sized at 6575 sq. ft. 

The kitchen and cafe is equipped to serve 250 people simultaneously. 

There are also regulation sized athletic fields, over 300 square feet allowing for multi

purpose usage for several sports leagues. The playground is regulation size allowing for a 

minimum of 80 square feet per child. The new playground equipment meets ADA standards 

with three stations designed for children with disabilities and wheel chair access. This 

equipment also meets Texas Department of Protective and Regulatory Services for Child 

Care Licensing Regulations. 


5. Discuss any progress, partnership developments or future steps towards 

acquisition of a facility/land. 

Since the facility is brand new with more than enough room for the program as designed, 

NCI has no need to pursue agreements or partnerships to acquire additional facilities at this 

time. 


6. Attach a copy of a lease agreement, deed to property or purchase agreement as 

applicable. (Appendix L-Lease Agreement) 


C. Student Attendance Accounting (Reviewed by Agency) 


Describe your school attendance accounting procedures. Note: The TEA Student 
Attendance Accounting Handbook must be followed. Indicate name of computer 
program to be used for student accounting purposes and describe the capacity of 
that program to track student related data required in PEl MS. 
All attendance accounting procedures will adhere to the TEA Student Attendance 
Accounting Handbook. Although the NCI Charter School will utilize an automated data 
processing system, a paper copy of all required attendance records will be kept for five (5) 
years as a back-up measure. Adequate documentation of any locally defined codes will 
also be retained with all auditable records. Furthermore, all student attendance data will be 
organized into three distinct data sets outlined in the Handbook as follows: (1) Student 
Detail Reports, (2) Campus Summary Reports, and (3) District Summary Reports. 

NCI is currently investigating computer options and will identify appropriate software as 
soon as possible. 

Attach a school calendar and identify the hours of school operation including a 
description of teacher/student contact hours. 
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SCHOOL CALENDAR: 2001-2002 

AUGUST 2001 

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 2 3 4 

5 6 7 8 9 10 11 
12 13 14 15 16 17 18 
19 
26 

20 
> <,

"2;3 
Teacher 

21 
> '.28 
</"'<
Teacher 

22 

~JTeacher 
work day 

23( vJ
>}2r~Teacher 
work day 

24 

~3t 
"J"',' 

Teacher 

25 

work day work day work 
day 

SEPTEMBER 2001 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY I SATURDAY 
1 

2 3 - Labor 
Day 

;4
,.>~ 

Teacher 
work day 

15 JFirst 
semester 
begins 

6 7 8 

9 10 11 12 13 14 15 
16 17 18 19 20 21 22 
23 24 25 26 27 28 29 
30 

OCTOBER 2001 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 2 3 4 5 6 

7 8 9 10 11 12 13 
14 15 - Fall 

Holiday . 
16 - Fall 
Holiday 

17 18 19 20 

21 22 23 24 25 26 27 
28 29 30 31 

NOVEMBER 2001 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 2 3 

4 5 6 7 8 9 10 
11 12 13 14 15 16 17 
18 19 20 21 -

Thanksgiving . 
Holidays 

22 -
Thanksgiving 
Holidays 

23 -
Thanksgiving 
Holidavs 

24 

25 26 27 28 29 30 
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DECEMBER 2001 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 

2 3 4 5 - Winter 6 7 8 
breakbegiris " ... '" 

9 
16 

1O·"" 
17 "··i."·;' 

11 
18"" 

12 
19 

..... ".; .' 

..";i. 
. 1.3.' '.','. 

20" "t/", 
14 '. <. 

21,.'" 
15 
22 

23 24 25 26 '. 27 28 29 
30 31 ,'iv" " iU) i" '. ,... ""ii ,'x ... ' 

JANUARY 2002 


FEBRUARY 2002 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 2 

3 4 5 6 7 8 9 
10 11 12 13 14 15 16 
17 18-Winter 19-Winter 20 21 22 23 

Holiday Holiday 
24 25 26 27 28 

MARCH 2002 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 2 

3 4 5 6 7 8 9 
10 11 12 13 14 15 16 
17 18 19 20 21 22 23 
24 25 26 27 - Spring 28 - Spring 29 - 30 

holidays holidays Spring 
..... , '.'.' holidays 

31 
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APRIL 2002 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 2 3 4 5 6 

7 8 9 10 11 - Make 12 - 13 
upday Make-up 

day 
14 15-Spring 16 17 18 19 20 

Break 
Beqins . 

21 22 23 24 25 26 27 
28 29 30 

MAY 2002 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 2 3 4 

5 6 7 8 9 10 11 
12 5~'

>1~ 
/VV' 

Teacher 
;14
0'v' 

Teacher 
15-5pring 
Break Ends 

16 17 18 

work day work day . .. .. 

19 20 21 22 23 24 25 
26 27 - 28 29 30 31 

Memorial 
day 

JUNE 2002 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 

2 3 4 5 6 7 8 
9 10 11 12 13 14 15 
16 17 18 19 20 21 22 
23 24 25 26 27 28 29 
30 

JULY 2002 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 2 3 4 5 6 

7 8 9 10 11 12 13 
14 15 16 17 18 19 20 
21 22 23 24 25 26 27 
28 29 30 31 
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AUGUST 2002 


SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 
1 2 3 

4 5 6 7 8 9 10 
11 12 13 14 Last day of 

school 
15 -Make-up 
day 

16 17 

18 19 20 21 22 23 24 
25 26 27 28 29 30 31 

This is a year round school. 

First day of school: September 5, 2001 
Last day of school: August 14, 2002 

Student Holidays: October 15-16, 2001: Fall holidays 
November 21-23, 2001: 	 Thanksgiving Holiday break 
December 5 - January 9, 2002: 	 Semester break 
January 21, 2002: 	 Martin Luther King's Birthday 
February 18-19,2002: 	 Winter holidays 
March 27-29, 2002: 	 Easter holidays 
April 11 - May 15: 	 Semester break 
May 27: 	 Memorial Day Holiday 
July 1-5: 	 Fourth of July Holiday Break 

Make-up days (if needed): 	 April 11-12,2002 
August 15, 2002 

Teacher Work Days: 190 

Days of Instruction: 180 

Hours of School Operation: The school day begins at 8:00 am. Dismissal is at 3 p.m. 
Two 15-minute recesses are scheduled for mid morning and afternoon. Students are 
assigned to one of two 30-minute lunch breaks scheduled from 11 :30 am - 12 p.m. or 12 
p.m. - 12:30 p.m. 


Instructional periods are broken down into seven periods of teacher-student contact: 


Students assigned to 1st lunch period Students assigned to 2ndlunch period 


8:00 am - 9:45 am (1 st &2nd periods) 8:00 am -10:00 am (1 st &2nd periods) 

10:00 am - 11 :30 am (3'd & 4th periods) 10:15 am -12:00 p.m. (3rd & 4th periods) 

12:00 p.m. - 1:45 p.m. (5th & 6th periods) 12:30 p.m. -2:00 p.m. (5th &6th periods) 

2: 00 p.m.- 2:15 p.m. (7th period) 2:15 p.m. - 3:00 p.m. (ih period) 
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Provide a draft of board policy providing for the admission of students eligible for a 
public education grant (PEG) under Texas Education Code, Subchapter G, and 
Chapter 29. Describe how the school will implement the policy. 
The following is a draft of the paragraph that shall be incorporated into the formal policy of 
the NCI Charter School Board as it relates to the admission of students who are eligible for 
public education grants: 

"Any child who is eligible to receive a public education grant (PEG) under the Texas 
Education Code Chapter 29, Subchapter G, Section 202, is eligible to apply for admission to 
NCI Charter School. Eligibility for PEG shall be based on the student's official assignment 
to a Houston Independent School District elementary school that has been classified within 
the preceding academic year as low performing or at which 50% or more of the students did 
not perform satisfactorily per TEA Code Chapter 29, Section 202. Information regarding 
school classification and student performance is disseminated via the HISD Board of 
Trustees published annual report, which may be used as a reference in determining the 
classification of the student's assigned school. Proof of the student's assignment shall 
consist of written documentation on official HISD letterhead. PEG eligible students may be 
denied admission to the NCI Charter School if the school has reached maximum enrollment 
for a particular grade level based on student-to-square footage ratios or teacher-to-student 
ratios or if admission of the PEG eligible student would reduce the percentage of at-risk 
students being served by the Charter School to less than 75% of the total enrollment." 

D. Transportation and Food Service (Reviewed by Agency) 

1. Describe the provision for transportation for students served by the charter 
school. Pursuant to federal law, the school must provide transportation to students 
eligible for special education services as required by their individualized Education 
Plan (IEP). 
NCI has a long history of providing transportation services for our clients. For students 
eligible for transportation services, NCI will use 15 passenger vans to pick up and take 
home these students. If these vans are not suitable for IEP required transportation, then 
NCI will contract to provide this service as needed. 

2. Describe provisions of food service, if any, for students served by the Charter 
School, including plans for free or reduced lunch and breakfast programs. (If 10% of 
your students qualify for free or reduced lunch you are required to provide a 
breakfast program for those students.) 
NCI currently provides breakfast, lunch and a snack to 1,750 children a day in our Head 
Start and Early Childhood Development Centers through the Child and Adult Care Food 
Program (CACFP) that is operated through U.S.Department of Agriculture (USDA). The 
experience providing this program will be used to access the National School Lunch and 
School Breakfast Programs, another USDA administered program. We anticipate using this 
funding mechanism to provide breakfast and lunch for our Charter School students. 

VII. 	 GEOGRAPHIC BOUNDARIES AND STATEMENTS OF IMPACT (Reviewed By 
Agency) 

A. Geographic Boundaries 
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1. Describe the geographic area to be served by the school. Include a map showing 
boundaries clearly marked. Include a written description that clearly explains the 
area to be served. NOTE: this description must be specific and definite. For 
example, descriptions such as "southwest portion of the city" or "the greater 
metropolitan area" are insufficient. Acceptable definitions include those identifying 
the area in terms of city or county limits, street names, and boundaries 
of school districts or zip codes. 

Primary Service Area 

Zip Codes: 77003, 77011 (partial), 77023 (partial) 

Boundaries: US 59 on the West, Buffalo Bayou on the North, 1-45 on the South and 

HB& T Railroad on the East. 


Secondary Service Area 

Zip Codes: 77011 (partial), 77012 (partial), 77020, 77029 

Boundaries: US 59 on the West, Buffalo Bayou on the North, 1-45 on the South and 

HB&T Railroad (from 1-45 to Buffalo Bayou) and US 59 (from Buffalo Bayou to Wallisville 

Rd.) on the West, Wallisville Rd. on the North, 1-45 on the South, and US 610 on the 

East. 


610 Loop .,"" 
~r-Lrt:::'--:-:. 

D Primary Service Area 

• Secondary Service Area * Ripley House 

4.7 



Provide a list of all districts within the geographical area that may be affected by 
the charter school, including those districts from which the charter school will 
accept transfers. 

Houston Independent School District 

B. Statements of Impact 
Impact form sent to Houston Independent School District. (Appendix M-Statement of 
Impact) 
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Application Questions to be Reviewed By Review Committee 

VIII. GOVERNANCE STRUCTURES AND PROCESSES (Scored by Review 
Committee) 

A. What steps will be taken to maintain continuity between the founding coalition's 
vision and future governing boards? 
Several steps will be taken to ensure the continuity of the vision of the founding coalition 
and future boards. Terms of Board members will be staggered so that tumover of positions 
is limited to less than one quarter of the total Board seats per school year. Future 
candidates will only be accepted onto the Board after an interview process during which 
they must be able to articulate and demonstrate their understanding and acceptance of the 
vision. Also, the Board will include parents of students currently enrolled in the Charter 
School. These Board members will have a very real stake in the school adhering to the 
vision that convinced them to enroll their children in the school in the first place. 

B. Describe the roles and responsibilities of the board (s). If the governance 
structure includes more than one board, e.g., a school board that is separate from the 
board of the sponsoring entity, articulate the responsibilities assigned to each of the 
boards. Bear in mind that the board of the sponsoring entity is ultimately responsible 
for the school's compliance with the charter. 
There are two boards that will govern the Charter School - the NCI Board of Directors and 
the Charier School Advisory Board. The NCI Board will be responsible for maintaining the 
financial integrity and physical facilities of the School. The NCI Board will conduct a 
quarterly review of the School's financial position and approve its annual budget. Likewise, 
the Board will approve and review an annual inspection of the school facilities. Any 
changes or expansion of the School must be reviewed and approved by the Board. 

The Charier School Advisory Board will be responsible for approving all staffing changes, 
including hiring and dismissal of all staff. The Charier School Advisory Board will also 
review and approve any Policies and Procedures concerning the day-to-day functioning of 
the School that are not addressed by the TEA Charter School Handbook or TEA Education 
Code. The Charier School Advisory Board will review 6-week progress reports on the 
school's performance as submitted by the School Principal. 

C. Describe the procedures for receiving and responding to complaints from both 
parents and employees. 
Complaints are accepted from parents in writing or by phone. Teacher and staff complaints 
are accepted in writing or in person. All complaints should be dated and documented 
before being directed to the Principal. The Principal will respond in writing to the 
complainant and copy the Charier School Advisory Board within five days of receiving the 
complaint. In this initial response the principal will include a description of the complaint as 
received and a commitment to a 3D-day resolution deadline. The Principal is then 
responsible for conducting an investigation of the circumstances that caused the complaint. 
A final written response describing how the complaint was resolved should be sent to the 
complainant(s) at the end of thirty days. Anonymous complaints mayor may not be 
responded to at the discretion of the Principal. 
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If a satisfactory resolution can not be achieved within 30 days through the efforts of the 
School Principal, the complaint should then be forwarded to the Charter School Advisory 
Board with documentation of all attempts at resolution. The Board has ultimate 
responsibility for final resolution of all complaints that can not be resolved by the Principal. 

D. What steps will be taken to facilitate a productive relationship between 
administrators and teachers? 
The principal will be responsible for facilitating a productive relationship between teachers 
and administrators. Although much will be left to the discretion and imagination of the 
principal in how this is accomplished there are several steps that will be taken. The first 
step is to offer annual training on conflict resolution to all staff. Staff performance 
evaluations will include demonstration of these skills as a category for review. Additional 
training to develop communication skills and team building among teachers and 
administrators will also be offered on a yearly basis. Quarterly meetings will be held at 
which both teachers and administrators are present to discuss any issues confronting the 
school and to review the overall performance of the school. Feedback will be solicited from 
both teachers and administrators. 

E. Discuss the nature or parental and litudent involvement in decision making 
matters. 
In order to develop and reinforce a sense of ownership and belonging, students will decide 
by popular vote on the school colors, the mascot, the name of the school paper, and any 
other items relating to the creation of a school identity. A suggestion box and open door 
policy for the principal will be maintained for the students. Twice a year a student will be 
chosen by lottery to be Principal for a Day. 

Parents of students currently enrolled in the Charter School will hold positions on the 
Charter School Advisory Board. In addition a Parent Advisory Board will be created. This 
Board will be of unlimited size. Members will be asked to hold regular meetings and to keep 
minutes. Representatives from the Parent Advisory Board will be invited to all staff and 
Board meetings, of which at least two meetings per year will be held in the evening to 
promote attendance by working parents. It is envisioned that the Parent Advisory Board 
will provide real input into the governance of the School via its participation in Board and 
staffs meetings. 

IX. VISION OF THE SCHOOL (1-2 pages) (Scored by Review Committee) 

A. Describe the long range vision of the school. 
Ripley House has a long history of dedication to providing youth development opportunities 
for area youngsters. For five years the Ripley Alternative program (RAP), in collaboration 
with Houston Independent school District, provided middle school children on the verge of 
expUlsion with an alternative school setting with individualized instruction that paved the 
way for success. Our vision is to elevate this experience to another level, a micro
community model. 

The "absence of threat" is immediately felt as you enter the micro-community of the Ripley 
House Charter School. The furniture and decor invites you to linger. The typical school front 
office display of cold floors and bare halls that normally reeks of "school" are not found in 
Ripley House Charter School. The artwork, pictures of the students, colorful decorations, 
homelike furniture, a faux fireplace tiled with Mexican tiles reminiscent of the Hispanic 
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culture present in the Second Ward welcome the students while it emits a sense of comfort 
and home. Absence of threat in any person's surroundings lays the foundation for 
confidence, risk taking and success. This is the vision of the Ripley House Charter School 
micro-community. The Ripley House Charter School experience is an emersion into "a 
voyage of learning". Each student will experience holistic concepts about how the world 
works and her/his role in it. Talents will be honed, creativity blossomed and curiosity 
peaked to perform and excel in this global economy. Ripley House Charter School asks 
the question "where are the students most likely to be in 20 years" and equips them now to 
be a responsible citizen in that world. 

The long range vision of the Ripley House Charter School is a micro-community of lifelong 
learners. This is a micro-community of faculty, parents, students and community members 
collaborating in an environment that appeals to every aspect of learning. The Ripley House 
Charter School micro-community uses a consensus-based model, in which teachers and 
students create a common set of expectations. The involvement of every teacher, parent, 
business and community partner shares a role in this charter school micro-community. 
Basic skills of the 21 st century; math, reading, language and science are applied to all 
activities that result in concerned responsible citizens. Staff planning and training for the 
year round theme is extensive. A Learning Improvement Team meets weekly to 
operationalize the charter school micro-comrnunity. Parents and community members lend 
their expertise in the classroom run businesses. Through these choices, independence is 
fostered in the students. Teachers, students, parents, family, friends, staff and business 
partners all help share in the learning experiences. The "micro-community" model 
correlates the mastery of skills such as reading, writing, math, collaboration, community
seNice and problem solving with employability, economic growth and status within their 
peer groups in a culturally sensitive community and helps children develop positive attitudes 
toward learning, school, themselves and their community 

Relating Integrated Thematic Instruction (ITI) with "body-brain" compatible learning to "real 
life," children who may start with very little experience, gain pride and realize the benefits of 
their labor as they become property owners, judges, bankers, legislators, and entrepreneurs 
in a safe and supportive learning environment. The primary goal of Ripley House Charter 
School micro-community is to prepare students to become active, caring, responsible 
citizens by multiplying opportunities for success. This micro-community charter school 
results in improved student learning in several ways. First, it is integrated into regular 
curriculum, making basics more interesting and relevant to students. Second, it gives 
children the opportunities to apply concepts learned in the classroom in real situations. 
Third, it rewards children for success in a broad array of multiple intelligences, building self
esteem and motivation in educators to tailor it to local and state standards. 

The use of Multiple Intelligences, as well as the current best thinking and research on brain 
development, is the basis for the rich environment of the Ripley House Charter School. 
This environment incorporates all brain compatible components that have been shown to 
positively effect brain development. These components are "absence of threat", mastery, 
immediate feedback, collaboration, choices, enriched environment, adequate time, and 
meaningful content. Integrated Thematic Instruction (ITI) enhances and integrates this brain 
compatible approach to learning. To promote a productive learning environment and guide 
behavior, ITI establish five Lifelong Guidelines: trustworthiness, truthfulness, active listening, 
no putdowns, and personal best. NCI incorporates these guidelines in all Head Start 
programs. Because there is a strong emphasis on using multiple intelligences, and because 
an atmosphere of mutual respect is ensured, ESL students and those with other special 
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learning needs often thrive in ITI classrooms. Students who find school learning to be easy 
are challenged to explore at deeper levels the topics that engage them. Standards for dOing 
one's best and achieving success in life are captured in the ITI model's 19 Ufeskills, or 
personal traits such as integrity and initiative. 

The Search Institute's Asset Building Approach (ABA), a core component of all NCI youth 
programming, is also integrated in Ripley House Charter School. The Search Institute's 
Asset Building Approach is based on extensive research that identified and linked 40 
developmental assets to the positive development of children and youth into healthy, caring 
and responsible adults. This approach can be broken down into the following eight 
categories of assets shown to enhance positive development: support, empowerment, 
boundaries and expectations, constructive use of time, commitment to learning, positive 
values, social competencies, and positive identity. It is this approach that underpins all of 
NCI's current youth & children's programming, particularly the categories encompassing 
constructive use of time and social competencies. The integration of Asset Building 
Approach with Multiple Intelligences, lifeskills, brain compatible components using an 
Integrated Thematic Instruction is the enriching environment of the Ripley House Charter 
School. These components all speak to the common mission of the importance that 
students possess conceptual understanding of content, basic skills and the foresight to 
know when to use them, the ability to apply what is learned to "real world" situations, the 
capability to work collaboratively with others and a vision of themselves as contributing 
members of society. These educational components together create a Community Learning 
Center model; the Ripley House Charter School. Every student will excel and develop a 
love of learning. The Ripley House Charter School will provide opportunities to improve 
students' school performance as they master basic life skills. As students practice making 
intelligent choices, their self-esteem will be strengthened and their future as productive 
citizens will be assured 

The energy and enthusiasm of every student, teacher, parent and community member will 
be felt when you are in Ripley House Charter School. The students are excited to share 
what they are doing and why. It will be apparent that the students have internalized and are 
living the Lifeskills concepts. Excitement and fun are in each classroom, as learning takes 
place. The dedication and high morale of the teaching staff is observable. The mission and 
vision of producing responsible, adaptable, competent and self-assured life-long learners is 
achieved. 

X. GOALS FOR THE SCHOOL (1 - 3· pages) (Scored by Review Committee) 

A. Student Goals: Improvement and Attainment 
All academic goals and objectives will be tied to TEA Standards and guidelines including the 
Texas Essential Knowledge and Skills (TEKS) and Texas Assessment of Academic Skills 
(TAAS) targets. 

1. Goals and Objectives: 

a. What are the school's academic goals for student learning for the first 5 years? 
During the first year of operation, the NCI Charter School student will gain exposure to 
learning practices that will strengthen her/his intellectual and social development which are 
both critical elements to their academic success. The proposed curriculum will be in tandem 
with TEA guidelines, introducing students to critical thinking and reasoning in a multi-age 
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environment. The NCI learning objective will be first and foremost to advance students who 
are below or at the beginning of the learning continuum to a point of strengthening those 
skills and concepts which prove to be difficult for that particular student. Students will be 
able to build on their academic weaknesses by working across disciplines to achieve 
knowledge and skills. Students defined as being at or above the learning continuum will not 
only assist in the process of graduating their peers who are struggling academically, but 
they will be exposed to challenging curriculum that will afford them the accomplishment of 
continuous academic advancement. 

The educational goals for Year 2 will be a continuation of goals established in Year 1. 
Students in the K-1 multi-age class will advance to the 1-2 classroom, and a new group of 
students will enter the K-1 class. The 1-2 students will be exposed to in-depth preparation 
for TAAS testing to be implemented in the 2-3 level class in Year 3. Students will begin to 
identify specific objectives within a given domain or content area in an effort to prepare them 
for the passing standard associated with TAAS reading, writing, and mathematics tests. 
Students entering grade level 2 in the Fall Semester will be given a pretest modeled after 
the TAAS test in order to assess her/his strengths and weaknesses in reading, writing, and 
mathematics. A post-test will be given to teach Level 2 student at the beginning of the 
Spring Semester in order to assess progress. Tutorials will be provided to those students 
who continue to show a deficiency in a designated subject area. Those students enrolled in 
the tutorial program will be given a final reassessment to measure academic growth prior to 
the end of the school year. . 

Year 3 will be a continuation of Years 1 and 2, but will also include a rigorous study plan 
designed to assist the Level 3 student in passing the TAAS Test. In the Fall Semester of 
Year 3, Level 3 students will be given another pretest to determine whether or not progress 
has been sustained. Level 3 students will be given the TAAS Test in the Spring. Students 
in Levels K-2 will continue the study pattems described above in Years 1 and 2. The NCI 
Charter School in Year 3 will serve approximately 162 students with two multi-age 
classrooms each in Levels K-1, 1-2, and 2-3. 

In Year 4, students in 2-3 will advance to Level 3-4, and in Year 5, those students in Level 
3-4 will advance to Level 4-5. It is estimated that the NCI Charter School will have an 
enrollment of 216 students. In Years 4 and 5, administrators and teachers will examine 
Texas Learner Index (TLI) improvements for each individual student, and assess the 
progress made from third grade to fourth grade to fifth grade TAAS testing. 

b. Describe any non-academic goals for student performance 
Students enrolled in the NCI Charter School will pledge the following: 
1) To attend school regularly 
2) To participate in extracurricular activities 
3) To participate in intergenerational activities 
4) Demonstration of pro-social behavior functioning in school by reducing their number of 

behavior referrals for incidents in the classroom setting 
5) Encourage their parents to become active participants in their quest for knowledge 
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2. List 3 to 5 clear and measurable school performance objectives for each goal 
listed above. 

The following objectives will be accomplished in order to successfully meet/exceed the level 

of student performance required under the state accountability system: 

a) No fewer than 95% of all students will attend school each day. 

b) Ninety percent of all students will participate in extracurricular activities. 

c) Twenty-five percent of all students will participate in intergenerational activities. 

d) Ninety percent of all students will have 0-3 behavior referrals resulting in a "Great 


Change." Seven percent of all students will have 4-7 behavior referrals resulting in a 
"Great Change." Three percent of all students will have over 7 behavior referrals 
resulting in a "Great Change." . 

e) Ninety percent of all parents of enrolled students will participate in school support 
activities. 

Year One and Beyond 
f) 	 Ninety percent of all students will meet quantified objectives on their Individual Education 

Plan. 
Year Two 
g) 	One hundred percent of all 1-2 students will begin in-depth preparation for the TAAS 

test. 
h) One hundred percent of student entering grade level 2 in the fall semester will be given a 

pre-test modeled after the T AAS in order to assess their strengths and weaknesses. 
i) One hundred percent of students in grade level 2 will be administered a post-test in 

order to assess progress. 
Years Three 
j) One hundred percent of students will be given a rigorous student plan designed to assist 

grade level 3 students in passing the TAAS. 
k) One hundred percent of level 3 students will take the TAAS test. 
Year Four and Beyond 
I) 	 Ninety five percent of students in levels 4-5 will note progress on the Texas Learner 

Index and pass the reading, writing and mathematics components of the TAAS test. 

The following activities will be conducted to successfully meet the above objectives: 
a) Utilize assessment information to provide an individualized learning program in an 

environment that addresses each students learning style and needs 
b) Increase TLI at each TAAS testing level 
c) Parent involvement will influence success in non-academic goals such as attendance 

and reduction in behavior referrals 

3. 	 Clearly state how progress will be measured relative to each of these objectives. 
a) Prescriptions related to deficiencies in areas tested during initial assessment will be 

generated, and students will be able to progress through designated prescriptions in a 
self-paced format; pre/post tests will identify progress 

b) 	 Students will show an increase in number of items answered correctly (TLI) for the TAAS 
in Levels 4 and 5. 

c) 	 Data will be collected from self-reports from parents and school personnel related to 
time spent reading with their children, conversing with their children regarding school 
progress, participating in the child's educational program (Le. communicating with 
teachers and school staff, attending school parent meetings) 
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d) Data will be collected by comparison of pre/post test results using a family assessment 
scale, which will be administered to youth and parents upon admission, and during the 
month preceding the end of the school year. 

e) Data will be collected on a continual basis utilizing attendance records 

4. Clearly state the timeline or method by which the progress will be reported. 
Progress reports will be generated at 6-week intervals. 

B. 	School Goals (Scored by Review Committee) 

1. What are the goals of the school as an entity? (growth, facilities development, 

etc.) 

The goal of the NCI Charter School is to attain a maximum enrollment of 216 students by 

the fourth year of its Charter. Performance objectives relating to this goal are as follows: 


2. List 3 to 5 clear measurable performance objectives for each goal listed above. 
a.) In year 1, the school will enroll 108 students in Grades K through 3 with a minimum of 

30 students per grade. 
b.) In year 2, the school will enroll 162 students in Grades K through 5 with a minimum of 

30 students per grade. We will retain 75% of our students from year 1 in year 2. 
c.) 	In year 3, the school will enroll 198 students in Grades K through 5 with a minimum of 30 

students per grade. We will retain 75% of our students from year 2 in year 3. 

C. 	Community Outreach and Marketing Plan (Scored by Review Committee) 

1. Demonstrate how you will publicize the school to attract a sufficient pool of 
eligible applicants. 
The NCI Charter School will be publicized using the network of marketing resources 
developed over the 90+ years of NCI history. These resources include city and local 
newspapers; print media, including billboards and magazines; signage on the building; 
participation of key staff on several area speakers' bureaus; and development of links on 
the NCI website and other educational sites to the Charter School website, Advisory Board 
and Community Meetings, and marquis on major routes. 

2. What type of outreach will be made to potential students and their families? 
(recruiting specific students or groups of students is prohibited) 
Outreach to potential students and their parents will be made through the array of social 
services and family enrichment programs offered by NCI at its community centers, its Early 
Childhood Development Centers, licensed daycare system (GCCCC), and Head Start 
program. Additional outreach efforts will be directed at the case management staff of 
Children's Protective Services and the Children's Assessment Center. 
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XI. GENERAL DESCRIPTION OF SCHOOL 


STATEMENT OF NEED 


A. Why is there a need of this type of school? What evidence exists that there is a 
sufficient demand for the educational program you are proposing? 

The following information is taken from the 1998 Demographic Profile of the area: 

ICATEGORY IEAST END ICITY OF HOUSTON 

Race/Ethnicity 

Age 

Household Income 

• White 
• Black 
• Hispanic 
• Asian 
• Other 

• 0-17 
• 18-24 

• 25-44 
• 45-64 

• 65 and Over 

• Under $10,000 
• $10,000 -$19,999 
• $20,000-$34,999 
• $35,000-49,999 
• $50,000-$74,999 
• $75,000-$99,999 
• Over $100,000 

4.6% 
3.0% 
90.5% 
1.4% 
0.5% 

34.5% 
10.8% 
32.5% 
14.3% 
8.2% 

23.1% 
24.3% 
26.0% 
13.1% 
9.5% 
2.6% 
1.4% 

• White 
• Black 
• Hispanic 
• Asian 
• Other 

• 0-17 
• 18-24 
• 25-44 
• 45-64 
• 65 and Over 

• Under $10,000 
• $10,000 -$19,999 
• $20,000-$34,999 
• $35,000-49,999 
• $50,000-$74,999 
• $75,000-$99,999 
• Over $100,000 

46.9% 
19.6% 
27.4% 
5.8% 
13.5% 

28.9% 
9.8% 
34.0% 
19.8% 
7.5% 

10.1% 
11.7% 
23.8% 
16.1% 
18.0% 
8.9% 
11.3% 

I CATEGORY I EAST END I CITY OF HOUSTON 


1999 Economically • Number of 
Disadvantaged Students Enrolled 
Student Population • Number of 
K-12 Students ED 

• Percentage of ED 
Students 

Licensed Child. Child Care slots 
Care Capacity (0-12 yrs.) 
6/2000 • Children 0-12 

• Public School 
Children K-5 

• Births 1996·1998 

• Children per Slot 

24,172 

20,779 

86.0% 

1,771 

19,853 
13,591 

6,262 
11.2 

• Number of 
Students Enrolled 

• Number of 
Students ED 

• Percentage of ED 
Students 

• Child Care slots 
(0-12 yrs.) 

• Children 0-12 
• Public School 

Children K-5 
• Births 1996-1998 
• Children per Slot 

186,007 

129,032 

69.4% 

146,265 

708,582 

4.8 
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The charts above clearly demonstrate that the majority of the families living in Houston's 
East End are economically disadvantaged. The children coming from these homes are the 
at-risk population that we intend to work with at the charter school. Having a quality 
program specifically designed to meet the needs of the neighborhood children will 
significantly impact their opportunity for a successful school experience. 

B. Explain why the charter school model is the appropriate vehicle to address this 
need. 
The charter school model allows for the type of innovative instruction reduced class sizes 
that are key to school success with at-risk students. The ability of teachers to spend more 
one-on-one time with students greatly impacts a child's educational success. Studies show 
that strong relationships equate with strong learning experiences. In addition, the charter 
school model will allow NCI to further strengthen relationships for these children by requiring 
increased parental involvement. At-risk students experience higher rates of school success 
when parental involvement is consistent and in depth. 

The use of Integrated and Thematic Instruction, with real-world application and direct skill 
instruction is a critical mix for these children. The flexibility afforded educators in planning 
and delivering curriculum found in the charter school model is paramount to creating a 
h~althy, safe and stimulating learning environment where at-risk kids feel encouraged and 
successful as they begin their life-long learning. 

XII. EDUCATIONAL PLAN (Scored by Review Committee) 

A. Describe the educational plan to be offered. 
Using the Texas Essential Knowledge and Skills (TEKS) as a basis, teachers will write the 
curriculum in the spring for the following year. (For the first year the school administrator, 
with assistance from the NCI Director of Children & Youth Education and Enrichment 
Services and from the NCI Training Department, will write the 1st year curriculum). The 
curriculum writing begins with identification of a yearlong theme that teachers interweave 
with TEKS to develop lesson plans. NCI plans to partner with Neuhaus Educational Center 
to provide tools to be used with the micro-community framework. In addition to Neuhaus 
resources, NCI plans to raise funds in order to implement the Accelerated Reader Program, 
which encourages children to read and comprehend. The Neuhaus Education Center will 
provide a variety of professional development opportunities that will be matched to each 
teacher's need. The Neuhaus Language Enrichment is a course for teachers in the regular 
classroom, grades 1-5. This 60 hour course enables teachers to provide a balanced 
approach to language arts instruction, giving direct instruction in decoding and spelling skills 
within the literature-based reading program. Adapted from Alphabetic Phonics, the 
curriculum is designed for regular classroom. The curriculum incorporates the Texas 
Essential Knowledge and Skills. Neuhaus has similar programs available for first grade 
teachers and for math instruction. NCI's goal is to have all the Ripley House Charter School 
teachers trained through Neuhaus Education Center. 

This educational plan has been implemented and studied elsewhere in the United States. A 
1997 developer survey of 29 "micro-society" schools found that most reported significant 
increases in test scores as well as increased attendance and reduced disciplinary 
infractions. Individual schools have significant results: Sage Elementary (EI Paso, TX) 
increased the number of students passing the state math standards by 52%, writing by 
37%, and reading by 11 %; West Middle (Sioux City, IA) increased average daily attendance 
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from 74% to 98% and reduced disciplinary infractions from 6,234 to 1,802; Sherman 
Elementary (San Diego, CAl raised its district ranking from 126th out of 156 schools to 3yth. 

The CLASS program, a statewide program in Indiana based on the Integrated Thematic 
Instruction (ITI) model and implemented by ITI trained educators, has been the subject of 
several studies. One study analyzed the performance of over 100 CLASS elementary 
schools on ISTEP (Indiana Statewide Testing for Educational Progress). The study 
reported that CLASS schools earn higher ISTEP scores than any other elementary schools 
in the state, and that scores at the CLASS schools had increased over time. A second 
study of 32 students who had attended the pilot CLASS school from kindergarten through 

. fifth grade found that the ISTEP scores of this group of students was about one standard 
deviation above the mean in reading, language arts, and math. Another study gathered 
perception data on the impact of CLASS on student performance. The study reported that a 
majority of teachers believed CLASS was having a positive impact on student motivation 
and perform above particularly on higher-order thinking skills. All studies reported positive 
effects on student attendance or attitudes, school climate, and teacher morale and 
professionalism. 

A 1998 doctoral dissertation compared T AAS reading scores of students in an ITI 
elementary school with students in a control school. Over a two-year period, ITI students 
scores showed a 16% growth compared to a 3% growth at the control school. A third grade 
Texas elementary school TAAS reading scores rose from 39 to 79 over a three year period, 
and the third grade math scores rose from 19 to 71. Fourth and fifth grade scores showed 
similar increases. 

B. What teaching methods will be used? How will the pedagogy enhance student 

learning? 

The micro-community model has four cornerstones 1) brain compatible elements 2) use of 
all seven intelligences 3) integrated thematic instruction and 4) Life-skills. The Ripley House 
Charter School will focus on where these students will be in 20 years and what kinds of 
skills will they need to be successful. As the world becomes smaller, many of the current 
students will spend some time working in other cultures. What knowledge base will help 
them meet this challenge? 

The children will be in mixed age groupings with the same teacher for two years. During the 
spring of each year, teachers will develop a yearlong theme for the school and a theme for 
each of their classrooms. They also will write the curriculum that will be used the following 
year based on the Texas Essential Knowledge and Skills and incorporate the identified 
yearlong theme. The use of a theme such as a cruise around the world allows children to 
have the "being there" experience as the school travels to different continents as the year 
progresses. Classroom approaches will teach to each of the seven intelligences described 
by Gardner: logical-mathematical, musical, bodily-kinesthetic, linguistic, interpersonal, 
intrapersonal, and spatial. Lesson plans will reflect teaching strategies that include all the 
intelligences. Examples from the cruise theme are poetry writing about a specific culture 
(intrapersonal and linguistic); learning a cultural dance (bodily-kinesthetic); and working as a 
team to solve the problem of how much food should taken be on the ship to cross the 
Atlantic Ocean (interpersonal, logical-mathematical, and spatial). 

As part of the micro-community run business, Post Office, EPA, Newspaper, etc., each 
classroom participates in the economic system of the school. For example, in one 
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classroom the students are deciding how they will run the Post Office, the job they selected 
last Spring. They begin to develop systems for picking up, delivering, and tracking mail. 
Part of this process is developing a method of communication with the other micro
community members. Another component is predicting when mail use is heavy. This 
involves tracking use of the system on certain days and analyzing these numbers to see if 
there are commonalties. For example, if the students use a bar graph to track mail use 
each Friday, then they can see that mail use on the first Friday of each month was twice 
what was on other days. So, the students can predict when mail use will be heavy. Math is 
integrated into a meaningful task. 

Teachers have written procedures for each business and for the school as a whole. These 
procedures are posted and consistent year to year and classroom to classroom. This 
creates a pattern of reliability that will become unspoken as they become habitual. A 
Procedure Manual is displayed and easily accessible in each classroom. 

The school exemplifies the current best thinking and research on brain development. The 
environment includes all the brain compatible components that have been shown to 
positively effect brain development. These components are absence of threat, mastery, 
immediate feedback, collaboration, choices, enriched environment, adequate time, and 
meaningful content. 

Life-skills form the basis for developing responsible citizens. These 19 life-skills are: 
respect, friendship, patience, integrity, problem solving, cooperation, organization, sense of 
humor, common sense, caring, creativity, effort, initiative, pride, curiosity, flexibility, courage, 
responsibility, and perseverance. At any given moment in this micro-community, students 
can conceptualize what life-skills that they are utilizing at that time. Life-skills become 
personal. Life-skills are the expectations of every stUdent and teacher. Life-skills are 
incorporated into everything and the students know why. They have meaning to each 
student's life whether in school, at home or elsewhere. Life-skills are read about, acted out, 
received, sung and humanely displayed at all times. 

Student achievement is evaluated by TAAS scores and by administration of the Iowa Test of 
Basic Skills or similar instrument. 

C. What professional development opportunities will be available? 
Initially, professional development will be provided by the school administrator to train the 
staff on the micro-community model. A site visit to Garehime Elementary School in Nevada 
for one staff member and parent representative will also take place during the first year of 
operation. Garehime Elementary School is a public elementary school in Clark County, 
Nevada. This school implements all aspects of the micro-community that NCI wishes to 
implement at Ripley House. First hand observation of this school will allow the NCI 
sponsored visitors to more fully understand the micro-community model. In July 2000, six 
NCI staff visited Garehime. The information gathered from that site visit confirmed NCl's 
commitment to implementing this micro-community model. As the school grows a 
professional development committee composed of a few teachers and the administrator will 
also be established. As described in Section XII A, the Neuhaus Education Center will 
provide a variety of professional development opportunities that will be matched to each 
teacher's need. This committee will be charged with identifying professional development 
needs and opportunities. NCI already has in place an Early Childhood Professional 
Development Unit. It is expected that these training specialists will also assist with 

59 



professional development. The Ripley House Charter School will also make full use of the 
professional development opportunities at the Region IV Education Service Center. 

D. ADMISSIONS POLICY 

1. NCI Charter School Application Process 

STEP 1 • Parents will be given ample opportunity to leam about the program to 
be offered at the NCI Charter School 
• Parents and children attend Education Open House Week activities 
(December 2000, February 2001) Individual tours and opportunities to 
meet one-on-one with administrators will take place December through 
March. 
• Parents Attend Formal Information Session at Ripley House (February 
2001) 

STEP 2 • Parents get application from Ripley House or call 713-273-3255, or 
applications are available online, at www.neighborhoodcenter.org 
• Parents collect required records from their child's current school (see 
application for details). 
• Parents complete application form. 
• Parents submit form to NCI. Form must be submitted by April 1, 2001. 
Late applications will be accepted on a space-available basis 

STEP 3 • NCI notifies parents if and when their child is scheduled for any tests or 
interviews. 
• NCI notifies parents, by mail, that their child has or has not been 
accepted to the proqram (April 30, 2001). 

STEP 4 • Parents notify NCI that they accept the invitation for their child to attend 
by retuming acceptance documents by May 7,2001. 
• Parents complete registration materials provided by NCI. 
• Parents follow enrollment procedures as indicated by NCI. 

Applications will be accepted from December 2000 - April 1, 2001. Late applications will be 
placed on a waiting list and enrolled as space is made available. 

It is the policy of the Neighborhood Centers Inc. not to discriminate on the basis of age, 
color, handicap or disability, ancestry, national origin, marital status, race, religion, sex, 
veteran status, or political affiliation in its educational or employment programs and 
activities. Additionally, students will not be discriminated against for academic or athletic 
reasons. 

Students with a documented history of a criminal offense, juvenile court adjudication or 
discipline problems will be reviewed on a case-by-case basis for admission. 
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2. Describe the timeline to be used for admitting students, including a plan for the 

admission lottery for students. 

No specific talents, skills or abilities will be the determining factor for student admission. All 

students who apply will do so on equal footing. Student registration will be handled on a 

first-come, first-served basis and be subject only to space availability. A waiting list will be 

prepared for all applicants for whom there is no space. As space becomes available, slots 

will be offered to those children who are on the waiting list in the order they applied. 

Consequently, a lottery designed for students who do not meet the entrance criteria is not 

needed. 


3. Explain how these policies further the mission of the school in a non

discriminatory fashion. 

NCI has served poor families since 1907. Often children that come from these families are 

at-risk for failure in school. NCI feels it is important to be available to every child that would 

benefit from the specialized instruction planned for the NCI charter school. Therefore, NCI 

will approach student registration with an open-door policy in place. 


Historically, anyone seeking to participate in NCI program offerings were able to do so 
freely, except in programs with eligibility requirements as defined by the contract. Having an 
open-door policy for admissions to the charter school fits well with the Agency's mission to 
enhance the development and full potential of individuals, families and neighborhoods 
through effective human service delivery systems, responsive programs and appropriate 

E. Describe in detail how your school will accommodate students with Special 
Education needs. Address the following: 

1. Child Find NOTE: A charterholder must adopt and implement policies 
and practices that affirmatively seek out, identify, locate, and evaluate children with 
disabilities enrolled in the charter school or contacting the charter school regarding 
enrollment. 
2. Confidentiality 
3. Procedural Safeguards 
4. Notice of Admission Review and Dismissal (ARD) Committee Meetings 
5. Assessment of Children to determine eligibility 
6. Development and Implementation of the Individual Educational Plan (IEP) 
7. Least Restrictive Environment (LRE) Placement 
8. Transition Planning 
9. Certified Personnel for the provision of services to children with special needs. 
10. Services to Expelled Students 

The Micro-community model is grounded in consensus and inclusion. Also, the use of the 
seven intelligences gives all children a place to be successful in school. This model will 
create a positive environment for special education stUdents. In addition, the Ripley House 
Charter School will make full use of the Region IV Education Service Center's resources 
and training as related to Special Education. Referral of students for possible special 
education services shall be a part of the Ripley House Charter School's screening system 
conducted as a pre-requisite for enrollment. The referral may be initiated by school 
personnel, the child's parents or legal guardians, or another person involved in the 
education or care of the student. A written assessment will be completed not later than the 
60th calendar day following the date of referral. The Ripley House Charter School will 
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provide written prior notice to the parents whenever the school (1) proposes to initiate or 
change, or (2) refuses to initiate or change the identification, evaluation or educational 
placement of the child. This notice will be given to the parents at least five school days 
before the assessment. 

Informed consent must be obtained in writing before conducting an initial evaluation. The 
comprehensive individual assessment, including a written report will be completed in 
accordance with State and Federal Regulations. The ARD Committee will make its 
decisions regarding students referred for the first time within 30 calendar days from the date 
of completion of written assessment rE,Jort. The parents will be notified of the ARD meeting 
at least five school days before the meeting. ARD Committee meetings will be translated 
and all information relevant to the activity for which consent is sought will be in the parent's 
native language. The Ripley House Charter School will establish and maintain procedures 
to ensure that all children with disabilities and their parents are guaranteed procedural 
safeguards with respect to the provision of free appropriate public education by the school. 
All communication with parents or guardians will contain information on procedural 
safeguards. At the beginning of each ARD meeting, school staff will explain orally the 
procedural safeguards to the parents or guardians in the parent's or guardian's native 
language. At the same time written information concerning procedural safeguards will be 
given to the parents or guardians. 

Special education students will be re-evaluated if conditions warrant a reevaluation or if the 
child's teacher requests a re-evaluation, but at least every three years. The Ripley House 
Charter School will obtain informed parental consent prior to conducting any re-evaluation of 
a child with a disability. (Source documentation for this answer is Walsh, J. Gallegos, E. 
and Anderson D. 1998. Special Education Time Line Chart. The Texas School 
Administators' Legal Digest: Austin) 

Individual Educational Plan (IEP) will be developed during the ARD meeting. In attendance 
at the ARD meeting will be parent, administrator, regular education teacher, special 
education teacher and other resource staff as needed. ARD's will be conducted at least 
yearly. During ARD meetings the results of assessments are discussed as well as the 
child's progress. From that discussion an IEP is written. The IEP's are implemented by the 
teachers and staff. Part of the consideration in devising an IEP is ensuring that each 
special education student is placed in the Least Restrictive Environment. As much as 
possible, special education students should participate in regular education classes and 
activities. 

The Ripley House Charter School will provide special education services to the students. A 
teacher with a Generic Special Education Teaching Certificate will deliver these services. 
Other services such as speech therapy, occupational therapy, and physical therapy will be 
delivered by certified personnel. All special education files and records will be kept in locked 
file cabinets. There will be a system developed to control access to these files. Are records 
are considered confidential. All staff will be trained on maintaining confidentiality as it 
concerns all students. 

Special Education data will be reported through PEl MS. The Standard Application System 
(SAS) for Special Education Programs application will returned to TEA in July 2001. The 
Report of Extended Year Service Contact Hours will be submitted to TEA by September 
2001 to report extended year service contact hours, if any. If the Ripley House Charter 
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School has placed students with disabilities in nonpublic day school to receive special 
education services, the Nonpublic Day School Report will be submitted to TEA by August 15 
of each year. 

As students move from the Ripley House Charter School to other schools, special education 
staff will contact the student's future school to arrange for staff from the new school to be 
present during an ARD meeting conducted in the Spring of the student's last year at the 
Ripley House Charter School. At that ARD a transition plan will be written. 

F. Describe how your school will meet the needs of children who qualify for 
other federal programs such as: Title I Part A; Title I part C; Title I Part D, subpart1; 
Title I part D, subpart 2; Title II part 8; Title IV; Title VI; Migrant Education and Section 
504. 
The Ripley House Charter School approach will be one that concentrates on standards 
driven results. Emphasis on brain compatible components and the development of IEPs for 
each stUdent will create opportunities for each child to leam and achieve. Expectations will 
be high. All students will be expected to achieve at high levels and the Ripley House 
Charter School will align curriculum, teaching and assessments with those standards. In 
addition, well-trained staff and low teacher child ratios will allow teachers to teach to 
challenging standards. Another critical component will be parent involvement. Parents will 
be strongly encouraged to participate in governance, decision-making, program design and 
delivery and evaluation of the program. By providing many meaningful opportunities for 
parents to be involved, the Ripley House Charter School will build a high level of parent 
participation in the school, a factor that is an often a recognized component of student 
success. 

Title I, Part A. Because of the demographics of the area surrounding Ripley House, it is 
expected that the Ripley House Charter School will be eligible for Title I, Part A funds. 
These funds will be used to upgrade the entire educational program by increasing the 
amount and quality.of learning time and by helping provide a high-quality curriculum for all 
children to help the students meet the state's content and student performance standards. 
In order to become qualified as a school wide program, the Ripley House Charter School 
will spend school year 2001-2002 planning the most effective use of Title I, Part A funds. 
As part of this process, the Ripley House Charter School will solicit technical assistance· 
from the State's System of School Support Teams or other technical assistance providers. 

Title I part C; Migrant Education Program NCI has a gO-year history of providing social 
services to the most in need. Through those years many of the children and families served 
by Ripley House and NCl's other community centers were migrants. On site at Ripley 
House are medical services, social services, a variety of classes that enhance life long 
learning, and a caring staff. The Ripley House location will allow all the Charter School 
families to access easily the services that they need. This coordinated delivery of social 
services will be of particular benefit to these children. As will be true with all the Ripley 
House Charter School students, students from migrant families will be taught the skills 
needed to reach the highest standards of academic performance set by the state of Texas. 

Title I Part D, subpart1 and Title I part D, subpart 2; The inclusive nature of the Ripley 
House Charter School program, the use of IEP's for every child, the low teacher-student 
ratios will help assure students who qualify for Title I, Part D appropriate services. Also, 
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since the school is embedded in a community center there will be many social and support 
services available on site for students and their families. 

Title II part B- The Ripley House Charter School will investigate utilizing these funds for 
professional development for teachers and administrators to help improve teaching 
strategies in core academic subjects with a primary focus on mathematics, science and 
reading. 

Title IV; The Ripley House Charter School will investigate utilizing these funds for 
developing and enhancing educational programs of violence and drug prevention, early 
intervention, and rehabilitation referral. 

Title VI; the Ripley House Charter School will investigate utilizing these funds in particular 
for acquisition and use of educational materials including library materials and computer 
software. 

Section 504-The Ripley House Charter School will provide a free appropriate education 
(regular or special education and related aids and services) to its students who qualify 
under Section 504. Instruction will be individually designed to meet the student's needs as 
adequate as the needs of non-disabled students. Since each Ripley House Charter School 
student will have an individual education plan, the incorporation of students who qualify 
under Section 504 will be facilitated. Before the student is placed and begins to receive 
special services, the parents will be notified and the child will be evaluated using validated 
tests and trained personnel. A committee composed of the child's teacher(s), parents or 
guardians, and administrative personnel will make placement decisions. The child will be 
placed in the least restrictive environment and periodic reevaluations will be conducted. 

G. Describe how your school will meet the needs of children who qualify for other 
state programs such as: Bilingual/English as a Second Language (ESL); State 
Compensatory Education, Dyslexia, and Gifted and Talented. 
It is anticipated that many of the at-risk students who enroll at the Ripley House Charter 
School will be eligible to qualify for Bilingual/English as a Second Language (ESL). 
Language proficiency will be assessed during the enrollment process. The overall goal for 
non-English speaking students will be to honor their competency in their native tongue and 
facilitate their addition of the English language to their knowledge base. The Ripley House 
Charter School will have as a goal to hire bi-lingual and bi-cultural teachers. In addition to 
dual language competencies, bi-lingual and bi-cultural teachers serve as empathetic role 
models for the children and are able to communicate more effectively with parents. In 
particular the Neuhaus courses on Developing Accuracy and Fluency and Foundations for 
Language are workshops that the Ripley House Charter School Teachers will attend. 
These workshops are designed for ESL teachers. Another Neuhaus course Reading 
Readiness Skills, a workshop for Kindergarten teachers, includes Spanish equivalents for 
the activities. This course is used by the school district in Brownsville, Texas to help 
primarily Spanish speaking children develop phonological awareness, letter recognition and 
sequencing skills. Our target will be to achieve 60% transition into English the first year and 
75% the second year measured by pre and posttest. This test will be identified from a 
nationally recognized source, for example Stanford Bi-lingual Education program. 

State Compensatory Education-State Compensatory Education as defined in Section 
42.152 ( c ) is a program designed to improve and enhance the regular education program 
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for students in at-risk situations. Student performance data resulting from state assessment 
instruments and any other achievement tests administered by school personnel. The 
advisory board and campus staff will design a campus improvement plan. The improvement 
plan will include comprehensive needs assessment, measurable performance objectives, 
identified strategies for student improvement, identified resources and staff, specified 
timelines for monitoring each strategy and formative evaluation criteria. Since the Ripley 
House Charter School will be following the 75% rule the development, implementation, and 
evaluation of the improvement plan will be an ongoing process informed by Brain 
Compatible Components, Integrated Thematic Instruction, and the Seven Intelligences all of 
which come together to effective impact learning. 

The advisory board will develop procedures for services for Gifted and Talented students 
during Spring 2001. These procedures will be guided by several principles: 1) Assessment 
for the Gifted and Talented program will be accomplished with more than one indicator. 
Examples might be Authentic Assessment in which knowledge and skills are measured 
using the real world environment, rather than standardized tests; Portfolio Assessment that 
used a systematic collection of a student's work samples, records of observation, test 
results, etc., over a period of time, and standardized test scores. 2) The Gifted and Talented 
program will concentrate on higher level thinking skills such as synthesis and evaluation as 
well as developing critical thinking skills. 3) Professional development requirements for 
teachers and administrators will be met as part of the overall professional development plan 
developed by the professional development team. 

Dyslexia-If problems in academic achievement are noted through academic progress 
reports, parents conference or inadequate performance on the state student assessment 
program, the Ripley House Charter School will evaluate the student's academic progress to 
determine what actions are needed to ensure improved academic performance. Possibly a 
referral for testing through special education or for dyslexia evaluation will be appropriate. 
The Ripley House Charter School will provide appropriate support actions such as, but not 
limited to obtaining vision or hearing correction, tutoring or appropriate program 
modifications. As required by law the advisory board of the school will provide for the 
treatment of any student determined to have dyslexia or a related disorder. In addition, 
since Neuhaus Education Center began as a dyslexia support, all their training will be very 
appropriate for teachers of children with dyslexia. 

H. Describe how your school will identify and provide educational support for 
students who are identified as being "at risk of dropping out of school" as defined in 
TEe 29.081 (d). 
NCI provides an array of services to economically disadvantaged individuals and families. 
We will utilize this experience to implement school wide strategies for meeting the needs of 
at-risk children and their families. In the Second Ward, the Ripley House Charter School 
service area, over 80% of residents are Hispanic. Consequently, NCI expects many 
students who enroll in the charter school will have limited English proficiency. In addition, 
almost 75% of area families earn less than $35,000 a year, with 47% earning less than 
$20,000 annually. This would indicate most students would come from economically 
disadvantaged homes. NCI has determined that considering these dramatic numbers, 
every child who attends Ripley House Charter School will have the benefit of an individual 
education plan. This will address the issue of identifying and providing educational support 
for students who are identified as being"at risk of dropping out of school" as defined in TEC 
29.081 (d). 
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I. Other Student Activities (athletics, publications, clubs, and organizations) 


1. Describe the programs planned for the charter school. 

NCl's Youth Department will organize student activities. Current activities include: 

T-Ball, Basketball, Baseball, Soccer, and Dance. 


Future activities will include: 
Athletics: T-Ball, Basketball, Baseball, Soccer. 
Publications: student newspaper and newsletter to parents generated by students 
Clubs: Book Club, DramalThespian Club/ArVPhotography 
Organizations: Student Council, Girl Scouts, Boy Scouts 

2. Describe whether any agreements have been entered into or plans developed with 
other public or private agencies. 
No agreements are currently in place. However, NCI has strong relationships with 
Houston's Fine Arts Organizations that provide outreach children's services. The Ripley 
House Charter School plans to implement on-going and regular activities with these 
organizations. 

J. Student Assessment 

1. Describe your plan to assess individual student performance in the core 
academic areas. Include the process to determine the baseline of achievement levels 
of students, the results to be achieved and the methods of measurement to be used. 
Each student will be given an Individualized Education Plan with a personalized prescription 
accompanying that plan. The student's Individualized Education Plan will be shared with 
her/his parents. After a diagnostic assessment is conducted, students will be given 
progress assessments at six-week intervals to give students an opportunity to experience 
growth where there was evidence of previous academic weakness. It is expected that after 
each student receives his/her individual education prescription that s/he will strengthen 
those weak skills and concepts, and further excel in their area of academic comfort. 

Ripley House Charter School will use the Iowa Test of Basic Skills, Stanford 9, or similar 
test for a baseline. 

2. Describe the methods to identify the educational strengths and needs of individual 
students and the extent to which educational goals and performance standards are 
being met. 
Students will be given a diagnostic assessment to determine their educational strengths and 
needs. Upon completion of the diagnostic assessment, each student will be given an 
Individualized Education Plan with an educational prescription designed to fit his/her needs. 

3. For secondary schools, describe the method for determining that an individual 
student has satisfied the requirements for graduation. 
Not applicable 
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4. Describe how student evaluation results will be used by the school to improve 
instructional programs. 
One of the principles of Brain Compatible Components is immediate feedback. Student 
evaluation results will be shared with students and parents and used by teachers to create 
and/or modify teaching strategies. 

Weekly lesson plans will reflect these adaptations as indicated by evaluations. 

67 



Neighborhood Centers Inc. 

State Board of Education Charter School Proposal 


APPENDIX 


- A



Internal Revenue Service Department at the Treasury 
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ARTICLES OF A.'1INDME~T 
TO TIlE 

ARTICLES OF INCORPORATION 

Pursuant to the provisions of Article 4.03 of the Texas Non
Profit Corporation Act, the undersigned Corporation adopts the follo'oling 
Articles of A.~endment to its Articles of Incorporation, 'oIhich change the 
name of the corporation. 

ARTICLE OI<E 

The name of the corporation is N~IGHBORHooD CL,~RS - DAY CARE 
ASSOCIATION. 

ARTICLE TWO 

The follo",ing amendment to the Articles of Incorporation 'oIas 
adopted by the Corporation on September 27, 1982. Article One of the 
Articles of Incorporation 'oIhich no'ol reads: 

"The name of the Corporation shall be I<EIG}[8{)RHooD 
CENTERS - DAY CARE ASSOCIATION." 

is hereby amended so as to read as follo'ol5: 

"ARTICLE ONE 

The name of the Corporation shall be NEIGHBORHOOD 
CL'lTERS, INC." 

ARTICLE THRll 

The amendment 'oIas adopted in the follo"'ing manner: 
The amendment 'oIas adouted at a meeting of the Board of Direc~ors held CQ 

September 27, 1982, and received the vote of a majority of the direc-:oro 
in office, there being no lIIeJllbers having voting rights in respect 
thereof. 

DATED: _-"'~'-"'==::"::::~/__, 1982. 

I<EIG}[8{)RHooD CENTERS - DAY CARE 
ASSOCIATION 

BY: / \..ut. dJI;d
lac« Steel 
Its President 

~h.;:8 ~;&~j~

MRS. T. B. DRISDALE, SR. ; 
Its Secretary 
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correct. 

:iY fl.-I..'m A.~1) SEAL OF OFFICE this day ofGIVEN UNDER 
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/"'c-hb~ 
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THE STATE OF TEXAS. 5.-zfn e'-;>/!flKe 
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NEIGHBORHOOD CENTERS INC. 

BY-LAWS 


ARTICLE I. NAME 


ARTICLE II. 

ARTICLE III. 

ARTICLE IV. 

The name of this corporation is: 

NEIGHBORHOOD CENTERS INC. 

REGISTERED OFFICE AND AGENT 

The street address of the registered office of the corporation is 
4500 Bissonnet #200, P. O. Box 271389, Houston, Texas 77277-1389. 

The name of its registered agent at such address is: Angela Blanchard. 

PURPOSES 

The purposes of this corporation are: 

1) 	 Foster the growth and development of individuals and encourage citizens 
to develop their strengths and abilities so as to meet their responsibilities 
to their families, to each other, to their neighborhoods, and to the 
community at large; 

2) 	 Establish and ope::'[": ,C)cial sen/lce programs: evaluate d1e need for 
addition-:.\ Se('l~C~::: u:~J ~_:c:::k to b;t\,;:: this n~;'~'d rr:;:;c; 2~~r:l 

3) 	 Establish centers within neighborhoods where residents may learn to use 
health, educational, recreational and welfare programs available to them, 
and may participate in designing, operating and evaluating new programs 
for the development of the community. 

BOARD OF DIRECTORS 

Section 1. 	 Membership. The Board of Directors, exclusive of Life 
Members and Special Directors, shall consist of not less than 
twenty-one (21) nor more thirty (30) members who shall serve 
until their successors are elected and take office; and shall be 
elected by Board Members whose terms have not expired. 
All Regular Directors shall be elected for terms of three (3) 
years, and Special Directors, designated below, shall serve for 
a term of one (1) year, except the immediate past NCI Board 
Chair, who shall serve a two year term. The following shall 
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Section 2. 


Seclion 3. 


Seclion 4. 


serve as Special Directors: 

1. Chair of the Cleveland Ripley Board 
2. Chair of the La Porte Board 
3. A representative of the Ripley Foundation 
4. Chair of the Ripley House/Kirkland-Ripley Board 
5. Chair of the Harbach Ripley Board 
6. Immediate Past NCI Board Chair 

Any regular Director who, within twelve (12) months, misses 
more than 50% of the Board of Directors meetings without a 
justifiable excuse will be automatically dropped from the 
Board of Directors. 

Both Regular and Special Directors shall have the same 
voting rights. 

Life Members. The Board may elect individuals to be life 
members who have been Board members for not less than 
nine (9) years and have provided outstanding service to the 
organization. Life members shall have full voting rights. 

Quorum. One-third (I13) of the elected Directors, including 
an officer of the corporation, shall ccnstitl!te a quorum 

Meetings. Regular meetings of the Board of Directors shall 
be held on a day designated by the Board of Directors, 
according to the following schedule: January, February, April, 
June, August, and October. Special meetings of the Board of 
Directors may be called by the Chair upon one day's notice 
stating the purpose or purposes thereof. Likewise, such 
special meetings may be called by any seven (7) members of 
the Board. The purpose or purposes of such meeting must be 
indicated in the notices. 

The meeting of the Board of Directors held during the month 
of February each year shall be the Annual Meeting of the 
Board of Directors for the purpose of: 
(a) the election of new members of the Board of Directors; 
(b) the election of new officers (if any); 
(c) receiving a report of the previous year's activities and 
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February 29,2000 

Section 5. 

Section 6. 

Section 7. 

ARTICLE V. OFFICERS 

Section i. 

Section 2. 

Section 3. 

results; 
(d) recognition of volunteers; and 
(e) for other such business as may be brought before the 

Board. 

Vacancies. When a vacancy occurs on the Board ofDirectors, 
subject to the provisions of Section 1, the Board shall have 
the option of either filling the position or eliminating it. 

Indemnification. The agency will indemnitY any director or 
officer, or former director or officer, of the Agency to the 
fullest extent permitted by Article 1396-2.22A of the Revised 
Civil Statutes of the State of Texas. 

Re-election. No person who has served two (2) three year 
terms as a regular Director shall be eligible for re-election as 
a regular Director until that person has remained off the Board 
for at least one year. This restriction shall not apply to any 
Officer of the corporation as long as they hold any office. 

?ositions. The Directors shall eket biennially from their 
number a Chair, two (2) Vice Chairs, a Secretary, Assistant 
Secretary and a Treasurer. Any two (2) or more offices may 
be held by the same person, except that of the Chair and the 
Secretary, or the Chair and the Assistant Secretary, shall not 
be the same person. All officers shall be elected for a term of 
two (2) years, and no officer shall serve in the same office for 
more than two (2) consecutive terms of two (2) years each. 

Chair. The Chair shall preside over all meetings of the Board 
of Directors and shall make such appointments on committees 
as are called for in these By-laws or set up by resolution of the 
Board of Directors as hereinafter provided. 

Vice Chairs, In the absence of the Chair, one of the Vice 
Chairs shall be appointed by the Chair to preside over 
meetings and perform such other of the Chair's duties as are 
deemed necessary by the Chair. 
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Section 4. Secretary. The Secretary sh
minutes of the meetings 
secretarial duties as may 
Directors. 

all w
and 
be 

rite or cause to be written the 
shall perform such other 

required by the Board of 

Seclion 5. 	 Assistant Secretary. The Assistant Secretary shall act in the 
absence or the incapacity of the Secretary. 

Section 6. 	 Treasurer. The Treasurer is responsible for the general 
administration of funds and all financial accounting of the 
corporation. 

ARTICLE 1/1. COMMITTEES 

Section 1. 	 Executive Committee. The Executive Committee shall 
consist of the Chair, Immediate Past Chair, the two Vice
Chairs, Secretary, Assistant Secretary, Treasurer, and no more 
than four (4) other members of the Board of Directors. It is 
recommended that either the Chair or Vice Chair of the 
Finance & Administration, Agency Development, Program 
Services and Emerging Needs Committees serve as members 
of the Executive Committee. 

The Executive Committee acts upon pressing and emergent 
busin~ss bet\vc.::n Board meecings and repons any action 
taken at the next Board meeting. This Committee shall meet 
in March, May, July, September, November, and December, 
when the board does not meet. 

A quorum shall consist of six (6) members for the transaction 
of any business and a vote of the majority of members at a 
meeting at which a quorum is present shall constitute the act 
of the committee. 

Seclion 2. 	 Nominating Committee. The Nominating Committee shall: 

(1) 	 present to the Board of Directors a slate of officers 
biennially and/or Directors annually at the Annual 
Meeting; 

(2) 	 ensure a diverse board with respect to age, gender, 
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Section 3. 

race/ethnicity, affiliation, expertise, skill, and 
commitment; 

(3) 	 assess current board membership to determine areas 
of under-representation; 

(4) 	 understand the goals of the corporation and the Board 
in order to determine the leadership needed for the 
ne<),r term future; 

(5) 	 work with the President to recruit new Directors by 
developing a pool of potential candidates, evaluating 
the candidates, selecting and contacting recruits, and 
soliciting their membership; 

(6) 	 oversee orientation of new Directors; and 
(7) 	 present additional names from time to time to the 

Board of Directors to fill vacancies on the Board and 
among the officers of the corporation, as such 
vacancies may occur. 

Finance & Administration Committee. The Finance & 
Administration Committee shall: 

(l) 	 oversee the exercise of good stewardship in use of all 
agency resources; 

(2) 	 review and present annual agency budget for approval 
by the Board; 

(3) 	 review and approve a plan for an aIU1ual independent 
audit of the corporation; 

(4) 	 review and approve policy to guide the use and 
investment of agency financial resources; 

(5) 	 review and approve audited financial statements and 
Report to Management; 

(6) 	 oversee contractual compliance; 
(7) 	 assist in development of personnel policies relating to 

conditions of employment and work; and 

(8) 	 assist in the development of policies concerning 
facility management and administration. 

The Treasurer shall be a member of the Finance & Administration 
Committee. It is recommended that the Treasurer serve as Chair of the 
Finance & Administration Committee. 
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Section 4. 	 Agency Development Committee. It shall be the 
responsibility of this Committee to: 

(1) 	 seek resources to meet the current and future needs of 
the corporation; 

(2) 	 review all new and proposed funding opportunities 
and related proposals; 

(3) 	 review and approve plans for any agency fundraising 
event; 

(4) 	 provide leadership and organization for major agency 
events; 

(5) 	 organize Board Annual Meeting; and 
(6) 	 assist the Nominating Committee with Board 

Development including orientation of new Directors 
and identification and recruitment of candidates. 

Section 5. 	 Program Services Committee. It shall be the 
responsibility of this Committee to: 

(1) 	 review and recommend services and programs; 
(2) 	 be well informed as to the human services needs of the 

community, by program and geographic area; 
(3) 	 be infor:ned about the external environment in which 

the agency operates, including stayi <1g intor:ned about 
legislation which may affect the a§:CEc:-'S ;:c~tivities; 

(4) 	 understand the goals of the agency's major funding 
entities; 

(5) 	 be knowledgeable about goals of the agency's various 
programs and oversee program achievement reiative 
to those goals; 

(6) 	 guide needs assessment activities; and 
(7) 	 assist in defining outcome measures. 

Section 6. 	 Emerging Needs Committee. It shall be the responsibility of 
this Committee to: 

(1) 	 define and assign the responsibilities of all parties 
involved in the management of the Emerging Needs 
Fund; 
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Section 7. 

Section 8. 

Section 9. 

ARTICLE VII. STAFF 

Section 1. 

Section 2. 

(2) 	 establish a clear understanding for all involved parties 
of the investment goals and objectives of the Fund's 
assets; 

(3) 	 offer guidance and limitations to all Investment 
Managers regarding the investment of Fund assets; 

(4) 	 establish a basis for monitoring and evaluating 
investment results; 

(5) 	 manage Fund assets according to prudent standards 
established in common trust law; and 

(6) 	 establish the relevant horizon for which the Fund 
assets will be managed. 

Committee Membership. The Board Chair, Vice-Chairs, and 
President shall review a plan for committee membership and 
solicit members. These members shall be appointed annually 
by the Board Chair. Members may be Directors and qualified 
non-Directors as needed to fulfill the responsibilities of the 
committee. Each committee shall have a Chair and a Vice
Chair, appointed by the Board Chair. 

Meetings. It is recommended that the Finance & 
Administration, Agency Development, and Program Services 
Commitr-2t:s rl~':'::;~ r11.or.:hly as neec'.cc. :0 C2ncuct the business 
of the corpo:·:"':)i"'. 

Other Committees. Additional committees may be 
authorized by the Board of Directors. The Board Chair shall 
appoint the membership to such committees. 

Staff. The staff of the corporation shall consist of a President 
employed by the Board and such additional Vice Presidents 
and personnel employed by the President as are required to 
carry out the purposes and objectives of the corporation in 
accordance with the policies established by the Board of 
Directors. 

President. The Board of Directors shall select a President 
who shall assume the responsibilities and perform the duties 
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assigned in these By-laws and delegated from time to time by 
the Board of Directors. The President shall be the Chief 
Executive Officer of the corporation and shall be responsible 
for the management of its affairs. The Executive Committee 
evaluates the work of the President and authorizes 
remuneration. 

ARTICLE VIII. AMENDMENTS 

These By-laws may be amended at any regular meeting of the Board of 
Directors at which a quorum of Directors is present, by a two-thirds (2/3) 
majority vote of the Directors present at such a meeting. Notice of the 
general character of any proposed amendment must be mailed to the 
membership of the Board at least ten (10) days prior to such meeting. 
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08/14/2008 11:17 281-2~:i.-:192 	 ~1AILBOXES ETC 15~~ 

TEXAS EDUCATION AGENCY 
OPEN·ENROLLMENT CHARTER SCHOOL APPLICANT 

BIOGRAPHICAL AFFIDAVIT 
(Print or Type) 

Full Name of Sponsoring Entity and Name of Proposed Charter School: 
N... i.ehborhood Centerc In(!. Cha.:-c:er Sc.hoo~ 	 ------ 

In connection with the aOoJe·named organization and chlt""r school application, I 
herewith make representations and supply information about ~yself as hereinafter set 
forth, (Attach addendum or "i'll"''''ate shEet if space hercon I:; in3ufficient to ar.~'Ner <lll" 
questions fully,) 	 . 

IF ANSWER is "NO" OR "NONE", SO STATE. 


1, Full Name (initials Not Acceprable): M/I..f.I~" 


2, Have you ever had your name changed? tJo If yes, give reasor. for tha Ch,:lrlgO: _____ 


b,Maiden Name (if female.' _________________________ 
c.Other n~mc:; used at any t'me ________________________ 

3. 	 Sur.:iCli Secumy Number': 

j. Date and Place Of S:r,r,: _..!I.!:2.:..,{u2.=-14r,5'.!..2)_..:>l--_'.5~~t..!.I..))::::tA-""b::.:~::;""V):...L....:"-::.{:=..J::,',_______ 
I r .J\ '''l ... C"-;o.:i~ I WJ ~ 

5. 	 Business AddreSS: ~ $I,' l' (Iv ( S:){In"j 1;( 773 I 'j 
8Llsir.ess Teleohon .. : -J i 3 li''/:(,' (foSS 

I 

6. 	 L:~t your re~idenc",. r~'r tt'e !SSt ten ('!tJ) years starting with yeur c~rrent adcrsss. 
giving: 

OATES ADDRESS 	 CiTY AND STATF 

lcry.. TIl i}{<% ' 11'31~ < .. Il,G.M.t. t.,,) ..s:"'r<U~ TX 77,279 

\ 8± 1b ' '1'1-- 110 II ;.uMme2, (,~'a c..>"\kI S fA.Jr'15 Th 7" 3 n 


7. 	 Eaucatlen: Dates, Names, Locations and Degrees 

College VI <.-I.,.~",v A- ~Iif-'.vo.\~ 
1 

V!I.A_AII' <N .-:. P.o. B5 

Graduate Stwdies MSA- .. D~l.. anlv<,'ts<S %'I.-A p,... 
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others ____________ 

8, List Membership in Professional Societies and Associations:--,, ______________ 
.r\"\~VlO'('V\,.+- P,,,-,,,dWB H > 4u"<:.t.AC.ry" 01- Am<lA.LU. 

), Present or Proposed Position with the Proposed Charter School' _____________ 
lSo..-lUJ (Y\x..",,6., (..,;.. IJ~ «th b\?Vh.tx:A lli~ 

10, Ust complete employment record (up to ;ond inci'Jding preser,t JOOS, pOSitions, 
directorates or officerships) 'or the pasl twenty (20) years: 

(Circle One) 

Former employers may be contacted: (jj) No (Circle One) 

'2, :3 Have you ever been in a pOSition which required a fidelity bonc?.,......,WO=_,____ 
if any claims were made on the bond, give details: ____________________ 

b Have you ever been denied an I,ldividual or position scheduie fic!eij~! ~cnC, cr ~ad 
a pond cancelled or revoked? _~N~o"---________________._______ 
If yes, give aetails: ________,________________________ 

TIT E 

1" Present employer may be contac:!ed:·p22S0X~ No , 

13, List any professional, occupational or vocational licenses issued by any public or 
governmental licenSing agency or regulatory authority which you presently hold or 
have held in the past. (Slate date license was issued, issuer of license, date 
terminated, reasons for termination):, ________________________ 

i4, DUring the iast ten (10) years, have you ever been refused a ~rGfessicnal, 
occupational or vocational license by any public cr governmental licensing agency or 
regulatory authority, or has sucr license heid by you ever been suspended or 
revoked? No Iryes, give details: 

.:::-':.,. '-'1"1 ':-:l'--nq:T'"":",'! 

http:01-Am<lA.LU
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• 

15. Will you or members of your immediate family be employed by (directly or through 
contract) or rece,v" remuneration from the proposed charter school? ......1\)=0"-__ 
If yes. give details: ___________________ 

t6, Have you ever beerl adjudged bankrupt? _-'-lJ"--"'O'-_______________ ______ 

17, Have you ever been convicted cr had a sentence imposed or suspenaed or had 
pronolJnceme<1t of a sentence ;U~IJt::IIU"U WI ullen pardoned (or convicnor: ot or 
pleaded guilty or nolo comendere to any information or indictment char~,ng any 
felony, or Charging a lelony or ~isdemeaMr involving moral turpitude, ar have you 
been the subject of any disciplinary Q,cceecinqs of any federal or state regulatClry 
agency? NO , 
If yes. give details: ____________________________ 

18, ! lave· yow ever b",,,,, an ofiicer, director, trustee, investment ccmrnittee member. key 
employee, or controlling stockhoider of any business, which, wh:le yOo occupied any 
such position or capacity with r9spect to it, became insolvent or ""as p'aced uncer 
super,!ision or in receivershio, rehabilitation. liquidation or r.nn,~"'rv;;tor;hip? _-,l\I~O=-_____. 

19, Are you now, :1r h;;V.;l you been. within the p;;s! five ye:m;, il cluntiff or d"fencant in 
a~y lawsuit? NO, If so, p,ease furnish details: 

Dat~tl "'lid ,igned thlsl't oay 0; -.£A=-"94-"'lr$"';{-u....---------
~ ~o.at ____~__,~~~~~---

I hereby certify under penalty of~e;iur'l that I :=m acting on m 
;oreQoinq statements are tn.;e and carrF.r.t :n rh";,,~: 81 r,~y ~, 

State Of-;-__-..:..1£::::.£:..:J("A::...5:-.___ 
Cc u nty of _--<A'=",=,i?-<",,,,,,,)~.5,--__ 

Il 
Personally appeared t,etore me the aDove named /Y/;('VP 6/oc/('A 
personally known to me. who. beinq dulV SW'Jrn. aeposes and says thaI neishe 
executed the above instnument anc that the statements and answers contained therein 
are true and correct to the hF>~t nf ;':,.iher knowledge and belief, 

Subscribed and sworn to bD70rc r'l1C thlz ___1'--<-1____ day of 
/1 '~J ~ , ,('~' ., ODDHl/,.Sf -K7 
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TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
~eighborhood Centers Inc. Charter School 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 ;UII Name (Initials Not Acceptable): -ziu;?7.J.f /II"",,..,...., ..J;'??ks· 

2. 	 Have you ever had your name changed? ~ If yes, give reason for the change: _____ 

b.Maiden Name (if female)'....., _______________________ 
c.Other names used at any time _______________________ 

3. 	 Social Security Number": .......
~-------------
i . 

a., Date and Place of Birth: _--' 3~_...:.m~..::..:""="..:,.......s&.c!.~..:...____________ 
7 

5, Business Address: .........__..!!,,(.~.L9~".l..~....!~~=k~.!:6.~h.....!Cj.-~k:..::!.....!;j::!.!..,.J:!:"'::!'~--..£:.K,~/~A'#j~~:JI.t;~7Ku'---'7::...:7~';I~:l~j~-
Business Telephone: __-J:I02'-":I:;£t!../-=-:l..f..LG.!!4'~·~3,_,=2-",3_"b,___________________ 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 

7. Education: Dates, Names. Locations and Degrees 

Graduate Studies _________'--______________--,-,...,-_,...,-_ 
~.~-, --"..:;...;.. ; -'" 
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-----

Others _______________________________________________________________ 

8. List Membership in Professional Societies and Associations: ________..:...._________________ 

9. Present or Proposed Position with the Proposed Charter School: jI/,;JN': - ~"''''''''/4 
&< b7"'",~ fd 6':.-1 I <J;-e~.k zk /J;<1·iL>.~,i.....l L.4",.e;"t, 41. 

10. List complete employment record (up to and including present jobs, positions. 
directorates or officerships) for the past twenty (20) years: 

DATES. EMPLOYER ADDRESS TITLE 

1.942- /if? 

11. Present employer may be contacted:·p2250~ No (Circle One) 

Former employers may be contacted: ~ No (Circle One) 

12. a Have you ever been in a position which required a fidelity bond?_..:.M.:..::.o_________ 
If any claims were made on the bond, give details: _______--,.._________________________ 

b Have you ever been denied an individual or position schedule fidelity bone. Qf had 
a bond cancelled or revoked? ___L,M2't?~___________________________________________ 
If yes, give details: ____________________________________________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination ): ___-'#V~~IV~c'_-_____________________________________ 

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authOrity, or has such license held by you ever been suspended or 
revoked? /VO If yes, give details: ____________________________________________ 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? _1'1<...:...:0___ 

If yes, give detaiis: ______________________________ 

16. Have you ever been adjudged bankrupt? _--';1;::..:...:'0__________________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any informaCion or Indictment charging any 
felony, or charging a felony or misdemeanor invoiving moral turpitude, or have you 
been the subject of any disclpiinary proceedings of any fecierai 0'- state regulatory 
agency? __ ~N~O______ 

If yes, give details: ____________________________ 


18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? __.:..:Atc::0'--_____ 

19. Are you now, or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? NO If so, please furnisn details: 

State of__....!-r~6::::.::.x':.:.....:4:.,.:5=--~__ 
County of _-'if:.::·~4::..a.=/2.::._.:..r.:::.5___ 

Personally appeared before me the above named 71-1o,H17 5' .11./ S /l.N'Yi.9ZJ 
personally known to me, who, being duly sworn, deposes and says that he/she 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 



TEXAS EDUCATION AGENCY 
OPEN·ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type)' 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Ch~rter School 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. .
1., fUUName (I~jtials N~t Acceptable/'-[J.;.~ZiJretk mtidt.LLJ!... Bcu.dflieJe.. 
2. 	 Have you ever had your name changed? li2.. If yes, give reason for the change: _____ 

b.Maiden Name (if female )___-L.C--eO.L."'Jq~blL/--"·L""'=L"--_:_:::_o:;".,_;:.__---------
c.Other names used at any time ___~ll=--____'-11..LJl.Ce::.:rX-..::.::=_________ 

3. Social Security Number": 

4. 	 Date and Place of Birth:  }>~~. (A~ 
5. 	 Business Address: ~/Ai:!:, (fL.r;", " .. =5 ~.; 100/ Pre.Sdvw S'-k 'l( /.11M<:/;;;. tr 7780,).. 

Business Telephone: it' 5- 7 S'$'- C{-QI4t 

6. 	 List your residences for the last ten (10) years starting with your current address, 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 

770 7 ., 

7. Education: Dates, Names, Locations and Degrees 

Graduate Studies -_",,#CluB-:t...________....,..__________---:;;;-::::;;;:;:::Z"" 
"<!1~': 
...".;/''''~;'' 

__I'. ";o."",~ 
.-~, -.~. 
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Others ____________________________________________________________ 

8. List Membership in Professional Societies and As~ociations: d.Llt.ckl(~'~ LJMxt:; 

9. Present or Proposed Position with the Proposed Charter School: ____________ 

130M-oJ /YleJ-n,bh- rtr SpotJSaoiv1 t::=.N./th . 

10. List complete employment record (up to and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS TITLE 

11. Present employer may be contacted:*P2250x8 No (Circle One) 

Former employers may be contacted: Yes ~ (Circle One) 

12. a Have you ever been in a position which required" rcality bor.c' I/o 
if any c!alms were m2de on the bond. give details: ___________________ 

b Have you ever been denied an individuai or position schedule fiea ;';; sQr.c .':" ~:c:
'a bond cancelled or revoked? __--!..rlL/J::..-_______________________ 

If yes, give details: ______________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination):_·__.LII.,LLrr1-__________________ 

14. During the last ten (10) years, have you ever been refused a profeSSional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? &(0 If yes, give details: ______. _.________________ 
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15. Will you or members of your immediate family be employed by (directly or)f;irough 
contract) or receive remuneration from the proposed charter school? @ 
If yes, give details: ____________________________ 

1"6. Have you ever been adjudged bankrupt? ___LM=o________________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency? lio 
If yes,give details: ____________________________ 

18. Have you ever been an officer. director, trustee. investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
sQpervision or in receivership, rehabilitation, liquidation or conservatorship? __L;';;L...!lO~___ 

19. Are you now, or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? N() . If so, please furnish details: 

Dated and signed this /oV!'" day of _.!.e.LL!.M.vvuJ~~=-__________
,'. »0:::> ,at ~:;;J. 0 PIJL ~ _____---,-________ 

I hereby certify under penalty of perjurl that I am acting on my own ten;oi:. ana (hat Ihe 

foregOing statement: a:s l' .. ~ : ': --'"-r' 'C' :ne besr of my~~~~ ... 


\S~Afflam) 
State Of-:-_7e~~"A~L.>--,--=-__ 
County of _../.I-J::::uFJ2.!.r..!.r~/L·S...L.__ 

Personally appeared before me the above named [; ii' y=~ IYl<>J dl... 3.<.Ld r.~ 

personally known to me, who, being duly sworn, deposes and says that he/s:fle) 

executed the above instrument and that the statements and answers contained therem 

are true and correct to the best of his/~ knowledge and belief. 


/D +-1:> day of 

--....!......!..::::7¥~---------7__---. +9- 2.000 

PCLL..) a... J, We<- ({.R '-, 


(Notary Public) 

My commission expires r/Z '/0'1
, 
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TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Charter School 

In connection with the above-named organization and charter school application. I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 	 . 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 ;UII Name (Initials Not Acceptable):' Yrt"rJ Chi" Tt n (\ (!ji De.. Ti / (<.:> . 7 	 )
2. 	 Have you ever had your name changed? ~ If yes. give reason for the change: _____ 

1l!/tVI"'7e.. 	 ~ 
b.Maiden Name (if female) Zie.e /}/9::; de "2 
c. Other names used at any time __________________ _.4j,,')O~A:':)L.f: 	 _ 

3. Social Security Number"

4.. Date and Place of Birth: /1/
--- dSd 
/

5. 	 Business Address: /l e../) )? e.1.? 
" .. ;',-,eSS Telephc·,';. _________ 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ADDRESS 	 Clrt' AND STATE ZIP CODE 

"' 

7. 	 Education: Dates, Names, Locations and Degrees 

j.' 	 ,..----. /I
College U \0 <I c:. v SI ''7 t> I e..6't'4 S Q l'-fzt.Si'·/l /fr6-6 c> /~lS Ch""f 

Graduate Studies VA r,' 0 IA S z:,,«Y $;<' .I 
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,
• 

Others ______________________________________________________________ 

. ~ 
8, List Membership in Professional Societies and Associations: /J<''''71..'<~.-I ..t:u. ,,/ ' 

/
10. List complete employment record (up to and including present jobs, positions, 

directorates or officerships) for the past twenty (20) years: 

DATES_ EMPLOYER ADDRESS TITLE 

11. Present employer may be contacted:'p2250X@ No (Circle One) 

Former employers may be contacted: '(§) No (Circle One) 

12. a Have you ever been in a position which required a fiaeiiiy bond?_.f,;),"'!"'IU"-"_____ 
If any claims were made on the bond, give details: __________________ 

b Have you ever been denied an indiv,idual or position schedule fidelity bone. or nad 
a bond cancelled or revoked? _-LIV='U","o:,.'_______________________ 
If yes, give details: ______________________________ 

13, List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authOrity which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination): . ...L!j)~c~-'/..::V:...::e.::·-_____________________ 

14. During the last ten (10) years. have you ever been refused a professional. 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? ,.()Q/!Jc If yes, give details: 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? tOo /./ {-
Ifyes, give details: ____________________________ 

16. Have you ever been adjudged bankrupt? -Ldk:'-'!C:.::~_}_________________ 

17" Have you ever been convicted cr had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency? Ai () 

If yes, give details: ______________________________ 


18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or caDacity with respect to it, became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? --!A/~!:cJ~____ 

19. Are you now, or have you been, within the past five years, a plantilf or defendant in 
any lawsuit? AJ :) If so, please furnish details: 

~Sigrrature of Affian\}/ 
State of_---'I.c.~eL/:!../.J'-';5~"~___ 
Co u n ty 0 f _""jj,"-,H,,,,"',,,~cL%='~,-,.;J",>,--___ 

Q l '. /' /11Personally appeared before me the above narned "N 'u+ ('ll2('5 f-!,,'>cZ_ ('AII/I"/Ili 
personally known to me, who, being duly sworn, depos~s and says that he/she I 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 

/ 

Subscribed and S~.. 9. ~~J ..t~}'7Zfore me this _---'-;('-pc_'__~=-- day of 
_ _____~/(~k,,,~"o:."£.~'-----------.·"ffl .;i IVc) 

j 7 ~ 

SYLVIA R. MARTINEZ 
N()fM'( PUBLIC 
'Stile-6fTexas 

Comm. e",," 11~2001 

/ / /'., ;j/ ~,
~;/" /;." 0' ~f';;'.......,c----2-~ .., L- I ~ - ..,-_pt"·/ 


'(Notary Public) c 

My commission expires //-C :).-.)/1::1 
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TEXAS EDUCATION AGENCY 

OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Charter School 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 ;UIIName(lnitialsNotAcce~table):M/~'R'" £kd< (Jits:
2. 	 Have you ever had your name changed? & If yes, give reason for the change: _____ 

AI)!l 

b.Maiden Name (if female)'--,-____-L7jL..____________----,-___ 

c.Other names used at any time ___---'~U!cf:.L..________....:...______ 

3. 	 Social Security Number': _

4. 	 Date and Place of Birth: J.9l G?J &.A"~ 
"I' ,.- <"" 

5. 	 I .~. v·.··.'(.i& ' '=':-:- :£lAI a. 'f"it)Business Address.:/;J-C" 

Business Telephone: orJ) 84-77Z+ :; 


6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 
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Others _______________________________________________________________ 

8. 
 bershio in Professional Societies and Associ 
/) 'j I. ;t; IV 

15' 

9. Present or Proposed Position with the Proposed Charter School: &d )}fvMbd
N,:;;t: jJ 

10. List complete emoloyment record (up to and including present jobs. positions. 
directorates or officerships) for the past twenty (20) years: 

11. Present employer may be contacted:*P2250& No (Circle One) 

Former employers may be contacted: No (Circle One) e 
12. a Have you ever been in a position which required a fidelity bend? Jf~ 

If any claims were made on the bond, give details: JI/;Z/ 

b Have you ever been denied an indivldua\Rr:cs;:;c~ sc:-,eC~le f:cs:"'/:·~~: ..' - ,-,~c. 
a bond cancelled or revokeo? ____L(_·V;::.iL/-----_____________________ 

If yes, give details: ---------'7H7..--------------------
!Ill 

13. List any professional. occupational or vocational licensE;!s issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination): ___----,t--l---:.~------------------

711&:AL-

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatorj a~t.~ority, or has such license held by you ever been suspended or 
revoked? j/~ If yes, give details: ____....,--.,--_________________ 

//''1 
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15. Will you or members of your immediate family be employed by (directly orJhrough 
contract) or receive remuneration from the proposed charter school? _..:.I'....::..!:wr-'--__ 

If yes, give details: -----7Zt11/'>l'.T9----------------

16. Have you ever been adjudged bankrupt? _______!1'--..C/,-"t2'----____________ 

17. Have you ever been convicted cr had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
'pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency? NIJ 
If yes, give details: ------T7""i?i~---------------------

ll}(} 

18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under It. 
supervision or in receivership, rehabilitation, liquidation or conservatorship? ~ 

(Signature of Affiant) 
State of 72tj.§ 
County of ?lJ:i1f;e.r-S 

Personally appeared before me the above named it) 'I/'atn. £: (!J,//f5 
personally known to me, who, being duly sworn, deposes and says that he/she 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 

Subscribed and sworn to before me this _--"S",-~_-___::
4I1t«.sr 

(Nota Public) /C..f ~ 
My mmission eXPire~~. .10{),5 
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TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: 
Neighborhood Centers Inc. Charter School 	 ---------------- 

In connection with the above-named organization and charter school application. I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE.-
1. 	 Full Name (Initials Not Acceptable): ______.;;.J.;;.on"'a~t"_h...;a;;..n___S_t_ar_k_e'_'yc....::D..:a"_y__________________ 

2. 	 Have you ever had your name changed? ~ If yes. give reason for the change: _______ 

b.Maiden Name (if female)--:--'-_______________________________________ 
c.Other names used at any time _________________________________ 

3. 	 SOCial Security Number': .-'"-______________________ 

4. 	 Date and Place of Birth: _""Ho""u"-'s""t"'o""n....,-"Te""x"'a"'s'--___________________________ 

5. 	 Business Address: 700 LouiSiana, Suite 1900, Houston, Texas 

Business Telephone: __-'-0!.-1"'3"")'--':2'-'=2""5_-"'70::.;l:..;l=--__________________________-'-_________ 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 

1990-2000 2126 Sunset Blvd. Houston, Texas 77005 

7. Education: Dates. Names. Locations and Degrees 

College Princeton University, Princeton, New Jersey, A.B. 

Graduate Studies .6n!1.versity of Texas Law School L.L. B. '65 
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Others ________________________________________________~_____________ 

8. List Membership in Professional Societies and Associations: Houston Bar Association, 
State Bar of Texas, American Bar Association 

9. Present or Proposed Position with the Proposed Charter School: Member of the Board of 
Directors past 20 years. 

10. List complete employment record (LIp to and inciuding presen! jobs. positions. 
directorates or officerships) for the past twenty (20) years: 

DATES_ EMPLOYER ADDRESS TITLE 
1980-82 Butler, Binion, N/A Partner 

Rice, Cook & Knapp 

1982-Present Mayor, Day, 700 Louisiana. Suite 1900 
Caldwell & Keeton HOJJ$tOD. Texas 770Q2 

Partner 

11. Present employer may be contacted:'p2250XYes No (Circle One) 

Former employers may be contacted: Yes No (Circle One) 

12. a Have you ever been in a position which required a fidelity bond?_N:.;.o"-____ 
If any claims were made on the band, give details: ___________________ 

b Have you ever been deni:-;d an insividual or position schedule fide;:~:/ :':.::,;~,:. :~ ~2C 
a bond cancelled or revoked? _.o:N~o__________________________ 
If yes. give details: _______________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination): as a lawyer by the State Bar of Texas, 

issued 1965-'-State Bar No. . License currently in effect. 
Licensed 

14. DUring the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? No If yes, give details: 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? _"-Nc::.o____ 
If yes, give details: ____________________________ 

16. Have you ever been adjudged bankrupt? _N_O~__________________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for convlc:ion of or 
pleaded guilty or nolo conrendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciDlinary proceedings of any federal or state regulatory 
agency?_~N~o~~-----
If yes, give details: ______________________________ 

18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? __N_o______ 

19. Are you now, or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? No If so, please furnish details: 

Dated and signed this 4th day of August 
lQJ 2000 at 700 Louis iana , S'-u"'i"'t-e-;1-;:9:;OO:;OO:-,---'-H;-:o:-:-u:-::s:-:t:-::o:-::n:-,-;;T;;;X~'7'7C;;0:7iO:02----

I hereby certify under penalty of perjur; that I am acting on my own ten"' - " c 

foregoing s;atemenrs are true and c~rreCi to the best of my kn wle:.:d~~7"--' 

~~~~~~~--
ignature of Affiam) 

State Oi-;-_-_'c:-e"''''.,a''';;'::-______ 
County of __I,-,h=r-L.Y"~i5'--____ 

Personally appeared before me the above named ;Z;;(!" r/w.-n ~ 

personally known to me, who, being duly sworn, deposes and says tha 'she 

executed the above instrument and that the statements and answers contained therein 

are true and correct to the best of~her knowledge and belief. 


" , I), Subscribed and sworn to before me this ___'"'.:....:.r-<--'-___ day of 
n Jh.'g-U,1t ,'\:S- ;J,ooo 

~~UL'& a.&&'41., 
(No ary Puollc) 

9 (3ID\'/,I)o'. BEBELL My commission expires .3-dl?-Joo;S 
• Notary Public, Statt 01 Texas~. My Comml&Sl.n Elq>I... 3-29-2003~ ; '" 

"'-.~ ,- -'-:'")... 
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TEXAS EDUCATION AGENCY 

OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Charter School 

In connection with the above-named organization 'and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth, (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Not Acceptable): __.....::N:.:O.::E.::L,.;J;:.:O:.:N:::A.::S_G:::RA=U.::B:.:;AR::.;T=--_________ 

2. 	 Have you ever had your name changed? ~ If yes, give reason for the change: _____ 

b.Maiden Name (if female), _____--===-________________ 
c.Other names used at any time ___--..!N~O~N:.!:E:._________________ 

3. Social Security Number": _____..-L____________ 
4. 	 Date and Place of Birth: ______ .:2=----=N::.:E::.:W~YO:::.:RK~._=::NE~W:!.....!Y:::.0~RK~_____ 

~, 	 E~";;-,,,S3 Acdress: 1300 POST OAK BLVD., "iJL~ J10 HOUSTON, TEXAS 77056 
BUSiness Telephone: ..l(7!...cl~3'-<)~9:::.6.:.1-=0~9""0!..:.5~____________________ 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ,ADDRESS. CITY AND STATE ZIP CODE 

03/97 5100 SAN FELIPE #214 E HOUSTON, TEXAS 77056 

1970-03/97 22 WILLIAMSBURG LANE HOUSTON. TEXAS 77024 


7. 	 Education: Dates, Names, Locations and Degrees 

College __..:l:.::9.::.5.::.3___....:::S..:.YRA=C::.:U~S:.:E:.....::U.:.:N.=.IV.:.;E~R~S~I~T"'Y .....___'S~Y'-!lRA~C.lLU~SE ....JlNYI..l-__..!B~S=--____ 

Graduate Studies 1957 NEW YORK UNIVERSITY NEW YORK NY MBA 
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Others ____________________________________________________________ 

8. list Membership in Professional Societies and Associations: GREATER HOUSTON BUILDERS ASSOCI
ATION 

9. Present or Proposed Position with the Proposed Charter School: BOARD MEMBER OF NEIGHBOR
HOOD CENTERS, INC. 

10. list complete employment record (up to and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: . 

DATES. EMPLOYER ADDRESS TITLE 
1966 GRAUBART & CO~WANY 1300 POST OAK BLVD. OWNER 
1990 SOUTHWEST RETIREMENT LTD. 7901 SW FRWY PAST PRESIDENT 

11. Present employer may be contacted:'P2250QNO (Circle One) 

Former employers may be contacted: G No (Circle One) 

12. a Have you ever been in a position which required a fidelity bond? ___...;N::.;O::...:.______ 
If any claims were made on the bond, give details: __________________________________ 

b Have you ever been denied an individual or position schedule fidelity bone. ar had 
a bond cancelled or revoked? ___~N~O______________________________________________ 
If yes, give details: ______________________________________________________ 

13. list any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination): TEXAS REAL ESTATE BROKER, NEW YORK INSURANCE BROKER 

14. During the last ten (10) years, have you ever been refused a professional. 
occupational or vocational license by any public or governmental licensing agency or 
regUlatory authority, or has such license held by you ever been suspended or 
revoked? NO If yes, give details: _____________________________ 
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at tl1e 

if// 

15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? NO 
If yes, give details: ____________________________ 

16. Have you ever been adjudged bankrupt? _~NOe'O_________________ 

17. Have you ever been convicted cr had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor invoivlng moral turpitude. or have you 
been the subject of any disciplinary proceedings of any fedEral Gr state regulatcry' 
agency? NO 

If yes, give details: ____________________________ 


18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
supervision or in receivership, rehabiiitation, liquidation or conservatorship? __-"N-"O"-____ 

19. Are you now, or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? NO If so. please furnish details: 

Dated and signed this 8 th day of --.:A.:.:U:.::G:.::U~S:.:T_____________'* 2000 ,at HOUSTON, TEXAS 
I hereby certify under penalty of perjury thal I am ac:w.g on my ow 
foregOing slatements are true and ccrrect to the besl of my kno 

S ta te of-;--:T::-E-:XA-:-:S-::--_____ 
County of -=-:HA"'R""R'-::I"'S_____ 

Personally appeared before me the above named NOEL JONAS GRAUBART 
personally known to me, who, being duly sworn, deposes and says thal he/she 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and beliei. 

Subscnbed and sworn to before me this ___.:::8.:::t"'h'----_-:-::- day of 

AUGUST .~~8b~ 

~~ 
(SEAL) My commission expires 10/06/03 

@
(.ii-AMBYRHOPE 

~ ~ MY COMMISSION EXPIRES 

,P'<#, OCTOBER 6. 2003 
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TEXAS EDUCATION AGENCY 

OPEN·ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAl. AFFIDAVIT 
(Print or Type) 

Full Name of Sponlorlng Entity and Name of Proposed Charter School: _____ 
Neiahbo~hood Cente~s Inc. Cha~ter School 

In connection with the aeove·named organization and charter school application. I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet If space hereon Is InsUfficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR ·'NONE". SO STATE. 

1.' Full ~ame (Initials Not Acceptable): uJ. II i ,un J),.J ~U/ 
2. 	 Have you ever had your name changed? Mit yes. give reason fer the Change: ____ 

b.Malden Name (lffemeI8)'-.____________________ 
c.Other names U$8d at any time __________________ 

3. Social Security Number": 

4. Date and Place of Birth: _ ~t::.,b_l_I-=3.~'2-=--------------_
5. 	 Business Address: bt30 I M;;m PA-~..... ,7-'<' ::r;r,>o Lj 

~usiness Tetephone: <to-.m- 711 <i' 
5. 	 List your ~esidenca5 for the last tan (10) years slarting with your current address. 

giving: 

OATES ADDRESS 	 CITY AND STATE ZIP COP.e 

7. Education: Oates. Names. Location!! and Degrees 

College B.S.· gAff -y.XI}S ~r-1/£ - /.#J )"3 


Graduata Studies fi1.fl· At) 6.oyt 3.TI1=G up,.J 


63 



Others _________________ 

8. I.ist Membership in Prof,sslonal Sodetles and AssoclaUons: 1?OlM3Y Ij~uenoP Ai 

9. Present or Proposed Position with the Proposed Charter School : --"~"""<~='--_____ 

1O. Us! comple!e employment record (up to and inoluding present jobs. positions, 

directorates or officerships) for the past twenty (20) years: 


19~- DL:L/;;&::...i-S--loP.7'?ruP:;Ib>.':Q=<..<~;=-"~~~:;;:a.4Ie",-;Jl...:oo;o.L;J;~W~~-ttDdt-r;-;;r;~-::;;7:::~--:::l'~?"7''~795I\;?";O=~r;---
j}'fAluq I1i:WZ1t~&;jt£,di~~1 Vi~r1f W%~ 

11, Present employer may be contacted:.p~ No (Circ!e One) 

Former employers may be contacted: Ye No (Circ:e One) 

12. a Have you ever been in a position which required a fidelity t:ond?.....L.JJ:.......c2......___ 

If any claims were made on the bond, give details: ________________ 


b Have you ever been oenled an individual or :051110n schedule ndelny bord, or ha~/! 
a bond cancelled or revoked? __________________-i.1.""/4J..;,_~___ 
if yes, give details: __________________________ 

13, Ust any profeSSional. occupational or vocational licenses issued by any puCi;c or 
governmental licensing agency or regulatory authority whiCh you presently hold or 
have held In the past. (State date license was is~ed, issuer of license, date 
terminated, reasons for terminationj: ____.:...f/!"''-1h''-'-''''6--==='--___________ 

14, During the last ten (10) years, have you ever been refUSed a professional. 
occupa~onal or vocational license i:ly any publiC or governmental licens,ng agency or 
ragulat~rity, or has such license held,~Ou aver been suspended or 
reyoked?~ If yes, give details: /L~ _".____________ 
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(Notary Publlc) 

15. Will you or members of your immediate family be employed by (direCtly 0 through 
contract) or receive remuneration from the proposed charter sehOol'? -I-:>J.-'-"'-__
II yes. gille details: ________________________ 

16. Have ~ou ever been adjudged bankrupt? __~d""L".....ji.J______________ 

'17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentance suspended or been pardoned for conViClion of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging, a felony or misdemeanor involving moral tl.rpitude. or rave you 
been the subje f pf ~ny disciplinary proceedings of any federal or state regulatory 
ageney7 I r . 
It yes, give details: ________________________ 

18. Halle you ever been an officer, director. trustee. investment committee member. key 
employee. or controlling stockholder of any businen, which. wh!le you occupleo any , 
such position or capacity wilh respect 10 ~. became insolvent or was placed under !l / 
supervision or In receivership. rehabilitation. liquidation or conservatorship? /.f/y 

19. Are you now, Ot' ave you been. within the past five years, a plantiff or defendant in 
any lawsuit? / ;' If so. please fumIsh details: _____________ 

Dateo and Signed this / / day of ~ 
19 AW(I • at .5$ -lod!::!'!.;¥,~~----..-... -__-•.-.._-._-•..-._-_,_:_---

I ~ereby certify under penalty of perjury :hat I am acting on my own behalf. ~n() that the 


foregoing statements are true and oorrect to the best of mt..1t~:d9.:::~i~~ 


_ (Signature clan) 
State of ~. 
County 0 ~6-0 

F'ersooaUy appeared before me the above named _ .../;..)""t2~I1'-+M:p.!.-')~0.{.._________ 

personally known to me. who. 1:181ng dUly sworn, deposes and says that neiShe 

executed the above Instrument and that the statements and answers contained therein 

are true and correct to the best of hi6lher knowledge and belief. 


Sul;lj::ribed anet sworn to !lafore me this _,/.1,/.1___",:,::, 

~T .~~~____~______ 


(SEAL) My commission explre~-LP-j.~+",~="'" 
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TEXAS EDUCATION AGENCY 
OPEN.ENROLLMENT CHARTER SCHOOL APPLICANT 

BIOGRAPHICAL AFFIDAVIT 
(Print or Type) 

.. 
Full Name of Spon$oring Entity and Name of Proposed Charter School: ________ 
:'l'el~llburhood Ce.nters I:1C:. Chll.~'tQ.r Sehool 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
fcrth. (Attach addendum or separate sh....t if space nereon is insufficient to answer any 
questions fully.) 

IF AIiISWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Not Acceptable): S7@Jk;N /l?h£fO N ~~ 
2. 	 Have you ever had your name cnl1!ngAd? JJo If yes. give reason for the change: _____ 

b.Maiden Name (if female)~______________________ 
c.Other names used at any time 

3. 	 Social Securitj Number': ___ 

4. Date and Place of Birth: _--':: u_-..!:;;...::!k~:..::.J::...!..:~:::...:,.J:::,/~.....!VJ:.....Kc...-
5. Business Address: --.-:~=-.:t2.:::::::.W;..;Ei'.=;J&~W714-!:;:'I~tJ:!.......';;/~$~~.;;:O-::--....!...~.::!..::':::.:'t::::!:~~N:.L(..!.!NJ.i::..'.!...7.£..7..::M:::::..AiL 


Business Telephone: _..;..._'1.J...:.I-".:r~-...!!.'...?~.5~-.....:E~7.£....::.O~O:::..------------

6. 	 List your resider.cas for the last ten (10) years star-ing with your current acdress. 
giving: 

DATES ADDRESS ZIP CaD!; 

7. Education: Oates, Names, Locations and Degrees 

College t/At2.v./Je..]) {bc..C-~'E" 
Graduate Studies ____ 
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Oth~r~s----------------------------------------------------------

10. List cornplOlte er.lployment rec,:,ro (up to and includirlg present jobs, ~ositions. 
direc(orates or officerships) for !he ;Jast twenty (20) years: 

11. cresem emplOyer r'!lay be contacted;>P22SE.)0 (Circle Cne) 

"armer employsrs may be cont"ctecl' Yes No (Cir:ie One) /"f"N '/'Il 
12. a HC:iY~ yo\..! e'ter b~-en !n a ?os:tbn \",'hich requirad a. fide!it/ jcr.d?__--<r_"'J'-''''C'_,___ 

Ii any claims were made on the oo,~d, give delalls: _________. 

b Have you ever been denied an individuai or ;::0511:00 scheaule (;aa :ry SGr::. " 
a bend cancelled or revoked? No 

If ye5, give d.,t"ils: ________________ 


13. List any profeSSional. occupational or vO<:4Uunai licenses issued by any public or 
governmental licensing agency orregulalory aUlhority wnich you presently hold or 
have held irl the past. (State dilte iicens~was issued, Issuer oi iicense, date· , 
tarrr.in"ted, rea~cns for terminationj: &~tie.:c:. LIEf{ IAU - ~A--f 

14. CIJring tna last len 1'10) years. t'ClVt: yOlO ever been refused <:l profcce,onol, 
occupational or vocational license by any public or governr-tenlal !iceilslI1g agency or 
regulatory aut/lrity, or ras s~ch liCEnse Mid by you e'ler Cieen suscended ur 
revoked? 0 :f yes, give detaiis: 
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15. Will you 0, memeers of your immediate family be employee by (directly or through 
contract) or recei'l9 remuneration from tne ;>roposea C,'1arter sct,uul? Nt? 
If yes. give details: ___ 

i6. Have you ever Deen adjudged bankrupt? ___-'I'Vl'---"-"O'-______________ 

•7. Have you ever been .:on'licted or had a ser,tence in-posed or suspended or hao 
pronouncement ot a sentence suspenaed or tJ~l~ panjonec 'or ccnviction of or 
pleaded guilty or :1010 contendere to any Information or indlc!mel'll ,:harging any 

felony, or charging a felony or misdemeanor involving moral turoltude. or have you 

baen the subject of <lny rii5eipiinary proceedings of any iederal Dr state regulatory 

agency? ~ , 

If y .. :5. give details: 


18. Have.you ever been an officer. director, trustee, investnr,ent committee memller. key 
employes. or controlling stockholder cf any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
supo;,vision or in receivership, rehQbilitalion. liquid:atlon or con5ervator~hin? /Vb 

1S. Are you now, or have you been. within the "a:51 five years, a planliff or defendant in 
any lawsuit? NO ,if so. please furnisn details: 

Dated and signed this _12if= jay of __tfA/6S=:.fAi-'..s:~r-__------, 
~-":;::Cl)c;,, at ~,{.S?,~ '" i (fe-a"' .,________ 

";--;e:,::~"V ::..<i;f:! .X\.~'::" ~-:J;'?'~\' ~~ ~t:~'>:-,/ ~~':-;: l am ac:;ng en my own :s:~ai:. 8i"'.1: {:""rat the 
;oregoing statements are :rue a~c ca;rect ',0 li,,,, bes: oi my k wied e I'M '::~fJ 

,m . ~~_~~==~__ 
(51 rdtl.,;ra ot AfiianC,l 

State of Tn..x:b.P.i-
County oft+- f) ') D &1 
Personally appeared before me tre above named ~T~~E.N "''-~EMW 
personally Known to me, who, being duly sworn, depo~es and 9ays that hc,l~he 
executed the above instrument and that the stataments and answers contained therein 
are true and correct to the best of his/her knowledge ar:d belief, 

Subscribed and 5"105' ~ before Me this _'_7 =t:'A=-I-" day of ___ ",'___ 

k'&~I...L ,~ .;L~O 

;Rep! N ~I£ t1~QQ9 
(Notarj Public) .' 

My co""nissior. expires if'!? r~'G--&. 

~ 
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TEXAS EDUCATION AGENCY. 
OPEN·ENROLLMENT CHARTER SCHOOL APPliCANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Cha<ter School 

In conr.ection with the above· named organization and charter scheel application. I 
herewith make representations and supply inFormation about myselF as hereinafter set 
forth. (Attach aadena'Jm or separate sheet if space hereon is i~sufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 	 . 

1. - Full Name (Initials Not Acceptable): ChrtsttYB Hbral.es Krasn1cL 
2. 	 Have you ever had your name changed? .D.Q.lf yes, give reason For the change: _____ 

b.Maiden Name (if female )-::----'bd<=..J""b""rwal'"""....£..~$"--_______________ 
c.Other names used at any time ___-::--=====--____________ 

3. 	 Social Security Number": 

4. 	 [-<ite and Place cf Sinh: 

5. 	 BLsiness Address' 
8usiness Telephone: 

6. 	 list your residences lor the last ten (10) years startir.g with your current <;Odress. 
giving: 

DATES ADDRESS 	 CiTY AND STATE ZIP CODE 

7. 	 Education: Dates. Names. Locations and Degrees 

College IVtalffi \ . 
Graauate Studies ___-'-_~__________--'l;_-'-<l...I...!.h~YiUJu.,.J.""'t_ 

lqq~'f: 

'.'; . 



Others _____________________________________________________________ 

8. List Membership in Professional Societies and Associations: -'-C...J(i"''lh.e''-J'-''''_/<-__________ 

9. 

1O. 	List complete employment record (up te and including present jobs, positions, 
directorates or officershios) for the pas! twenty (20) years: 

DATES EMPLOYER ADDRESS 

11. Preser'lt employer may be eOr'ltacted:'p2250X§:l No (CirCle Or'le) 

Former employers may be contacted. @ No (Circle One) 

12. a Have you ever bee~ in <; pDsition whici' req"lre:! " ,cde!it':! to"d?_._-,-n_,:.oO~____ 
If ar.y claims were mace en the bond, give details: ________ ,.,.___, 

b Have you ever been cenied an ind;vic~al or ~csitj~n schedule f:c~l;ty ~cc,~.:" nad 

a bond cancelled or revoKec? _..ICc...:l'i'_""/L-____________ 

If yes, give details: ____________ 


13. list any professional. occupational or vocati'Joallicenses iss'Jed by any puOllo or 
governmental !icensi~g agency or regulator/ authonty which you presently hold or 
have held in the past (State date license was issuec, i 'er of license, c,n:L 

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmenmllicersing aGency or 
regulatory authority, or has such license hela by you ever been suspercec or 
revoked? m If yes, give details: _______________________ 

r ~ _ter . atec rea~ons for term in ticn )I~:~£~;;e~_~~.A)~:A~~.--l2LC~~:!'Ii.-. 
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15. Will you or members of your immediate family be employed by (directly or th:Qugh 
contract) or receive reml.:neration from the proposed charter schooi? __OI-...L:Uu..__ 
If yes, give details: ___________________________ 

16. Have you ever been aCjudged barkrupt? _ f'\.-.:O:::...-__________________ 

17. Have you ever been convicted cr had a sente.1ce imoosed cr sLspended or had 
Dronouncement of c sentence suspended or been pardoned for conv!ction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a f2iony or misdemeanor involving moral turpitude, or have you 
been the sICbject of any disciplinary prcceedi"gs ,of any federal or state regulatory 
agency? y=)() 
If yes, give details: _____________________________ 

18. Have you ever been an officer, direc,or, trustee, in'/estment committee member, key 
employee, or con~rolling stockholder of any business, which, while you occupied any 
such position or capacity wth respect tD it, became inSOlvent or was placed under no 
supervision or in receivership, rehabilitation, liquidation or conservatorship? __~~::...__ 

19. Are you now, or have you been, within the past five years, a Plan~ndant in 
any lawsuit? \fe:5 . If so, please furnish cetails: VYi < 

Dated and S!ned thisr--'-''''-_ 

1@l?DQ. at L.:.1,i:ff:.t.1oCLL-1':fl"Ld1.4'-+-_!:!J.~~~~~¥~~-_+ 
I hereby certify under penalty of perjury ihat I a. cting on ' / 

foregoing statements are true and correct to the best of my [tIJ;tILJV 
State of \e~ 
County oCftarvl;; 
Personally appeared before me the above named c.JJ Yj5b na td. fus'y\ IL 
personally known to me, who. being duly sworn, deposes and says that he/sr/e 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/he' knowledge and belief, 

Subscribed andJfWorn to befor~ me this __\.!..:::o-th~___ 
,tt"lA 0Hs-c -=--'!:..:~~...,L-----,--,j,. 
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.' , 

TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: 
Neighborhood Centers Inc, Charter School 	 ------- 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 	 . 

IF A~SWER IS "NO" OR "NONE", SO STATE . 

. 1. 	 'Full Name (Initials NofAcceptable): Fro n " e5 .Glovec ,-See,lAca 
2. 	 Have you ever had yourn~me changedi.lil... If ye~~ give reason for the'cha~ge: _____ 

b.Maiden Name (if female ), __GL-r.JIu,ouv...,:e....CL.-___________________ 

c.Other names used at any time _________---,____________ 

5. 	 Business Address: ____""7'LC-_____________________ 

Business Telephone: ___7..:....______________________ 

6. 	 List your residen-;"s for the last ten 1.10) years starting with your current address. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 

7. 	 Education: Dates, Names, Locations and Degrees 

~~£:Jt~~';f~~~~:jj,~;;~:.~.. 
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)thers -----"""7%L--------------------
/'z 

Lit Mem~shipJp.f'rojessional Societie~ and Associations: ______________ 

8. le1tLl!.b.; De+a ,SaV'Ql'"'lt~ 

9. Present or Proposed Position with the Proposed Charter Schooi : __~!I,-,-",D,--_______ 

1O. Lisfcomplete employment record (up to and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: 

No (Circle One) ;V4

or-

Former employers may be contacted: ® No (Circle One) 

12. a Have you ever been in a position which required a fice!ity bond?_~;V!c..!..",d,--___ 
If any claims were made on the bond,glve details: __· -'-_'--'______________ 

:J Have you ever been denied an individual or position schedule fidelity bone. 'Jf had 
a bond cancelled or re'/oKed? _LM-"--'(}"'-_______________________ 
If yes, give details: _____--:>"/''--_______________________

._=:2_.__ _ 

13. List any professional, occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was· isstJed, issuer of license,.date 
tenminated, reasons for tenmination): __-:;,...-____________________ 

Z 

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmental licenSing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? Nd) If yes; give details:· __._._,,__. ____. ..c,.____________ 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? IV0 

If yes, give details: ____________________________ 


16. Have you ever been adjudged bankrupt? __--'N-..,;:O:-.._______________ 

17. 	Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviclion of or 
pleaded guilty or nolo contendere to any information or Indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or slate regulatory 
agency? 111& 
If yes, give details: _____________________________ 

18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you. occupied any 
such position or capacity with respect to it, became insolvent OF was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? _~AI<...:...-",O",-____ 

19. Are you now. or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? NO. If so, please furnish details: 

State of T<rStf;; 
County of 1r-&7/2/1• 

(Slgnani're cf Affiant) 

Personally appeared before me the above named Fd4ttc'f 5 Gill/a ~4V,4d./
~ 	 ../

personally known to me, who, being duly sworn, deposes and says that he/she 
executed the above instrument and thaI the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 

(j-tli- day ofSUbscribed~ SWOn1 to before me this 
,'1,,/')/ , 1-B-4,1/-z-piZ; /' -;I4 / 

~' ?0i~"-
'~ SYLVIA R. MARTINEZf·;tk1*' NOr.l~IflUBLIC

\;~-~ stat.e of Texas . 

~.:W Comm. Exp. 11~2001 
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___---, 

TEXAS EDUCATION AGENCY 

OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: 
Neighborhood Centers Inc. Charter School 	 ------- 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1 . 	 Full Name (I nitials Not Acceptable l:,....-..!:D..:,O:....:N_:....:A.:...&-cA-'.If'-....Cf_IA_'_K_K_l_t_5_0_"1_______ 
. 	 . 

2. 	 Have you ever had your name changed? NO If yes, give reason for the change: _____ 

b.Maiden Name (if female) ________________________ 
c.Other names used at any time 

3. 	 Social Security Number':_-----' 

4. Date and Place of Birth: --=g _--"-8.:.6A:....-",_m_O-'.N_J-I...:!n~G:..:.x::..;IT~)_______ 

5. 	 Business Address: [20Q < '" ..,., I 

Business Telephone: ,1'1 ',. o· 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 

17181 
IH81 

7. 	 Education: Dates, Names, Locations and Degrees 
. . 

. College ~Ol.(ll/llr( II Sf,ol;\,E VII I'Ic:aSl ry ,f>kfON e ~UIqCr ! f.,A 6. $. - kCto~N rr ~b ··)W· 7~ 

.",-",. 
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-----------------------

Others _______________________________________________________________ 

8. List Membership in Professional Societies and Associations: Am~e,c~I'I [/{S\lI1i\TG Or: 
C<iil-ill-«(;O r'l.,,~qc kCCO\JNfA II rJ -- 

9. Present or Proposed Position with the Proposed Charter School: _--,-,N_oK--,e,--'__________________ 

10. List complete employment ,ecord (up to and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS TITLE 
C\\~~\frlU: C~~Il"Y [tiC. 'zoo 517\\lll sr. I1&VlSro~ . r~ G~'G(- frr(N(CI~ ~ Qr:r:,~(2 
GfnoCiJ~p Ilo{CO(LPU/l.tl1ltj) 1'7tO l!2efti5PoINr f'kl1,,( 912 , flOLl.srO"~ vP, FlrI"Kr,G 

11. Present employer may be contacted:'p2250~ No (Circle One) 

Former employers may be contacted: @ No (Circle One) 

12. a Have you ever been in a position which required a fidelity bond?_...:IV--'Q'----_______ 
If any claims were made on the bond, give details:--'--"_/l_________________________________ 

b Have you ever been denied an individual or position schedule fidelity bone. or had 
a bond cancelled or revoked? ...:''=0________________________________________________ _ 
If yes. give details: --.:..:K.;..A_____________________________________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license. date 
terminated, reasons for termination): ePA CI:i~(I(,c.AfiZ - l\I<\I< fJP 1t')11>J5 ~o~M M: 
~u0Llt ItWlH(,,.,NCy - Iq11 

14. During the last ten (10) years. have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? ND If yes, give details: -'.:N.:.~~______________________________________ _ 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter schooi? NO 
If yes, give details: If f.. ----

16. Have you ever been adjudged bankrupt? _11_0___________________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency?_-'-rf_O___-:-:---
If yes, give details: -'..N_A____________________________ 

18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such pOSition or capacity with respect to it, became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? ...;11"-0_______ 

19. Are you now, or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? f(O . If so, please furnish details: _11_"'______________ 

Dated and signee. 'his ~ fI\ day of __A_«_~_t(_i_r____________ 
% 2000 ,at I-fO\\~rON ,T6XilS 

I hereby certify under penalty ofperJur/ that I am acting on my own cenci:. 21~O that the 

foregoing statements are true and correct to the best of my kno~Jvf~.erv\J\lmr~ 

(Signature of Affiant) 
State of reX~5 
County of --"M--'~_IU1'-'I"')_____ 

Personally appeared before me the above named Dot! AvllN '1IMlk ~G )aN 
personally known to me, who, being duly sworn, deposes and says that he/she 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 

Subscribed and sworn to before me this '1 '-I- h day of
eJ u <or ,<st --'-----,.-%.,- .-;)CCC 

rl 

/~;;;:i;;;;;.., KIM PF8FER 
(=\F~.\ NotalY Pub41C, Stale 01 T.,as 
\~\.~! My CommissiOn Ex;iims
\~";""Cf ,t....f,./ Sept. 3, 2002 .................... 
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TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: 
Neighborhood Centers Inc. Charter School 	 ------- 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 F~I Name (Initials Not Acceptable): NAIJ(i KATHf, yN WC>6L DRIO 6 C 

2. 	 Have you ever had your name changed? & If yes, give reason for the change: _____ 

b.Maiden Name (if female) ______-'-_________________ 
c.Other names used at any time ______________________ 

3. 	 Social Security Number': 

4. Date and Place of Birth: .r.k>..JI!..k(.LI-~!1c..:,''1.!.:<J::.:,''';:..£D-r)--,/~x'________ 

5. 	 Business .!.ddress: j.) &r{i£thll' AY PL~ 'l4 SF£' JIt l'l mUS/11N,. 7Y 77 D If r" 
BU5,ness Telephone: 'J /2>. 5,) /. ~ f D n 

6. 	 List your residences for the last ten (1 0) years starting with your current address, 
, giving: 

DATES ADDRESS CITY AND STATE ZIP CODE 
----~/h7Ul!~~.:.--#P~R&'i~€N~'TL---"i)t.:1L7!.."SL....!i.:!£:V\)\LJO'.Lr.Er<:tL!>!J~c.!!...OJJ.O_&tI....!I.!Lf...J.I_-l.JM~lJW~tJ~L2Y"___ ) 7 'b 3 <::,) 

7. Education: Dates, Names, Locations and Degrees 

Graduate Studies_==--_______________________-'



_____________________________________________________ ___ Others _--

At I.A9. Present or Proposed Position with the Proposed Charter School: _-,--'''=---I-.L"'''-_________ 

1O. 	List complete employment record (up to and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: 

DATES < EMPLOYER ADDRESS TITLE 

11. Present employer may be contacted:<P2250@ No (Circle One) 

Former employers may be contacted: ~ No (Circle One) 

12. a Have you ever been in a position which required a neelity bonc?~{~Av_I_0_____ 
If any claims were made on the bond, give details: .LN=fI-,-J.-=-I___ 

b Have you ever been denied an individual or position schedule fideiity CC-'1C. Sf nad 
a bond cancelled or revoked? ~Nl1L'.::()________________________ 
If yes, give details: ..!,1\j.ll'J-/.t:.A-L-___________________________________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 

terminated ,~asons for termina?n): -------,--..,.,-----;;----70-----,--,-------:::-;,,--,,-::--::-- 
TErM' /EYAS S:'D'ti'E &:Aio or=- Pv tit. tC 4'ULf/\/7P-IJc:Y C@ CECDE7c4f£

#= ~,3 (':,b ~ ) ISSUeD m,4V IS" IZrPD ;;; 

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? rJ)) If yes, give details: N,..::I"'I-LA--'----____________________________ 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? .:-NlI..'_=O'-___ 

If yes. give details: _____________________________ 


16. Have you ever been adjudged bankrupt? _,'-.:0"-L"'\___________________ 

17_	Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude. or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency? I\! 0 
Ifyes.giv-e~'~d-=e~ta-i-Is-:~~---~~~~~~~________________--_______ 

18. Have· you ever been an officer. director, trustee. investment committee member. key 
employee, or controlling stockholder of any business, which. while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
supervision or in receivership. rehabilitation, liquidation or conservatorship? J..N.",'c:O==--______ 

19. Are you now, or rave you been. within the past five years, a plantiff or defendant in 
any lawsuit? \,0 . If so. please furnish details: _~-:::.______________ 

Stateof~ ecfo c> 

County 	 <>C'c" " " 
Personally appeared before me the above named NQ",C,' \(&1~) ~ )00\6 c' ~(1 
personally known to me. who, being duly sworn. deposes and1says that h {she 0 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 

Q~
SUbst~d ~d s/:_ to before me this ---"-=------;:~-:;-(ZdaYO:f :0 : 
~elLh

l~~#i,.~:'='··';~ENDA DAVIS (Notary-P~bliC) 
I~ .',} MYC~~6JExPir.s My commission expires 0-?1-0\ 
L" ,I.f~· : FSbl\lary 27. 2001 
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TEXAS EDUCATION AGENCY 
Addendum to questionnaire 

10. 	 List complete employment record (up to and including present jobs, positions, 
directorates or officers hips) for the pa~t twenty (20) years: 

Dates Address Title 
1999-present 

Employer 
12 Green way Plaza, WLSC, Inc. (self President (Legal 

employed) Suite 1100, 
 recruiter) 

Houston, Texas 

77046 


1989-19.99 5555 Morningside, Dilworth & Vice President and 
Wooldridge, Inc. Suite 206, Houston, Treasurer (Legal 


TX 77005 
 recruiter) 

1987-1989 
 1200 Enclave Whitaker, Fellows Legal Recruiter 

& Associates Parkway, Suite 200, 

Houston, TX 77077 


1985-1987 
 650 Lyric Center, CPA 

Houston, TX 

77002 


1979-1985 


Cummimgs & Co. 

1200 Smith St. CPA - Audit 
#3060, Houston, TX 

BDO Seidman 
Manager 


77002 

1977-1979 
 711 Louisiana, Suite: CPA - Audit Stafi' I
Arthur Andersen & 

I 

1300,. Houston, TX : i 


77002 i I 

Co. 

http:1989-19.99


TEXAS EDUCATION AGENCY 

OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Nama of Proposed Charter S.::hool: ________ 
Neighborhood Centers I~c. Charter School 

III t;onnectlon with the aOave-named organization and charter school application, i 
herewith make represer,ta:ion:; and suoply information abou. myself as hereinaitec s", 
forth, (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully,) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Fuil Name (Initials Not A<.::;""laole): ;:10 Pt 1'1 I" k ~00 tz....T!:tAt-d 

2. 	 Have you ever had your name cl1anged? yes If yes, give reason for the change: _____ 
l.!, pdI. f iw6 

b.Maiden Name (if f..,m"'Ie)'_...!b=8-..D.:W:;!.J..:N:!.-___________________ 
c.Other names used at any time _______________._______ 

3, Social Security Number': 

4. Date and Place of Birth: READ 1N6-; Bt;;:OZ i<.:'2li'i iZE.., g~c_<..AN,=D<___lM:.!, _ 

Bt.;siness Address: __----C>"'-::)."').1;::-____ 

Business Telecnone: ___---!..:N~O~I\Ju;~=.·__________________-

6. 	 List your residences fer ~he las{ ten (1:l) years s~rtin~ ",tr your curr"."t acdress. 

giving: 


DATES AODRESS 	 C!iY AND STATE ZIP CODe 
:fAN IQ'3K-PCffiFN1" «eM INE61J .. PrTE HoOSTO"i 7''' 7101'j 

:DEC. ''!!P-ThN '9g :sq lW;:(f$, CJ{OiAlMp."il,)\t (l1gQl..D eJf>1.!t'ND 
ifU~f '90 - 42Ec. ''1 tr J BAnu III roN 1!DUSf,.CJ""R.C.If ,'1R Fr;;:)", ArM 5l'WkW .. eNAt ,..,lD 

7. 	 Education: Dates, Names, Locations and Degrees 

COllege Q.)Ck.'I-Jca;.p.M.s!±ieE CDLtk6t !±U:sJ± tuyc.ouSE:,.e.~(n.hND 
e,., ItliNS C.i?ZAw c ';;, ± G=tkS S 

Graduate Studies NON':;'-"' 
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Others NONe 

S. 	 LIe! Member:;;hip in Profc~:3jonel Societie~ and A:;;oodCltion~: ________._______ 

iVONt: 

9. 	 Present or P~oposed Position wiih the Proposed Charter School. _____________ 
NONE 

- O. 	List complete employment record (up to and i:1cluding present jobS, positions. 
directorate~ 0. officerships) for the past twerty (20) year", 

.. 

11. PI",~e,.'t employ"" Ill<ly be ccntaeted:·p2250XYes No (Circle One) Ne Ii.J..H>c...oY~K 

----Former employers may be contacted: ('{s~ Nc (Circie One) 

~ 2. a Have ycu ever be~n in a pcsitic,n which required a i~Ce!ity bo;,~c?__-"t.~+~___ 
If ;<ny r.1<'lim!' w;:,rp. m",d'3 0'1 th~ bo~d, giv~ det<1iis: ______ 

t Have you ever bser, c':~niej e.n indl'/idu;;l;: c:- ;:csition scr:.ec;~:!~ f:de ::'!' ~::-:::. -::" ",090 

a bond cancelleG ·:Jr re';Or:eO? _j,~.Ll-"O,--________________________ 
if yes. give datails: ________________________________ 

i 3. List any professional. occupational or vccationai licenses issued by any public or 
. gevp-rnm.;ni:;>1 licensing agency or regulatory authOrity which you presently hold or 

have held in the' past. . {State date license was issued, issuer of licens~, date 
t.crmim:lted. rc.,,,ens fer termination\' __"':.:;''''O:..;N!O;;:!:=-___________________ 

'4. Durrng the last ten (10) years. have you ever been reiused a prois55ional, 
occupatio~ai or vocational license by any public or qO'lernmentallicensinq aqency or 
regulatory a '-'thoMty, or has such license held by you ever :Jeen susDended or 
revoked? NO If yes, givp. c1",tail,,· _______~________________ 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? _N"""Q,-__ 

If yes, give details: ___________________________ 


16. Have you ever been adjudged bankr:.!pt? __tJ1=O"-______________~___ 

17, Have you ever been convicted or had a sentence imposed or suspenced or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitT..!de. or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency?_-4N~Q~______ 
If yes, give details: ______________________________ 

18, Have you ever been an officer, direClOr, trustee. investment committee member, key 
employee. or controlling stockholder of any bUSiness. which, while you occupied any 
such pOSition or capacity with respect '0 it, became insolvent or was placed under 
supervision or in receivership, rehabilitarion, liquidation or conservalorship? _""N,.,I"'O'--____ 

19. Are you now, or have you been. wiihin the past rive years. a plamiff or cefendant in 
any lawsuit? 'NO . If so. please furnish details: 

Dated and signed this trIA. day ai __ .&~\,Q,~·r,--_._________ 
~OQ , at -!±oj) ;''''-Ot:,! --T'~Y ___--,-______ 

I hereby certify under penaity cd perjwr/ :hat J a:,· ac:if":9 Cr: ll!j: ':)1,1/;"'1 t·.=".:;':, ~:~.:.: ~.":2\ ~h~ 

foregoing statements are true and correct to the bes( of my 

State of ~ 
County of'A ) 

Personally appeared before me the above named ~llJ ~1 Gri.h~ 

personally known to me. who, being duly sworn, cepoS~har he/she 

executed the above instrument and that the statements <lnd answers comained {herein 

are tnue and correct to the best of his/her knowledge and be!iei. 


Su cribed and sworn to before me this __'lGl--'t.....£<L.I.___ day of 

~~~d..&.&-________. 1"9- .:J. 000 


fY};JtAA 01. ~ 
i'~ 

My commission expires ______ 

,.~~~".~~..--------------. 
J$.~,*. MARY T. BAl~ 
=:.t .I':~ ~ry Pucnc. S!att, ofT_ 
~............-- ".,.0: u... 1' ..---:

'?"'~O;~+....." ..., YVilomisSolOn ~rts Q6.JO-04 
"""""~' 65 
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TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter Scheol; _______ 
Neighbcrhoo~ C.ntQr~ I~c. Ch6r~.r 5choDl 

In connection with the atove-~amed orgamzatior. <Inc c"Iar.er school appl'CClliorl. i 
herewith make represe'1t;;tlt')M and SU;Jply information QOoW ~yseif as ~ersinafte' ~et 
forth. (Attac.n adde:'ldum or £epOrllte !hee! if 3pace ;-'''''';UII I~ Ic.~umcient (0 answer any 
'luestions fully.) 

IF ANSWER is "NO" OR "NONE", 50 STATE. 

1. Full Name (initiais Net Accep>~bie): 4£T4(.(f? r.. Al.I.LE:: So 

2. Have you ever had your :'lame changed? 1JO Ir ye~. give reasen for me change: ____ 

O.Maiaen Name (if lemale),_______________________ 
c.Other narr.es used at any tlIT'!! ______________________ 

3. 5cci~1 Security Number'; 

~ Date and Place of Biron: __""If,--I.S hi 

6 Ust your r03icences for Ut~ li:::IS: ·:en ('l en years srartlng w!th your c:;rrei( accreSS . 
• iving: 

OATES QTY AND STATE ZIP CODE 

(gq -\>Pp:,e..; r --,~S=c(::-,-O~(:-{-:'T::- ..,::;,;oo\t~---::"1"7 03.{...-,·-:"-t.L;-·-----;~~t-::·,-:-:(!;-..,_rt'=-;::-('oJ 

7. E:!uc:ation: Oate~ Names. Lo<;ations .. nd Oegrees 

Gri:lduate S,Udies ______________________ 

- ~",,~" ' . 
-f" .·c',_~:,::~;~r· 

http:c"Iar.er


----------

9 

, 


OUlers - 

8. List Membership in Profes~ional Sucil:ltil:ls and Associations: ---------------- 

Present or Proposerl Fosition with tha "roposed Charlar SchoOl. I-- It ________ 

10, list compie:e employment-ecord (up to and ;~ciudin<; ~resent jobs, ~oslticl1s 
directorates or officerships) ior the past t'NenlY (20) years 

11. Present err,player may be contacted, 'P2250~) NQ (Cire:e One) 

Former employers may be contacted: Yes No :Circ:e One) 

12, a ~ave you eve!' bep.n i~ 10 position which ~ealJired a ~"ice!ity r:.or:j,,_~,,-.::.'::.6____ 
I: ;ny d;ims were ",ade on the bond, give det" is: ___ 

n Have you ever been denieo an individual or position SC,1ea~e !i:2,:ii::-'c.. ~('-,c'; 


a toro C3nceilelJ or revcke~? __ ..___. ~",-..c'C,--'___ 


If yes, give details: ______________ 


i 3. 1.;.1 'my iJrQ(e~!5ional. oCCUpatiOnal or vocatlo"allicenses issuec by any pu~iic or 

governmental licensing agency or regulatory authority wnlcn you presently nOlo or 

have held in the past. (State date license was issued, issuer of license, date 

:erminated. reason!; fer lermination): ___._____ 


14. During the last :en (lU) years, nave yeu ever been refused a profesSional. 
occupational or vocational license by any pL!olic or gcvemmental licensing agency or 
regulatory authOrity, or has such license held by yow evar teen suspended or 
r;;!VOKlld? I'!~ If yes, give details: 
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------------------------

15, Will you or members of your immediate family be em;>loyec ~y (dire~:jy Qr through 
contract) or rec.o;we remuner<ltion from the :;ropu~eo chaner schco;? 1.:0 
If ye~, give d,,1311~, 

10, Have you ever bee~ aa:,"cged barkrupt? __.'... .'~\ ___________.____ 

17, i-1ave you ever been convicted cr had a sente,1:e irtl()Q~!:lu ()r ous;::enaed or Md 
prcnouneemem oi a ~entel1<;" suscendea or been careenea tor Convlclior, cf or 
pieaded gu'lty '): nela cOntendere 10 any informatle'n or indictme'li chdf;lng any 
felcny, cr charging a felo~y or misdemeanor invoiving morai lurpi:ucre, c' h::.vl" you 
~een me s'~tject of any disc:~ii"ar! ~ioceecinos of any fec~rai cr state regulalory
agency? _ IJ 0 

If yes, give -:d..-:,t""'a-::/s-,-=-=======_____________.___________ 

18, Have you ever been an officer, Cirector, rr.JsreA, investment c:~mltle" member, key 
employee, or controiling stocK'1oider of My businets, WhiCh, whiie you occuoied aMy 

such position or c;lpacity '"jth 'esoect to It, became ;n~ci"ent 0; was olaced uncer 
~upervi$IOn cr in rccei'ver:nip, rehatiiitation, liqult;atic:l cr conser,atorship? __"--_'_0____ 

19. Are you flOW, cr have you been, within tt':e past five years, a plamlff or defencant In 

any lawsui17 __. NO, If so, Please furnish cetails: 

(Sig.iDtwrc af ,Affi~nO
SI~I" of - I r£>(..·AS 
County of RA@Q:S 

Fltlr~onalJy aopeared aetore me ::1e abo','e na:red 1h::-1-</1.M)("" K '_ .£t, Ilc; ..______ 

personally known te me. who, being cu!y sworn, deposes and says that 'h~hne 

executed the above in~trument and that the slatemen:s .nO answers co,~tainea !~araln 

are true '1nci correc: to :he be~t 0 1 his/her knowledge and betief. 


scribed and sworn lO befcre me :nls __ UrR.......___ 


':+ 

~)GLAO'lS lA, CARPEN7ER
It· l' NOTARY PUi3L;C 

'- ~ STAre C~ TEXAS'll0il My Cemm, ~~.. ;t.~a.2003 



, __ .... __ .. ~'- -

TEXAS EDUCATION AGENCY 

OPEN-ENROLLMENT CHARTER SCHOOL APPUCANT 


BIOGRAPHICAl. AFFIDAV!T 
(Print or ,ype) 

Full Name of Sponsoring Entity and Namll of Proposed Charter Schcol: _____. 
Seighbo::"i:!ood Ce:lters Inc. Char.en Schoel. 

In connection with the abolle-named organization and charter sChool application. ! 
herewith maKe representations and supply information "OOU: myself as hereinafter set 
fo'ih. (.Attacn addendum or separate sheet if space hereon is irsLlffic!ent :0 an:;wer any 
qCJestions fully.) 

IF ANSWER IS "NO" OR "NONE", 50 STATE. 

~, 	 F'JII Name (lnitia!s Not Acceptable): MtrN f>RE:5CO tf BA-tciR 

2. 	 Have yeu ever had your name changed? ~ If yes. give reason for the change: _____ 

--;;:-Maiden Name (if female) . J041:<WC4~ ?r.r:scLdf 
~ ____________c.Other names used at any time _...:'-'"",,-:Q"'-:;J;CM.w.ulL!.l..~r-__...._-"-'...~....,._~""'--

3. Social Security Nurr.Cer": 


4, Date, and place of 8irth: ~/ta/z;1, ciG0!jr.f1d,.!dk 

5. 	 BUSiness Addr~ss: _--1n...l.6QLr1JJr::..~_______________________ 

Business Telephone: _!:.'JI.GQl.!a~ee......_____________________ 

6 	 List your residences tor the last ten (10: years starklg with your Clrren! a,:c:ss.,. 
giving: 

DATES ADDRESS 	 CITY AND STATE Z!P CODE 

7, 	 Education: Dates. Names. !..ocations and Degrees 

COliege/t2L-19.52! tissac(Lvkf& &U#¥St;", 6th) 0'rA:.. - J'/OM; 

Graduate Studies __...Jatlt1:r2.t.0I,J"'!.:..,_____________________--'--____-'-'- 
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Others _______________________________________________________________ 

S. List Membership in Professional Societiss and Associations: --L~~-___________ 

9. Present or Proposed Position WIIr. me Proposed Charter School : ..I.C-l.l.c..O"'C'-'V~_________ 

1O. 	List complete employment record (up to and including present jobs, positions, 
directorates or officer.>hips) for the pas! twenty (20) lears: 

OATES - EM?LOYER AD'DRESS TITLE 

~~f{li!!;!~~~::;;;:: U~;(f~m~!rlfJt:
PrO'lcaAZ ~-'ni/jz4/<lc .J 

11. Present employer may be cor.tacted:"p225DXYes No (Circie One) 

z-
Former employers may be contacted: lYe§) No (Circle One) 

12. a Ha.ve lOU ever been in a pCSltil,n wh,ch :-equired a (;ce!ity COf1C? n "'> 

If ai!y c!Cilms w~re rt"l.ace on t.ne :~or,c:, S'Vf: ce~at;':j: .~~a~______ 

2. bond cancaijad or revoked? 
if yes, give details: 

,3. List any professional. occupational cr vocational licenses issued by any public 'x 
governmental licensing agency or regulatory authority Which yeu presemly hold or 
have held in the past. (State date license was issued, issuer of l;cense, dale 
terminated, reasons for terminalion): __-.LOl..io:u:o:..""'----------------- 

14 	 Durif'.g the last ten ('0) years. have you ever been refused a professional, 
occupational or vocational licerse by any public or governmema! iicensing agency or 
regulatory authority, or has s;,;cr, !icens'3 held by you evar bsen suspenaed or 
revoked? 00 If yes, give details: 



'--'v_ 

~ 5. Will you or members of your Immediate family be employed by (di(ectly or through 
contract) or receive remuneration from the proposed char1er schooi? .......fI...,O"'--___ 
If yes, give delails: _____________________________ 

16. Have you ever been adjudged bankrupt? _---'''u.<.o,-__________________ 

17. Have yOll ever been convicted or had a sentence imposed or suspended 0; Ilad 
pronouncement of a sentence suspended or been pardoned for conv;c;;on Cif or 
pleaded guilty or nolo contendere to any information or Indictment charging any 
felony, or charging a felony or misdemeanor ;nvolving moral turpitude. or have you 
been the subject of any discipliner; proceedings of any federal or state regulator! 
agency? y)e ' 
If yes, give details: __________________________ 

18. Have. you ever beel1 an officer, director, truslee, Investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capaCity with respect to it, became insolvent or was piaced under 
supervision or in receivership, rehabilitation, liquidation or conservatorShip? _--L.o~o~____ 

19. Are you now, or have you been. within the past five years, a plantiff ·:;Jr oefendant in 
any lawsuit? no . If SQ, please furnish details: 

Dated and Signed thiS 1/ ~ cay of .-c4z:U.~fu:V;wo$Lt-_---------
"!iSr 100 0, at __--:-_-;--__--:---:-________--:---:-:--_____-----

i hereby certify under penalty of peqwry ~hat I ai":1 act!r.g on my own t:.;.~ai:, Zi;~a that me 
foregoing statements are true and correct to the best of my knowledge nc :,,!iaf. 

Slateof~ 
CountyoC"'s 

.::Jersonally appeared before me the above named~m1&rf£ &4A.. 
personally known 10 me, who. bemg duly sworn, depOSes and says mat he/she 
executed the above instrument and that the statemel1ts and answers ccntalned therem 
are true and correct to the best of his/her knowledge and belief. 

Subscribed and sworn to before meJhis _.....t...I,:..!-----:-:c- day of 
11 u #M:t::. ,. 2ft) a 

re, 
(~SSIONEXPIRE' 

TINAIWIOY 

FtCMfY28,2004 
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TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Fu" Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Cencers Inc. Chacter School 

In connection with the above-named organization and charter school application. I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF Ar::!SWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Not Acceptable): --r'%'~~~&::.dc........~../.6L<Zk""(.,,I:::).I:;,I......,,?-4t.<".J7J~':j.0CLL:r..f:e~f&OG'
;,,:::..____ 

2. 	 Have you ever had your name changed? ~ If yes. give reason for the change: _____ 

b.Maiden Name (if female).....,.._______________________ 
c.Other names used at any time ______________________ 

". Social Security Number": 


"~ Oatc and place of Birth:  &';'Cfl Cd?: CKiqiuJO?Il
'7'/ 
"?7:?lf 

5. 	 Business Address: ~ g ;z. 3 So Jj¢fP.iJ-e!oq'j)r. "/PI--r d;'·:".;;'~::2~-z;..:.../'--,-=:;c:o=;..::;:,,~:z.,-:.<;r~ 
Business Telephone: (113,2 5-:2-:2- ,128/:r 

6. 	 Ust your r8~,dences fcr the ias! ten \ 1 0) years star-ing with ycur current address. 
giving: 

. DATES ADDRESS 	 CITY AND STATE ZIP CODE 

7. 	 Education: Dates. Names. Locations and Degrees 

College /16/ "Lui:?cz& 1&1 ~,&:r/4 - ;r/fW tJI"k4tJf;, 4./ 8vMIlr r,f;0/!, 

Graduate Studies 1f.G<?- /;Iitn«tcdll/li!/.&V'J:} .~ fizrhn, kl4U.;, Mtr#n' ¢,fmA , 

63 



15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter schooi? -LM"--"'o=--__ 

If yes, give details: ____________________________ 


16. Have you ever been adjudged bankrupt? --+4-1'/I."'I?"-_________________ 

17. Have you ever been convicted or had a sentence imposed or ~uspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency? ;V;,2 
If yes, giv-e--+d.1(.e.l.ta<ciC"IS-:-::.-::.-::.-::.-:::.-:::.-:::.-:::.=-_________________________ 

18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? --JM=t:?=----_____ 

19. Are you now, or have you been, within the past five years. a plantiff or defendant in 
any lawsuit? Ni? If so, please furnish details: 

Opted and Signed this pM day of -I.diLU<..i.t7':P:""y""if"",___________ 

~~~~ ,at ___~~~~~~~-~----~~,---~~----
I hereby certify under penalty of perjur; that I am acting on my own tsnci'. ;:;~c chat the 
foregoing statements are true and correct to the best of my knowledae an,: ~c;le; 

~~-
I Slg,~c,ure of Affiant) 

State of '"L"EXAS 
County of IdARR.IS 

Personally appeared before me the above named ~ ALAN ANt8/?r;$£... 

personally known to me, who, being duly sworn, deposes and says that he/she 

executed the above instrument and that the statements and answers contained therein 

are true and correct to the best of his/her knowledge and belief. 


SUbscribe~~r:;: before me this ____ ___ ~ ~9'-~_~ ,%~	~day 

..j:.~<lJ~~-""'\-'-.c=r''-+./.''''''("""W,-",'~"",--,,__
;(.<W...~. KARISA D. WHITI;D (Ntary Pub~ 1_ 

(SE" ('r. 5MY COMMISSION EXPIRES My commission expires qrg!d.COf 
-~ ".,.e' SEPTEMBER 8, 2001 	 • ~
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TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Charter School 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 

_ forth. (Attachaddeqdumor separate sheet if space hereon is insufficient to answer. any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1.' 	;:'11 Nam~ (Initials Not AccePtable):---cg>l<!Oc::~~ri~..-!..M~Ot'l~Y"!...!<o~-€.,,----=:::C:..:::D..:I...c/I..:·e.)..)_--::..J!.-Y'~_____ 

2. 	 Have yo~ ever had your name changed? Nv If yes, give reason for the change: _____ 

b.Maiden Name (if female)I __.......!~l.,--r.-;;,.-________________ 
c.Other names used at any time _-"IllL.-"""-'.!-"'<..________________ 

3. 	 Social Security Number": 

4. Date and Place of Birth: _-'S ..j:l.!"yj-1.1Ho=lf...s~~=+!-"TL.:.t-{.~M--~_--,:____ 

.., " . .., I c: '.. .1.. I ~ ! _--"Ho.l/.CL<S=~-=+-..!..I~.::..z:..::~~7..!..J..!..O:..;O::...;l>=--
bLo~lneSS Telephone: __7LIt..;;·3-::....;;,...;,>..;52..::.:....·~;O:.!.I·!!O___________________ 

6. 	 List your residences for the last ten (10) years starting with your current address, 
giving: 

OATES ADDRESS 	 CITY AND STATE ZIP CODE 
___________I~~g~q~-~~~*___~~~3x9~5~~cu~~r~~____~~ru~~~~~~1~;~k~<_____JJ051 

7. Education: Dates, Names. Locations and Degrees 

Graduate Studies __________________________-".,.-;';:;;':",-,,' 
-or,.'" -~~'f:!"t:;;;-
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Others _______________________________ 

8. lis 
Nv SS 
Membership in Professional Societies and Associations: 

If"l'V 

9. Present or Proposed Position with the Proposed Charter School : _~-,I-,-r-"k,-,s,-,-te~~I-'--'-N.:...:::C..::J.::.-____ 

10. List complete employment record (up to and including present jobs. positions, 
directorates or officerships) for the past twenty (20) years: 

DAT~ EMPLOYER ADDRESS TITLE 

1'I8'k.2-=-,==~~~......r:MJ..!!!R71.,y~e~~~~:~·L:!8Rf~'p"#,e::!2R.fL-:~~'-;/o.,...kLoQ!IM~ix~5.~'~~-,5<O:__O::-::1.---....;B~a~~:.<::!t-.t~w~l.!!k:!::t~tv!:',.~"-"y+-
5...&- z Bi",,,, LLP II 

11. Present employer may be contacted:*P2250@ No (Circle One) 

Former employers may be contacted: ~ No (Circle One) 

12. a Have you ever been in a position which reqUired a fidelity bcnd?_-,-~,-,O,,-____ 
If any claims were made on the bond, give details: __.J.fJ:!..Ll.!:Jk______________ 

b Have you ever been denied an individual or .~osition scheoi~i3 fic:X': __ ._. • G .. 

a bond cancelled or revoked? __--'-N.:..,o"-______________________ 
If yes, give details: _______________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date licens~ was issued. issuer of license, date 
terminated, reasons for termination):_---"'t2"'M<L-.:::.t..='(~=2$e"'_________________ 

14. During the last ten (10) years, have you ever been refused a professional. 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? Nfl If yes, give details: _.:..N...J/C!k'--__________________ 
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15, Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? Nfl

--'---'---If yes, give detaiis: ______________________________ 

16, Have you ever been adjudged banknupt? _.LtJ:;,.,o"---_________________ 

17, Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency? No 
If yes, give details: ______________________________ 

18, Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
superviSion or in receivership, rehabilitation, liquidation or conservatorship? _-''''-'-'''0'---____ 

19, Are you now, or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? j.Jo ' If so, please furnish details: 

Dated and signed this ffitd.... day of ~ , , 
$ 2000, at' ~, T4Mr 

i hereby certify under penalty of perJur; that I am acting on my own t5:1e,', 2r.C (hat the 
foregoing statements are true and cor,ect to the jest of nly i< 

State of -re )(as 
County of He, (" l""i':> 

Personally appeared before me the above named Robet+- M, Co I ( (e . Sr, 
personally known to me. who, being duly sworn, deposes and says that he/she j 

executed the above instrument and that the statements and answers contained therem 
are true and correct to the best of his/her knowledge and belief 

Subscribed and sworn to before me this _--'7'--7+._____ day of 
Aug\.,( st , 1-9" oZoQ6 

4Mzd.tu J), ~/U244?1) 
(Notary Public) , AI, 
My commission expires U -.~0 -",'Bf\eNfli'IO) PRESSER 

Nobry Public, StItt ofT_ 
My Comml..... Expilll 06-~004 
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TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Charter School 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if soace hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Not Acceptable): CAf!.OLIAjf:: Fv,v\Jce-.s: 5;kot'T6V CC;VA/ 

2. 	 Have you ever had your name changed? ~ If yes, give reason for the change: Mt!tf4d<{

b.Maiden Name (if female),-:-__C~O~A.J~'rv.:::...I_________---,________ 
c.Other names used at any time ______________________ 

3. 	 Social Security Number': 

Date and P lace of Birth: _-:e.::::::J(~Q5"~<...;L.!.:IC~F~.Ir'----"'V~w:::...!I_'('_'62o...!L....!.K.>...:\,~,v::.cC:>,.!iJ~O><.;N:..2....,..!..
I 

5. 	 Business Address: __-Lt-.!"'-.',I_Vl':..-.._ ____________________ 
Business Telep":',,,: ____... _,,_..... . 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE' 

FU,'1"i -1J6vv /3SIl( fRit"lCA-41A Oe HouS(qA I Tl(' ~ar( 
(Jec97:- Fi;67"1 'i!e;! {de-? ct. ,so4QIY Cl i..fIO iff.<': 5 
AIIZ "76 - (.)t;C 9-1 Cd-!.<eM 114 ;..k) /53-8£ g" 5"0 fA: COu>M&..q 
A-t,./1 'r2 -Me "l.6 £2.. 12A:,uIJOLf!tt Ayfd A.£ to AJOo,,-? Uk.. t....A I If?' 
(l4-, 0 IL - AvJ '.2 +?A- 5,(!G'1cool= {j'@s LO.<!M<7..1 J V Ie S VI r' 2CD rt3 

7. 	 Education: Dates, Names, Locations and Degrees 

College Be(SlOt ! Wi \)Ee:~\ ('-( U· K 'iT± H~ ECClyUc)M Ii: 5' + /cx.r TiCS 
(se J' 'S'") r 9"-..(L S- Ir) )
Graduate Studies ______________.....:...__________"'-~...;",;,;"_ 
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Others _______________________________ 

8. List Membership in Professional Societies and Associations: ______________ 

9. Present or Proposed Position with the Proposed Charter School : ____________ 

10. List complete employment record (up to and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS TITLE 
ffe! LIA 1...)\ C HOI.-'SC' < 

FI~s6L~'-'\ C ~ dGS 

UK. 


11. Present employer may be contacted:*p2250X@ No (Circle One) 

Former employers may be contacted: Yes No (Circle One) ,viA. 

12. a Have you ever been in a position which required a fidelity bond?_"---,IV=04 ___ 
if any claims were made on the bond, give details: __________________ 

b Have you ever been denied an individual or position schedule fideiity cC,le. <:)r had 
a bond cancelled or revoked? __.....:::,0::..:::0=---_____________________ 
If yes, give details: _____________________________ 

13, List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination): __---';v~·:::..:o=---__________________ 

14. During the last ten (10) years, have you ever been refused a professional. 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? ,vo If yes, give details: _______________________ 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? /0 0·' 
Ifyes, give details: ____________________________ 

,0 "()16. Have you ever been adjudged bankrupt? ____________________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any Information or indictment charging any 
felony, or charging a felony or misdemeanor in'lolving moral tur(litude, or have you 
been the subjec;Jf any disciplinary proceedings of any federal or state regulatory 
agency? 0 

If yes, give details: ____________________________ 


18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business. which, while you occupied any 
such position or capacity with respect to it. became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorShip? /V o. 

19. Are you now, or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? IV 0 If so, please furnish details: 

:2tf3'C ::'.~ signed this y::;tv-. day of_~Av'--'-"'_'94'-')""'."-lt-'------------
r.g d COO, at /1. co q, f\..1 

I hereby certify under per,.:::": :;;r ~2.-:L.:'/ ~:1Z:: I i ~:- - . ·---n ;11'/ own cshai;, ~na ihat the 
foregoing statements are [~'~e anc:orrec\~:: c.'.: 'C ~ ___ .. ,il' «ndwl 

Stale of __·...J(..Je=:...Jw"'· _!...L='S~__ 
County of --.JH:u::A:t.JQ'-!..C.\..(..Lf___ 

Personally appeared before me the above named C A K 0 L f N E 
personally known to me, who, being duly sworn, deposes and says that rtefshe 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 

a ,,,,
SUbscribedA:~~dto before me this day of swor ___..::c"---___ 


~_ 1'@. 2 000 


_~...!..:::\W~~~-~~-~-, 
(Notary Public) _ 

(SEAL) My commiSSion expires-l""'" L! '200 Lt 

TASHFEEN BAOHI 
MY COMMISSION EXPIRES 

June 1, 2004 
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-----------------------

TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: 
Neighborhood Centers Inc. Charter School 	 ---------------- 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Not Acceptable): DRISDALE, HALLIE RAE 

2. 	 Have you ever had your name changed? NO If yes, give reason for the change: _________ 

b.Maiden Name (if female )..lB,..AjJK:>JE...•R"-__-:-:--____---,===:--_____________________ 
c.Other names used at any time _---'n"-'l...,·c"'k""·n""'arn"'''''''e'--_--=B'''E''''T"l........__________________ 

3. 	 Social Security Number": ......... 'YE 


4. 	 Date and Place of Birth: FT. WORTH, TX. 
--------------------------------------~-

5. 	 Business Address: ..l"o.JT...IIJRE""'DL-___________________________________.J:!RE 
Business Telephone: ____________________________________ 

o. 	 List your residences for the last ten (10) years starting with your current address, 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 

SINGE 1953 


462'3 1lEBlUN HonSTON IX, 77Q27-67l7 

7. 	 Education: Oates, Names, Locations and Degrees 

College ______________________________.,.-:---:::---c 


Graduate Studies ___________________________________ 
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Others ____~H~TUG~Hh'~S~C~Pli,O~O~T~,_____________________________________________________ 

8. list Membership in Professional Societies and Associationsym1Ei, OF ROTAItY, 
TEXAS ASSOCIATION OF HOSPITAL AUXILIARIES. TEXAS ELEC'IROLUC ASS,~. 

~1ETHODIST HOSPITAL AUXH.IARY 

9. Present or Proposed Position with the Proposed Charter School: ________________________ 

10. list complete employment record (up to and including present jobs. positions, 
directorates or officerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS TITLE 

1953(1972 SOS RADIO & TELEVISIOll--CO-mmER 

11. Present employer may be contacted:*p2250XYes No (Circle One) 

Former employers may be contacted: Yes No (Circle One) 
BUSHiESS SOLD 1972 

12. a Have you ever been in a position which required a fidelity bond?_---1.Y.r.E"'S'--_____ 
If any claims were made on the bond, ~ive details: __________________________________ 

b Have you ever been denied an individual or position scheaule r:,:" 
a bond cancelled or revoked? _N_O_________________________________________ 
If yes, give c et:Jiis: _________________________________________________________ 

13. list any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination): ______________________________________________ 

14. During the last ten (10) years, have you ever been refused a profeSSional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? NO If yes, give details: ____________________________________________ 
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! 

15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? NO 

If yes, give details: ____________________________ 


16. Have you ever been adjudged bankrupt? __-"N"O'-_______________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency?__,~juO~---________ 
If yes, give details: ________________________________________________________ 

18. Have you ever been an officer. director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under, 
supervision or in receivership, rehabilitation, liquidation or conservatorship? _____'<_O_______ 

19. Are you now, or have you been. within the past five years, a plantiff or defendant in 
any lawsuit? NO If so, please furnish details: 

/) f-
Dated and signed this / ( day of U{A. 0P ~ "_________ _ 
~9~O at __________~~~___77--~-~n_-----

I hereby certify under penalty of DerjUrj thai I am 2-' ..~.'c:· .o':W 2~~!"<. 2r'O~tt ene, d 
foregOing statements are trICe and correci to the oesr or m· ~g G,: - !I~~ 

, ._._--_:._.':.'=...:..---------- 
(SIgnature cf Affiant) 

State of ~~ 
County of ~-0 

Personally appeared before me the above named ;/0'I/,'C' ~ 04,', ctIi, Ie 
personally known to me, who, being duly sworn, deposes and says that he/she 
executed the above instrument and that the statements and answers coniained therein 
are true and correct to the best of his/her knowledge and belief 

Sub3P.9ibed and sworn to before me this _..L/....:;/__~___ day of 
?Uc/,!;rLK . 1'§-.. ~?VO 

:;; 

~~;'od~~~ 
(Notary Public) 

My commission expires, ______ 
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iSll UU2 

: 

TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed-Charter School: ________ 
Neighborhood Centers Inc. Charcer School 

In connection With the above-named organization and charter school apPlication, I 
hereWith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Not Acceptable): ~fl., keG 2, 'fib""" ... ~ .... c 

2. 	 Have you ever had your name changed? ~ If yes. give reason for the change: _____ 

b.Maiden Name (iffemale),.......,._..;:~""o"'-ll,.->.\....,)........"..~'--_______--'-"""""_______ 
c.Other names used at any time ~~_-__'___-'_____________...:.....:...... 

3, SoCial Security Numbe"'; 

.:: Date and Place of Birth: 

5. 	 Business Address: _-4:[-.:0".~O~~,-;-~'-:;·'::!..,"_:'_!rJ;"~~'l.:;~-;·~:;:::;;:;.c,S'--~;----'----'---____ 
Business Telephone: 01... '? ( - "6"7 c.. - "!'r 0$ 

6. 	 Ust your residences for the last ten (10) years starting with your current address, 
giving: 

OATES ADDRESS 	 CITY AND STATE ZIP CODE 

7. 	 Education: Oates, Names, locations and Degrees 

College __ ~J_~L..:f_'t--'o~{-'---L;-Iv.><--.i-,.:....I-'-,_<-<'--~o_,,_.'--"'"-<.""'----\J:::--'1..~":"J,.',.;'J.r~.... 	 .... as .. C\"'V" J \ s- -,.., ;'=-d"r/);"':3
Graduate Studiss ____________________________ 
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Othe~ _____________________________________________________________ 

8. List Membership in Professional Societies and Associations: _______________ 

9. Present or Proposed Position with the Proposed Charter School: _____________ 

10. List complete employment record (up to and including present jobs, positions. 
directorates or officerships) for the past twenty (20) years: 

OATES EMPLOYER ADDRESS TITLE 
os ,\) P 

, - \JtJ-(,,!)v 
!co,Q, 

11. Present employer may be contacted:·p2250.@ No (Cirde One) 

Former employers may be contacted: @ NO (Circle One) 

12. a Have you ever been in a position which required a fidelity bond? /\J v 
If any claims were made on the bond. give details: ___--',~/V~_(J>L• __________ 

b Have you ever been denied an individual. or position schedule fidelity bO.1C. 0.- had 

a bond cancelled or r~"~" cd? /\ / ., 

If yes, give eetail:;: 


13. Ust any·professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authOrity which you presently hold or 
have held in the past. (State date license was issued, issuer of license. date 
terminated. reasons for termination):_---L./ll,../uPz....., ~"'-",.(:1".--______________ 

14. During the last ten (10) years. have you ever been refused a professional. 
occupational or Vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? 001 .J If yes. give details: _______________________ 
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----------- ------------

~uu,) 

15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? 111 ()

If yes. give details: __________________________ 


16. Have you ever been adjudged bankrupt? ___---,,{..:.t\..)'-C..)"-____________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty Of nolo contendere to any information or indictment charging any 
felony. or charging a felony or misdemeanor involving moral turpitude. or have you 
been the SUbject of any diSciplinary proceedings of any federal or state regulatory 
agency? 1\ / (l
If yes, give details: _______________________-,-____ 

18. Have· you ever been an officer. director. trustee. investment committee member. key 
employee, or controlling stod<;holder of any business. Which. while you occupied any 
such position or capacity with respect to it. became insolVent or was placed under 
supervision or in receivership. rehabilitation. liquidation or conservatorship? !\/ ()

7 
19. Are you now, or have you been, within the past five years. a plantiff or defendant in 

any lawsuit? f' {O . If so, please fumish details: _____________-'--_ 

Dated and signed this ( 0 day of --LA....c...:v:.....:/'f--'--__________. 

.~ '2,0{) 0, at ,---;:--;---:---::--:-:---:c------:-:c'"""7'---::--:-:---- 
I hereby certify under penalty of perjury that I am acting on my own behalf. a~o that the 
fore90ing statements are true and correct to :he best of my kn~zw:~eQ 

-. (Signature of Affiant) 
State of t -ex:- CLS 
County of 'c\1'n:1"'i.~ 

Personally appeared before me the above named 6·A{h\eg...n {2~b r e.J'v(').e.{"'" 

personally known to me, who, being duly sworn. deposes and says that he/she 

executed the above instrument and that the statements and answers contained therein 

are true and correct to the best of his/her knowledge and belief. 


Subscribed ~d sworn to before me this __fi:=__..:.lO=--'\-h 
~AJ?llf1t __~~~~__________+-+-,,___ 

(Notary Public) 
My commiss ion expo ""'="-'1I-'---4.<..U"'
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TEXAS EDUCATION AGENCY 

OPEN-EHROLLMENT CHARTER SCHOO~ APPLICANT 


SIOGRAPHIC"LAFAOAVIT 

[PrInt or Type) 


I=ull Name 01 SPmKoring Entity Md Name of Propcsad Charter School.: 
tlG1Shbol"hood Centl'!!9 Inc:. Ch..rte~ ac:hool 

In comectlon wIitl the above-nam!>d organization EItId eila;t.;r sol1oel "Pp\;c:ation, ! 
he.-Mtf1 make fepresemaf.ons and supply infcrmation abcut myself as hereinafter se: 
fanh. (A.."12C11 adoendum or se~rate :;heet If :spa.-", lle'tlulI;" in~umcienl to an""ver any 
qwstians fultf.) 

IF ANSWER IS "1\10" OR ''NONE~, SO SlATE. 

1-	 full Name (Initials NotAecepQble)~ !,.Ao'\L!.-.$ 13tiS KI.1 t.f; LLs . 	 . 
2. 	 Haw yolI ella< had your name chanl!$d? .ililtyts. gIVe ieaSOCI for \he change; .. 

b.Maiden Name (If 1emaIe),-:-:-___________________ 
c.01tIer names U3ed.t eny time ______________•____.• __ 

•v, 

~. 	 '.i:;~ yr.,,", r,.-sidences for tha-last ten (10) ;ears 3~~rting with ycur currant addreS$, 
giving: 

OATES ADDRESS 	 CITY AND SrATE ZlP CODE 

---.------ 
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________________________________________________ __ O~~ __~A~!~V~V~< 

9. Pre~t Of Proposed Position with the Proposed Charter School : ___________ 
N Dye 

10. List complete employ......n! record (up to end incluelng present jQb.S, pOSitions. 
directorilte$ or oftX:orahip:;) f"" the PMt \werIt'l (20) )/Qsrs: 

11. ~t empiOl/lll' may tie conlac!e<i:·p~~~- No (Circle One) 

Former e~ may I'I~ mrna...'"ted: ~. No (Circle One) 

, 2. a Have you e'J>G' bean In a p<l6itlon wi'lich required =l fld~lilY bond? "f iJ _ .. _ ... 
II any claims were made on 1M ballet give details: _______'__-:-_______ 

b Have you ever Ce9l1 denied an individual or ~·;:Isi1ic;' SChedule 1jdeij\y bond, or h9c1 

a bOOd canc:elled or revcl<.<l~'? tJ !) . 

Lfy~. give de1eil&: _____' ___________________. 

1:1. LIsI any profes:;ional. o=cupational or VOO8tionalli~l1ll'ls issued by ar.y public or 
go..emmemal1icenslng agency or regulatory authOliIy whicn you pr9sar,uy Mia 01 
have held In !he"ast. (State dale Ice was iSSU • Issuer of license, dMe __ 

tenTli 	 ataQ. rellSOt13 for ·netlOfI):...,.-'DI.·'...>-::;.::;"""'....>..,.~...,_=,....,"""'f-S--";..........,(....~~'=-r--:./,-,,-0_ 

.~~~~~QJ~~~~~~~~~£++_~-----------

i 

14. During the last ten (10) yeaN, have you ever been P.lflJsed a profel>SiOClSI, 
QCC\.<p:lIlo",,1 Of "ocati,,,,,,t lI~ns. by any pub!ir. ef aCl'llAmmeniai ilc",",shlQ 8QeJ1Q1 cr 
regulaiory aU1hotily. or has such license held ~ you ever been SIJi;;lGnded IX 
reVQ\<erJ? 1.1!) If yo,," gi"o details: ____________________ 
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15. Will you or members of your immediate family b ....mployed by (direc!1y or IlirO"91i 

contract) Of re<;eiv8 reO'llS1l1ratioo from the proposed chalier schoo!? _____ 

If yes, give details: --..,.!l".,L..{i,.ClL------------------·- 

16. Have you ever been adjudged banMupi? _~IL\!V~O___---------
17. Have you .~... r be",,, mnvicled or had a sentence imposed or suspended or had 

pronouncement of a senterlllli' suspended Of been pardooed for conviction of or· 
?k:aded guilty or 1'10\0 ¢Ontendere 10 any infnrrr.;;r!ion or indictment dlariling any 
felony, or char9inli a felony or mi:;derneal1Of il1'loMng moral !urpitude, or have you 
t>c..... the Ii..bj~ of any disciplil'l3ry prccGQcfil'lgs of any federal or state regulatory 

ag~ ?!LV . 
If yes, yive Ilelioi"': ____--------------------.--- 

t8, Haye you ever been an officer, directOf. trustee, inve&lTleot ccmmitltotl Ill.. '''''.,,,, key 
empk)y$e, er controlling stockholl;ar of any business, which, while you occupisd any 
such posltiorl 01' capaeil¥ w1!h respect to il. bee3lTl'!1lnsolvent or was pl~c.."d under • ! 
su~rvisjon or in receiV6C$lli;>, rehllbi~l8lion, :iquklation 01' cooser;3IOrship'? ;vi) --- 

19. Ala you f\I:IN, ;rf~ y~U been. witt.ln the pas five yearn,;s plantifl Of :!efe]1dant In I 

any lawsuit'? 1C!-.s • If';, please furnish details: L. ]'')(1. $..""2..1 C!cJ 1\ <! l-'i£V,Ig 7 
'1 ' - \' /. .L <' -.;'1., qs " I{t1s A k....' C! .... \S~0 ('...J AJl!, J 1JO;\ 'J,.;~ ~"''1'LL =0 ' 

O..e e1\d o~n,!)d t1;i~ J. ,l1 d-ay of __ tlt< .. 
"" 'Z.110v . at ---.--c-:-c:-----,--- 

I hereby "",rtif), ..moJef peo1aity of perj~ry "tl tim a ":;n9 ... 1 my own be-half, "nn Ih~\t thO! 
foregcmg ~nts are true and correct to tI'le best of my knowledge an,~ belief, i 1 ',1

~" -", b"-c!h.. N "',(~ 
___ (/'iqr.3ture oi Affiant) \ 


State of ) e"'I\&,L J 


County of Be;;;;;s 

Pe:'SOllilIIy IilPpeareO before me the above l'Iamec ~t ':. .!;fr ~l.J'!:."J,-'/,..i...{--- 


personeiy known Ie me, who. beil'!g dilly sworn, deposes and $3)'$ tl'I&t 11*116 

e)(8CIJted the above instrument and that the $tatam«rts and answar5 contairH!d therein 

are true and correct to ~r.e Dest of hil;lhar knCl'Hiedge and belief. 


bed and sworn to before me this / 4: .;rJ.,
f} 

day of 3J "'j, .. -f :-. 1a~QOOp_'/IT .' I'i;; 

..x1~t/v:l---_.._ 
(N:N.ary P"bnc) 

~, 

, 

My commission expires Ii) 4.'" .I:JJ..i:}V';> 


6S 


TnTAI P. t.-l..:l 



! 


TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Charter School 

In connection with the above-named organization and charter school application. I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Not Acceptable): -5 t(\lJ lei ChM \cA Hoe tod 

2. 	 Have you ever had your name changed? 1ll2... If yes. give reason for the change: _____ 

b.Maiden Name (if female)'---,-_______________________ 
c.Other names used at any time ______________________ 

3. 	 Social Security Number": 

4. Date and Place of Birth:  ,. 0(2. 1fhlda Fica idA 

5. 	 Business Address: 'yeo Sroith.Stot'et, '-kVS>TIlN, IX. 1]'7002 
BUSiness Telephone: 1 I~ • gS:3· (" I '17 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

OATES ADDRESS CITY AND STATE ZIP CODE 

ctOCQ ft; I TX\ !~.ft':2 ~ 

7. Education: Oates. Names, Locations and Degrees 

Graduate Studies riQ\Ijl>lS C'clleq( 19'15 -19'17 m,,s, m. 
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Others ____________________________________________ 

8. 	 List Membership in Professional Societies and Associations: _______________ 

..T%~E~~r7~t=!o(O/7!I2!ff ao & e~hhf 
/ 

9. Present or Proposed Position with the Proposed Charter School : ~M=.l.,,2!M"'rL-_________ 

~ O. 	List complete employment record (up to and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: 

DATES, EMPLOYER ADDRESS TITLE 
/9'73 /0 

7 11r/o? 

11. Present employer may be contacted:'p2250X@ No (Circle One) 

Former employers may be contacted: Yes No (Circle One) 

12. a Have you ever been in a position which recl~ireG a ~de!ity :::cnc='_L;V!=U__,--__ 
If any claims were made on the bond, give details: ___________________ 

b Have you ever been denied an individual or position schedule fidelity bonc. sr had 
a bond cancelled or re'/okea? _-LY<,vuDl..._______________________ 
If yes, give details: _____________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination): __-LM=f1ruAl~t'~__________________ 

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? ,/"[0 If yes, give details: ______________________ 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? jJ0 
If yes, give details: ____________________________ 

16. Have you ever been adjudged bankrupt? __NLlin-'--________________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pieaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency?_...J.6¥/.l.:r~____ 

If yes, give details: ______________________________ 


18. Have you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? _./..Al/./ou.._____ 

19. Are you now, or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? Nr If so, please furnish details: 

Dated and signed this 114 day of -&~~o/l=lI""CkL/------------
19 ;201111 ,at '7'fty/,® uaa-- _-,-________ 

I hereby certify under penalty or'D'Oriur! th~' , ,- .,- 2,; ~~c ihat ih" 
foregoing statements are true and correct to :,110 ~6~. ( " ",',' an - -" -' ,~.' ''-~ : ?tj{f1

(Signa(Ur~Affiam) 
State of ~K;f;5 
County of ffl RRI5 

Personally appeared before me the above named STANLE V (,HoR. TON' 
personally known to me, who, being duly sworn, deposes and says that he/she 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief 

4 TH 
Subscribed and worn to before me this ___.:...-__--,- day of 

fjQC;u:;,- , ~ 2.000 

(SEAL)::: BRIDGET L. MARONGE 
• ::A:. ~-'_dT_ 

Jill( My~EqH,..e, JUNE 9, 2003. 

&'dJ1Y} 
(Notary Pu~ ~ 
My commission expires,______ 
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TEXAS EDUCATION AGENCY 

OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Charter School 

In connection with the above-named organization and charter school application, I 

herewith make representations and supply information about myself as hereinafter set 

forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 

questions fully.) 


IF ANSWER IS "NO" OR "NONE", SO STATE. 
~ 

.. 1. Full Name (Initials NotAccePtable):t..z C\ "Lit MCC..,y-c.{q lCLt\l SOl] 

2. 	 Have you ever had your name changed? ~ If yes, give reason for the change: ~Y\a,,.., aqe 

b.Maiden Name (if female),_:..::...i\!\(.:...::c.~",'..!..~....:c/.:!o.:c~1___________________ 

c.Other names used at any time ---!L~<i.~l.l":".2$~o.Ljll_________________ 

3. 	 Social Security Number': 
, . 

4. Date and Place of Birth: _...:7~1: --__--'.1...l4.,.c,'-"-.,."Lc...'.(.."=-7(j\-+-"'...L!:.!,.liL'LLO,L.lo.uCl...:1L....______ 

5. 	 Business Address: tC?'1 Mt:\ i" 'S I- 1-) o-t' ~ 1-0 'I, T)<. 7 7002
Business Telephone: J I?, - 2.3c - 1'"' '53 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 

Hcn's+onTx 77 D.Jc{ 

7. Education: Dates. Names, Locations and Degrees 

College . 'h aell {.~I I I" (<..' I Pe 0 da... . Ie I . BA 
-"--: 
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Others ____________________________________________________________~ 

8. List Membership in Professional Societies and Associations: ______________ 

9. Present or Proposed Position with the Proposed Charter School : ~NC.!L-'A-'--_________ 

10. List complete employment record (up tc and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS TITLE 
C 1\"Sfhe,'cl '1 i + b% IO~1 !\J1((iu Sf- Halls+on ,Il< 770ea, 

Vyv [:"..0;"'--))' , Son Do Ilgs, dO\I2>hm , T.,.. 77007 

11, Present employer may be contacted:'p2250~ No (Circle One) 

Former employers may be contacted: 6 No (Circle One) 

12. a Have you ever been in a position which required a fidelity bOnd?--,Ic...·l.""I-C""".____ 
If any claims were made on the bone, give det<?ils: 

b Have you ever been denied an individual or position schedule fidelity bone:, or had 
a bond cancelled or revoked? __________________________ 
If yes, give details: ______________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination): p., a ,. lie e ,'j"S <"5 - I I I,' no i s (q 7 '2' 

Te'£a~" i"i't"i 

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? j\f() If yes, give details: 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? /]/".......:....:::....:'---
If yes. give details: ____________________________ 

16. Have you ever been adjudged bankrupt? -'.Jl-=-J..::o_________________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude. or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 

agency?-'-d~<~j~o~---------
If yes, give details: _________________________________________________________ 

18. Have you ever been an officer. director. trustee. investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? _---.:N-=-_Q_______ 

19. Are you now, or have you been. within the past five years, a plantiff or defendant in 
any lawsuit? If so, please furnish detaiis: 
elas;; ActlD Q m;:.", O€e" 

Dated and signed this cay of ___________ 

~~L~ ,a: ~___~-----~-_-~------~-~-~__------
I hereby certify under penalty of pequrj that I am acting :In my cv 2S.~",: 2~: :hat :~e 
foregoing statements are true and correct to the best of my knowledge 0::: :6,:0',', 

, Kp £M<C (c:t Zt { v'.l A7>V 
~ -) (Signat6re or Amane) 

State of -'---- '(0/ , 

County of~~ 
Personally appeared before me the above named KaI' c.r.f ci~ 
personally known to me, who, being duly sworn, deposes andiays that heishe 
executed the above instrument and that the statements and answers contamed therein 
are true and correct to the best of his/her knowledge and belief. 

Subscribed and swo~ore me this __4-..r...::~::...L=______-:-: day of 
fllLq ~ , 1~ 0<000 

:; ~~m<Z4JtJ.0 
(Notary Public) . I 

(SEAL) My commission expires ;;;/;) </,).00 I 
I , 

,.~~.~ MIROSLAVA MASSAR
Notary Public. State of Te:)taS,• ~. My Commission Explm 312412001 5 



TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Charter School 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Not AccePtable): :J2.....!=<--V'::.;~::...:::LJL:::.=--...:c..=-_~_.___ 	 =.:::..:1:...>=--________ 

2. 	 Have you ever had your name changed? rJ 0 If yes, give reason for the change: _____ 

b.Maiden Name (if female) _________________________ 
c.Other names used at any time _______________________ 

3. 	 Social Security Number":_~ 

4. 	 Date and' Place of Birth: _ ..!i~_ ___IIzk~..r!M~o2.s.t:ks;..o;e..D~-~.-""'"',LI.-ioy"',------

5. Business Address: .. ...::·~..:::!:::::~ .1.\.,sK-'-_______......::O:::..:!·-..t.~_"'-\~ :::._Q.l.(~k~~=-_.l:f.Mn:c::.;=.:L~~'_....... 
Business Telephone: _________...!.J(L7.,.::....._'"kJ<..J"L"'5::J........Jt~t:...·1.~,-	 _
.. 	 __________ 

6. 	 List your residences for the last ten (10) years starting with your current address, 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 

" \. "TJ <.f. a ( 

7. Education: Dates, Names, Locations and Degrees 

Graduate Studies I::I-n v:;;;:Q~ '-- <" ~ S a I 'i g :s 
;.;'\" 
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, 

• 

Others _______________________________ 

8. List Membership in Professional Societies and Associations: -"'.;I~_'\O---/.T'-'-ff...!.r_"?>2_.J:Il"'~Vl!<l,_,~V:,QQ.-.1::::!.S'-""'~--
" l-:'h9", - .~ Al-b-:A......p ,M '" ~ 

9. Present or Proposed Position with the Proposed Charter School : _---.:..I\J=Cv=-:O,=~-_______ 

10. List complete employment record (up to and including present jobs, positions. 
directorates or officerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS TITLE 

11. Present employer may be contacted:·p2250~0 (Circle One) 

Former employers may be contacted: Yes No (Circle One) 

12. a Have you ever been in a position which required a fidelity bond?--,-...:N~....:o:::.-_-,-_ 
If any claims were made on the bond. give de[ails: _____-'AJ~....!D~__________ 

b Have you ever been denied an individual or position scheG~:'= Rde!;:v ':-:;nc. -:r he: 
a bond cancelled or revoked? ____~f\u[L_"'O~___________________ 
If yes. give details: _____________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued. issuer of license, date 
terminated. reasons for termination): S,",,,,,,, L."..., '-I ~>-'2- L"-.9 ::3, 

14. DUring the last ten (10) years, have you ever been refused a professional. 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority. or has such license held by Y9Y- ever been suspended or 
revoked? If yes. give details: ___~I'0~...:o===-________________ 
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RONALD C. LEWIS 

4819 Locust Street Office: (713) 229-1125 
Bellaire, Texas 77401 Home: (713) 666-5653 

EDUCATION: 

EXPERIENCE: 

COURT ADMISSIONS: 

ASSOCIATIONS: 

DIRECTOR: 

HARVARD LAW SCHOOL, Cambridge, MA 
J.D. 1983 Cum Laude 

PRINCETON UNIVERSITY, Princeton, NJ 
The Woodrow Wilson School of Public 
and International Affairs 
A.B. 1980 

BAKER BOTTS L.L.P., Houston, TX 
Litigation Attorney 

Associate 1983 - 1990 
Panner 1991 - Present 

I handle business, personal injury, oil and gas and construction 
litigation involving claims of breach of contract, fraud, products 
liability, and negligence in federal and state courts on behalf of 
financial institutions, retail businesses, manufacturing concerns and 
energy companies. 

All Texas State Courts 
U.S. District Court for the Southern District of Texas 
U. S. District Court for the Northern District of Texas 
U.S. Court of Appeals for the Fifth Circuit 

State Bar of Texas 
Houston Young Lawyers Association 
Houston Bar Association 

Neighborhood Centers, Inc. 
Houston Bar Foundation 
Texas Appleseed 



TEXAS EDUCATION AGENCY 

OPEN.ENROLLMENT CHAR.TER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIOAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: __.______ 
Neighborhood Centers Inc. Charter Schoo:!. 

In connection with the above-named organization and charter school application, I 
herewiih make representations and supply information about myseif as hereinaftar sei 
forth. (Attach addendum or separate sheet if space hereon is ir.sufricient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. F:I! Name (Init(als Not Acceptable): ,qJ,OMI!!' &1/ Chad (t/tlJGIJS 

2. Have you ever hap your name changed? ,./ If yes, give reasor. for the change: .?d 
-...~ " I I 	 i'!i<'.~--
LV 4M " I T(J/ ~ (~Ih'-? , C>' ~ h<fe rn4/1+0 " """'" "tl, 1 

3. 	 Social Security Number': 

4. Date and Place 0f 8ir\h: --..!.N~cd~·...!(,,,,,'-'.!..1..!.'1...1t:...<..:-__..::=--~Ir~::':Lt___'s'-t/~r~J~·,(.~/Yf:L·..."....17.!I!.iI".I::.::".'::....___ 

5. 	 Business .A.ddress: 'IZ (J. d Go]l: I '700 
) 

Ha'151nt l 7l11~'/J.. VJII,/'ffl";";Md) 
Business Teleonone: 713 ~ 7 - 71 "" 

6. 	 List your residences for the last :en (10) years star.ing with yO'Jf curre~t acdress. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZiP CODe 

7. Education: Dates. rJames. Locations and Degrees 

..~ . 
.".-.,..... ,.." 
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, 

Others ;=';t. (Mea 9? ~ L - 19 .. I - 19'6' r 
Sa ~'Q. 7K 

8. 
~. ,v<. , ~~... ':L ~-. 1?-t1 

..... tz:-..v S- J..A....&.

9. Present or Proposed Position with the .'roposed Charter School: _--<#.1';.';,:;0;:,:"X.I:l-________ 

List Membership' in Professio al Sotieties and Associations:""~7f.q,.S::.Q~~E::!..L.~~:..u!,L;-. 

10. List complete employment record (up to and induding present jobs, positions. 
directorates or officerships) fer the past twenty (20) years: 

OATES ADDRESS 
1'17 

11. Present employer may be contacted:'P2250X@ No (Circle One) 

Former employers may be contacted: Yes No (Circle One) 

12. a Have you ever been in a position which required a fidelity bond?_--<#L.::' ____ 
if any claims were made On the bond. give dstails: 

a bond cancelled or revoked? ____....:l1,,"!__________________ 
If yes, give delails: _____________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
govemmentalliamsing agency or regulatory authority Which you presently hold or 
have held in the past (State date license was issued, issuer of license, date 
terminated, reasons for termination): 7'~ ,jt~ a...z,- It;"..;:z'/ 

.L ''rI ' ¥,rl~~ 

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or govemmental licensing agency or 
regulatory authority, or has such license held by yOlj ever been suspended or 
revoked? VO If yes, give details: _______~.______________ 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed cl1arter school? _<.:,v,:..\b'''--__ 

If yes, give details: ___________________________ 


16. Have you ever been adjudged bankrupt? ____../.~l.L/.!:·!--------______ 

17. Have yOU ever been convicted '" had a sentence imposed or suspenced 0;' hac 
pronouncement of a sentence suspended or been pardoned 'for conviction of or 
pleaded guilty or nolo contendere to any information or indiclmellt chacging 3:ly 
felony, or cI1argtng a felony or misdemeanor involving moral turpitude, or have you 
tleen the subject of any disciplinary proceedings of any federal or state l-egl.2latory 
agency? NO . 
If yes, give details~ _______________________.____ 

18. Have you ever been an officer, director, trustee, investment ccmmltiee member. key 
employee, or controlling stockholder of any business, wnich, while you occupied any 
such position or capacity with respect to it, became insolvent or I;vas pia:ed under 
supervision or in receivership, rehabilitation. liqUidation or conser.:atorship' _L-'Mc....:::0_____ 

19. Are you now, or have you been, within the oast five years, a plantiff or deienaant in 
any lawsuit? !I/() . If 50, please furnish de~ails: _______________ 

Dated and signed this / /,.;L day of _...!~~:1"'';&;~~......._=------
$ 24011 ,at 44;j /I f. ~ 

I hereby certify under penalty of perjury tha I am acting on my own ,;s;:;:,;.,'.~:: 'ha[ the 
foregoing statements are true aM correct to the best of my kn~e an.: .~~i;S~ /:1 

~ ~~ck:a;~ 
(Signature or Affiant) 

Stateoi ~ 
County of tja /111.,(,4) 

Personally appeared before me the above named 5hO,VQ n rV't,icha.ef 
personally known to me, who, being duly sworn. deposes and says that he/she 
executed the above instnument and that the statements and answers contained therein 
are tnue and ccrrect to tne best of hislher knowledge and belief. 

SUbSf.1Ud and 10rn to before me this 
kJ'll,{) 

.'. "?S-eil'.'l ~AALOS 
'.1'1',.. .ftaii&tTeJU 
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__ 

L;':;r-'UI"'".11:.. I:.i....c..l .. l 	 r,.......;:.:... '-'_
88/11i:~a~ 1~:57 281S£l4b i'd i 

AUG 11' CO 8:::6 N:; .C:b r. ::~:ID: 

TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


OIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Spon!:lorlng Entity and Name of Proposed Charter SchOOl . 
. Neighborhood t:.:.nt~-r::'! inc. Cn~l'"teT School. 	 ~-. --.--.----- .. -.-..._-------
------_._-------------_._._._---_ .. _
In connection with the above-named orQanization and c."1arter school application. I 

herewith make representations and supply informatior. about myself as here'n~ftB" set 

forth. (Attach addendum or separate sheet if sp"c~ hereon is inStJfficient to el1swer ,; fly 


questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE!. 

1. Full Name (Init'als Not Acceptable): SIf,SO n Ellen Hal! HJ.m.fJ...-tf?!:__d _ 

2. Have you ever had your name changed? t:lQ.... If yes, give reason for Ihe change: ..__.__ -_.-

------------------------_.._---_.._--_... 
b.Maiden Name (if jemale)'___.j...Ij~7--------------·-----··--
C.Olhor names uS9d at ..ny time _-L.J..f~--------------.----......-

3. 	 00:;01 Security Number": 

4. 	 Date a11</ Place olelrth: ?-!5-5& Alew Ockak75 I L·/J.·\-i-.-..--.-----...

,~!l E;-, £aIC(Y1otrt Pkwy, : l-taTh!:K;Ii_:115-1L.s. 	 6'..:siness Address: 
i3dsiness Telephone: ~Ih- (aC¥..- iL751 .-------.-.----.- 

6. 	 list your residences for the iast ten (1C) years star.inq with your cltrreni acdres;. 

giving: 


CITY AND STATE DATES ADDRESS 

----------------------_.__.- -------------------_._-_ .._----------------------_._--_._--_..•. 
7. Education: Oa\es. Names. Locations and Deqrees 

College UY),i~WJ# ~&?f!,~!,1tfh 'tll,~ 7 8,5Jz'.~'gmf~/bIlnIO'_--ff,; ~__ ._ ----. - -~-.--- _6 -.---.,- 
Gradual" Stud Iss If( -	 .--.-.--_.-... I -. 
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'_''-'' ~..L' _'.' .... '_.... "...;, '.', _..... '-',....... ........... •-,,', I '- , .... '.;..:... 

ID: hUG 11 'CO 8 ;:3? >: ,~' . C::~) P., .:j 

8 
----------_ ..._---_ .... 

J 
s :sen! or Pru{Ju~"u Pu"jliUl' with t~e PrQPo~ed Charter Go,'\ool : ______ .~_____...._~.___ .". 

IjMrc( IUVK:bet Ittt2j.12li1flll -r(lr:l,,((jz-1';fJM .-.--.-- .. 
---------------_ •... 

10. List complete employment record (up to and including present jobs, positions, 
directorates or offlcerships) for the pasl twenty (20) years: 

I ~;'I ., 

Si:ull/FitO I ifJ'lnap"i: 
1'[ . Present employer may be contacted:"p2250@)No (Circle One) 

No (Circie On e)Former employers may be contacted: ~ 
~ 

12. a Hav!l you "'Jar been in a pos'tlon ",hid, r;''1rrirAd a ficelHy bond?_AiQ ______ 
If any claims were made on the bend, give details: Jd/tr ___..__._____.. .--......... 

b Have you ever been deniM an individual or position schedule iid;'!Jjty b,nd, 0: r'1G 

a bond cancelled or n!v,~keCi? ,JJdLl}QL.._______•_________ 


If yes, give details: ---!:.eJ/'/-'fl"1:L____________ 


1.3. Lis: any professional. occupational or '1oClltional licenses issued by any pu:;ilc c,r 
governmental licensing agency or regulatory authority which you presently hcld cr 
hove held in tile past. (State dgte license was i~~u"rl, i!;~IIAr nf ijc.ense. date 
terminated. reasons for termina~. --,---_.___ .._.~__.._._______.__..._____.. __. 

/.../cwr.Qi &ttruW?k d::y (at/'Js.W"" , Smk ot.J2c.~-.-----.--.. -. 
In)! /0'2 - (ll1cre . ...-----.I 

Pi 

14. During the last ten (10) years, have you elier been refused a professional, 
occupational or vocational license by any PUOIIC or governmenl<ll 11t;,,;IS;II\! "gerey c' 
re(;ulalory ad1rority, or has such license held by you ever been suspended or 
revoked? If yes, give details: tJI.e/- ....--- ..--.--.. ,, 

--.~----~.--- -_ .._-_... 

-------------------_._-_.-.----_ ... 



• _'_l':'" '_''''tL.""'1r-l..i:-: i ~ ':._:=""."88/1':'1 ::::UtltJ 
HUG 1; '00 \l~, • C;,":() 

15. Will you or members of your immediate family be em?loyed by (di:ectly or ,h;c·.o!, 
~ontlact) or receive remuneration from the oroposed charter school? ..&.Q-. 
if yes. give details: 1))ft--·-I>,4,"LL..---- ....·----· ----. --------...--. 
-------------------- ._._--------_.__ .__._ .._,,

15. Have you ever been adjud~ed bankrupi? .JdLL_________ 

.\? Have you ever been convk:tad or had a Sentence Imposed or s~sp~1de~ C1' h;.?ci 
pronouncement of a sentence susper.ded or been pHfQOc;ed iv: ';U' ,vic;liu,' ur 'J' 

pleaded guilty or nolo conter,dere to any information or indictment cha'g:n(j ~n~/ 
feiony, or charging a felony Of misdemeanor invoiving merai tJrpil\JOE" 0' n>J','e yOJ 

been the subject of any disciplinary proc~edings of any fedc:al. or s'.ale re,cCJia~·:·rJ 
agency? J)O·. 
If yes, give dFlt>!i!~' ________ ..... -- ..------. ,-~.- .. -"'". 

._-----------------------_.- _..._--_ ..._
-------------------------_._---_..__.------

10. Hiive.\,'ou ever beer: om Om!,;,,,I, uiltlcior, ir\J:;t"ll, ir.'{e~trr.ent CCim,.,illcC Cl¢cnbcr. k", 
em;;>loyee. or contrcll!ng stockholder of any bU5lness, wnich. while you occupisd w,y 
such position Dr capacity witn respect to It, became lnsoiv(:!l1l (Jr 'No> [.'I",.,o.! ur..j,,· 
super,lsion or in rCGelvership. renabilit!3!lor., liquidation or conservatorshi~') ...M1?----.-------.-

19. Are you now, or have you been, within I.M past five years, a plantiff c; de~tndan! ir 
any lawsuit? .00 If ~C, piease furnish decaiis: {.(,1ft -----.--.---....--.

Da\:-~i~n.a:~ thisd~:~ ?J~ {Ju ,wi' ~_-.:===-~~ ___"__... 
I hereby c~rtliy Ullder penalty of ~rju,y thai I am acti"9 on my own be,I,:,;;, ;,." 'b, I::, \ 

f.~regoing statements arB true and correct to the :Jest of my ~"e';;"6 "r~:::><.c:'iii ,t," .~NH'
i / s/ll/liIA/ /f([L-J)..~.t~.:..._.-.~~. 

State oi ~t:. ,)§Tgnj;u.e of Xii':nt' . 

C:ounr, 01911/1:;:;; 
Parsc(\ally appear4'1';1 ~ ..fc.n~ me the above named 511 5L!r, Pa,a s:kt:___._.___ ._.__...... _.___ 

personally known to me, wno, being duly sworn. dGPOses and says thai h~ish" 

executed the :1bOV6 Instrument and that the ~t~'~mAnt~ ~nd a.nswers COlltainej ht~re.r 

are trJ9 and correct te the best 01 his/her knowledge and belle!. 

, , 
rn to before me this _--1-/:.1.1___--=:= 

(SEAL) 

"';;;;;;;;;'" NANCY' TfJ I <'V'R~---'~""\ ,....-Lel

(.(. 2(1'! Notarl PWic.. ~wt, o~ Te~ 
 65\ I. Y> / My Corn·...... e.p".. 
\<:~~ AUG. e. 2001 



.-I:I-ky=.==.!:J.,.......=~t~,<=--_____________c--------- 

15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? N <J 
If yes. give details: ____________________________ 

16. Have you ever been adjudged bankrupt? ____...!.rV-=_·-=u_____________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony. or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of aflY disciplinary proceedings of any federal or state regulatory 
agency? JV J 

If yes. give details: ______________________________ 


18, Have you ever been an officer. director. trustee. investment committee member. key 
employee. or controlling stockholder of any business. which. while you occupied any 
such position or capacity with respect to it. became insolvent or was placed under 
supervision or in receivership. rehabilitation, liquidation or conservatorship? _-'Y=-="'=-____ 

19. Are you now. or ha,ve you been, within the past five years, a plantiff or defendant in 
any lawsuit? N '" . If so. piease furnish details: 

o~· .j and signed this 1 day of 1+,-"',..... .. ..:,)-"'.>--'--' ___________ 

'siJ,-" do at• 

I hereby certify uncer penalty of oerjury that I am acting on my own t5n2,' 
foregOing statements are true and correct to the best of my kn 

State of_...:r-=~...:x~·...:+-~:5=--___ 
County of --'1~+-...!A-~{l:::.:Il-=I:::.~:::...__ 

Personally appeared before me the above named KOv'lo.-I-L t. Le...ut'.$ 
personally known to me, who. being duly sworn. deposes and says that he/she 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 

Subscribed and sworn to before me this 

Ih-<.~ u.£.. t 
__'1-L-,-+-k~=-__ 
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IO: 	 HUb HS 'UU 1~;4~ No.OOS P.DS 

TEXAS EDUCATION AGENCY 

OPEN-ENROLLMENT CHARteR SCHOOL APPUf:ANT 


BIOGRAPHICAL AFFIDAVIT 

(Print Of' Ty...) 


Full Name of Sponsoring Entltv and Name of Proposed Charter School: 

Nehtlborllllod C"Jlt~r~ I.n~, Charter Sl'hOD~....... ___._ . ------ ." .. ,,~--.~....--.---..~----_ ..... __._..._-
In canncclloll with the above.,.emed orgalllzalion ..nd eharter .chopl opplicallon, I 
111"0:1...1111 mek.. repres..nletiollll "roll ~ujJl'ly ;rrrurll".tI"" ",/,ouul lI'p"lr .,~ "erei"..ft.., 081 
roM. (Atllcn sCiCIendum or separale sheet If spacI;I hereon IS ;nsufflt:iem 10 answel any 
quesUona fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Nama <Initials Not Acceptable):., :?liM <I &4.."",:1& I.3A.KeIe 
2. 	 HaV~ you eller had your name changed" &.. II yes, gille reason lor tt1e c;hBnge: _____ 

b'MaldenNam@(if;D'T.al;~)~-<bi¥i "~ 

c.Olhe! namll$ used "t"n'l~~ .... 

J. 	 Sudsl Se<:urlly Number": ~ 
4. 	 Oslund Place of Bi,th: !JUII. 

i 
19.,! 1:J...rv.-s r;;: 1e>4. fI 

5. 	 BUsiness Add,,,n: I --.-- -..,,,--' .' 
BUoinOGO Tctophone: -=-:.--_-____________ ........._--

e. 	 List your resillenCp.5 for on" la$t len ( 10) years sTarting wlln your currrm( lI(lUll1~~, 


giVing: 


.---.~. 	 .. ....... --_.-.. _......,._.._----_. 

-----_.- . _._.. 	 -'~"'-'--- ---- 

., ...__ .-...._......-_..... 

7. 	 Educiltion: DBle... N ..m ...... I " ...aUnnll lind OfrlOntlL" 

College iL\..-~-{I.L~' '/fi&t,$ 1151- ./1...2~..!::tP:....-__ 
Gr.JdUille StuOles .:.-::::. __. _-_____________ .- .•..----••--.- 
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ID: 	 HUb ld UU 1~:4~ No.UU~ ~.Ub
• 

-----_._._.  -Olners _____._ ---_._---.. _--------' 
------ -- .--- ------- ----,,_._,-,-_....._--- ---"--'- 

S. 	 Li.t Mombel'Dhlp in Prott!ssional SOclelies and Associations: __# A-:_________·..,."~r 

9 Presenl or F'ropo9aci Posltl'ln with t~. Proposed Charter School : "b...~==____.___ ----_........._-
--_._---._"", --" 	 ..,--'--- 

10. L"t complet$ tolllploymenl rec.cfd (up to and Including presenllobs. positions. 

directorates or ctflc8rahlps) for the past twenty (20) YBlrs: 


TITLE 

, 1. Present employer may be 	 No [Circle One) A//1 .;,\ 
.., .,,',< 

Fnrme' employurs may bo contacted: Yel NQ (ein;;!", Oll~) ttl A
12... Have you ever lJ"",n In a pasluon whlcn reqUired a flceUty bOnd? .-'(\.,0"-"''''-_____ 


Ir <lny clslms were made on the bond. gi~8 details; ~ 


b Have you ever be~n demeo an illdividulil or ro~illon schE'dul .. fideli~f bone. or h~d 
a bond cancelled or (fwok"d? /t.A? 	 "'" 
If yitA. oive dll':lil$: _.._ ... ,, ____________ 

'--------- 
13. List any p·~ofeSSIOr1al. occupational or vocalionailicenses iSSU80 by any public Qr 

governmentallicensin!1 agency or reoulatol'/ authority W/'llch you prp.sp.ntly hold or 
hav., held in the past. (Sh.l" rlaIO!llj..,...n~~ w'!Os issued. issue! 9; I,cen,e. date 
lern1,nalad. ".,,,,nns for tenninatiDn): M 1 !JLt!:.. _______________Q 

----,---,,_...,-------- 

14 	 During tne '8.1 ten (lU) ye~rs. have you ever been refused 11 professional. 

occupational or vocationalli\:l!n$8 ~y any public or qovemmer.tal licensing agency or 

(Bgulat0'Y I;Iuthorlty. or has such license hell:! by you ever been '"~T"",/')rll!lrl nr


tJ ft revokel:!? f1Jo If ye•. niv,", <111IA;I.· 
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ID: HUG ll>'UU 1~:40 No.OOS P.Ur 

15. Will ynu or men,bers of Y'lIIf immedlatll family be employed by (direcUy or tbrovgh 
oontraC1) or receive remun .. falion lram the proposed cn..,r1"" ,;cnool"? /I 10 
If yell, 91'ie delell~: __.. i 

-~-----

16. Have yov ever been adjudged bankNpt" -LN.JI!.-'(JiL-_______________ 

17. Hav.. you ever been convicted Of had a alilnllmr.R imposed or suspended or nad 
prollounc:"menl 01 a ~l!Inlcncg ~uopcnded Of baan pardoned for convir:linn 'It nr 
f>1t:lIiU.U 'ijuilly VI 110'" c,,,ntender. to any ,nformation or indiutr"onl ch"rging any 
relony, or Charging &l teluoy ur lI,ib<J"'''IiI"nor Involving moral turpitude. "f heyo you 
been the :;ub:C1 ot 8ny disciplinary proceedings of III'Y r..u.",11 0' ~tate reguletory 
_RBney? !l!.." 
1'·Y8S. give details: ___... ,, __--_"____ 

111. Have·you ever been an omcer. director. trust.,,,. IIIv""U",,,,1 commitl.... member. key 
employee. or contrOlling slockhclaer olllny bUSiness. which. while you occupi~u illlY 
such POlltion or capaci1v with respect to It, became inlilolvent or wa~ placed und,r, 
6li1",,,rvilllon n' in ,,,,,,,ivAtship. rehabilitation. liQuidation or conservatorsni,,? .---'N...;;....;I/);;....____ 

Dale lind sl ned this ....__, 
.. 2'e2'? III .. ___"--:-____ 

1horoby oertify undor ponalty 01 perjurl ~t I ~m aetino "" y nwn l:"n"d. ;'ir;" :h~I.lhe 
forellOing s(aler"enl~ "re Irue ,.nd corrcc:llo Inc by"l cf myJl!:'wIOr.Jg9 ""'1;~;/ /1... . 

I~~ t I ..I.C)!J~.£<........ .....1 ............ 
. ,..' 
(519n"I\.I'O 0; Alfianl) 

Slate of.-CJ...!.:.:i..f::P.M ~:.."..__0\ 
COUf1tv ofS: .. ;.J FoAi}> ..... ~--' 

..... 
PQ'~onany .ppn,ad balore me tha "bolle nam..rl ~:?.~.~~ d..4 ql<. 
personally known 10 me. who, being duly Bworn. deposes and ~"ys II'",' " ... ,,,hA 
execut~U lilt! dIJUV\1 ill:;I' uJIlenl and (hllli til" stl1lements end IIn3WC,c Gonl3in .. d the'Oiin 
are INe lind correct 10 Ine best 01 t1lslher Knowledge !md t>..lItir. 

Subscribed and sworn 10 befor .. me this ......r./:...!{1..-r-:...:.H"'-_~ day of 1'1 u r;.. uJ; r 
........ _-_._ •.._--- 19 ). ~~..:;) 

':&:.-~-d.<Z'?' 
(NolaI")' Public') . 

(SEAL) My eommiccion ''',pir... ~("/O? 
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ID: 	 HUb·ll:S·UU 

TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 

BIOGRAPHICAL AFFIDAVIT 
(Print or Typet 

Full Name of Sponsorln" Entity and Name of prapoled Chartar Schoot: _______ 
lleighborll<,od Conters Inc. Chartar Sch,,"~. --.. . 

In connection wltli Ih" abov".remed organization end etlan"r school tlppilcation. I 
herewith n".ktt ' ..prllsenlallonll .IJIIJ dUW1y ill(UIIIII.llull "uuulllly~,,1f "$ nereif'after oet 
(ontl. (Allaeh addendum or separlte sheer if apace hereon IS :nsufflcient 10 liInswel any 
quesUoDs fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Nol Acceptable): 6lL1a M G,. , (eft: l34..kIt
2. 	 Have you ayer had your name changed'7 & II yes. give reason 10' lI1e ~l1an9a: _____ 

b'Mroid.nNam"(i'f~ln~I.~)~~/~~(

c,Olher namee used dlOI\~ ~~-

. t,p- / ~ 


3. 	 SQdaI Security NU·ITlbar·: ~ 
4. 	 Date and Piece of Birth:   1:J.rv.~ r;:;; 1e>4 f 

S. 	 Busln... Address: __ _______.-_-_-_.- _____ 

BuOlneao Tolephone: ..:-==-:..'_____________ 


e. 	 List yuur resioenells 'or !na las! ten ( 10) yes,s s!anlng WI!n your C!JIICIPI ilUUllln, 

giving: 

._ ........... -.- ..--.-- 
------..- .....-------- 

..._-- --,.......-- ... 


7. 	 Education: DateR, III........... I " ......linn.. IInl1 Peorollt .. 


CoI~1! L..~~~..AJ' '/eH,# /121_= .1112..::::4~__ 
GraCluate sludles~-~:::~~::-~=============. 

&3 

O~/lR/OO FRJ lfl:41 !T~/R~ ~n onl?1 



--

---------

ID: 	 HUb HS-UU 

---------~---------.:. 
-----.-._----------- 

s. 	 Lilt Momber.ship in Proftlsslonal SOcieties and Associalions: _,_/1/1'r_________:.;.~I,~r 

~-----..- 
9 Present or Prol'oserl Posillon ",~h I". Proposed Charter School : ..~________ 

----_._-- ._---_.. --- '-. -'---	 -------,-- 
10, I.lsl camplel", 1;:rnploymenl reccrd (IJP to and incil.ldJng present jobs, positions. 

<iiredoratllll or olflcerships) for the past twenty (20) years: 

11, Presenlemployer may be tor'tac:Iec:I:'p,"!50)(Y~ls No (Circl. One) 11111
Fnrrner employer. may be contacted: Yea No (Cin;:'!' 0",,; ~ It 

';:, a Hllve you over Lle"n In a posluon which reqlJlred a tioelity bond?_.!-f\.A-=:::"-____ 
Ir "ny tlaims were made on the bond. give delal18: 

b Have you ever been denleo an individual or ;>n!ulfr.ll'l .schedule fcol:I'J bOlle, or hlld 
a bond c:~,"cafled or ',,"oKed? ....t.(I....i..=:;;r):....______________ 
If ylll"_ oive del:ilffa: ____ .____________ 

13. LiSI any p·~c1esslonaL occupalional or vocational ilcenlas issued bV any public or 
governmentallicenslnq ,1I;laney or regulator/ autrlotity which you ;lrp.s""..Uy hold or 
have held in Ihe pa5t. (SIll'" r._~!f' li",,,,nll$ ..... s 'ssued. Issue! '1' ',cen$lI_ date 
termlnaled_ rf!A!'Onns (or lell'''I'I.I,ol'l): A 4 7 Q NIt _____________ 

J.;I. 	During Ine ISSlien (1 U) years, have YQU ever been refused a professional. 

o,,~upaho,.,al or '/oeational Ii""nse :'y any publi~ or flovernmental I,cans,ng agency or 

regulatory alJt~orlty, or has such litense held by you aver been slJ"tlennBn nr


tVA revokad? nlQ if yes, !]iv"" rill';:oil~-
------_.._------------------- 
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llJ: 
1~'4( NO,UU~ ~,lU 

'5. Will you or mambars of your immediate family be emolOved bV (directly or tllrough 
COI"Itr.Ict) 0' noceiva remuneration frt:lm ll'Ia propo .... d ch.,.r1." IIchool? /1ft:,
Hy"lI. ii'..... detellll' _, ,, ________ 

16. Mave you ever been adju!Jged bankrupt"f --</J......,,"'-______________ 
17. H2_ you _r been conVicted or had II ..ntlln....I! imposed or suspendod or had 

pronouncol"lent at II 3entcncCI ouaPQ/'Ided or bo.n pardoned 10< corn.i"unn nf nr 
1l1",..u...:J ilUllLy UI IIuto contendere to <lIny info'mIIllan or indiet",..nt charging any 
!eleny. or c:tI8~lng II roluny UI Illi~oJl;IllI.anQl' In'f'olving morat\ytpitucio. <>r h,,,,.. you 
been the $l,IbJ:-: ot anv diSCIplinary proceealngs of any red,...,1 UI ..late regulalory 
.Ae,,~? {JLrJ 
IF ve•• give detail.: __ " • _____ 

111. Have· you ever been an gmc;er, director. Iru5lee. il1I1"""1I1I1I1 commiU,e member. ~ey 
employee, or conlrolling stockholCer 01 IIny bU$lness. which, whlie you occupl~ lillY 
$u!;h posillon er capsCily Wltn respeelto it. became inllelvent or WIIS placed undJlfl 
SUt'llltNi"lnn nr in rflr.flivflrship. renabilila!lon. IlQuidalion or eonservarotsnlp?_IV:.:...::'D:....____ 

19. "'re yOI.I now. or t'lOIiC ~ou boan, within ITIa p8.llIye year';, ,. pla"tiff nr dp.fenGa,:,t In I La .J...• 

I horGby certify un~er penalty of perjury all:lm actin!) I:In y own t:1>~1"'f. ;;.';" :hOlt Ihe 
rore~O\nlil :statements are true .. I'd correct to tho bo&t 01 my)£.olNledge "",,~(Il.~ 

I~~: " I 12:=CA I,s 
t S!9n.tlu,c or Affiant) 

State of CI L::'!:r;Jl,h.. L . ..;.A.__ 

County of S:"1oJ f"1\',. ...... Ii!':-' 
~.. 

Personally appeared before me :n" abova nam"r1 :;;, !!~~!IL.G.... d.-<I a It 
personally knewn to me. whe. being duly ~wom. deposes .ond ~..ys Ii''''' hAI~hfl 
executed lh4!J .1I\1~" illllllUI11<!Jnt and thai (he slatement" and 'nswcrc r.onl3ln"d Ihsreil'! 
are true and correot 10 tne Dest or nlSln.r ~nowledg8 and beller. 

SUbscribed end sworn 10 before me this --'/....e~;..r-"'t'I__=-day of Au ,- "'lo r -_........- ... __ ... '" ._-_.... _-- 19 2a.tooi ..·, 

. 2/..:*-K-Z.r~I ..... . 
(Netllry Public'l , 

My commiocion "~plr... 4/,·d
. (SEAL) oj. ., 9 • 

..".III"'(5Ui\", . II so, ~Iease furnish alailG: c....,..A'. tic +! IV ....-. . . 

Date ar.d si n.d this • ' .' ._' 
~ 2e'3? at ____.-:-:_____ 

08/18100 PR! 16:41 [TX/RX NO 5012] 
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Blazek & Vetterling LLP 

\ ~ ~ :; T , r I ;. " i' ,1 i. 1 , 

Independent Auditors' Report 

To the Board of Directors of 
Neighborhood Centers Inc.: 

We have audited the accompanying statements of financial position of Neighborhood Centers Inc. as of 
December 31, 1999 and 1998, and the related statements of changes in net assets, of functional expenses, 
and of cash fTows for the years then ended. These financial statements are the responsibility of the 
management of Neighborhood Centers Inc. Our responsibility is to express an opinion on these financial 
statements based on our audits. 

We conducted our audits in accordance with generally accepted auditing standards and Government 
Auditing Standards, issued by the Comptroller General of the United States. Those standards require that 
we plan and perform our audits to obtain reasonable assurance about whether the fmancial statements are 
free of material misstatement. An audit includes examining, on a test basis, evidence supporting the 
amounts and disclosures in the financial statements. An audit also includes assessing the accounting 
principles used and significant estimates made by management, as well as evaluating the overall fmandal 
statement presentation. We believe that our audits provide a reasonable basis for our opinion. 

[0 our opinion, the financial statements referred to above present fairly, in all material respects, the ftnancial 
position of Neighborhood Cl!mers be. as of December 3 [, 1999 and 1998, and the changes in its net assets 
and its cash tlows for the years then end~d in confomlity with generally accepted accounting ;:.rinciplcs. 

In accordance with Government Audl!mg Standc.ra's. we have also issued a report dated April 5, :000, on 
our consideration of Neighbcrhood Centers fnc. '5 internal control over financial reporting and our cests of 
irs compliance with certain pro<,.-·istons of laws, regulation~. contract>::; and grams. 

April S, 2000 

' 
Fax (Ill) ;nS7413101 RichnlOnJ Suit..: ~20 H... Juscun T..::xJ.s i7098-3013 
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Neighborhood Centers Inc. 

Statements of Financial Position as of December 31. 1999 and 1998 

ASSETS 

Cash and cash equivalents (Note 2) S 4,714,867 S 1,593,498 
Accounts and contr3.cts receivable (Note J) 7.174.183 7,86-1,689 
Pledges reci::tvable: (,Vote ./) 

United Way allocation 3,874,857 3,671,647 
Other pledges receivable 5,487,078 8,322,842 

Contributed use of facilities (Note 5) 3,896,190 4,675,428 
Prepaid expenses 246,679 112,031 
Investments (Note 6) 9,818,082 2,686,131 
Property, plant, anq equipment, net (Nole 7) 4448,856 3,341.071 

Total assets S 39760 192 S 32268337 

LIABILITIES AND NET ASSETS 

Liabilities: 
Accounts payable $ 5,218,878 $ 4,875,814 
Accrued expenses 897,239 694.872 
Contract advance and deferred revenue 2.270,010 941461 

Total liabilities 8.386,177 6,511.1.17 

Lr.res[[icted 8.362,936 8,452,234
Temporarily restricted (f....ote 8) 20,426,729 17,303,956 
Permanently restricted 1,035,000 

Total net assets 31.374,665 25.756,190 

Total liabilicies and net assets 5 12 1tiQ 722 S 32 ?tiS 111 

See accomoanving notes (0 financial statements. 
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Neighborhood Centcrs Inc. 

Statements orClJ:lIl!!CS i!1 Net Assets for the YC<lrs ended Dcc~Jl~~IlL_J999 and 1998 

REVENUE: 

Govcnullcnl grants (Note 9) 
Contributions: 

United Way 
Olher contributions 

Program fees 
Renta I income 

Investment income (Nole 6) 

DIller 

Total revenue 

Net assets released frolll 

program restrictions 

Tolal 

EXPENSES: 

Program services: 
Child care services 
Elderly services 
family serviccs 
Youth services 
llealth serviccs 

Tolal program cxpenses 

Managcl11cllt and general 
f'unJraising 

Total expenses 

CHANGE IN NET ASSETS 

Net assets, beginning orycar 

Net assets, end of year 

IINRESTR1CTEJ) 

$ 87,767,562 

159,923 
755,207 
775,284 
624,937 

37,028 

90,119,941 

8,200,520 

98,320,461 

84,460,413 
5,182,051 
1,756,854 
1,706,915 

405,876 

93,512,109 

4,022,127 
__3_75,523 

97,909,759 

410,702 

8,452,234 

La,RQ~.2~6 

1999 

,--,--

TEMI'()RA1~11.Y 

Rtsml£II!2 
PERMANENTLY 

RESTRICTED 1!)L61 

$ 87,7~j7,562 

$ 3,%'1,295 
7,J5X,1)1)8 

II,J)~,:~93 

$ 2,085,000 

2,085,000 

J,lJ(irl,295 
9,603,921 

"155,207 
775,284 
624,937 

___J7,02li 

103,528,234 

_Ui2QQ,;i,1Q) 

__3,m,!]} ~5,000 -.l!l~.'2S,234 

8,1,'160,.113 
5, I ~2,051 
1,756,854 
1,706,915 
,~5,87§ 

<)3,512,109 

,1,022,127 
375,523 

,,97,909,759 

3,122,773 2,085,000 5,618,475 

----.lL3 0 3 ,950 -.25,756,190 

UQ.1£l2,ll2 Ll.!laS~illlQ t3J.1B.6§S 

--~--

-3

UNRESTRICTED 

$ 5'1,699,289 

260,815 
992,165 
687,383 
192,757 

3,865 

56,S36,274 

__9Jl J9 ,272 

_(ij,S76,25] 

52,536,907 
7,141,747 
1,639,470 
1,597,948 

259,31,1 

63,175,386 

2,519,496 
'155,270 

~6,150,152 

(273,899) 

_1L7){"Ul 

LJl,ill..~1 

1998 
TEMPORARilY 

RESTRICTED llHAL 

$ 54,699,289 

$ 3,858,802 
12,0'18,873 

15,907,675 

3,858,802 
12,309,688 

992,165 
687,383 
192,757 

3,865 

72,743,949 

J9,039,2I'2) 

6,867,696 72,743,949 

52,536,907 
7,141,747 
1,639,470 
1,597,948 

259,314 

63,175,386 

2,519,496 
455,270 

66,150,152 

6,867,696 6,593,797 

10,436,260 19,162,393 

U7.1ll3.25i1 :K.2 5.L2Q,liQ 

See accofll{JWt}'il1J! l10les to (illollcial S{(ltcmQlts. 



Neighborhood Centers Inc. 

Stakmenl ofFullction<'11 Expcns~s for the year ended December J1,.....JC)(}l) 

CIIiLD 

EXPENSES 
CARE 

SF.KV.!..Q2 
u.nl:IU.Y 

~ERY.K.~ 

I:AMILY 

SEf(Ylffi 
YOUTII 

SERVICES 
IIEALTH 

SERVICES 

MANAGn,I£NT 

ANn 

f.!It:!URAI. FlJNnRA1S1NCi 
TOTAL 

EXPENSES 

Salaries and wHges 
Heallh and retiremellt benefits 
Payroll taxes 

Total salaries and related expenses 

$ 9,868,533 
842,245 
932,500 

11,643,278 

$ SO.l, 177 
X 1,652 
89 582 

974,411 

" ~ 415,668 
34,238 
41,528 

491,434 

$ 846,503 
51,385 
82573 

980,461 

$ 132,890 
16,887 
12,'195 

162,272 

$ 1,80'1,740 
130,662 

__147,080 

2,032,482 

$ 163,511 
15,743 
2,679 

181,933 

$ 14,035,022 
1,172,SI2 
1,308,437 

16,516,271 
Assistance 10 individuals 
Occupancy 
Fees and contract services 
Supplies 
Purchase of equipment 
Telephone 
Travel 
Provision for uncollectible receivables 

66,549,402 
1,949,882 

778,583 
1,017,151 
1,663,053 

323,382 
123,906 

2,009,485 
108,450 
773,·1J~ 

1,140,618 
18,177 
16,65,1 

110,212 

1,100 
984,453 

59,]'14 
42,969 
61,614 
39,974 
22,664 

15,437 
134,605 
437,736 

62,308 
6,936 

21,614 
18,250 

8,932 
94,416 
18,904 
11,30 I 
22,520 
50,544 

470,'180 
308,659 

99,737 
"'1,534 
59.032 
48,391 

S,630 
128,577 

13,934 
220 

4,430 
13,859 

68,575,424 
3,665,432 
2,580,747 
2,395,621 
1,805,835 

487,606 
387,826 

Prinling and publicaIions 
Postage 
Conferences and me~tings 
Awards and grants 
Accident insuranc\! 
Equipment renlal and maintenance 
Miscellaneous 

Toral expenses before depreciation 

106,968 
160,150 
79,217 

294 
16,875 
4,133 
2,202 

84,418,476 

X,I44 
8,515 

792 

189 
226 
152 

5,169,457 

3,587 
1,953 
1,052 
9,835 

88 
104 

1,721,171 

8,048 
2,004 
2,004 
6,365 

234 

302 

1,696,304 

18,984 
406 

16,412 

85 
1,100 

405,876 

323,000 
59,438 
31.380 
47,897 
-12,676 
21,089 

3,280 
__I'IV,'I29 

3,791,504 

15,000 
462 

7,057 
335 

1,086 

375,523 

323,000 
220,169 
204,870 
154,431 
59,505 
38,387 

7,812 
155,375 

97,578,311 
Deprecialion 

Total expenses 

41 937 

~£4,~6Q,H3 

12,59'1 

:!i_.j.l82.Q~ 

35,683 

LU5G,85'1 L 

10,611 

L 'ZQQ.2.1.'! LAQS,87a 

----1JMn 

$ 4J)i1J27 lh--17~J21 

331,'148 

121,9Q2,722 

See accomoanvilH! notes 10 financial SIG(emellls. -.~.____"_~no_ 
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Neighborhood Centers Inc. 

Statement of Functional Exnenscs for the year ended Oecclubcr lJ. 1998 _ 

EXPENSES 

CIIILD 

CARE 
SERVICES 

[lJ)EIU.Y 

:iFRVICFS 

J:AMILY 

~fRV1CES 

YOUTH 

SERVICES 

IIEALTU 

SERVICES 

MANAGEM[NT 
AND 

GENERAL FUNDRAISING 

TOTAL 

EXPENSES 

Salaries and wages 
Health and retirement benefits-
Payrolliaxes 

$ 4,442,744 
419,656 
420,348 

$ 681,375 
63,550 
77,8S1 

$ 355,644 
29,816 

__35.721 

$ 722,818 
33,688 
71,851 

$ 98,239 
11,327 
9,251 

$ 1,351,537 
95,384 

116,097 

$ 180,870 
12,802 
16,354 

$ 7,833,227 
666,223 
747,503 

Total salaries and related expenses 5,282,748 822,~O6 421,181 828,357 IIS,SI7 1,563,OlS 210,026 9,246,953 

Assistance to individuals 
Occupancy 
Fees and contract services 
Supplies 
Purchase of equipment 
Telephone 
Travel 
Printing and publications 
Postage 
Conferences and meetings 
Awards and grants 
Equipment rental and maintenance 
Membership dues 
Miscellaneous 

45,427,734 
561,546 
190,622 
534,341 
102,674 
160,154 
65,865 
)],897 

113,369 
23,991 

6,230 
3,320 
2,009 
9,552 

4,293,619 
103,170 
704,352 

1,039,794 
9,763 

27,640 
109,761 

991 
(,,782 

389 
750 
2:12 

15 
___~W) 

9,717 
I,Ol9,S38 

41,190 
42,182 

4,866 
41,378 
26,736 

302 
1,942 

865 

131 
1,570 

272 

5,83'1 
142,683 
477,553 

66,680 
12,074 
17,JOO 
24,304 

2,071 
7,21S 
4,92U 
3,000 

359 

1.'1 

9,736 
72,314 

4,862 
1,197 

44,180 
5,330 

23 
480 

2,308 

67 

92 
181,623 
216,002 
110,834 
21,666 
23,921 
55,'173 
15,718 
21,138 
19,1'19 
2,254 

952 
4,583 

_21,l54 

170 
3,694 

156,653 
52,535 

362 
5,726 

15, 114 
5,145 

561 
3,822 
1,170 

292 

49,737,166 
2,027,300 
1,859,186 
1,851,228 

152,607 
320,299 
302,585 

38,147 
151,490 
55,444 
13,404 
4,712 
8,536 

106,813 

Total expenses before depreciation 52,498,052 7,126,950 1,612,170 1,592,432 259,3 14 2,331,682 455,270 65,875,870 

Depreciation 

Total expenses 

38,855 

U2,j16,2QI 

___1~.797 

~,,_Z.L1.u:E 

27,300 

Ll~1.1Q 

5,516 

~~J~~~H& $ 2~L1 

__~Ul1 

LUL2.'!2& ~___A2j,73Q 

274.282 

~fui.15Q.I)1 

See accOl~l/Jallvil1g noles tv fi,wncial slal,e"II"le"n"l"s~._______ ---------
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Neighborhood Centers Inc. 

Statements of Cash Flows for the years ended December 31, 1999 and 1998 

CASH FLOWS FROM OPERATING ACTIVITIES: 

Change in net assets 
Adjustmems to reconcile change in net assets to net cash 
provided by operating activities: 

Contributions restricted for capital campaign goals 
Contributions restricted to endowment 
Net appreciation on investments 
Depreciation 
Change in operating assets and liabilities: 

Accounts and contracts receivable 

Pledges receivable: 


United Way allocation 

Other pledges 


Conrributed use of facilities 

Prepaid expenses 
Accounts payable 
Accrued expenses 
Contract advances and deferred revenue 

Net cash provided by operating activities 

CASH FLOWS FROM INVESTING ACTIVITIES: 

Proceeds from sales and maturities of investments 

Purchase of invesrments 

Purer.as:::: or' property 


Nct c~sh provided (used) by invesring Jcivities 

CASf! FLOWS fROM FINANCING ACTIVITIES: 

Proceeds of contributions restricted for capital campaign goals 
Proceeds of conrributions restricted to endo\\<ment 

Net c:J.sh provided by tinancing activities 

NET CHANGE IN CASH AND CASH EQUIVALENTS 

Cash and cash equivalents, beginning of year 

Cash and cash equi'l3lents, end of year 

See accomoanving notes to financial statements. 

S 5,618,475 

(4,900.685) 
(2,085,000) 

(210,395) 
331,448 

590,506 

(202,210) 
317,672 
779,238 

(\34,648) 
343,064 
202,367 

1,328,549 

1.978,381 

15,481,691 
(13,353,753) 

(1,439.233: 

14,316,195) 

4,58 .. ,283 
875.000 

5.459,283 

3,121,369 

I ,593,498 

S 47148§Z 

S 6,593,797 

(7,271,674) 

274,282 

(2,326,584) 

(464,783) 
394,225 
779,238 
291,895 

1,970,323 
260,275 

500,994 

19,421,188 

( 13,916.948) 


:")13A35) 

?80.905 

196,895 

196,895 

978,794 

614704 

s I 523 428 
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Neighborhood Centers Inc. 

Notes to Financial Statements for the vears ended December 3 1 , 1999 and 1998 

NOTE 1 - ORGANIZATION AND SIGNIFICANT ACCOUNTING POLICIES 

Organization - Neighborhood Centers Jnc. (NCr) is a private not-for-profit human services organization. NC[ 
operates in ova 30 different locations throughout Houston and Harris Ccumy providing services to the community 
through child care management and early childhood development programs and elderly, family, youth and health 
programs. Funding for NCt's programs is provided primarily by federal, state, and local governmental agencies, the 
United \Vay of the Texas Gulf Coast, contributions, program fees, rental income and investment income. NCI was 

founded in 1907 and was incorporated in the state of Texas in 1968, 

Tax status - NCI is exempt from federal income taxes under §50 l(c)(3) of the Internal Revenue Code and is 
classified as a public charity under §509(a)(I) and §170(b)(I)(A)(vi), 

Net asset classificatio~ - Net assets, contributions and investment income are classified based on the existence or 
absence of donor-impcrsed restrictions. Accordingly, the net assets of NCI and changes therein are classified and 

reported as follows: 

• Unrestricted net assets include those net assets whose use is not restricted by donor-imposed stipulations, even 
though their use may be limited in other respects, such as by contract or board designation. 

• Temporarily restricted net assets include net assets subject to donor-imposed stipulations that are met either by 
actions of Nel and/or the passage of time. When a donor restriction expires, that is, when a stipulated time 
restriction ends or purpose restriction is accomplished, temporarily restricted net assets are reclassified to 

unrestricted net assets. 

• Permanently restricted net assets include net assets subject to donor-imposed stipulations that neither can be 
fulfltled or other.vise removed by actions of NCI nor expire with passage of time. Permanently restricted net 

assets were invested to support future e:nerging needs. 

Es!imat~s - ~t::lOJ.gement must make eS[;rnClt~s and assumptiom to prepare financial smtements in accordance with 
generally accepted a~couming principles. Thoso;! estimates and J.53'.'iTlptions affect tn::! ;,,-:!por.:~G J:-:lOunts of asse:s and 
liabilities, the disclosure of comingent assets and liabilities, the rep'xted revenues and expenses, and the alloc;';::C·;l c{ 
expenses among various functions. Actual results could vary from the estimates {hat \'liere :.J.~ed. 

Cash and cash equivalents include deposits in checking and savings accounts and hig..1ly liquid instruments with 
original marurities of three months or less that are not resrricted for long-term purposes. Deposits and insrruments 
that are restricted for long-term purposes are grouped with investments. 

Pledges receivable - Unconditional promises to give that are expected to be collected within one year are recorded at 
net realizable value. Unconditional promises to give that are expected to be collected in future years are discounted 
to estimate the present value of fuhlre cash Aows. Discounts are computed using risk-free lnterest rates applicable to 
the years in which the promises are received. Amortization of discounts is included in conrribmion revenue. 
Conditional promises to give are not recognized as contributions until the conditions are substantially met. 

fnvestments are recorded at fair value. Investment income includes interest, dividends, and realized and unrealized 
gains and losses. Investment income is reported in the statement of changes in net assets as an increase in 
unrestricted net assets unless the use of the income is limited by donor-imposed restrictions. 

PropertY and equipment is recorded at cost if purchased, and at fair value at the date of gift if donated. NCI 
capitalizes property additions and improvements that have a tangible future economic life and a cost of more than 
S I ,000. Depreciation of buildings and equipment is provided on a straight-line basis over the estimated usef\1l lives 

oftht: assets. 
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Contributions - Unconditional contributions are recorded as revenue when a commitment is received from the donor. 
Contributions received with donor stipulations that limit their use are recorded as restricted support. When a donor 
restriction expires, that is, when a stipulated time restriction ends or a purpose restriction is accomplished, 
temporari Iy restricted net assets are reclassified to unrestricted ne[ assets and reported in the statement of changes in 
net assets as net assets released from restrictions. Conditional contributions are recognized in the same manner when 
the conditions are substantially met. NCI recognizes gifts of property and equipment as unrestricted support unless 
explicit donor stipulations specify how the donated assets must be used. Gifts of long-lived assets with explicit 
restrictions that specify how the assets are to be used and gifts of cash or other assets that must be used to acquire 
long-lived assets are reported as restricted support. Absent explicit donor stipulations about how long those long
lived assets must be maintained, NCI repol1s expirations of donor restrictions when the donated or acquired long
lived assets are placed in service. 

Contributed materials. usc: of facilities and services - Contributed materials and use of facilities are recognized as 
contributions at tair va!ue when an unconditional commitment is received from the donor. The related expense is 
recognized as the item is used. Contributions of services are recognized when services received (a) create or 
enhance nonfinancial assets or (b) require specialized skills, are provided by individuals possessing those skills, and 
would typically need to be purchased if not provided by donation. A substantial number of volunteers have 
contributed significant amounts of time in connection with programs, administration, and fund raising for which no 
amount has been recorded in the financial statements because the donated services did not meet the criteria for 
recognition under general~y accepted accounting principles. 

Fees for service - Revenue from government grants, program fees and rental income are recognized when the related 
services are provided. Advances received from third parties for services not yet perfonned are included in the 
statement offinancial position as contract advances. 

NOTE 2 - CASH AND CASH EQUIVALENTS 

NCI maintains cash for daily operations at several banking institutions. At times, deposits exceed the federaHy 
insured limit of $100,000 per depositor. NCI has entered into a collateral agreement wirh one of its depository 
institutions to collateralize deposits in e,'(cess of the federally insured limit with U. S. Government debt securities 
with a par value of SI,700,000. Cash and cash equivalents ir,ciuded money "'"'Ker fends ot- S2,753,473 at 
December::;l, 1999 and S73,738 at Decemc,,31, 1998. 

NOTE 3 - ACCOUNTS AND CONTRACTS RECEIVA.BLE 

Accounts and contracts receivJble included S4,OJS"S9 and S.;., to [,625 of contract receivables with g0verr:men~al 
entities earned but unbilled at December 31. 1999 and 1998, respectively. 

NOTE 4 - PLEDGES RECEIVABLE 

At December 3l, 1999, pledges receivable consisted of the folJowing: 

Receivable in less than one year: 
United Way 
Other pledges receivable 

Receivable in one to tive years 

S 3,874,857 
2,999,913 
273l.108 

Total pledges receivable 
Less discounts to net present value 

9,605,878 
(243,943) 

Net pledges receivable 
S 9161 915 
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NOTE 5 - CONTRIBUTED USE OF FACILiTIES 

Contributed use of facilities represents the fair value of The Daniel and Edith Ripley Foundation's unconditional 
promise to donate the use of 115,190 square feet of facilities and buildings through the year 2004. The estimated 
value of the use of these facilities of $779,238 per year was recognized as occupancy expense in 1999 and 1998. 
The balance of the related pledge receivable of $3,896, 190 at December 31, 1999 represents the estimated value of 
the use of the facilities for the tive remaining years of the commirment. Utilities and general maintenance costs 
related to the contributed facilities are paid by NCl and charged to the programs utilizing the facilities. A portion of 
these facilities and buildings are subleased to other not-far-profit organizations. Rem;}l income on these subleases 
totaled approximately $237,000 in 1999 and $302.000 in 1998. 

During 1998, NCr bega!1 C! capitJ! fundraising campaign \vith the goals (If se,:uring funding to renovate Ripley 
House, where NCr operates one of its famLly service centas. and to establish a permanent endO\vment to provide 
sustained, unrestricted funding for NCI programs. In connection with the capital campaign Ripley Foundation, 
which owns Ripley House, has committed S4 million toward the renovation of Ripley House. The Ripley 
Foundation and NC[ will enter inw a long-term lease that gives exclusive use of the property to NCI, under terms 
similar to those described in the paragraph above. 

NOTE 6 - INVESTMENTS 

Investments consisted ofrhe following: 

1999 1998 

Commercial paper S 6,847,029 
Federal mortgage obligations 2,925,631 $ 2,489,030 
Cash and money market funds 33,402 189,201 
Equity securities 12,020 7,900 

Total investments S 2 818 QB2 $ ? 686 l'l I 

Investment income consisted of the following: 

Interest and dividends 414,542 192.757 
Nee gain on invc:strnenrs 

TotJ,1 i~vestme!'H incorn>;: " ..; ~ -~ I~ ~-:-
~.....:-=,,~===......,.. 

NOTE 7 - PROPERTY, PL.-\NT, AND EQIJ1P.\1ENT 

The major components ofpropaty. piant, and equipment and their esrimated useful lives were: 

1999 1998 

Land S 626,558 $ 626,558 
Buildings and improvements 10 to 50 years 3,207,180 3,662,865 
Construction in progress 1,245,365 
Furniture, fixtures, and office equipment 5 to 20 years 316,064 926,371 
Automorive equipment 3 to 5 years 259,645 436,565 
Recreational, educJtionai and other equipment 3 to 10 years 208,183 426,884 
Leasehold improvements 5 to 15 years 162028 529291 

Property, plant, and equipment, at cost 6,025,028 6,608,534 
Less accumulated depreciation (1,576, In) (3 267,463) 

Property, plant, and equipment, net $ 4448~ S 3341 Q71 

The cost of property used in opermions. but not record..:d on the statement of financial position because title is held 
by grantors was approximately $2,400,000. 
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NOTE 8 - TEMPORARILY RESTRICTED NET ASSETS 


Temporarily restricted net assets were available for the following purposes or periods: 


1999 1998 
For future years: 

Use of donated facilities 
United Way allocation 
Greater Houston Community Foundation collaborative 

Capital Campaign 2000 
Energy assistance program 
Other 

S 3,396,190 
3,374,857 
1,069,590 

11,376,391 
155.812 
53,889 

S 4,675,428 
3.672,647 
1,411,282 
7,271,67i 

272,922 

Total $ 2Q 426 7"2 S 17 3Q3 2,12 

NOTE 9 - GOVERNMENT CONTRACTS 

NCI is the recipient ~f numerous government contracts with various federal, state and local agencies. Should these 
contracts not be renewed, a replacement for this source of support may not be forthcoming and related expenses 
would not be incurred. Significant government fees and grants recognized during 1999 and 1998 include the 
following: 

1999 1998 

U.S. Department of Health & Human Services Childcare Services $ 84,998,589 $ 50,344,598 
U.S. Department of Housing and Urban Development, Community 

Development Block Grant 252,531 951,788 
U.S. Department of Labor - Job Training partnership Act 3 I ~,985 749,600 
Various other government grants 2,201.457 2,653)03 

Total government contracts and grants S 87767 i62 

NOTE 10 - EMPLOYEE BENEFIT PL ....,"S 

E~'l~ion obn ~ NC[ p8.rticipmes in a rnulli-cmp!oyer, non-cor.~ribuwry c!~tinc:d benefi( C:';$;i o~l:..:."ic::: p:::-:3ion pl;::'L. 
The plan CQv-::r5 substantially ail of NCl's employees and [hos~ (If other par.icipating a5~ncics. A pension pbr: 
committee of the United Way of the Texas Gulf C03st administers the plan and the assets are heid 0:1 a corporate 
trustee and managed by independent investment advisors. Under the plan, each participam accrues a benefit 
generally c<llculared as a percentage of [he participant's salary. The percentage of salary is set independently by each 
participating employer ..NCI set the percentage for irs employees at 3% of gross salary. NCI contributed 5194,120 
to the plan in 1999 and S147,521 in 1998. 

Welfare benefit plan - NCI participates with 45 other agencies in a §501(c)(9) welfare benefit plan trust that includes 
group health, life, long-term disability, flexible benefits and dental insurance programs, as well as a supplemental 
health insurance plan for certain qualified retired employees. The trust is funded by employee and agency 
contributions. A corporate trustee maintains all contributions in trust. The contribution allocation between NCI and 
its employees is approximately 5j percent and 45 percent, respectively. \\felfare benefit plan contributions by NCr 
totaled $873,138 in 1999 and $400,585 in 1998. A favorable determination letter has been received from the 
Internal Revenue Service. 

~03(b) Savings pian - NCr offers a 403(b) employee savings plan whereby employees over age 21 may elect to 
contribute up (Q 10% of their salary. After one year's service, NCr makes a matching contribution equal to 100% of 
the first 4% of employee contributions. An independent corporate trustee maintains all contributions in trust and 
employees may select the general type of investment for their individual account. NCI contributed $92,989 to the 
plan in 1999 and $89,627 in 1998. 
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NOTE 11 - LEASE COMMITMENTS 

Lease as lessor - NeI leases and subleases office space to tenants under noncancelable operating leases with various 
terms_ The future minimum rental income at December 31, 1999, is as follows: 

2000 
2001 
2002 
2003 
Thereofter 

S 616,871 
348,003 
209,742 
10 I ,403 
99_691 

Total S I 375 71Q 

Lease as lessee NC[ leases office space and certain equipment ur:der noncancelable operating leases. The future 
minimum rental expense under the leases at December 31! 1999, is as fot!o\vs: 

2000 S 1,039,102 
2001 1,111,486 
2002 1,071,077 
2003 1,046,448 
2004 31.217 

Total $ 4299330 

Rent expense during 1999 was approximately $1,068,154_ 
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Independent Auditors' Report 

To the Board of Directors of 
Neighborhood Centers Inc.: 

We have audited the accompanying statements of financial position of Neighborhood Centers Inc. as of 
December 31. 1999 and 1998, and the related statements of changes in net assets, of functional expenses, 
and of cash flows for the years then ended. These financial statements are the responsibility of the 
management of Neighborhood Centers Inc. Our responsibility is to express an opinion on these financial 
statements based on our audits_ 

We conducted our audits in accordance with generally accepted auditing standards and Government 
Auditing Standards, issued by the Comptroller General of the United States. Those standards require that 
we plan and perform our audits to obtain reasonable assurance about whether the financial statements are 
free of material misstatement. An audit includes examining, on a test basis, evidence supporting the 
amounts and disclosures Ln the financial statements. An audit also includes aSsessing the accounting 
principles used and significant estimates made by management,' as well as evaluating the overall financial 
statement presentation. We believe that our audits provide a reasonable basis for our opinion. 

In our opinion, the financial statements referred to above prest;'nt fairly, in all material respects, the financial 
pas ition of N~ighborr.ood C~nters Inc. as of December 3 1, 1999 and 1993, and the changes in it5 net assets 
and ies cash t10...... s. for the years .h:!n ~nded in confomliry wi~h g~neral1y accepted accounting principles. 

In accordance with Government rludl!rn'Z Srandc..rds, we have also issuec a repor: d~H~d April 5, 2000, on 
Qur considention of Neighborhood Cen~ers [nc.'s internal control over financial reporting and our [:!S[S of 
its compliance with certain 9rovisions of laws, regulation$. contracts 3.nd grants. 

April 5, 2000 

31Cl RichmonJ SUit>.! 2~O Hnustnn TCX.3S 7i098-30lJ (iU) 523-5i97 Fnx (ilJ) 522-8741 



Neighborhood Centers Inc. 

Statements of Financial Position as of December 31 1999 and 1998 

ASSETS 

Cash and cash equivalents (Note 2) 
Accounts and contracts receivable (Note 3) 
Pledges receivable: (Note 4) 

United Way allocation 
Other pledges receivable 

Contributed use of facilities (Note 5) 
Prepaid expenses 
Investments (J'.lote 6) 
Property, plant, and equipment, net (Note 7) 

Total assets 

LIABILITIES AND NET ASSETS 

Liabilities: 
Accounts payable 
Accrued expenses 
Contract advance and deferred revenue 

Total liabilities 

Ne~ ass;!,:.: 
Unrestricted 
Temporarily restricted (Note 8) 
Permanently restricted 

TQta! net assets 

Total liabilities and net assets 

See accomoanving notes to financial statements. 

S 4,714.367 S 1,593,498 
7,274,133 7,864,689 

3,374,857 3,672,647 
5,487,078 8,322,842 
3,896,190 4,675,428 

246,679 112,031 
9,818,082 2,686,131 
4,448,856 3.341.071 

$ ,9 760 79" S 32 :268 317 

$ 5,218,878 $ 4,875,814 
897,239 694,872 

2,270010 941.451 

8.386,127 6.512.1-17 

8,862,936 
20,..n6,729 

2,085,000 

3,452,2J4 
i7,JOJ,956 

J 1.374.665 25.756,190 

S 32 7!'iQ 792 S 32 "68 331 



Neighborhood Centers Inc, 

StOltcmenls of Clwngcs in NL-I Assets for the years C[l(.Jcu Dcc,:t,.:!!~~f.LJ_!" ..J 999 and 1998 

REVENUE: 
UNRF,:STRICTED 

1999 
TEMI,(lHA1~11.Y l'UtMANENTL Y 

B.L'iI!!I!:H.J1 RESTRICTE1) 

-~------

T(~U\L UNltl:·SJ!~ICTED 

1998 
TEMl'tmARILY 

RES...rl~ICTEfJ roTAL 

Government grants (Note 9) 
Contributions: 

United Way 
Other contributions 

Program fees 
Rcntal income 
Investlllent income (Nole 6) 

Olher 

$ 87,767,562 

159,92] 
755,207 
775,284 
62~,9]7 

37.028 

$ ],96'1,295 
7,J)K,<.~q8 $ 2,085,000 

$ R7,767,S('?' 

3,9M,2'!5 
9,60J,'J21 

755.::'07 
775,n'l 
62'1,937 

_._17Jl2~ 

$ 54J>'19,289 

260,815 
992,165 
687,38] 
192,757 

3.865 

$ J ,858,802 
12,0'18,87 ] 

$ 54,699,289 

3,858,802 
12,309,688 

992,165 
687,38] 
192,757 

3.865 

Total revenue 90,119,941 I I,J}'.:'93 2,085,000 I03,52S,2.1{1 56,836,27<1 15,907,675 72,743,949 

Net assets released from 
program restrictions 8,200,520 ~~200,,\lQ) 

----~---
~9JlJ~.2l2 _l~,0]9,979) 

TOlal 98.320.46 I _:L12J,7}3 2,08~,000 103,52JL1LI ..--22,P6,253 _.6,867.696 72.743.9'19 

EXPENSES: 

Program services: 
Child C<lre services 
Elderly services 
Family services 
Youth services 
Health services 

8~,460,4 J3 
5,182,051 
1,756,854 
1,706,915 

405,876 

84,460,4 I 3 
5,182.051 
1,756,854 
1,706,915 

405.876 

52,536,907 
7,141,7'17 
1.639,470 
1,597,948 

~_m>lli 

52,536,907 
7,141,747 
1,639,470 
1,597,948 

259,314 

Total program expenses 93,512,109 '13,512,109 63,175,386 63, I 75,386 

Managemenl ClnJ general 
Fundraisillg 

'1,022,127 
375,523 

4,022,127 
375,523 

2,.-; 19,''11)6 
__,]"IULQ 

2,519,496 
455.270 

Tot(\1 expenses 97,909,759 97,909,759 ~L5.QJ5.1 66,150.152 

CHANGE IN NET ASSETS 410,702 3,122,771 2,085,000 5,618,475 (273,89'1) 6,867,696 6,593,797 

Net assets, beginning or year 8,452,234 17,303,9~~ 25,756,190 ~26,133 10,436,2@ 19,162,393 

Net assets, end of year L_B,l)g219 UQ,m,:L12 Lf,M,l,QQQ ~, 3)~~lj,(i~~ ~_2A52,:V1 ~_J7.:lJU.2,5_~ ~,)2,756,J9.Q 

See accolllf}om'ilrg JUites IQj}II(1l1cia{sfalemel1's. 
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Neighborhood Centers Inc. 

Statement of Functional Expt;nsesJor Ihe y..e:~r endc(LDcc.j,:mber J J! I<)I)l) ___ 

EXPENSES 

ClllLD 

CARE 

SERVICES 

ElDERLY 

SEltVICg 

fAMILY 

Sfft,{!CES 

YOUTII 
Sj;RVICES 

HEALTH 
gRVICEs 

M!\NI\G~:l\jENl 

AND 

~j[tiLIi6l HJNI1RAISING 

TOTAL 
EXPENSES 

Salaries and wages 
Heallh and retirement benefits 
Payroll taxes 

$ 9,868,533 
842,245 
932,500 

$ R03,177 
81,652 
89J82 

$ 415,668 
34,238 
41,528 

$ 846,503 
51,385 
82,573 

$ 132,890 
16,887 
12,495 

$ 1,80.1,740 
130,662 
147,080 

$ 163,511 
15,743 
2.679 

$ 14,035,022 
1,172,812 
1.308.437 

TOlal salaries anti rdated expenses 11,643,278 974,'111 491,'134 980,461 162,272 2,082,482 181,933 16,516,271 

Assistance to individuals 66,549,402 2,009,485 1,100 15,437 68,575,424 
Occupancy 1,949,882 108,450 984,453 134,605 8,932 470,480 8,630 3,665,432 
Fees anti contract services 778,583 773,·132 59,3'1'1 437,736 94,416 308,659 128,577 2,580,747 
Supplies 1,017,151 1,1·10,61 S 42,969 62,308 18,90·1 99,737 13,934 2,395,621 
Purchase ofequipment 1,663,053 18,177 61,614 6,936 11,30 I 4·1,534 220 1,805,835 
Telephone 323,382 16,65·1 39,974 21,614 22,520 59.032 4,430 487,606 
Travel 123,906 110,212 22,664 18,250 50,544 48)91 13,859 387,826 
Provision for uncollectible receivables 323,000 323,000 
Printing and publicalions 106,968 g,14~ 3,5g7 8,048 18,984 59,438 15,000 220,169 
Postage 160,150 8,515 1,953 2,004 406 31)80 462 204,870 
Conferences and meetings 79,217 792 1,052 2,004 16,412 47,897 7,057 154,43 I 
Awards and grants 294 9,835 6,365 42,676 335 59,505 
Accident insurance 16,875 189 234 21,089 38,387 
Equipment rental "nd maintenance 4,133 226 88 85 3,280 7,812 
Miscellaneous 2,202 __---1'i~ 1,104 302 1,100 _-..l.12.129 1,086 155.375 

Tolal expenses before depreciation 84,418,476 5,169,457 1,721,171 1,696,304 405,876 3,791,504 375,523 97,578,311 

Depreciation 41,937 __~1,22J 35,683 10,61 I ~Q,§23 331.448 

Total expenses H4,46Q,4)J $-c~J S;:,ftl[ $ .._1.75G,US.1 ~ __.l.lQQ,912 ~ __ 'IQ2,87(i L1J1n,G? L~;;1.u2J $.27,9Q9.7S2 

See flCCOIJlOl!ny;nv notes (0 finallcial statements. 
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Neighborhood Centers Inc. 

Statement of Functiona! Exnense~ for the.year ~nd~d Dcccmbcf~J 998 

EXPENSES 

Salaries and wages 
Health and retirement benefits 
Payrolliaxes 

Total salaries and related expenses 

Assistance to individuals 
Occupancy 
Fees and contract services 
Supplies 
Purchase of equipment 
Telephone 
Travel 
Printing and publications 
Postage 
Conferences and meetings 
Awards and granls 
Equipment rental and maintenance 
Membership dues 
Miscellaneous 

Total expenses before depreciation 

Depreciation 

Total expenses 

CHILD 

CARE 

SERVICES 

$ 4,442,744 
419,656 
420,348 

5,282,748 

45,427 ,734 
561,546 
190,622 
534,341 
102,674 
160,154 
65,865 
13,897 

113,369 
23,9~ I 

6,230 
3,320 
2,009 
9,552 

52,498,052 

38,855 

UU~OI 

ELIlEHL Y 

SERVICr:d 

$ 681,375 
63,550 
77,!iJH 

822,SOti 

4,29] ,61 ~ 
108,170 
70'1,852 

1,039,79-1 
9,768 

27,MO 
109,76.1 

991 
6,782 

3R9 
7St) 
2112 

15 
___Llt)9 

7,12G,'hO 

__1'1,122 

L7.L'U,z,n 

Ft\MILY 

~mVICES 

<
" 355,644 

29,816 
35,721 

421,181 

9,717 
1,019,838 

41,190 
42,182 

4,866 
41,378 
26,736 

302 
1,942 

865 

131 
1,570 

272 

1,612,170 

___27,300 

~" J ,~].2.'!.]Q 

YOUTII 

SI~R VICES 

$ 722,818 
33,688 
71,851 

828,357 

5,83'1 
142,688 
477,553 

66,680 
12,074 
17,300 
24,30'1 

2,071 
7,21S 
4,920 
3,000 

359 

Ii 

1,592,432 

5,516 

~~l.m.21g 

$ 

$ 

HEALTH 
SERVICES 

98,239 
11,327 
9,251 

118,817 

9,736 
72,314 

4,862 
1,197 

44,180 
5,330 

23 
480 

2,308 

67 

259,314 

.. 252.lL'I 

MANAGEMENT 

AND 
GENERAL 

$ 1,351,537 
95,384 

__Ll6,097 

1,563,018 

92 
181,628 
216,002 
110,834 
21,666 
23,921 
55,473 
15,718 
21,138 
19,149 
2,254 

952 
4,583 

95,254 

2,331,682 

__---.il1lli 

Ll.;;~2,'J2\\ 

FUNDRAISING 

$ 180,870 
12,802 
16,354 

210,026 

170 
3,694 

156,653 
52,535 

362 
5,726 

15,114 
5,145 

561 
3,822 
1,170 

292 

455,270 

~o~_~'U~,;l_lQ 

TOTAL 

EXPENSES 

$ 7,833,227 
666,223 
747,503 

9,246,953 

49,737,166 
2,027,300 
1,859,186 
1,851,228 

152,607 
320,299 
302,585 

38,147 
151,490 
55,444 
13,404 
4,712 
8,536 

106,813 

65,875,870 

274,282 

~.2ll>l~Q.J)l 

See accomoonvillQ notes to financial statements. 
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Neighborhood Centers Inc. 

Statements of Cash Flows for the years ended December 3 1. 1999 and 1998 

CASH FLOWS FROM OPERATING ACTIVITIES: 

Change in net assets 
Adjustments (0 reconcile change in net assets to net cash 
provided by operating activities: 

Contributions restricted for capital campaign goals 
Contributions restricted to endowment 
Net appreciation on investments 
Depreciation 
Change in operating assets and liabilities: 

Accounts and contracts receivable 
Pledges receivable: 


United Way allocation 

Other pledges 


Conrributed use offacilities 
Prepaid expenses 
Accounts payable 
Accrued expenses 
Contract advances and deferred revenue 

Net cash provided by operating activities 

CASH FLOWS FROM [NVESTING ACTIVITIES: 

Proceeds from sales and maturities of investments 

Purchase of investments 

Purchase of property 


Nt~ c'}'st1 pr·.)vid..:d (used) by inve'lring ac:ivit;~s 

CASH FLOWS FRO,,! FINA:-<CING ACTIVITIES: 

Proceeds of contributions restricted for capital campaign goals 
Proceeds of conrributions restricted to endowment 

Net cash provided by tinancing activities 

NET CHANGE IN CASH AND CASH EQUIVALENTS 

Cash and cash equivalents, beginning of year 

Cash and cash equivalents, end of year 

See accompanying notes to financial statements. 

S 5,618,475 S 6,593,797 

(4,900.685) (7,271,674) 
(2,085,000) 

(210,395) 
331,448 274.282 

590,506 (2,326,584) 

(202,210) (464,783) 
317,672 394,225 
i79,238 779,238 

(134,648) 291,895 
343,064 1,970,323 
202,367 260,275 

1.328,549 

1.978.381 500.994 

15,481,691 19,421,238 

( 13.358,753) . (13,925.948) 


(1.439,23.l\ (213,135) 


(1,] \6.295) 2S0J05 


4,584,283 1';5,895 

875.000 

5459.233 196.395 

3,121,369 978,794 

1.593,498 614,704 

471.j867 1 ~91 498~ S 
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Neighborhood Centers Inc. 

Notes to Financial Statements for the years ended December 3 I , 1999 and 1998 

NOTE 1 - ORGANIZATION AND SIGNIFICANT ACCOUNTING POLICIES 

Organization - Neighborhood Centers Inc. (NCI) is a private not-far-profit human services organization. NCI 
operates in over 30 different locations throughout Houston and Harris County providing services to the community 
through child care management and early childhood development programs and elderly, family, youth and health 
programs. Funding for NCI's programs is provided primarily by federal, state, and local governmental agencies, the 
United Way of the Texas Gulf Coast, contributions, program fees, rental income and investment income. NCI was 
founded in 1907 and was incorporated in the state of Texas in 1968. 

Tax status - NCI is exempt from federal income taxes under §501(c)(3) of the Internal Revenue Code and is 
classified as a public charity under §509(a)(l) and § 170(b)( 1 )(A)(vi), 

Net asset classification - Net assets, contributions and investment income are classified based on the existence or 
absence of donor-impo-sed restrictions. Accordingly, the net assets of NCI and changes therein are classified and 
reported as follows: 

• Unrestricted net assets include those net assets whose use is not restricted by donor-imposed stipulations, even 
though their use may be limited in other respects, such as by contract or board designation. 

• Temporarily restricted net assets include net assets subject to donor-imposed stipulations that are met either by 
actions of NCI and/or the passage of time. When a donor restriction expires, that is, when a stipulated time 
restriction ends or purpose restriction is accomplished, temporarily restricted net assets are reclassified to 
unrestricted net assets. 

• Permanently restricted net assets include net assets subject to donor·irnposed stipulations that neither can be 
fulfilled or otherwise removed by actions of NCI nor expire with passage of time. Permanently restricted net 
assets were invesred to support future emerging needs. 

Estim3.t~s - Management must make estimates and assumptions to prepare financial statements in accordance with 
genera:!y ac:cep{ed accounting ?rinciples. Those estimates and assui11ptions affec, rhe iepoi1~d amoun!s of assets o.ild 
liabilities, (he disclosure of comingem 3ssets and iiabilitles. the n::p0r:cd r~ver.ues cnd -exPG:l:)~s, anJ [he 21:oc:J~:!Jn 0;-" 

expenses among various functions. Actual results could vary from the es:imates that ,",,:ere u.;;;ed. 

Cash and cash equivalents include deposits in checking and savings accounts and higniy liquid instmments with 
original maturities of three months or less that are not restricted for long·term purposes. Deposits and instruments 
that are restricted for long-tenn purposes are grouped with investments. 

Pledges receivable - Unconditional promises to give that are expected to be collected within one year are recorded at 
net reaHzable value. Unconditional promises to give that are expected to be collected in future years are discounted 
to estimate the present value of future cash flows. Discounts are computed using risk-free interest rates applicable to 
the years in which the promises are received. Amortization of discounts is included in contribution revenue. 
Conditional promises to give are not recognized as comributions until the conditions are substantially met. 

lnvc:s(ments are recorded at fair value. [nvestment income includes interest, dividends, and realized and unrealized 
gains and losses. lnyesttnent income is reportc:d in (he statement of changes in net assets as an increase in 
unrestricted net assets unless the use of the income is limited by donor·imposed restrictions. 

PropertV and equipment is recorded at cost if purchased, and at fair value at the date of gift if donated. NCr 
capitalizes property additions and improvements that have a tangible future economic life and a cost of more than 
$1,000. Depreciation of buildings and equipment i~ provided on a straight· line basis over the estimated useful lives 

of the assets, 
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Contributions - Unconditional contributions are recorded as revenue when a, commitment is received from the donor. 
Contributions received with donor stipulations that limit their use are recorded as restricted support. \Vhen a donor 
restriction expires, that is, \vhen a stipulated time restriction ends or a purpose restriction is accomplished, 
temporarily restricted net assets are reclassified to unrestricted net assets and reported in the statement of changes in 
net assets as net assets released from restrictions. Conditional contributions are recognized in the same manner when 
the conditions are substantially met. NCr recognizes gifts of property and equipment as unrestricted support unless 
explicit donor stipulations specify how the donated assets must be used. Gifts of long-lived assets with explicit 
restrictions that specity ho\v the assets are to be used and gifts of cash or other assets that must be used to acquire 
long-lived assets are reported as restricted support Absent explicit donor stipulations about how long those long
lived assets mus( be maintained, NCT reports expirations of donor restrictions when the donated or acquired long
lived asse[S are placed in st!Tvice. 

Contributed materials, use of facilities and services - Contributed materials and use of facilities are recognized as 
contributions at fair value when an unconditbnal commitment is received from the donor. The related expense is 
recognized as the item is used. Contributions of services are recognized when services received (a) create or 
enhance nonfinancial assets or (b) require specialized skills, are provided by individuals possessing those skills, and 
would typically need to be purchased if not provided by donation. A substantial number of volunteers have 
contributed significant amounts of time in connection with programs, administration, and fund raising for which no 
amount has been recorded in the financial statements because the donated services did nm meet the criteria for 
recognition under general~y accepted accounting principles. 

Fees for service - Revenue from government grants, program fees and rental income are recognized when the related 
services are provided. Advanc~s received from third parties for services not yet performed are included in the 
statement of financial position as contract advances. 

NOTE 2 - CASH AND CASH EQUIVALENTS 

NCI maintains cash for daily operations at several banking 'institutions. At times, deposits exceed the federally 
insured limit of S I 00,000 per depositor. NCI has entered into a collateral agreement with one of its depository 
institutions to coUateralize deposits in excess of the federally insured limit with U. S. Government debt securities 
with a par value of $1,700,000. Cash and cash equivaknts include':' monrey rr,a:-~t( f'J.nds of S2,753,473 at 
December 31, 1999 and 578,738 at December 31, 1998, 

NOTE 3 - ACCOUNTS MiD CONTRACTS RECEIVABLE 

Accoun:s and contracts receivable induded S4,03 8, i89 and $.:.\., I 0 l,626 of contract receivabies with governmental 
emities earned bllt unbilled at December 31, 1999 and 1998, respectively, 

NOTE 4 - PLEDGES RECEIVABLE 

At December 31,1999, pledges receivable consisted of the following: 

Receivable in less than one year: 
United Way 
Other pledges receivable 

Receivable in one to five years 

5 3,874,857 
2,999,913 
2,731.1 08 

Total pledges receivable 
Less discounts ro net present value 

9,605,878 
1243,943) 

Net pledges receivable 
S 9161935 



NOTE 5 - CONTRIBUTED USE OF FACILITIES 

Contributed use of facilities represents the fair value of The Daniel and Edith Ripley Foundation's unconditional 
promise to donate the use of 115,190 square feet of facilities and buildings through the year 2004. The estimated 
value of the use of these facilities of $779,238 per year was recognized as occupancy expense in 1999 and 1998. 
The balance of the related pledge receivable of $3,896, 190 at December 31, 1999 represents the estimated value of 
the use of the facilities for the five remaining years of the commitment. Utilities and general maintenance costs 
related to the contributed facilities are paid by NCI and charged to the programs utilizing the facilities. A portion of 
these facilities and buildings are subleased to other not-for-profit organizations. Remal income on these subleases 
totaled approximately S23 i,OOO in 1999 and S302,000 in 1998. 

During 1998, NCr began a capital fundraising campaign wi[h the goals of securing funding to renovate Ripley 
House, where NC[ operates one of its family service centers. and to establish a permanent endowment to provide 
sustained, unrestricted funding t~)r Ncr programs. [n connection with the capital campaign Ripley Foundation, 
which owns Ripley House, has committed S4 million toward the renovation of Ripley House. The Ripley 
Foundation and NCI will enter into a long-term lease that gives exclusive use of the property to NCI, under terms 
similar to those described in the paragraph above. 

NOTE 6 - INVESTMENTS 

Investments consisted of the following: 
1999 1998 

Commercial paper S 6,347,029 
Federal mortgage obligations 2,925,631 $ 2,439,030 
Cash and money market funds 33,402 189,201 
Equity securities 12,020 7,900 

Total investments S HI8 Q8? $ ? 68!'i 131 

rnvesttnent income consisted of the following:. 

Inr~rest and dividends s 414,542 s 192,757 
Net gain on invcsrrnems :2 :O,3Q5 

Total investrne!1[ income 

NOTE 7 - PROPERTY, PLANT, AND EQt.:IPMENT 

The major components of property, plant, and equipment and their estimated useful lives were: 

1999 1998 

Land $ 626,558 S 626,558 
Buildings and improvements IOta 50 years 3,207,180 3,662,865 
Construction in progress 1,245,365 
Furniture. fixtures. Jnd office equipment 5 to 20 years 316,064 926,371 
Automotive equipment 3 to 5 years 259,645 436,565 
Recreational. educational and other equipment J to 10 years 208,188 426,884 
Leasehold improvements 5 ro 15 years 162,028 529,291 

Property, plant, and equipment. at cost 6,025,028 6,608,534 
Less accumulated depreciation ( I ,576, 172) 0,267,463) 

Property, plant, and equipment, net S 4 448 §~Q S ~,4IQlI 

The cost of property used in operations but not recorded on the statement of financial position because title is held 
by grantors was approximately S2,400,000. 
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NOTE 8 - TEMPORARILY RESTRICTED NET ASSETS 

Temporarily restricted net assets were available for the following purposes or periods: 

1999 1998 
For future years: 

Use ofdonated facilities 
United Way allocation 
Greater Houston Community Foundation collaborative 

Capital Campaign 2000 
Energy assistance program 
Other 

S 3,896,190 
3,874,857 
1,069,590 

11,376,391 
155,812 
53 889 

S 4,675,428 
3,672,647 
1,411,282 
7,271,677 

272,922 

Total S 2Q 42g 729 5 173Q:125Q 

NOTE 9 - GOVERNMENT CONTRACTS 

NCI is the recipient ~f numerous government contracts with various federal, state and local agencies. Should these 
contracts not be renewed, a replacement for this source of support may not be forthcoming and related expenses 
would not be incurred, Significant government fees and grants recognized during 1999 and 1998 include the 
following: 

1999 1998 

U,S, Department of Health & Human Services Childcare Services $ 84,998,589 $ 50,344,598 
U,S. Department of Housing and Urban Development, Community 

Development Block Grant 252,531 951,788 
U,S, Department of Labor- Job Training partnership Act 314,985 749,600
Various other government grants 2,20 1,457 ],553.303 

Total government contracts and grants S 87 767 512' $ 54699 7 89 

NOTE]O - EMPLOYEE BENEFlT PL.-'.,'<; 

P~li:,)ion plan - NC[ partici,?ates in tl mul[i-emptcyer, r_on~cor:trib!.!tory deflr.ed bei1~fit C::-!,S~l b]~:lil::~ r:::""jil):"\ p;~.'1. 
The plan covers substantially all of NCr's employees and rhos;;: of orher participa(ing agencies. A ,:::enslOn pian 
committee of the United Way of the Texas Gulf CO:.lsr administers the plan and rhe assets are held by a corporate 
trustee and managed by independent investment advisors. Undt!r the plan, each participant accrues a benefit 
generalty calculated as a percentage ofrhe participant's salaI)'. The percentage of salary is set independently by each 
participating employer. ,NCI set the percentage for its employees at 3% of gross salary. NCI contributed S 194, 120 
to the plan in 1999 and 5147,521 in 1998. 

Welfare benefit plan - NCI participates with 45 other agencies in a §501(c)(9) welfare benefit plan trust that includes 
group health, life, long-term disability, nexible benefits and dental insurance programs, as well as a supplemental 
health insurance plan for certain qualified retired employees. The truse is funded by employee and agency 
contributions. A corporate trustee maintains all contributions in trust. The contribution allocation between NCI and 
its employees is approximately 55 percent and 45 percent, respectively, Welfare benefit plan contributions by NCI 
totaled 5873,138 in 1999 and $400,585 in 1998. A favorable determination letter has been received ITom the 
In[ernal Revenue Service. 

403(b) Savings plan - NCJ otTers a 403(b) employee savings plan whereby employees over age 21 may elect to 
contribute up to 10% of their salary. After one year's service, NCI makes a matching contribution equal to 100% of 
the first 4% of employee contributions. An independent corporate trustee maintains all contributions in trust and 
employees may select the general type of investment for their individual account, NCI contributed 592,989 to the 
plan in 1999 and 589,627 in 1998, 
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NOTE II - LEASE COMMITMENTS 

Lease as lessor - N~I leases and subleases office space to tenants under noncancelable operating teases with various 
terms, The future minimum rental income at December 31,1999, is as follows: 

2000 s 616,871 
2001 348.003 
2002 209,742 
2003 101,403 
Thereafter 99,691 

Total L-i375710 

Lease as lessee NCI leases office space and certain equipment under noncancelable operating leases. The future 
minimum rental expense under the leases at December 31, 1999, is as follows: 

2000 $ 1,039,102 
2001 1,111,486 
2002 1,071,077 
2003 1,046,448 
2004 31.217 

Total $ 4299110 

Rent expense during 1999 was approximately $1,068,154, 
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J 
Blazek & Vetterling LLP 
CERTIFIED PUBLIC ACCOUNTANTSI 


I 

I Independent Auditon' Report 

I To the Board of Directors of 

Neighborhood Centers Inc.: 


I 
I We have audited the accompanying statements of financial position of Neighborhood Centers Inc. as of 

December 31, 1999 and 1998, and the related statements of changes in net assets, of functional expenses, 
and of cash flows for the years then ended. These financial statements are the responsibility of the 
management of Neighborhood Centers [nco Our responsibility is to express an opinion on these financial 
statements based on our audits. 

I We conducted our audits in accordance with generally accepted auditing standards and the standards 

I 
applicable to financial audits contained in Government Auditing Standards, issued by the Comptroller 
General of the United States. Those standards require that we plan and perform our audits to obtain 
reasonable assurance about whether the financial statements are free of material misstatement. An audit 
includes examining, on a test basis, evidence supponing the amounts and disclosures in the financial 

I 
statements. An audit also includes assessing the accounting principles used and significant estimates made 
by management, as well as evaluating the overall financial statement presentation. We believe that our 
audits provide a reasonable basis for our opinion. 

I 
[n our opinion, the financial statements referred to above present fairly, in all material respects, the financial 
position of Neighborhood Centers Inc. as of December 31, [999 and [998, and the changes in its net assets 
and its cash flows for the years then ended in conformity with generally accepted accounting principles. 

[n accordance with Government Auditing Standards, we have also issued a repon dated April 5, 2000, on 

I our consideration of Neighborhood Centers Inc.'s internal control over financial reponing and our teSlS of 
its compliance with cenain provisions of laws, regulations, contracts and grants. 

I The accompanying schedules of expenditures of federal and state awards for the year ended December 31, 
1999, is presented for purposes of additional analysis as required by U. S. Office of Management and 
Budget Circular A-I33, Audits a/States. Local Governments. and Non-Profit Organizations. and is not a 
required part of the basic financial statements. The information in this schedule has been subjected to the 

I auditing procedures applied in the audit of the basic financial statements and, in our opinion, is fairly stated, 
in all material respects, in relation to the basic fmancial statements taken as a whole. 

I 
I April 5, 2000 

I 

I 

I 3101 Richmond Suite 220 Houston Texas 77098·3013 (713) 523·5797 Fax (713) 522·8741 



#Area 4aency ,'. 	 CITY C_~n·Agmg 	 r HOUSTO~ 

HOUSTON/HARAIS COUNTY 

Houston Department of Health and Human Services 

FlIDded by the Texas Depa1mc:uI OD Aging 


Memorandum 


To: All Nutrition Providers 	 ~ 

From: 	 Charlene Hunter-James MPH, Director - ~Jl' 
HoustoolHanis County Area Agency A~' 

Date: 	 December 1, 1999 

R.e: 	 Fiscal Year 2000 Senior Nutrition Provider's Survey 

The Agency is conducting a survey to gaIhet information on a number of issues to better serve the 
seniors. We are asking that you take a few minutes to complete the survey addressing the 
following issues: 

:> Ensure Plus 
:> Thennal Bags 
:> ShelfStable Meals, and the 
:> Client Satisfaction Survey 

The requested information should be rerumed no later than I2I15i99. Should you have any 
questions or require additional infonnatiOll, please contact Gary D. Trahan or Beverly Bro\lffi.low, 
Program Managers at (713) 794-9001. 

Attachmen~ 

CH1:gdtlbb 

8000 N. Stadium 0,.• Houston, TX 77054. Off: i131794-9001. Fax: 713/794-9238. E-MAIl:._ 
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CHILD CARE COUNCIl.. ' 

OF GREATER HOUSTON, INC. 


6220 Westpark, Suite 150 

Houston. Texas n057 

(713) 266·6045 
(713) 266-6586 FAX 

Board of Direclor!! 
Officers 

Kevin eKing 
~rp.Slder.t 

QUillie N, ,)arker 

Vice-President 

Juanlla A. Fiores 

Secretary 

Lullelia W Hamson 
ASSIStant Secretary 

H. Bradley Whatley 
;reasureT 

Members 

Mary M. Addison 

"'Ima A ~i\en 

Susan A. Knlgnt 

Oeera M "!' alaska 
Barton F Wallace 

Valier Wickremaslngne 
Richard B. Zamora 

Llfetime Member 

November 2, 1999 

Ms. Angela Blanchard 
Executive Director 
Neighborhood Centers, Inc. 
Harbach Ripley 
4500 Bissonnet, Suite 200 
Houston, TX 77277-\389 
Fax #: 713-667-2402 

Re: Community Development Block Grant Child Care Program Extension Period 

Dear Ms. Blanchard: 

This letter shall serve as your "Notice To Proceed" authorizing you to continue providing 
services to Clients on November I, 1999. Specific recommendations for funding have 
been made to the City, however, approval is pending and slight adjustments may be made. 
Extension agreements are being prepared for execution based upon the recommendations 
now before the City. 

Please see the enclosed information affecting the extension period. If you have any other 
questions, please feel free to contact Myrtle Skillern, Contract Specialist by calling the 
Child Care Council office at 713-266-6045. 

Sincerely, 

Q.o? ~~/
Juanita R. Harang C) 
Chief Executive Officer 

JRHIbcm 

Mission: Providing high quality programs, training and support services to young children and their families 
United Way Agency 



MAYOR'S OFFICE FOR OFFICE OF THE MAy 
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October 8,1999 

Neighborhood Centers, Inc. 
Angela Blanchard 
P.O. Box 271389 

Houston, TX 77277 

Dear Ms. Blanchard: 

We are excited about the upcoming school year and wish all of you the best for your 
programs. Enclosed is your copy of the finalized contract between your organization 
and the City of Houston for the After School Achievement Program. 

Also included in this package is a computer disk(s) that contains the ASAP monthly 
reporting forms. Please give one to all your sites. In the near future, your sites will be 
receiving materials regarding financial reporting requirements, 

If you need further assistance please call Kearin Miller at 713/437-6322, 

nald K. Hollin orth 
Senior Executive Assistant to the Mayor 

p, O. Box 1562 • HOUSTON, TEXAS 77251 • (713) 437-6126 • (713) 437-6167 FAX 
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FAMILY-CENTERED CHILD CARE 

COLLABORATIVE 


Memorandum 

To: FC", Governing Council 

From: Christine Jarvis tJ' 
Project Director 

Date: March 22, 1999 

Re: Revised FC4 Budget 

I am pleased to inform you that the FC4 revised budget for the 
funding period 1999-200 I-has been approved by the GHCC. 
Enclosed please fmd: 

• 	 A copy of the letter from the GHCC indicating approval of 
the revised budget, including terms and conditions of the 
funding agreement specific to future year-end fund 
balances. Please note that, from this point forward. any 
unused grant funds will be appJied toward the next year's 
grant amount. 

• 	 Your agency's 1999 letter of agreement, including any 

changes resulting from the budget revision (if your 1999 

grant is not changed by the budget revision. and I have a 

signed copy on file, I have not enclosed another letter of 

agreement). 


• 	 A copy of the final revised budget. 

• 	 The 1999 Request for Reimbursement on disk (in Microsoft 
Excel). 

If you find the terms of your letter acceptable, please sign and 
return to Initiatives For Children. Inc. at your earliest 
convenience. 

Please give the enclosed budget information, including the 
request for reimbursement. to your agency' 5 fiscal 
representative 50 that we might facilitate the reimbursement 
process for services provided through the FC4. 

~H" !._. .' ••.~~.e~~~r~.tsi4_~ .!~~. ~i.~s_.. .. ... _.. 

8580 Kary Freeway. Suite 220 Houston. Texas 77024 (713) 36S'()313 Fax (713) 365·0332 



· . 
The next meeting of the Governing Council is scheduled for 
Thursday, April 16, at 9:30 a.m. You will receive a reminder 
notice for the meeting prior to that date. 

As always, please call me if you have any questions: 713-365
0313 x138. 



HAND GROUP, INC. 

Hand and Associates 
American Industries Trust Company 

El.UN HICKMON 
Flex Corp. 

• HAND BUIlDING • SUITE 320 
SENIOR VICE PRESIOEm • 5700 NORTH'/IEST CENTRAl. DRIVE 

• HOUSTON. TEXAS 77092·2092 
• 713 4804850 
• Hoo sse 3539 

• 71~1Fax 

October 24, 1997 

Ms. Gretchen Oliver 
Human Resources Director 
Neighborhood Centers, Inc. 
P.O. Box 271389 
Bellaire, Texas 77277-1389 

RE: 	 Neighborhood Centers, Inc. Flexible Employee Benefit Plan; Medical Reimbursement 
Plan; Dependent Care Assistance Plan 

Dear Ms. Oliver: 

We are very pleased that you have selected Flex Corp to assist you in the establishment and 
administration of the Neighborhood Centers, Inc. Flexible Employee Benefit Plan. Flex Corp takes 
great pride in providing the highest quality professional consulting and administrative services for our 
clients' Flexible Employee Benefit Plans. We trust you will find that the careful consideration we offer 
in plan design, implementation., communication., and administration will ensure the success of your 
program. We would like to take this opportunity to highlight several important matters concerning the 
operation and administration ofyour Flexible Employee Benefit Plan: 

1. 	 Your Flexible Employee Benefit Plan., Medical Reimbursement Plan, and Dependent Care 
Assistance Plan must be in writing, formally adopted, and si~ before the effective date of the 
£1m. Failure to timely and properly implement the Plan will jeopardize the ability to use pre-tax 
dollars to purchase "qualified benefits" offered under a Cafeteria Plan. A past Federal Court 
case makes it Quite clear that the plan cannot be retroactively adopted without tax liability. 

We have enclosed two full sets of the documents for signature, which have been previously 
reviewed and approved by Baker & Botts, L.L.P. Please execute both sets ofdocuments, and 
return one set to Flex Corp. 

Prior to distribution of the Summary Plan Description., we would appreciate you completing, 
signing, and returning the enclosed letter which indicates that you have read the Summary Plan 
Description and approve it as to form and content, which has been previously reviewed by Baker 
& Botts, L.L.P. Please remember that certain benefits offered as choices under your Cafeteria 
Plan., such as your health coverage, may be required to have their own Summary Plan 



• 

Description. 

2. You have also adopted a Medical Care Reimbursement Plan. and it is our understanding that the 
Plan is subject to the "Qualified Medical Child Support Order" rules under ERISA. We have 
enclosed a copy ofthe written procedure and analysis you should adopt for use in the event you 
receive a Medical Child Support Order which names your Medical Care Reimbursement Plan. 

3. Under the documents creating the Plans, Neighborhood Centers, Inc. is to appoint an "Employee 
Benefits Committee." This Committee is charged with the responsibility of operating and 
administering the plans, and can retain agents, such as Flex Corp, to assist in the plans' 
administrative operations. 

4. Flexible Employee Benefit Plans are subject to certain reporting requirements established by 
federal law. (Flex Corp will prepare the necessary forms, but it wiil be your Committee's 
responsibility to have these forms reviewed for accuracy and completeness, and filed on a timely 
basis with the appropriate governmental agencies.) Further, benefits provided under the Flexible 
Employee Benefit Plan are subject to various non-discrimination tests which our firm will 
monitor, and we will report our findings to the Employee Benefits Committee. 

5. You will be furnished with an administrative manual illustrating the procedures for 
administering the Plan, which wiil include the types of information we will need from you and 
your employees in order to properly and efficiently administer the Plan. 

6. While Flex Corp will be providing detailed administrative and record keeping services for your 
program, Neighborhood Centers, Inc. is solely responsible for ensuring that premiums owed to 
the several insurance carriers providing coverage for certain benefits under the Plan are made 
on a timely basis. 

7. The use of salary reduction dollars to pay for benefits under the Plan may affect other benefits, 
such as Social Security or employer-sponsored retirement and profit sharing plans. For this 
reason, we would suggest your other plans be reviewed for purposes of maintaining existing 
benefit levels where possible while using salary reduction in your Flexible Employee Benefit 
Plan. 

Further, the effect of salary reduction agreements used to determine wages for Social Security 
withholding purposes by public employers may be in question. There is no clear definitive 
statement on this issue currently from either the Social Security Administration or Internal 
Revenue Service, and it would be advisable to have your counsel render an opinion with respect 
to the effect of the salary reduction agreement on your liability for payment of Social Security 
taxes. 

8. Current law requires that self-insured employer-sponsored health plans, such as the Medical 
Care Reimbursement Plan, extend to certain individuals the option of electing to continue 
coverage under the Plan for a certain length of time where coverage would otherwise have 
ceased upon termination ofemployment. Please be certain your COBRA administrator is made 
aware of this requirement and extends the option to any terminating Medical Care 
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Reimbursement Plan participant. Flex Corp does not provide COBRA notification. 

9. 	 For those participants who elect to contribute to the Dependent Care Assistance Plan, you will 
be required to indicate the calendar year contributions on the employees' W -2 each year, labeled 
DCB. 

10. 	 Please be advised that salary reduction contributions remitted to Flex Corp for your medical and 
dependent care reimbursement plans are required by law to be held by Flex Corp in a fiduciary 
account. Flex Corp has established such an account with Southwest Bank of Texas, N.A. 
According to the FDIC, this fiduciary account is insured for assets held on your behalf, up to 
$100,000. However, it appears from an opinion we have from the FDIC, that any other deposits 
you may have with Southwest Bank of Texas, N.A. would have to be aggregated with your 
cafeteria plan deposits for insurance limitation purposes. We feel this needs to be brought to 
your attention in the event your combined deposits would exceed the FDIC insured limits. 

We would also like to take this opportunity to confirm with you the fee arrangement for Flex Corp 
providing administrative services with respect to your Plan, which is contained in our administrative 
service contract. Flex Corp monthly fees will be $4.25 per participant per month. The fee will be billed 
on a monthly basis and included on the monthly statement you receive from us. 

We look forward to a long and valued relationship with Neighborhood Centers, Inc .. We feel that the 
Flexible Employee Benefit Plan you are implementing will prove to be a great value to you as an 
employer, and a valuable fringe benefit package for your employees. 

Please feel free to contact us at any time with regard to any questions you have concerning your Plan. 

Very truly yours, 

FLEX CORP 

.-. 	 ,/ 

-'-(~:~. \\~~ 
Ellen Hickmon 

EDHlmnj 

enclosures 



Houston-Galveston Area Council 
PO Box 22777·3555 Timmons· .-;cllsICI' .. laxa3 77227-2.777'·713,'627-3200 

July IS, 2000 

Ann Hilbig 
Direct Child Care Director 
Neighborhood Centers, Inc. 
6201 Bonhomme 
Suite 100 South 
Houston Texas 77036 

Dear Ms. Hilbig: 

On July 11. 2000, the Gulf Coast Workforce Development Board voted to recommend funding 
Neighborhood Centers, Inc. for FY2001 workforce services in an amount up to 578,900,000. On July 18, 
2000, the H-GAC Board of Directors authorized such a contract. 

The maximum aUlhorized contract amount approved by the Workforce Board and the H-GAC Board was 
an amount based on planning estimates, and estimated carryover from tllis current year. The total amount 
recommended per contractor is a high-end estimate of total obligational authority for the full contract 
year,. and it is not the amollnt that is initi311; available for :l contract. H-GAC requested the higher 
~stjm~ltc so ;10t tv \"'''''nt~llUJl1? r~~t'm dm-~~~ tit~ L(',r..t:-~',~: ,'/C::-L:: ~-CJr luthor::'.- ;:-) >lCOrpC~-:Jt~ :::.lrry'~ver f...:rd,;;. 

We 3150 I)elieve tbat by giving your organization an estimate of the anticipated annual funding, you will 
have more information for financial planning and management throughout the year. You may prepare an 
internal annual budget based on that anticipated fun6.ing--o~ more wisely a figure of 85-90 percent of that 
anticipated funding. Ininally, however, there will be less fUuds, as there were at the beginning of the 
CU::Tent .::::cn~ract year. 

Your organization's original contract amount is based on actual allocations for the child care. At this 
lime. we do not know what carryover funds m~y be available. and any available carryover funds will be 
added into your contract 30 to 60 days after your current year close outs are submitted. 

The amounts for the various funding streams thut you should use to prepare your budgets now are as 
follows: 

577.359.061 $77,359,061 

'~ecyc'ed 



Ann Hilbig 
July IS. 2000 
Page2of2 

Neighborhood Centers, Inc. contract negotiation will be held on Wednesday, August 9, 2000 at 10:00 at 
H-GAC in the Human Services Conference Room. Please see the H-GAC receptionist on the 5'" floor 
when you arrive, and she will notify us. 

Enclosed in a disk with the budget pages. The child care budget is due on Wednesday, August 2. 
Please return the budget pages on the disk provided or email your budget to your contract liaison. During 
negotiations, we will discuss the scope of services, budget, locations, and other issues. H-GAC plans to 
have all contracts completed by August 25, 2000. Th~ FY 2001 contracts will cover the period 
September 1, 2000 through August 31, 2001. 

Congratulations on being selected by the Board to continue providing workforce services in the Gulf 
Coast region for fiscal year 200 1! We look forward to working with you again this year. 

have questions or need assistance, please contact me at 713 -627-3200 or email 

Sincerely, 



"'-'LW=\MILY 

INlTlATIVES 
L,i~I' "'~ .(" Ii • •• 

Formel1y The Child Abuse Prevention Network 

May 26,2000 

. Ms. Angela Blanchard 
President and CEO 
Neighborhood Centers Inc. 
4500 Bissonnet, Suite 200 
Houston, TX 77277-1389 

Subject: Fiscal Year 2000 Renewal between Neighborhood Centers Inc. and 

Healthy Family Initiatives 


.. g,~
Dear ~cnard: 

We are pleased to return the enclosed, signed Early Head Start contract. If any additional 

action is required, please let us know. 


Sincerely, 

Marianne L Ehrlich 

Executive Director 


enclosure 

'llluing CNIthn as Our Future, Em--""II Healthy oe. '. mint at families, and -"IICIIiId _ and Neglect. 



Office of Superintendent of Schools July 6,1999 
Board Meeting of July 22, 1999 

Office of School Administration 
Faye B. Bryant, Deputy Superintendent 

SUBJECT: 	AGREEMENT WITH NEIGHBORHOOD CENTERS, INC., (NCI) AND 
HISD FOR HEAD START PREKINDERGARTEN COLLABORATIVE 
PROGRAMS 

In keeping with the Board's initiatives as outlined in A Declaration of Beliefs and 
Visions, the district has moved ahead with plans to meet the educational needs of 
all elementary-school children and to create effective prekindergarten collaboratives 
with outside agencies. 

During school year 1999-2000, HISD/NCI-Head Start Prekindergarten 
Collaboratives will be implemented at the following elementary schools: Anderson, 
Argyle, Bell, Benavidez, Braebum, Crockett, Cunningham, Elrod, Halpin, Milne, Red, 
Shearn, Sutton, St. John's Academy, and Valley West. NCI-Head Start will offer 
Head Start comprehensive services to eligible children at these schools. 
Preschoolers with disabilities will be enrolled according to HISD guidelines. The 
configuration of the program options and hours of operation at each site will depend 
upon the mutually agreed-upon needs of the community, each individual campus, 
and the Head Start program. This determination will be made after the Head Start 
stUdent certification process is completed at each site. As space becomes 
available, additional classrooms may be added as agreed upon by all parties 
involved. 

One HISD teacher and one Head Start teacher assistant will serve a minimum of 18 
and no more than 22 eligible four-year-old children. If the class is made up of 
eligible three-year-old children, the class cannot exceed 18 students. The HISD 
teachers will work 7.75 hours each day, with a·'30-minute duty-free lunch and a 45
minute planning period. The HISD teacher will serve one class of eligible children 
during the morning session and another class of eligible children during the 
afternoon session. The HISD teachers will be funded through the state revenue 
based on Average Daily Attendance generated by the eligible stUdents. 

NCI-Head Start will furnish the classrooms in the collaborative with appropriate 
furniture, materials, supplies, and playground equipment. In addition, NCI-Head 
Start will also provide to eligible students comprehensive services, which include 
medical, dental, nutritional, and psychological services and classes for parents. 

Page 1 of 3 



This collaborative will provide a developmentally appropriate program that is 
supported by the standards in Developmentally Appropriate Practice in Early 
Childhood Programs Serving Children Birth Through Age 8, Expanded Edition 
(National Association for the Education of Young Children, 1997). The High/Scope 
framework, the Texas Prekindergarten Essential Elements, the HISD 
Prekindergarten Curriculum Guide, and Head Start's Performance Standards will be 
correlated. 

A copy of the proposed agreement is on file in Board Services. 

COST: 


FUNDING SOURCE: 


STAFFING IMPLICATIONS: 


ORGANIZATIONAL IMPACT: 


, 
THIS ITEM DOES NOT REQUIRE CONSULTATION. 

THIS ITEM DOES NOT ESTABLISH, MODIFY, OR DELETE BOARD POLICY OR 
ADMINISTRATIVE PROCEDURES. 

Page 2 of 3 



RECOMMENDED: 	 That the Board of Education authorize the Superintendent of 
Schools to approve the agreement for Head Start 
prekindergarten collaborative program with Neighborhood 
Centers, effective July 23, 1999. 

Page 3 of 3 
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CHltDREX 

Lucy Schork 
~eighborhood Centers. Inc. 
6201 Bonhomme. Suite ~46 
Houston. Texas 77036 

Dear Ms. S~k. J...ic.c'7 
Enclosed are two copies of the contract tor subcontracted training tor the Quality 
Improvement Program IQUCC) orGulfCoast Careers Child Care. Please sign 
and rerum one copy. The other is tor your tiles. Thank you tor submining a 
proposal this year and we look tOf\vard to working with you. 

If you have questions about the contract. please contract me at 713 365-0313 ext. 
114. If you have scheduling. registration. or similar procedural questions. please 
contact Charmaine Perkins at eXt. 1~9. For other types of questions you may 
contact Mindy "lay. Director of Programs . .:xt. 117. 

Sincerely. 

Susan Kruk 
Contract [)ir~ctor 

3580 Ketv Freewa .... ';'Jlre 220 -OU5ton. -uos 17024 7131365·0313 :~,lI,;:3) 365·0332 
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MUTUAL OF AMERICA 

MUTUAL OF AMERICA 

LIFE iNSURANCB COMPANY ~."' .~"7; :::'" .

r;

: -= -~/- --; ~ :::.: :.. 


320 PARK AVBNUB nt"r ? 8 100Q NBW YORK NY 10022-6839 
212224 1600 
2122242500 FAX1------------. 
THOMAS J. MORAN 

PRESIDENT AND 

CHIEF EXECUTIVE OFFICER 

December 23, 1998 

Ms Angela Blanchard 
Neighborhood Centers, Inc. 
4500 Bissonnet Suite 200 
P.O. Box 271389 
HouS!on TX 77277-1389 

Dear Ms. Blanchard, 

Re: 	 Group Annuity Contract 
lAC -403b 

As indicated in my December 1997 letter, Mutual of America is now pleased to provide you with 
your replacement Group Annuity Contract. This Contract, which is issued in connection with 
your 403(b) Thrift Plan, reflects the provisions of the Tax Reform Act of 1986 and subsequent 
legislation. This replacement Contract together with the recently provided. restated 403(b) Thrift 
Plan document completes the TRA'86 amendment process. 

We have enclosed explanatory material to assiS! you in underSianding the moS! significant changes 
made to the Contract. Replacement certificates reflecting these changes will be sent to 
participants at a later date. 

Please keep the enclosed Contract with your Tluift Plan document and other important plan 
records. Your local field representative is available to answer any questions you may have 
concerning the Contract. 

Sincerely, 



I 
CENTERS INC. 


January 10. 1999 

\[ary A.nn Carrion. A.cting President 
D~nver Harbor Senior :.Tutrition Site 
D~nver Harbor Park 
6..+:0 :';larket 
Houston. Texas 77020 

Re: FY 2000 Award (11 months ... October 25,1999 .. September 30, 2000) 

Dear \[s. Carrion: 

The HoustoniHarris County .Area .-'-gency on Aging iA ...A.A) has notiiied :.Teighborhood Centers [nco 
('\C1) or its award for the contract year 2000 . 

.-'-ccording to our agreement. the contract is subject to the funding level obtained from the A.AA. 
Based on the available funding the following recommendation is made tor the eleven month contract 
period: 

Award Amount Program Units Unit Rate 

C 0ngregate Meal S 11.091.60 j ..1.0..Li) S.79 
rr:msportation .. I) .. 3.7-!.-+ 

II \Ou should have any questions. please call Kathv L. Johnson. Program \[anager at (713 )273 .. 3269. 

Cordially. 

! - . / .. ~ 

,~~( 1-«£' 6t~:,~! :if,:;.L 
.Angela' Blanchard 
President & CEO 

Two Biasonna Park .. 500 Bis.sonnet Suite ZOO P.O. Box 211389 Houston. TIC 77277.1389 
(713) 667.9~ Fu (713) 669-5236 

A United Way Agency 
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. -..(rif1
. NEIGHBORHOOD 

CENTERS INC. 

April 19, 2000 

Mr. Wilbur Johnson 
Houston Community College System 
Administration Building 
Bursar Department 
22 Waugh Drive 
Houston, Texas 77007 

Dear Mr. Johnson: 

This is 	10 confirm your conversation on April 19,'2000 with Christine Ortiz-Gatfut in 
regard to payment to HCe for Summer 2000 classes. Neighborhood Centers fuc. (NCI) 

. intends to pay 80%. of the costs for tuition, and fees for 40 to 50 students who will be 
referred to HCC for enrollment. The students enrolled in this program will be personally 
responsible to HCC for the remaining. 20% balance ortheir total costs. Invoices for all 
Ncr Head Start employees and parents who register should be submitted to:. .. 

. Neighborhood Centers Inc·. 
PO Box 271389 
Houston, Texas 77277-1389 .... . . 

. Attention: Terry Adams, Accouriting Department· 

Individualnames and social security numbers mustbe stated on the invoice. 

As you stated in your telephone conversation with Ms. Ortiz~Gatlin, we expect to receive 
confirmation nom you regarding the exact method you wish us to follow. Thank you for 
your cooperation and consideration. . 	 . . 

Sincerely, 
... 

pf' 	 .An ela Blanchard 
.... President and CEO 

AB/cog 

, .. 
cc: Christine Ortiz.Gatlin . 

' 

. .. Trainiilg Specialist, Head Start Area ill 
.'. 

~ 'II Services Diviliotl 
_'--.'V'<:;' ",..., rI __ ~t,1~1 1-1,... ...1',," 'i,..r,u 77174~11~1 

f .' •.' 

'. 
-' ~ . 
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NEIGHBORHOOD 


CENTERS INC. 


1anuary 10, 2000 

Mr. Chi Do, President 

Indochinese Cl,llure Center 

ICC Senior Program 

3333 Fannin 

Houston, Texas 7700c! 


Re: FY 2000-.~ward (11 months - October 25, 1999 - September 30, 2000) 

Dear Mr. Do: 

The Houston/Harris Coumy Area Agency on Aging (AAi") has notified Neighborhood Centers Inc, 
(NCT) of its award tor the contract year 2000. 

According to our agreement, the contract is subject to the funding level obrained from the A.A..A,. 
Based on the available funding the tollowing recommendation is made for the eleven month contract 
period: 

Award Amount Program Cni", 'Cnit Rate 

529,542.50 23~634 S 1.25 

[f vou should hav~ any' questions, please call Kathy L. lohnson, Program Manager 2,[ 1.71 3)273-3269. 

Cordially, 

~; c{) ,i·,.&uy, j/~'i £L 
Angela Blanchard 

President & CEO
f'v 

:) I 

Two ~i:sSQnncf Park tSCO Biuonnet Suite 200 P.O. Box 27lJ89 HOl,mon, TX 77277-1.389 

(71)) 667·9..&CQ Fu (7lJ) 669-5236 

http:529,542.50


NEIGHBORHOOD 
CENTERS INC. 

FILE 
January 10,2000 

Larry Norton, Executive Director 

Interfaitlllvlinistries 

3217 1v!ontrose 

Houston, Texas 77006 


Re: FY 2000 Award (11 months - October 25,1999 - September 30, 2000) 

Dear NIL NOl1on: 

The HoustorvHarris County ..\rea Agency on Aging (AAA) has notified Neighborhood Centers Inc. 
(NCl) of its award for the contract vear 2000. 

According to our agreement. the contract is subject to the funding level obtained from the AAA. 
Based on the available funding the following recommendation is made for the eleven month contract 
period: 

Award Amount Program Units Unit Rate 

539.459.42 , 

If you should have :my questions, please call Kathy L. ]oimson, Program Manager at ('l~)273-3:69. 

Cordially, 

U~l)JV'ft?Y>tth/w~r......-
AngelilB!anchard 

President & CEO


dl 

Two Bi.uonnet Park 4500 Biuonnct Suice 200 P.O. Box 271J89 Houston, TX 77277.1389 

(713) 667·9400 F... (713) 669·5236 

.-\ L 11L(ed, W;,.y Agency 

http:539.459.42


, 

:: .", 

. "" ':." 
. -. ;~'..r::ref1. - ",.' . 

.NEIGHBORHooD 
CENTERS. INC. 

:, '", 

. '" ~;. . 

. ,", c· 

January 10, 2000; 
'-~ ~ "',... 

. ..
Mr. Horace WilIiams, President 
Pilgrim Community Center, Inc. 
3118 Blodgett· . 

'-' .. 
. . ;""Houston, Texas 77004· :- , 

Re: FY 2000 Award(ll months - October 25, 199'9: September 30, 2000) .. 
. . -'" . 

Dear Mr. Williams: 

The HoustonIHarris County Area Agency on Aging (AAA) has notified Neighborhood Centers Inc.· 
(NCI) of its award for the contract year 2000. . . 

According to our agreement, the contract is subject to the funding level obtained from the A ..AA. 

Based on the available funding the tollowing recommendation is made for the eleven month contract 

period: 

Award Amount Program Units Unit Rate 

Congregate :'v[eal S12.235.00 9.828 :51.25Transportation -0- 7.254 

If you should have any quesTions. please ,all F(:Jth" L. Joimson. Program Manager at (713)273-3269. 

Cordiallv. 
, 

;;L",~j",-" JL~w?!tt"vv-c..
..k~gei'a Blanchard 

_.f?President & CEO 
/ 

Two Ba...- Puk 4500 Bo.onn.. Sum. ZOO P.O. Boo Z71J89 Hou..cn. TX 77zn.lJ89 
(71) 667.9<00 Fax (713) 669.5ZJ6 

.-\ L"n..ired Way A~cy 

http:12.235.00
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NEIGHBORHOOD 

CENTERS INC. 


January 10, 2000 

Mrs. Ruth Palmer, Executive Director 

Wesley Community Center 

1410 Lee St.· 

Houston, Texas 77009 


Re: FY 2000 Award (11 months - October 25, 1999 - September 30, 2000) 

Dear Mrs. Palmer: 

The HoustonIHarris County Area Agency on Aging (AAA) has notified Neighborhood Centers Inc. 
(NCI) of its award for the contract.year 2000. 

According to our agreement, the contract is subject to the funding level obtained from the AAA. 
Based on the available funding the following recommendation is made for the eleven month contract 


. period:' 


Award Amount Program Units' Unit Rate 

Congregate Meal $18,720.00 14,976 $1.25 

Transportation 
 -0- 9,360 

Ifyou should have any questions, please call Kathy L. Johnson. Program Manager at (713)273-3269 .. 

,'. , 
~', .....:(.' 

Cordially;. 
~ 

, " .:l' ~'- '.~"., ,.... - .~~l&i*P1'~ 
. .. 

','--,'-' ,- .
President & CEO. ...... . 

.. '" .. ......:
".' ;rJf 

'.: :~,".;"-~~'-:' 

", ,.,. ", ;' 


• '." • - '. j ;~ ':' .,' .-.-:.. .. ~'. 
" .. ,.' 

; .:. 
.:." ,~"'. 

http:18,720.00


Neuhaus Education Center 
n:.·\CHlIVG BASte LANGUAGE SKILLS 

4433 Bissonnet 
Bellaire, Texas 77401-3233 
Fax: 71:1/664-4744 
7131664·7676 

., ... 
III 1-.-1 

August 10, 2000 
~El'HAUS EDUCATION CENTER 

To Whom It May Concern: 

Neuhaus Education Center is a non-profit educational center whose mission is to 
provide professional development for teachers in effective literacy instruction for 
all students, especially students at risk for failure. The Center also serves as a 
resource for parents of children with school problems and provides adult literacy 
classes. 

Neuhaus Education Center is pleased to support Neighborhood Centers in its 
application of a grant to establish a charter school at Ripley House in Houston, 
Texas. If the grant is awarded, the Center will provide staff development to all 
the teachers in Language Enrichment. This course provides a balanced 
approach to teaching reading, spelling, handwriting, and composition to students. 
This instruction is beneficial for all students, especially those students who are at 
risk for reading failure. The teachers will receive on-going support from Neuhaus 
staff members through phone consultations and on-site visits. The Center will 
work with Neighborhood Centers to collect and analyze data to validate the 
efficacy of the staff development. 

Neuhaus Education Center appreciates the efforts of Neighborhood Cen~ers to 
support the Governor's Reading Initiative and help all children achieve literacy. 
We look forward to working with this organization on this very important project. 

Sincerely, 

Kay Allen 

Hoard of TlUS(CC~ Advi~ry Board ~atJorl.3.l.-\dvtsory C...ollncLl 
:-':.mn·(:"III-:-lkcd 
C!Jmr"wn ,,'mc"nl<l 

HellO" .\11"". Ed.i) 
,\Ir. Ikon ll...\ndr"w, 

II" 
\1" 

~1<"I'il~'rI \>;.' .\1.,,·w:J.loJ 
I.\"illi~", I.Hn~~ .\lIlkr 

C:"': And"ll 
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August 16, 2000 

Texas Edcuation Agency 
Document Control Center 
Room 6-108 
1701 N. Congress Avenue 
A1.1Stin, Texas 78701 

To Whom It May Concern: 

Ray & Hollington Architects provides coordination and consultation services 
for Neighborhood Center Inc. during the desIgn and coru;truction or the new 
Ripley House Complex. Our services include the review of construction plans 
and project costs as well as preparation of recommendations regarding 
changes form original project plans. If I can be of any further assistance please 
do not hesitate to call me. 

Sincerely, 

Ray&HolUngrora Archi.tects.lnc.. 2365 Rice Boulevard Suu6202. Houston, Texas 11005.713/.:;24.61.11 

http:11005.713/.:;24.61.11


-- DANIEL AND EOITH 

RIPLEY FOUNDATION 
TELEPHONE (713) 651.1976 1221 McK,NNEY. SUITE 3800 

TELECOPIE. 17131 751-9292HOUSTON. TEXAS 77010 

August 31, 1999 

Mr. John Carson, Chairman 
Brookstone Corporation 
3715 Dacoma 
Houston, TX 77092 

RE: New Ripley House Project 

Dear Mr. Carson: 

The Daniel and Edith Ripley Foundation has previously given you its Notice To Proceed, 
effective August 30, 1999, under the Contract, Change Order and GNP Proposal, ("Contract 
Documents") referred to in our letter of August 27, 1999. 

The purpose of this letter is to confirm that the Daniel and Edith Ripley Foundation and 
Neighborhood Centers Incorporated have funds in the bank or pledged, that are sufficient to 
discharge the owner's obligation to the Contractor as sums become due under the Contract 
Documents. 

If you have any questions, please don't hesitate to call. 

lames (Jim) Greenwood III 
Chief Executive Officer 
Daniel and Edith Ripley Foundation 

lGtp 



.. 

cc: 	 vMs. Angela Blanchard, President 

Neighborhood Centers, Inc. 

Mr. James Buescher 
Buescher, Inc. 

Mr. Merrill Glasgow 
Mr. Townes Pressler 
Mr. Howard Tellepsen, Jr. 



SPRING BRANCH INDEPENDENTSCHOOL DISTRICT 

Harold D. Gu1tIrte. Ed.D .. General Supelintendent 


955 Campbell Rood I Houston. Texes 
Telephone 713 /464-1511 

MAIUNG ADDRESS 
InstructtoncISupporI SeIvIces P.O. Box 19432 

Houston. Texas 77224-9432 

December 15, 1998 

Neighborhood Centers Inc. 
Angela Blanchard 
P. O. Box 271389 
Houston, TX 77277-1389 

Dear Ms. Blanchard: 


On December 14,1998, the Spring Branch ISO Board of Trustees approved the 1999-2000 

agreement with Neighborhood Centers Inc. I look forward to a working relationship with 

Neighborhood Centers Inc. in the coming year. 


I have enclosed two originals of the 1999-2000 agreement. Please sign both originals, 

retain one for your files and return the second signed original to me. 


Thanks for your help. 


Sincerely, 


I!f~ ~rrvf<LL/ 
Mari I vn sbmner 
Executive Director for Instructional Support Services 

MS:cg 

Enc!. 



~~~" 
~ Human Services 

COMMISSIONER 
Eric M. B081 

December 13, 1999 

Angela Blanchard 
Neighborhood Centers, Inc. 
P.O.Box 271389 
Houston, IX. 77277-1389 

IX: 101-0013 

Re: Approved Child and Adult Care Food Program Contractors (Child Care Centers) 

Dear Contractor: 

Enclosed are signed copies ofyour Child and Adult Care Food Program (CACFP) Application and Agreement for Fisc 
Year 2000. Please keep them in your files for three years and 90 days from the end of Fiscal Year 2000 or longer 
described in your CACFP Handbook. Also enclosed is a supply of CACFP forms (see Attachment #1). Informati, 
concerning the use of these forms and other program requirements can be found in the CACFP Handbook. 

Enclosed you will find a list of addresses to use when mailing information to the Iexas Department of Human Servic 
(IDHS) (Attachment #2). Please follow the instructions on the list to ensure that claims, checks, correspondence, and al 
other information you mail to IDHS will be received in the correct office. 

Note: Based on the information on your completed Form 1569, your FY'2000 Single Audit is due no later than the last d, 
of 913012000. Failure to submit a single audit or to meet audit requirements can result in adverse action against yOl 
contract, up to and including termination. 

Your organization currently owes for an advance payment from contract year N£A. You will not receive advan( 
payments until the total amount of the advance is paid in full. Please contact your area program manager when you ha\ 
re-paid your advance and want to be approved to re-start advance payments. 

Special Nutrition Programs • 9460 Harwin • Houston Texas 77036 
(7131735-8930 • Fa.: 17131 735-8988 



Page 2 
Approved Child Care Center 

The United States Department of Agriculture requires that we inform you on an annual basis of your appeal rights. Y ( 
have the right to appeal any action by TDHS that affects your participation in the CACFP or your CACFP claim f, 
reimbursement. Your request for an appeal must be submitted within 15 days of any notification by TDHS of adver, 
action affecting your participation or claim and must be addressed to: 

HEARINGS DEPARTMENT, W.{i13 
TEXAS DEPARTMENT OF HUMAN SERVICES 
P. O. BOX 149030 
AUSTIN, TEXAS 7871 ....9030 

If you have any questions. please contact me at (713) 735-8930. 

Sincerely. 

~C\,~ 
~tK;~m Manager/Contract Manager 

Enclosures 



F~ 
TExAs DEPARlMENT OF PR01ECIlVE AND REGULATORY SERVICES t/~ .t:!q 

EXECIJ'I1Vl: DIRECTOR BoARD MEMBERS 
James R. Hine Catherine Clarlc MO$bacher 

Chair. Houton 
Jon M. BradleySeptember I, 1999 

DaJItu 
Maurine Oic:key 

DaJ/as 
Richard s. Hoflinan 

Brownsville
Jo Carcedo Naomi W.lcdc 
Neighborhood Centers, Inc. Huntntlle 

Edward L. Wagner4500 Bissonnet, Suite 200 Harker Heights 
Houston, IX 77550 

RE: PRS Contract #3162032 - Renewal for Fiscal Year 2000 

Dear Ms. Carcedo: 

The Plan of Operation and Budget submitted for Fiscal Year 2000 (September I, 1999 through 
August 31,2000) for the Community Youth Development Program have been approved. You may 
notify your subcontractors that their programs/services and budgets have been approved. 

Two copies of the fully-executed contract will be mailed to you as soon as it has been signed by 
PRS. Please ensure that subcontracts include a detailed program description, a copy of the approved 
budget and a detailed budget narrative for the program. 

In the event you have any questions, please contact me at (512) 438-2137. 

Rosalm A. Willis 
CYD Program Specialist 

Diane Duarte, CYD Project Coordinator 
Jose Ramiro, Fiscal Agent 

cc 



United Way 
of the Tex.. Gutf Coast 

P. 0. Bac_ 
_ T_77292~ 

__ 71lllll5.ZlOO 

Fa: 713._ 

CwR Of THE IIoARo 
Scott J. McLean 

E:cEaI1'M c.-rre. 
Susan Bischoff 
Allen D. Brown 

Deborah M. Cannon 
Alvin L (AI) Henry 

Michael Jhin 
Terry Koonce 

Malic E. Lowes 
Drayton Mclane. Jr. 

Trini Mendenhall 
Sonceria Messiah-Jiles 

Steven L. Miller 
Jon P. Newton 
James L. Pate 

Gerald B. Smith 
Jack Sweeney 

Jose Adan Trevino 
Caroline C. Vederting 
Cuba Wadlington. Jr. 

Joe W. Walkovlak 
Chuck Watson 
Dan S. Wilford 

TRUmES 
Gordon Bethune 

Chip Cartisle 
Anthony R. (Tony) Chase 

Hiram (Art) Con~eras 
James CrownolJer 

Claude Cummings. Jr. 
Peler Diaz 

Rev. James W. E. Dixon. II 
Archie W. Dunham 

Fred J. Fowler 
Jeff Hines 

Stephen M. Kaufman 
Nancy G. Kind~r 

Kenneth L. Lay 
Gerald Merfish 

Greg Nakanishi 
Lucinda Owen 

Vemus C. Swisher 
Cheryl L.Thompson-Draper 

J. Michael Trevilio 
Bobby Tudor 

Russell D. (Russ) Turner 
Massey Villanreal 

Dr. George C. Yang 
Rosie Zamora 

Raben E. ZIncka 
PeterA. Zwart 

I'IleIIoe<r 
Jacqueline S. Martin 

Reviewed date _____ 

~pe------------_
Index No ________ 

July 5, 2000 

Ms. Angela Blanchard 
Neighborhood Centers Inc. 
4500 Bissonnet 
Bellaire, TX 77401 

Dear Ms. Blanchard: 

Thank you for your application for the ffiM Corporation 2000 Technology Donation 
Program. On behalf of the ffiM Corporation, Gifts In Kind International and the United 
Way of the Texas Gulf Coast Gifts In Kind Program. I would like to congratulate your 
organization as a recipient of the ffiM Corporation 2000 Technology Grant. Neighborhood 
Centers will be receiving 12 Young Explorer Systems complete with 14" monitors, Little 
Tikes desks, Teacher's Guides and one SmartSuite Millenium software package. 

You will be invited to the ffiM Corporation 2000 Technology Donation Program reception. 
given by United Way of the Texas Gulf Coast Gifts In Kind Program. honoring the 
organizations receiving grants this year. We will distributing the computers in the next 6 to 
8 weeks and will notify you then with the exciting details. 

Congratulations once again for being selected as a recipient of this highly valued donation 
from the ffiM Corporation! 

Sincerely, 

!~t!:/~l~ 
Kevin Wollin 
Manager, Gifts In Kind 

~t;t :r.i:;s;on ::; :Q 'r:c.'Ca.5a ~e crgamzed ::::lcac:ty of ;ecc!e ~o :::;ro for themselves Jnd ctr.er.i. 

SOlVing the Bay Area • Fori Bend County • Harris County • Waller County • In Panners/lip WI'" __County 
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April 6. 1999 

Mr. Ronald C. l.:wis 
Board Chair 
Neighborhood Centers. Inc. 
910 louisiana. Suite 3500 
Houston. Texas 77002 

Re: 	 United Way ofth.: T.:xas Gulf Coast 
1999/2000 Fund Distnbution Process: ~.:w and Expansi?n Programs 

Dear Mr. lewis. 

We are delighted to intorm you that the L'nited Way of the Texas Gulf Coast 
(UWTGC) Board of Trustees ims approved an expansion of funding lor the Child Care 
S.:rvices program. ,\ppro\'al was based on Cl thorough program review by Fund 
Distribution voluntet:rs . 

The expanded I additional I funding for the Child CClre Services program will be 
589.325 in 1999 to be paid over 8 ~/, months. Funding payments will be semi-monthly 
Clnd will begin on .\pril 15. 1999, We anticipate that the .:xpanded funding l.:vel will 
be 592.032 in the ,'ear 2000, Howe\'er. please be aware that we :Ire unable to make a 
tirm commitment sinc~ year ::000 funding I.:\'els are subject to 1999 campaign results 
;JS well as sufficient coll.:ction of pledged dollars. We understand that due to this 
~xpansion of tunding. the Child Care Services program will be able to serve an 
additional 150 clients. 

During 1999·2000 attiliated Clgencles will be required to provide l.:WTGC with 
reriodic program .tnd ,L¥l!l1C\ status rt:ports. me rl!porting elate euidelines. 
instructions and sample rl!ports are attached to this l.:tter. If unforeseen circumstances 
prohibit an agt:ncy trom sLlbmtssion of the reports as scheduled. the agency is required 
to provide CWTGC a reasonable explanation in writing at the earliest possible date. 
but no later than the date lor the scheduled report, failure to submit timely reports 
may result in suspension or' L'WTGC funding, 

Funding is contingent upon an agency's compliancl! with L'\VTGC standards and 
policies. Your Clgl.!nC\ '-'til not be permitted t,l shtli L'WTGC funds related to this 
program. 

.~~.--

UNITED WAY OF THE TEXAS GULF COAST 

1200 Nann Lao. w.., . '0,80. 924!107 • __ r.... 77292_7 ' 0""",,: 17131685-2300 ' "ax: 17131956-2868 


In !he Sav ~ • j;"QI"I 8ena Courwy ........ Counrv • W ..... Coonrv • In P8ttr'Iennto Wlln MontaomefV Count¥ 




The UWTGC would like to thank you. your board and staff lor vour continued. 	 . 
commitment to meet the needs of your clients. We hope this funding will enable you 
to continue providing the quality services that your clients have come to expect. 

We ask that you acknowledge receipt of this letter and indicate your agreement by 
signing and returning a copy within 10 working days. 

Sincerely, 

~~~ 
Jacqueline S. Manin 

Fund Distribution! Agency Relations Cabinet President 

cc: 	 :vis. Angela Blanchard. President & CEO 
Neighborhood C<!nters. Inc. 

Enclosures 

A.s an officer of Neighborhood C<!nters. Inc.. I certify that I am duly authorized to bind 
the organization to the terms 0 f this agreement. and do hereby agree to and accept the 
terms set forth above. 

By: Si~f2 Title 

Date 
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March II. 1998 

Mr. Tom Sanders 
P. O. Box 271389 

Houston. Texas 77277-1389 


Dear Mr. Sanders: 

It is our pleasure to inform you that the United Way of the Texas Gulf Coast (UWTGC) Executive 

Committee has approved the transfer of UWTGC funds for the Suppon Services for Seniors 

program that was formally administered by the YWCA. to your agency. This program will be 

funded at a Pro rata amount to be determined on the allocation of $303.633 for 1998. Pending 

campaign results and review of periodic reports. this program will be funded for $312.742 during 

1999. and $322.124 for the year 2000. Transition activities are to begin as noted in the Request 

for Proposal that your agency submitted. The YWCA has been asked to work with you in the 

transition process. See letter enclosed as attachment II I. 


As noted in the Request for Proposal. the successful transition of program services previously 

provided by the YWCA will be contingent upon mutual agreement by UWTGC and your agency 

of identified issues. Some of the issues include. but are nOl limited to the following: 


• 	 Compliance with the Funding Agreement signed by Neighborhood Centers. Inc.. See 

attachment :;2. 


• 	 Continuation of program services to clients in zip codes identified in [he Request tor Proposal 

addendum. 


• 	 Discussion on service delivery system that ensures existing clients continue [Q receive services. 

• 	 Use of accepmble tinancial and operational reporting systems that indicate services provided 

by this funding. 


• 	 Continued review and monitoring by a small group of UWTGC volunteers and sraff from the 
UWTGC Fund Distribution and Agency Relations Department. 

• 	 A mutually agreed upon reporting system to be devised to ensure the integriry of the program 
and the delivery of services [0 the target population. including. but nor limited to. reports on 
beneticiary data and any tinancial resources used to augment the delivery of program services. 

• 	 In addition to being more than tiscal agent. be responsible tor fiscal oversight. program 
quality_ training and technical assistance for YWCA's Health Initiatives and Support Services 

for Seniors programs . 


Please acknowledge receipt of this letter indicating your willingness to discuss issues of mutual 
concern. Upon completion of our discussion. we will proceed to prepare a formal agreement that 
will facilitate placement of rhe ponion of the Support Services for Seniors program with 
l'4eighborhood Centers.. Inc.. It is our intent to see that all necessary paperwork is completed at 
the earliest possible date. Dr. Enrique Medrano ..Mr. AI Acosta and Ms. Linda O'Black trom 
United Way will work with your statT on the transition agreement . 

"~Ortll LoOj) W.., • P.O. 80. 924507 • Haul'on. r.... 77292-4507 • Plio...: (713) 685-2300 • Fa: (713) 956.2868 
In ttl. Bay Area • Fort 80nd Counly • Hams COUllIy • _ County • In P.......... _ Monlgomery Counly 

Mission: To inaease the OrganIZed C3DaCirv of oeoDte 10 care for themseiVes ana others. 
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Neighborhood Centers. Inc. letter 

Page 2 of2 

March I I. 1998 


United Way of the Texas Gulf Coast values the services of the Neighborhood Centers. Inc. and our 
partnership. Thank you for your continued efforts to make our community a better place to live. 

Sincerely, 

cl~I1.JmillA 
Gerald B. Smith 
Chairman. Board of Trustees 
United Way of the Texas Gulf Coast 

Enclosures: Attachment" I-Copy of letter (0 YWCA 
Attachment #2 - Copy or' signed RFP Fund Agreemenr 

Copy (0: Ms. Angela Blanchard 

As an officer of the Neighborhood Centers. Inc .. I acknowledge receipt of this letter and agree (0 discuss 
transition issues of mutual concern. which will be jointly developed. I understand the purpose of these 
discussions is to facilitate the placement of the UWTGC funded pan ion of the Support Services for 
Seniors WIthin the of Neighborhood Centers. Inc. 

BY--~~·~~~'~~~o~~rT~;S~p~.t~e~!.n~~£ba~rA~~_____ 

Sigf!!:# tfttueJk (L 

'JJ 3yagency.doc 



OF HOUSTON SYSTEM 

UNIVERSITY OF HOUSTON 

UNIVERSITY 

Office of the Vice ChanceUor for Research and IntellecwaJ Pn,perty M:analernem: 
UH System 

Office of the. Vice President for R.esearch 

University of Houston 

March 16, 2000 

Neighborhood Centers, Inc. 
Attn: Angela Blanchard 
4500 Bissonnet, Suite 200 
Houston, Texas 77277-1389 

Re: Continuation Contract between Neighborhood Centers, Inc. and the University ofHouston 
For the Period 0110112000 to 12/31/2000 
University of Houston Primary Investigator Dr. Marcia Sanderson 

Dear Ms. Blanchard, 

Attached please find the executed Attaclunent II - Subcontractor Assurance document. 
These were inadvertently excluded from the previous mailing. 

Please don't hesitate to contact me if I can provide any additional information or assistance 
regarding this matter. I can be reached at 713.743.9240. Alternatively, you can contact the 
Grants and Contract Administrator Ms. Sharon Cole at 713.743.9238, fax at 713.743.9227, or 
emailat"' 

Sincerely, 

~d(?n~'l-
Research Contracts Officer 

Research Financial Services 


E.CuIIon Bu;'dinC • ""'-m 316 • __T.... mOl-l163 • (7.3) 743-"'14 Fax: (7IJ) 74l-9ll7,',c' • , 
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\31~ 

Innovative Services 

August 9, 1999 

Chenda Koeuth 
Neighborhood Centers, Inc. 
4500 Bissonnet Suite 200 
P.O. Box 271389 

Houston, TX 77277-1389 


Dear Ms Koeuth: 

Enclosed please fmd two copies of Amendment to the Agreement between Neighborhood 
Centers, Inc. and Valley Innovative Services, Inc. Please sign both copies and have your 
signature attested. Then return the "File Copy" to Valley. 

A copy has been retained by Valley. In the event you have any questions, please contact 
me at (601) 664-3178. 

C3;:~~ 
Tara Rawls Wasson 

Contract Administrator 


TRW/be 

Enclosures 

Post OffIce Box 5454 • Jackson, MS 39288-5454. (601) 664-3100 • FAX (601) 664-3399 
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I 

I 
TEXAS EDUCATION AGENCY 


OPEN-ENROLLMENT CHARTER SCHOOL APPUCANT 
 I 
BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 

I
Full Name of Sponsoring Entity and Name of Proposed Charter School: _______ 
Neighborhood Centers Inc. Charter School 

I 
In connection with the above-named organization and charter school application. I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any I 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. I 
1. 	 Full Name (initials Not AccePtable):_...:-f.....:<-~(i..l'j.'---(...!-:..I:::.0eJ7f-""-~___________ 

2. 	 Have you ever had your name changed? ..lliL If yes, give reason for the change: _____ 

b.MaidenName (if female)-::-______________________ 
c.Other names used at any time _____________________ 

3. 	 Social Security Number': 

4. Date and Place of Birth:     t\QLJ5k:n, TX 
5. 	 Business Address: P.O. eo}! J.Jls'04 +\0.-s+O'l. TY. 11ail-\3W'l 

Business Telephone: (11 ;i'J Vlc~ -<;; J..1"'b 

6.. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES 	 CITY AND STATE ZIP CODE 
Loot> -k I 	 \1G1...s\01 l>L 4"10, I 

7. 	 Education: Dates, Names, Locations and Degrees 

College 'is.S. ~N-tv5\+y D+- Hct.s--tQid 

Graduate Studies M.~.V9! o;;v LlNli4 of tw- La.J:.£ $41'\ fu\±ot,O I TY, 
.', 
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Othe~ _______________________________________________________________ 

8. ership in Prate sional Societies and Associations: NahQJ\Q P A%rxia:JL9Vl 

9. 

10. List complete employment record (up to and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS nTLE 

(Circle One) 

(Circle One) 

11. Present employer may be contacted:'p2250~ No 

Former employers may be contacted: NoG 
12. a Have you ever been in a pOSition which required a fidelity bond?--'Ou..u><-______ 

If any claims were made on the bond, give details: __________________ 

b Have you ever been denied an individual or position schedule fidelity bonC. or had 
a bond cancelled or revoked? -...!n-!!=D~______________________ 
If yes, give details: ____________________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license, date 
terminated, reasons for termination):_.LN:::!.L!A"'-______________________ 

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory B!Ority, or has such license held by you ever been suspended or 
revoked? til8 If yes, give details: __________________________ 
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15. Will you or members of your immediate family be employed by (directly qr through 
contract) or receive remuneration from the proposed charter schoOl? .,.:..N"'o""-___ 

le~llir;t&to.fog %= re&~ V~t=*_~ &141 l)
(). W.iA. O():;i..\.-\ Ov'\ . , I. 

16. Have you eve~ bElen" adjudged bankrupt? --1f'JQ..::::==---_______________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the su ject of any disciplinary proceedings of any federal or state regulatory 
agenCY?---1:::...bD~_____ 
If yes, give details: ____________________________ 

18. Have-you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed und/lr 
supervision or in receivership, rehabilitation, liquidation or conservatorship? ----'f'J~(O=-_____ 

19. Are you now, or have you been, within the past five years, a plantiff or defendant in 
any lawsuit? No , If so, please furnish details: 

Dated and signed this / t, day of _-'--/l'--"''-';.''1'-''''O''5">....:.-r____________ 
;4;<'000, at '/.' tit? A7'1 t! 

I hereby certify under penalty of pequrj that I am acting on my own i:ena'f. anc that the 
foregoing statements are true and correct to the best of my know dge an ~elief.. . 

~ 

(Signature of Affi [j 
State Of_---!.t;:..,;~~-.<1.x.!:c.4~:>~___ 
County of _wHuA-7e:r.D.,Jf:!..!...,'2'___ 
Personally appeared before me the above named hl/ h 1;tft 
personally known to me, who, being duly sworn, deposes and says that he/she 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 
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TEXAS EDUCATION AGENCY 

OPEN·ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
. 	 Neighborhood Centers Inc. Ripley House Charter School 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate shee1 if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Initials Not Acceptable): __C.:.,y_n_th_ia_T_a_t_e_P_a_t_t_o_n____________ 

2. 	 Have you ever had your name changed? ~slf yes, give reason for the change: _M_a_r_r_ie_d__ 

b.Maiden Name (if female)p~C::;;ypp.tt.Jbll.:jl..<aL....lT.aallP.e.p"':TDalltUpL..________________ 
c.Other names used at any time _______________________ 

3. 	 Social Security Number":~.....----_____________ 

4. 	 Date and Place of Birth:  Dallas, Texas 

5. 	 Business Address: e2Ql BSafl9mme He1:le~eRj TSIEas 77Q39 
Business Telephone: _~71.J3J,.=..;2U7c:.lJ...=.J,J;z.2SS.SS_-------_____________ 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 
______~4~,IUO~O~t~Q~p~r~e~s~e~D~t_~4~4~O~3~p~lWaD~t~a~t~j~QllD_CCr~e~e~k~-MM~j~sS~QllJUlr~j~C~jt~y~~Tzx-.277459 

7/77 tg 4/00 386 Dawn Hill Friendswood. Tx 77546 

7. 	 Education: Dates, Names, Locations and Degrees 

College 67 78 ijRi... e~ei&y 9f TenRe at Al:!s&ie 
7Q 71 Tk:li.uQt'sity 9£ Iih1 11 stQn )laiR Campys B 5 

Graduate Studies Masters Degree TIoiuersi ty of Hons'tOD Cl ear Take 

63 .'"."',",,:;i- /"".-~." 
. '-~.':""'~~ :-. 

http:J,J;z.2SS.SS


__________________________________________________________ __ 
Ph.D. Texas Woman's University Denton, Texas graduated 1989 

Othe~ 

8. List Membe~hip in Professional Societies and Associations: NaUQPal 'ssociation for the 

Eatleat:isa 8f ¥SYR8 \:1ai.ldrag" Texas Associatjon for the EdJJcation of young 
Children. National CmmcjJ ~n Famjly ReJatjons; Texas Association for School-Age, 
Care 

9. Present or Proposed Posit:on with the Proposed Charter School: _____________ 
CEO 

10. List complete employment record (up to and including present jobs. positions. 
directorates or officerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS TITLE 
to Present Neighhorhood Centers Inc P.O. Box 271389 Houston, TX 77277-1389 

Director of Early Childhood Services 
Columbia-Brazoria I.S.D. P.O. Box 158 West Columbia, TX 77486 

Behavior Management Special1st1996 to 1998 
1993 to 1996 Neighborhood Centers Inc. (see above) 	 vendor Management SupetViSor 

GIant wLiCer 

11. Present employer may be contacted:·p225~No (Circle One) 

Former employers may be contacted: ® No (Circle One) 

12. a Have you ever been in a position which required a fidelity bond? __N_O_____ 
If any claims were made on the bond. give details: __________________ 

b Have you ever been denied an indiviaual or pOSition schedule fidelity bond, or had 

a bond cancelled or reVOked? __~IlII"Q.-.-----------------------
If yes. give details: ________________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued. issuer of license, date 
terminated. reasons for termination): I hold three Texas Teaching Certificates 

Home Economics Teacher Education; Kindergarden. Special Education (Generic) 

14. During the last ten (10) years. have you ever been refused a professional. 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority. or has such license held by you ever been suspended or 
revoked? No If yes. give details: 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? ---",N""o___ 

If yes, give details: ____________________________ 


16. Have you ever been adjudged bankrupt? -.:.N::.O=--________________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency?_~N!2o______ 

If yes, give details: ___________________________ 


18. Have· you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it, became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? .......N~o'--_____ 

19. Are you now, or have you been, within the past five years, a plantiff or defendant in 
anylawsuit? No . If so, please furnish details: _______________ 

Dated and signed this / / -IA day of _!-I-H,-,!",L:::j.C,.J.L:...'2"'-'-+___--,-______ 
W ""Coo ,at (,·)0 I £0 horn", e J 1--kJ '" 5tQrl l.b/4c::i-0 

I hereby certify under penalty of perjury that I am acting on my own behalf, and t~~he 
foregoing statements are true and correct to the best of my kn I "'- arJo belief--d~ 

(Si nature of Affiant) 
State of f~d 
County of 2;;'/ I 

Personally appeared before me the above named {'1M ii1{~ i. A flzJtLI 
personally known to me, who, being daly sworn, deposes and says that he/she 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of his/her knowledge and belief. 

Subscribed and1sworn to before me this _---t./:..I./_:t::1<-_·_--,-::- day of 

I'-WJV 5-1- ,1'9"" ~D 
~""'S.l"4"''='-.''.A..L......:/J~:..!::...~'-""~""""--"-~__ 

!:f~ SYLVIA It IIAItTINEZ >(NafYPublic) ~-'. * (~ PUBLIC My commission expires !!- ?'5--d&,N 
......" ~.. State of Texas 

~..<~ Comm. ~. 11~2001 
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10. (continued) 
1992-1993 Sunset Pearl School 610 Chelsea Houston Texas Principal 
1989-1992 Private Sector Initiatives 1111 Fannin Houston, Texas 77002 

Child Care Program Manager 
1988 University of Houston Laboratory 	School 4800 Calhoun Houston, TX 77004 

Teacher 
1986-1988 Youth and Family Counseling 	Services P.O. Box 281 Pearland, TX 77588 

Resource Coordinator 
1980-1988 Church 	of the Good Shepherd Day School 1207 Winding Way Friendswood, 

TX 77546 
Director 



TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
Neighborhood Centers Inc. Charter School 

In connection with the above-named organization and charter school application, I 
herewith make representations and supply information about myself as hereinafter set 
forth. (Attach addendum or separate sheet if space hereon is insufficient to answer any 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 ...:........_2~·:.t.MI.I.~~
Full Name (Initials Not AccePtable):~/~22!':'~'...J..I<.~.r",,"OI1.~.L.!£~ _______ 

2. 	 Hav~ you ever had your name changed? !il1L If yes, give reason for the change: _____ 

b.Maiden Name (if 

c.Other names used at any time :--~2U;2rt'iY::L.C.:......""":'-___________~_ 


3. SOCial Security Number": _--...: 

4. Date and Place of Birth: . __2~::Z:Zs:2Z~_~~~L_____ 

5. Business Address: _-+#:..L~;.-'!~~/~r',i.~i!l..J~fL~(!"..9;:;zt2~~27-;--,4L.LL~J~m~/dJ.H'~....I.Z:.....J'4---....'Z~2~rt1~~~ 
' ~f.:f....7~/~·~.,t.2 ~..,q,4;62Business Telephone: __ ..... __ ..·:.;/W~'.I:l~4t""<l..L..,I_____________ 

6. 	 List your residences for the last ten (10) years starting with your current address. 
giving: 

DATES ADDRESS 	 CITY AND STATE ZIP CODE 

J-91i - PRfjQfif 	 27~i7 

7. 	 Education: Dates. Names, Locations and Degrees 

College i'laf/C~l ry tJE /lUf,[W
7

/ ~M.e.s 7 &e17fffiT7& 
Graduate Studies ________...,;"...,;,,-__________:......___...,;,,-'

63 




Othe~ ____________________________________________________________ 

8. List Membe~hip in Professional Societies and Associations: _______________ 

9. Present or Proposed Position with the Proposed Charter School: _____________ 

10. List complete employment record (up to and including present jobs, positions, 
directorates or officerships) for the past twenty (20) years: 

TITLE 

11. Present employer may be contacted:·p2250~ No (Circle One) 

Former employers may be contacted: No (Circle One) & 
12. a Have you ever been in a position which required a fidelity bond?_......0:L.L.')<-___ 

If any claims were made on the bond, give details: _________________ 

b Have you ever been denied an individual or position schedule fideiity bone. or had 
a bond cancelled or revoked? ______IrtilL£(L)___________________ 

If yes, give details: _____________________________ 

13. List any professional. occupational or vocational licenses issued by any public or 
governmental licensing agency or regulatory authority which you presently hold or 
have held in the past. (State date license was issued, issuer of license. date 
terminated, reasons for termination):______________________ 

14. During the last ten (10) years, have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? P(/ If yes, give details: _____________________ 
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15. Will you or members of your immediate family be employed by (directly or through 
contract) or receive remuneration from the proposed charter school? _____ 
If yes, give details: _LIYILJl::''''-______________________ 

16. Have you ever been adjudged bankrupt? _---';Vt:...:..;(/<--_______________ 

17. Have you ever been convicted or had a sentence imposed or suspended or had 
pronouncement of a sentence suspended or been pardoned for conviction of or 
pleaded guilty or nolo contendere to any information or indictment charging any 
felony, or charging a felony or misdemeanor involving moral turpitude, or have you 
been the subject of any disciplinary proceedings of any federal or state regulatory 
agency? /l/n
If yes, give d~____________________________ 

18. Have· you ever been an officer, director, trustee, investment committee member, key 
employee, or controlling stockholder of any business, which, while you occupied any 
such position or capacity with respect to it. became insolvent or was placed under 
supervision or in receivership, rehabilitation, liquidation or conservatorship? do 

19. Are you now, or have you been. within the past five years, a plantiff or defendant in 
any lawsuit? dO . If so, please furnish details: ______________ 

,/ ,N 
Dated and signed this U day of ~8!..LJt/t~k""-(./.:!<:='-''_''/7,__---_==_-_=__-__:_ 

.l.9'e?tl:!IO ,at ¥7'O( LCJu£J7J'1 142i/snv 7( "2'7002 
I hereby certify under penalty of perjury that I am acting on my own tenai:. ana that the 
foregoing statements are true and correct to the best of my kn I ge ana);elie . 

State Of~1:S 
County ofJR I S" 

Personally appeared before me the above named ,J!4~~OR. / E jJE~ 
personally known to me, who, being duly sworn, deposes ad says that heJshe 
executed the above instrument and that the statements and answers contained therein 
are true and correct to the best of hisJher knowledge and belief. 

Subscribed and sworn to before me this /I f't<- day of 

~~~~t4~C~a~,[~z=~---------------.~~~~o~ao~-----------

® 
JUANA P CASAS 

, MY cot.NiSSION EXPIRES 

JANUARY 21,2001 (SEAL) y commiSSion expires /-(}lJa? ,/ 
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3-YEAR BUDGET 




Charter School Neighborhood Centers Inc. - Ripley House Page 1 
For the Fiscal Year Ended August 31, 2001 Year 1 

Charter School Budget Categories 

Temporarily 
Object Unrestricted Restricted Total 
Code Net Assets Net Assets 

Net Assets at Beginning of Year 

Estimated Reven·ues: 
Local Sources 
State Sources 
Federal Sources 
Other Sources 

Total Estimated Revenues 

Estimated Expenses: 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

6100 
6200 
6300 
6400 
6500 

Total Estimated Expenses 

Gains 
Losses 

7950 
8950 

Change in Net Assets 

Net Assets at End of Year 

$0 

$ 55,985 
410,400 

58,320 

524,705 0 

55,985 
410,400 

58,320 

524,705 

326,123 
5,185 

107,896 
85,501 

0 

524,705 

(0) 

0 0 

$ 

(0) 

(0) $ $ (0) 

Texas Education Agency June 99 10lVI 



Charter School Neighborhood Centers Inc. - Ripley House Page 2 
For the Fiscal Year Ended August 31,2001 Year 1 

Charter School Budget Categories (Continued) 

Function 
Code 

Instruction 11 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Instruction 

Instructional Resources and 12 
Media Services 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Instructional Resources and 
Media Services 

Curriculum Development 
and Instructional Staff 13 
Development 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Curriculum and Instructional Staff 
Development 

Object 

Code 


6100 
6200 
6300 
6400 
6500 

6100 
6200 
6300 
6400 
6500 

6100 
6200 
6300 
6400 
6500 

Temporarily 
Unrestricted Restricted Total 
Net Assets Net Assets 

$ 234,994 $ 234,994 
245 245 

60,540 60,540 

$ 295,779 $ - $ 295,779 

$ 

$ - $ - $ 

$ $ 
1,200 1,200 

1,100 1,100 

$ 2,300 $ - $ 2,300 


Texas Education Agency June 99 2 of VI 



Charter School Neighborhood Centers Inc. - Ripley House Page 3 
For the Fiscal Year Ended August 31,2001 Year 1 

Charter School Budget Categories (Continued) 

Function Object 
Code Code 

Instructional Leadership: 21 
Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Interest 6500 

Total Instructional Leadership 

School Leadership: 23 
Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Interest 6500 

Total School Leadership 

Guidance, Counseling and 
Evaluation Services 31 

Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Interest 6500 

Total Guidance, Counseling and 
Evaluation Services 

Unrestricted 
Net Assets 

Temporarily 
Restricted 
Net Assets 

Total 

$ 

$ - $ - $ 

$ 62,240 $ 62,240 
70 70 

970 970 

$ 63,280 $ - $ 63,280 

$ 

$ - $ - $ 


Texas Education Agency June 99 3 01 VI 



Charter School Neighborhood Centers Inc. - Ripley House Page 4 
For the Fiscal Year Ended August 31,2001 Year 1 

Charter School Budget Categories (Continued) 

Temporarily 
Function Object Unrestricted Restricted Total 

Code Code Net Assets Net Assets 

Social Work Services: 
Payroll Costs 

32 

Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Social Work Services 

Health Services: 33 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Health Services 

6100 
6200 
6300 
6400 
6500 

6100 
6200 
6300 
6400 
6500 

$ 

$ 

$ 

-

15,893 
35 

540 

16,468 

$ 

$ 

-

-

$ 

$ 

$ 

$ 

15,893 
35 

540 

16,468 

Student Transportation 34 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Student Transportation 

6100 
6200 
6300 
6400 
6500 

$ - $ -

$ 

$ 

Texas Education Agency June 99 40lVI 



Charter School Neighborhood Centers Inc .• Ripley House Page 5 
For the Fiscal Year Ended August 31,2001 Year 1 

Charter School Budget Categories (Continued) 

Temporarily 
Function Object Unrestricted Restricted Total 

Code Code Net Assets Net Assets 

Food Services: 35 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Food Services 

Cocurricular/Extracurricular 36 
Activities: 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Cocurricular/Extracurricular 
Activities: 

General Administration: 41 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total General Administration 

6100 $ 12,996 $ 12,996 
6200 35 35 
6300 42,651 42,651 
6400 
6500 

$ 55,682 $ · $ 55,682 

6100 $ 
6200 
6300 
6400 
6500 

.$ $ · $ 

6100 $ $ 
6200 3,600 3,600 
6300 3,195 3,195 
6400 72,438 72,438 
6500 

$ 79,233 $ · $ 79,233 


Texas Education Agency June 99 50fVI 



Charter School Neighborhood Centers Inc. - Ripley House Page 6 
For the Fiscal Year Ended August 31, 2001 Year 1 

Charter School Budget Categories (Continued) 

Function Object 
Code Code 

Plant Maintenance and 
Operations: 51 

Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Plant Maintenance 
and Operations 

Security and Monitoring 52 
Services: 

Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Security and Monitoring 
Services: 

Data Processing Services: 53 

Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Data Processing Services 

Temporarily 
Unrestricted Restricted Total 
Net Assets Net Assets 

$ $ 

11,963 11,963 

$ 11,963 $ - $ 11,963 

$ 

$ - $ - $ 

$ 

$ - $ - $ 


Texas Education Agency June 99 60fVI 



Charter School Neighborhood Centers Inc. - Ripley House Page? 
For the Fiscal Year Ended August 31, 2001 Year 1 

Charter School Budget Categories (Continued) 

Function 
Code 

Object 
Code 

Unrestricted 
Net Assets 

Tem porarily 
Restricted 
Net Assets 

Total 

Community Services: 
Payroll Costs 

61 

Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Community Services 

6100 
6200 
6300 
6400 
6500 

$ - $ -

$ 

$ 

Fund Raising: 81 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs' 
Debt Expense 

Total Fund Raising 

6100 
6200 
6300 
6400 
6500 

$ - $ -

$ 

$ 
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Charter School Neighborhood Centers Inc. - Ripley House Page 1 
For the Fiscal Year Ended August 31,2002 Year 2 

Charter School Budget Categories 

Temporarily 
Object Unrestricted Restricted Total 
Code Net Assets Net Assets 

Net Assets at Beginning of Year 

Estimated Revenues: 
Local Sources 
State Sou rces 
Federal Sources 
Other Sources 

Total Estimated Revenues 

Estimated Expenses: 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

6100 
6200 
6300 
6400 
6500 

Total Estimated Expenses 

Gains 
Losses 

7950 
8950 

Change in Net Assets 

Net Assets at End of Year 

($0) 

11,862 
615,600 

87,480 

714,942 

$0 

0 

$0 

11,862 
615,600 

87,480 

714,942 

489,603 
6,525 

95,027 
123,787 

0 

714,942 0 0 

$ 

0 

0 

0 $ $ 0 
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Charter School Neighborhood Centers Inc. - Ripley House Page 2 
For the Fiscal Year Ended August 31, 2002 Year 2 

Charter School Budget Categories (Continued) 

Function 
Code 

Object 
Code 

Unrestricted 
Net Assets 

Temporarily 
Restricted 
Net Assets 

Total 

Instruction 11 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Tolallnstruction 

Instructional Resources and 12 
Media Services 

Payroll Costs 
Professional' and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Instructional Resources and 
Media Services 

Curriculum Development 
and Instructional Staff 13 
Development 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Curriculum and Instructional Staff 
Development 

6100 
6200 
6300 
6400 
6500 

6100 
6200 
6300 
6400 
6500 

6100 
6200 
6300 
6400 
6500 

370,603 
350 

,38,370 

$ 409,323 

$ -

1,800 

$ 1,800 

$ 

$ 

$ 

-

-

-

$ 

$ 

$ 

$ 

$ 

$ 

370,603 
350 

38,370 

409,323 

1,800 

1,800 
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Charter School Neighborhood Centers Inc. - Ripley House Page 3 
For the Fiscal Year Ended August 31, 2002 Year 2 

Charter School Budget Categories (Continued) 

Function 
Code 

Object 
Code 

Unrestricted 
Net Assets 

Temporarily 
Restricted 
Net Assets 

Total 

Instructional Leadership: 
Payroll Costs 

21 

Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Interest 

Total Instructional Leadership 

School Leadership: 23 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Interest 

Total School Leadership 

6100 
6200 
6300 
6400 
6500 

6100 
6200 
6300 
6400 
6500 

$ 

$ 

-

76,330 
70 

76,400 

$ 

$ 

-

-

$ 

$ 

$ 

$ 

76,330 
70 

76,400 

Guidance, Counseling and 
Evaluation Services 31 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Interest 

Total Guidance, Counseling and 
Evaluation Services 

6100 
6200 
6300 
6400 
6500 

$ - $ -

$ 

$ 
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Charter School Neighborhood Centers Inc .• Ripley House Page 4 
For the Fiscal Year Ended August 31, 2002 Year 2 

Charter School Budget Categories (Continued) 

Temporarily 
Function Object Unrestricted Restricted Total 

Code Code Net Assets Net Assets 

Social Work Services: 
Payroll Costs 

32 

Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Social Work Services 

Health Services: 33 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Health Services 

6100 
6200 
6300 
6400 
6500 

6100 
6200 
6300 
6400 
6500 

$ 

$ 

-

15,893 
35 

810 

16,738 

$ 

$ 

-

-

$ 

$ 

$ 

$ 

15,893 
35 

810 

16,738 

Student Transportation 34 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Student Transportation 

6100 
6200 
6300 
6400 
6500 

$ - $ -

$ 

$ 
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Charter School Neighborhood Centers Inc. - Ripley House Page 5 
For the Fiscal Year Ended August 31, 2002 Year 2 

Charter School Budget Categories (Continued) 

Function Object 
Code Code 

Food Services: 35 
Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Food Services 

Cocurricular/Extracurricular 36 
Activities: 

Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Cocurricular/Extracurricular 
Activities: 

General Administration: 41 

Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total General Administration 

Unrestricted 
Net Assets 

Temporarily 
Restricted 
Net Assets 

Total 

26,778 
70 

55,197 

$ 26,778 
70 

55,197 

$ 82,044 $ - $ 82,044 

$ 

$ 

4,200 
650 

105,842 

$ - $ 

$ 
4,200 

650 
105,842 

$ 110,692 $ - $ 110,692 
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Charter School Neighborhood Centers Inc. - Ripley House Page 6 
For the Fiscal Year Ended August 31, 2002 Year 2 

Charter School Budget Categories (Continued) 

Temporarily 
Function Object Unrestricted Restricted Total 

Code Code Net Assets Net Assets 

Plant Maintenance and 
Operations: 51 

Payroll Costs 6100 $ 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 17,945 17,945 
Debt Expense 6500 

Total Plant Maintenance $ 17,945 $ - $ 17,945 
and Operations 

Security and Monitoring 52 
Services: 

Payroll Costs 6100 $ 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Security and Monitoring $ - $ - $ 
Services: 

Data Processing Services: 53 

Payroll Costs 6100 $ 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Data Processing Services $ - $ - $ 
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Charter School Neighborhood Centers Inc. - Ripley House Page 7 
For the Fiscal Year Ended August 31,2002 Year 2 

Charter School Budget Categories (Continued) 

Function Object 
Code Code 

Community Services: 61 
Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Community Services 

Fund Raising: 81 
Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Temporarily 
Unrestricted Restricted Total 
Net Assets Net Assets 

$ 


$ - $ - $ 

$ 

Total Fund Raising $ - $ - $ 
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Charter School Neighborhood Centers Inc. - Ripley House Page 1 
For the Fiscal Year Ended August 31, 2003 Year 3 

Charter School Budget Categories 

Temporarily 
Object Unrestricted Restricted Total 
Code Net Assets Net Assets 

Net Assets at Beginning of Year $0 $0 $ 0 

Estimated Revenues: 
Local Sources 
State Sources 
Federal Sources 
Other Sources 

Total Estimated Revenues 

Estimated Expenses: 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

6100 
6200 
6300 
6400 
6500 

752,400 
106,920 

859,320 

585,693 
6,995 

107,796 
147,822 

0 

752,400 
106,920 

859,320 

0 

Total Estimated Expenses 848,306 0 0 

Gains 
Losses 

7950 
8950 

11,014 

Change in Net Assets 11,014 

Net Assets at End of Year $ 11,014 $ $ 11,014 

. Texas Education Agency June 99 15 of VI 



Charter School Neighborhood Centers Inc. - Ripley House Page 2 
For the Fiscal Year Ended August 31, 2003 Year 3 

Charter School Budget Categories (Continued) 

Function 
Code 

Object 
Code 

Instruction 11 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

6100 
6200 
6300 
6400 
6500 

Total Instruction 

Instructional Resources and 
Media Services 

12 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

6100 
6200 
6300 
6400 
6500 

Total Instructional Resources and 
Media Services 

Curriculum Development 
and Instructional Staff 13 
Development 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

6100 
6200 
6300 
6400 
6500 

Total Curriculum and Instructional Staff 
Development 

Temporarily 

Unrestricted Restricted Total 

Net Assets Net Assets 


462,973 $ 462,973 
420 420 

32,330 32,330 

$ 495,723 $ - $ 495,723 

$ 

$ - $ - $ 

$ 
2,200 2,200 

$ 2,200 $ - $ 2,200 
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Charter School Neighborhood Centers Inc. - Ripley House Page 3 
For the Fiscal Year Ended August 31, 2003 Year 3 

Charter School Budget Categories (Continued) 

Function 
Code 

Object 
Code 

Unrestricted 
Net Assets 

Temporarily 
Restricted 
Net Assets 

Total 

Instructional Leadership: 21 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Interest 

Total Instructional Leadership 

School Leadership: 23 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Interest 

Total School Leadership 

6100 
6200 
6300 
6400 
6500 

6100 
6200 
6300 
6400 
6500 

$ 

$ 

-

79,304 
70 

79,374 

$ 

$ 

-

-

$ 

$ 

$ 

$ 

79,304 
70 

79,374 

Guidance, Counseling and 
Evaluation Services 31 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Interest 

Total Guidance, Counseling and 
Evaluation Services 

6100 
6200 
6300 
6400 
6500 

$ - $ -

$ 

$ 
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Charter School Neighborhood Centers Inc. - Ripley House Page 4 
For the Fiscal Year Ended August 31,2003 Year 3 

Charter School Budget Categories (Continued) 

Function 
Code 

Social Work Services: 32 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Social Work Services 

Health Services: 33 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Health Services 

Student Transportation 34 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Student Transportation 

Texas Education Agency June 99 

Temporarily 
Object Unrestricted Restricted Total 
Code Net Assets Net Assets 

6100 
6200 
6300 
6400 
6500 

$ 


$ - $ - $ 

6100 15,893 $ 15,893 
6200 35 35 
6300 990 990 
6400 
6500 

$ 16,918 $ - $ 16,918 

6100 $ 
6200 
6300 
6400 
6500 

$ - $ - $ 
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Charter School Neighborhood Centers Inc. - Ripley House Page 5 
For the Fiscal Year Ended August 31, 2003 Year 3 

Charter School Budget Categories (Continued) 

Function 
Code 

Object 
Code 

Unrestricted 
Net Assets 

Temporarily 
Restricted 
Net Assets 

Total 

Food Services: 35 
Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Food Services 

Cocurricular/Extracurricular 36 
Activities: 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total Cocurricular/Extracurricular 
Activities: 

General Administration: 41 

Payroll Costs 
Professional and Contracted Services 
Supplies and Materials 
Other Operating Costs 
Debt Expense 

Total General Administration 

6100 27,523 $ 27,523 
6200 70 70 
6300 73,726 73,726 
6400 
6500 

$ 101,319 $ - $ 101,319 

6100 $ 
6200 
6300 
6400 
6500 

$ 

6100 
6200 
6300 
6400 
6500 

$ 

- $ - $ 

$ 
4,200 4,200 

750 750 
125,889 125,889 

130,839 $ - $ 130,839 


Texas Education Agency June 99 19 of VI 



Charter School Neighborhood Centers Inc. - Ripley House Page 6 
For the Fiscal Year Ended August 31,2003 Year 3 

Charter School Budget Categories (Continued) 

Temporarily 
Function Object Unrestricted Restricted Total 

Code Code Net Assets Net Assets 

Plant Maintenance and 
Operations: 51 

Payroll Costs 6100 $ 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 21,932 21,932 
Debt Expense 6500 

Total Plant Maintenance $ 21,932 $ - $ 21,932 
and Operations 

Security and Monitoring 52 
Services: 

Payroll Costs 6100 $ 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Security and Monitoring $ - $ - $ 
Services: 

Data Processing Services: 53 

Payroll Costs 6100 $ 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Data Processing Services $ - $ - $ 
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Charter School Neighborhood Centers Inc. - Ripley House Page 7 

For the Fiscal Year Ended August 31, 2003 Year 3 

Charter School Budget Categories (Continued) 

Function Object 
Code Code 

Community Services: 61 
Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Community Services 

Fund Raising: 81 
Payroll Costs 6100 
Professional and Contracted Services 6200 
Supplies and Materials 6300 
Other Operating Costs 6400 
Debt Expense 6500 

Total Fund Raising 

Temporarily 
Unrestricted Restricted Total 
Net Assets Net Assets 

$ 


$ - $ - $ 

$ 

$ - $ - $ 
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3-YEAR CASH FLOW PROJECTION 




Cash Flow Projection Worksheet Yr 1 
For the Fiscal Year Ended August 31st 2001 

Name of Charter Schoof Neighborhood Centers Inc. 

Contact Person "A~o~g.~',-"BI~'~OO=""~d,-______ 

Telephone ,(7"1,,3,,16,,,6,,7~"940",,,0_______ 

Rounded tu EYen 
Donan; 

,opt 0<1 No. Doc Jon Feb N" "'" "'r Jun Jul Aug 

BeQ Balance 
cash Inftows 

Local Sources I. 6052 1$ 6,052 1$ 6052 I. 3026 I. 6052 I. 6052 I. 6052 I. 6052 I. 6052 I. 4539 

Stale Sources 44 368 44."'" 44368 22184 44368 44368 44368 44368 44368 33216 

Fe el<ll Sources 6305 6305 8305 3152 6305 6305 6305 6305 6305 4729 

Loans 

Total Recelots 56125 56725 56725 26362 56725 56 725 56725 56725 56125 0 0 42 544 

Cash Olrtgoas 

Pavroll 35251 35257 35257 17 626 35251 35257 35?51 35257 35257 26442 

SetYices 
Professional 
Services 561 561 561 280 561 561 561 561 561 420 

Rent 1293 1293 1293 647 1293 1293 1293 1293 1293 970 

UtiliH s 

Other Servlces 

Sup~lies 11664 11664 11664 5832 11664 11664 11684 11 664 11664 "'" 
Travel & Other 
Ooel<llino 7949.95 7950.05 7950 3915 1950 7950 7950 7950 7950 5983 

Principal and 
Interest for Loans 
and Other 
Financing 
Obli aHons 

Purchase of 
Equipment, 
Fumiture, 
Buildings, land 
and Other capital 
011 

Total Cash 
I. I. I. I. I. I. I. I. • I • ~ I , . I • OutGoes 56725 56 725 56725 28362 56725 56725 56725 56125 56725 42544 

El(cess 
(Defh::tency) Ca5h 
Inflows to Cash 
Outgoes for Ihe 
Monlh 0 . . 

Endlna Balance $ 0 • • • • • . • • • • • • 



Cash Flow Projection Worksheet Yr 2 
For the Fiscal Year Ended August 31st 2002 

Name or Charter School Neighborhood Centers Inc. 

Contact Person ,M='O'""CBC"""o'o"e''''''-________ 

Telephone J(7~1~3~'~66~7~-'~4~00,,---_______ 

RO\JIldIe<lIO EY!'n 

"""'" . 
BeG Balance 

.., 
1$ 

0" NO' Do< J,n Feb AI" .., ..,' Jon ... A"" 

Cash Inftows 
local Sources 1.282 1.282 1.282. 641 1.282 1.282 1.282 1.282 1.282 "" 
Slate Sources 66.551 66.551 66.551 33.276 66.551 66.551 66.551 66.551 66.551 49.914 

Federal Sources 9.451 9.451 9.451 4.729 9.457 9.457 9.451 9.457 9.457 7.093 

Loa" 

TotalRee~ 77.291 7I2.!!1 77.291 38.646 77.291 7~1 77.291 77.291 77.291 o o 51.968 

cash Outgoas 

p~ 52.930 52.930 52.930 26.465 52.930 52.930 52.930 52.930 52.930 39.698 

-,~ 
Professional 
services 705 705 705 353 705 705 705 705 705 529 

Reo! 1.940 1.940 1.940 970 1.940 1.940 1.940 1.940 1.940 1.455 

Utlli~as 

Other Services 

_SYoolies 10.213 10,273 10.213 5.137 10.213 10.213 10.273 10.213 10.273 7,705 

Travel to Other 
Ooor.ltin 11.442 11.442 11.442 5.721 11.442 11.442 11.442 11.442 11.442 8,582 

Principal and 
Interesl for loans 
and Other 
Financing 
Obligations 

Purcflaseof 
Equipment. 
Fumilure, 
Buildings, land 
and Other capital 
Ou",,' 

Total Cash 

"""'... 71.291 77.291 71.291 38.646 77,291 77.291 71,291 77.291 17.291 51.968 

Excess 
(Daflclency) Cash 
Inflows to Cash 
Outgoes for the 
M_1h ro o ro ro (0 (0 (0 (0 (0 ---'" 

Ending Balance I $ (Oll $ (OJI $ (Oll s (011 $ (0)1 $ (0,1 $ ~ll$ ---""I $ -.lQll s • • ---'" 



Cash Flow Projection Worksheet Yr 3 
For the Fiscal Year Ended August 31st 2003 

Name of Charter School NeIghborhood Centers Inc. 

Contact Person "A~".",I.'"8~""",o""'.",,,--________ 
Telephone ~17~1~3~)6~6~7~-9~4~OO,--_______ 

Rounde<llo Even

""". 
Sept Oot N<w OK J,n Feb .,,, A", "'y Jun Jut Au. 

Beg Batance 
Cuhlnflows 

Local Sources 

Stal S urces I. 81341 I, 81341 I. 81341 I. 40 670 • 81341 , 81341 , 81341 I, 8f 341 • 81341 , 61005 
, 

Federal Sources If 659 11559 11559 5779 11559 11 559 115S9 11 5S9 11 559 6669 ! 

Loans I 

Total Racatpts 92899 92899 92699 46450 92699 92699 92699 92899 92699 0 0 69675 ! 

Cash Outgoes 

Pavroll 63316 6J 318 63318 31659 53 316 53 316 63318 63318 63318 47489 

services 
Professional
..,'" 756 7'" 756 376 756 756 75. 756 756 567 

Renl 2371 2371 2371 1186 2371 2371 2371 2371 2311 1776 

Umilies 

OtherS "" 
SUDoIies 11654 11654 11654 5827 11654 11654 11 654 11 654 11654 8740 

Travel & Other 
Opera~nj:j 13611 13610 13610 6606 13000 13610 13610 13610 13610 10207 

Principal and 
Interest for Loans 
and OCher 
Financing 
Obllaalions 

Purchase of 
Equipment, 
Fumiture, 
Buildings, Land 
and OCher capital 

""''''' 
Total Cash 
0 ...... 91710 91701:1 91709 45855 g1707 91709 91709 91 709 91709 68782 

Exc:ns 
(Deficiency) Cillsh 
Inflows to Cash 
Outgoes for the 
Month 1190 1191 1,191 594 1,193 1191 1191 1191 1,191 893 

Ending Balance I 1,190 $ 1,191 $ 1,191 • 594 $ 1.193 $ -------.!.!~ LL__ __'i 19J , 1,191 , 1.191 , - $ • 893 
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100 	 INTRODUCTION 

110 PURPOSE OF MANUAL 
A. 	 The Accounting Policies and Procedures Manual ofNeighborhood Centers 

Inc. (the Manual) is the official document of Neighborhood Centers Inc. 
(the Agency) for the accounting and administration of its fiscal operations 
including the administration of grants and subgrants with the U.S. 
government and other funding sources. 

B. 	 The purpose of the Manual is to provide detailed infonnation on the 
accounting for business transactions commonly encountered by the 
Agency. The Manual should guide employees of Neighborhood Centers 
Inc. in the application of various Federal and state laws and regulations to 
grants awarded by the U.S. government and other funding sources. 

C. 	 The Manual constitutes all current fiscal policies and standards that have 
been developed by the Agency, unless otherwise noted, through the date 
of issuance. 

120 SCOPE AND AGENCY 
The general organization of the Accounting Policies and Procedures Manual IS as 
follows: 

Section 100 Introduction provides a description of the purpose of the Accounting 
Policies and Procedures Manual and its organization. 

Section 200 Internal Control Policies describes the system of Agency's, systems and 
human controls in place to safeguard the assets of the Agency and to ensure business is 
conducted in an ethical manner. 

Section 300 Financial Management Policies sets forth policies for the operation of the 
financial management structure of the Agency. 

Section 400 Accounting for Assets, Liabilities and Fund Balance establishes policies for 
accounting for the Agency's assets, liabilities and net assets. 

Section 500 Revenue Policies reflects when and how to recognize income on services of 
the Agency to its funding sources. 

Section 600 Cost Accounting Policies deals with the measurement, assignment and 
allocation of costs of the Agency to its various programs and cost objectives. 
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Section 700 Cost Estimating Policies describes those policies to be used in applying for 
grants with the U.S. government and the Agency's other funding sources. 

Section 800 Property Management Policies presents policies and practices over the 
identification, control and disposition of government property and Agency-owned 
property, equipment and materials. 

Section 900 Compensation Policies establishes policies over the control of 
compensation, cost-related fringe benefits, the status of employees and consultants, and 
the expenditure of funds on behalf of the Agency by its employees. 

130 DEFINITION OF TERMS 
When reference is made to terms herein, the terms should be interpreted as defmed in 
OMB Circulars A-l33 and A-122. 

140 AMENDMENTS TO THE ACCOUNTING POLICIES AND PROCEDURES 
MANUAL 

The Manual contains the essential fiscal policies of the Agency. From time to time, as 
additional matters require changes to the Manual, officials of Neighborhood Centers Inc. 
may amend the Manual. Significant policy changes require the approval of 
Neighborhood Centers Inc. Board of Directors. 
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200 	 INTERNAL CONTROL POLICIES 

210 	 POLICIES 

210.1 	 General Business Conduct and Disclosnre 
A. 	 Unethical actions, or the appearance of unethical actions, are unacceptable 

under any conditions. The policies and reputation of the Agency depend 
to a very large extent on the following considerations. 

Each employee must apply hislher own sense of personal ethics, which 
should extend beyond compliance with applicable laws in business 
situations, to govern behavior where no existing regulation provides a 
guideline. It is your responsibility to apply common sense in business 
decisions where specific rules do not provide all the answers. 

In determining compliance with this code in specific situations, ask 
yourself the following questions: 

I. 	 Is my action legal? 
2. 	 Is my action ethical? 
3. 	 Does my action comply with corporate policy? 
4. 	 Am I sure that my action doesn't appear inappropriate? 
5. 	 Am I sure that I would not be embarrassed or compromised if my 

action became known within the Agency or publicly? 
6. 	 Am I sure that my action meets my personal code of ethics and 

behavior? 

You should be able to answer "yes" to all these questions before taking 
action. 

Each supervisor is responsible for the ethical business behavior of hislher 
subordinates. Supervisors must weigh carefully all courses of action 
suggested in ethical as well as economic terms and base their decisions on 
the guidelines provided by this code as well as their personal sense of right 
and wrong. 

Implementation of the provisions of this code is one of the standards by 
which the performance of all levels of employees will be measured. 

B. 	 In recommending or proposing a particular business transaction or course 
of action for approval, those involved must disclose to their superiors or to 
the Board of Directors of the Agency all the pertinent information they 
know about such transactions and the persons involved. The disclosure 
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should include significant information that they may have reason to 
believe has been omitted by others. 

C. 	 Specifically, the Agency does not tolerate the willful violation or 
circumvention of any laws of the United States, its states, counties, cities, 
or a foreign country by an employee during the course of that person's 
employment; nor does the Agency tolerate the disregard or circumvention 
of corporate policy or engagement in unscrupulous dealings. Employees 
should not attempt to accomplish by indirect means, through agents and 
intermediaries, what is directly forbidden. 

Failure to comply with the standards contained in this code will result in 
disciplinary action that may include termination, referral for criminal 
prosecution, and reimbursement to the Agency or the government for any 
losses or damage resulting from the violation. As with all matters 
involving disciplinary action, principles of fairness will apply. Any 
employee charged with a violation of this code will be afforded an 
opportunity to explain his or her actions before disciplinary action is 
taken. 

Disciplinary action will be taken: 
1. 	 Against employees who authorize or participate directly in actions 

which are a violation of this code. 
2. 	 Against any employee who has deliberately failed to report a 

violation or deliberately withheld relevant and material 
information concerning a violation of this code. 

3. 	 Against any supervisor who attempts to retaliate, directly or 
indirectly, or encourages others to do so, against any employee 
who reports a violation of this code. 

210.2 	 Compliance with Laws 
A. 	 General 

It is the policy of Neighborhood Centers Inc. to comply with the laws and 
regulations that apply to business at all government levels in the United 
States and abroad. 

B. 	 Disclosnre ofInformation 
The Agency's patient, financial, and administrative information is a 
valuable, intangible property asset. Protection of this information is vital 
to our continued growth and our ability to provide quality services to our 
participants. Accordingly, no employee should disclose such information 
outside of the Agency without the prior approval of the President and CEO 
or designee. You should be aware that unauthorized disclosure of client 
information may be a violation of the Privacy Act or other applicable state 
law. 

4 



Under our country's laws, this type of information is treated as intellectual 
property, usually in the form of information, knowledge, or know-how, the 
possession of which gives the owner some advantage over other Agency's 
who do not possess it. To be protected under law, such information must 
not be generally or publicly known or must be patented or copyrighted if 
publicly disclosed. The Agency's intellectual property assets are not 
always of a technical nature. Such information includes, but is not limited 
to, the following: 
1. 	 Service information about specific participants. 
2. 	 Agency business, research and new service plans. 
3. 	 Operating plans. . 
4. 	 Salary, wages and benefits data. 
5. 	 Employee, funding source and vendor lists. 

This list, while obviously not complete, suggests the wide scope and 
variety of Agency information that must be safeguarded. Special 
safeguards should be observed for agency participant, financial, or 
administrative information. Such information may be marked with a 
notice that imposes restrictions on the need to know within the Agency. 
However, most of what we know about our own jobs and the jobs of 
others, 	even without these classifications, should not be shared with 
individuals outside of the Agency. If you leave the employ of the Agency, 
our legal obligation is to protect the Agency's intellectual property until it 
becomes clear that it has become publicly available or the Agency no 
longer considers it necessary to restrict its use. We should remember also 
that correspondence, printed matter, documents or records of any kind, 
specific process knowledge, procedures, and special Agency ways of 
doing things are all the property of and must remain at the Agency. 

C. 	 Political Contributions 
No funds or assets of the Agency may be contributed to any political party 
or organizations or to any individual who either holds public office or is a 
candidate for public office. The direct or indirect use of any funds or other 
assets of the Agency for political contributions in any form, whether in 
cash or other property, services, or the use of facilities, is strictly prohibit
ed. The Agency also cannot be involved with any committee or other 
organization that raises funds for political purposes. This rule applies both 
inside and outside the United States, except in those cases permitted by 
law and expressly authorized by the Board of Directors of Neighborhood 
Centers Inc. 

Following are examples of prohibited activities: 
1. 	 Contributions by an employee that are reimbursed through expense 

accounts or in other ways, 
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2. 	 Purchase of tickets by the Agency for political fundraising events, 
3. 	 Contributions in kind, such as lending employees to political 

parties or using Agency assets in political campaigns, 
4. 	 Indirect contributions by the Agency through suppliers, funding 

sources or agents. 

D. 	 Government Officials 
Employees of the Agency should not offer, promise, or bestow money, 
gifts, loans, rewards, services, use of facilities, lavish or extensive enter
tainment, or other favors to a government official or employee with a view 
toward influencing or inducing such official or employee to use hislher 
influence to effect an action or decision. 

The above restriction extends to any employee of a Federal, state or local 
government agency. 

No employee of the Agency should offer, give, or promise to offer or give, 
directly or indirectly, any money, gratuities or other thing of value to any 
government employee with current or possible responsibility on an award 
to the Agency. A gratuity includes any gift, favor, entertainment or other 
item having monetary value of over $10 per event or presentation. This 
limitation applies to, among other things, services, conference fees, vendor 
promotional training, transportation, lodging and meals, as well as 
discounts not available to the general public and personal loans. 

The provisions of this code apply fully to anyone who acts for the Agency. 
For example, you may not allow an agent to act on behalf of the Agency, 
if you know or have reason to believe that the agent would disregard the 
code or any law in performing his duties, you should bring it to the 
attention of the General Counsel. 

E. 	 Commercial Bribery 
You are not allowed to make a payment either directly or indirectly or as a 
kickback to influence someone else, nor are you allowed to accept 
anything of value from someone who wants to do business with the 
Agency. With the exception of government officials acting on a 
procurement, inexpensive advertising and promotional items are not 
considered to have "value," and an occasional business meal may be 
accepted or given ifit has a value of under $100. 

In some business relationships outside the government, an occasional gift 
is appropriate. 

The Agency strongly discourages any gifts to any individual, but in the 
event a gift is proposed to be made, approval must be secured in advance 
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from both the cognizant officer of the operating area involved and the 
General Counsel. However, you may only accept inexpensive gifts of an 
advertising and promotional nature. Gifts which do not fit this category 
must be returned. If the return of a gift is not practicable because of its 
nature, it may be given to a charitable institution and the giver informed of 
its disposition. 

You may neither give nor receive any lavish or expensive entertainment, 
but occasional normal and customary social business amenities are 
permitted. 

If you are asked to make or accept a payment or gift in any form 
prohibited by this code, report the matter to your supervisor immediately. 

F. 	 Record Keeping 
To provide an accurate and audible record of all financial transactions, 
Agency books, records, and accounts must be maintained in conformity 
with generally accepted accounting principles. You are responsible for 
safeguarding Agency assets under your control and for maintaining an 
audible record of financial transactions. 

Further, the Agency specifically requires that: 
1. 	 No funds or accounts may be established or maintained for 

purposes that are not fully and accurately described on the books 
and records of the Agency, 

2. 	 Receipts and disbursements must be fully and accurately described 
on the books and records of the Agency, 

3. 	 No false entries may be made on the books or records nor any false 
or misleading reports issued, 

4. 	 Payments may be made only to the granting party or a valid 
assignee and only for the actual services rendered or products 
delivered. No false or fictitious invoices may be paid. 

If you have reason to believe that the Agency's books and records are not 
in accord with the foregoing requirements, report the matter to the Legal 
Counsel. 

210.3 	 Employee Conflict ofInterest 
A. 	 General 

Employees should devote their best efforts to the interest of the Agency 
and the conduct of its affairs. The Agency recognizes the rights of 
employees to engage in activities outside of their employment here which 
are of a private nature; however, full disclosure of such activities may be 
necessary to assess and prevent potential conflicts of interest. 
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B. 	 Outside Activities 
You may not serve as a consultant to, or as a director, officer, or part-time 
employee of a company that competes or deals with the Agency or that 
seeks to do so, unless you have obtained the prior express consent of your 
supervisor. Even if you receive no pay from the other company and have 
no direct or indirect contact with it in your job, this conflict of interest 
exists because you may inadvertently disclose proprietary information to 
the other company or benefit it through your Agency contacts and general 
knowledge ofhow the Agency operates. 

You may also have a conflict of interest if your outside activities, which in 
and of themselves may not be conflicts of interest, are so demanding on 
your time that they interfere with your job performance. 

C. 	 Responsibility of Employees' Relatives 
Since everyone tends to identify his or her interests with those of members 
of his immediate family, you should keep such family members from 
doing anything that would be improper for you as an employee to do. In 
addition, it is a good general rule not to discuss the Agency's business with 
anyone, including relatives, who are not the Agency's employees. 
Members of your immediate family should be asked not to discuss Agency 
business. 

D. 	 Agency Assistance 
You should review your personal and job situations and eliminate any 
possible conflicts of interest that exist. Discuss possible conflicts of 
interest with your supervisor, who may in turn refer the matter to the 
General Counsel. If you wish, you may consult the General Counsel 
directly, with the understanding that the General Counsel will hold 
disclosures in confidence unless they involve violations of law or failure 
to eliminate conflicts within a reasonable time. If necessary, the General 
Counsel will report the disclosure to executive management or the proper 
authorities. 

E. 	 Employee's Duty to Report Conflicts of Interest 
It is your duty to report to your supervisor or the General Counsel any 
known conflicts of interest within the Agency. Further, you should report 
to the General Counsel any instances that come to your attention where 
non-Agency personnel misrepresent themselves as Agency officials or 
employees. 

210.4 Organizational Conflict by Board of Director Participation 
Members of the Agency's Board of Directors who are at the same time a member of 
funded subgrantee's Board of Directors or one of its executives or officials must abstain 
from voting on transactions between the organizations. 
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210.5 	 Ethical Standards in Bidding, Negotiation and Performance of 
Government Awards 
A. 	 The Agency will strictly observe the laws, rules and regulations which 

govern acquisition of goods and services by federal, state and local 
governments. We will compete fairly and ethically for such business 
opportunities. 

B. 	 Employees involved in the negotiation of grants will make all reasonable 
efforts to assure that all statements, communications and representations to 
funding source representatives are accurate and current. Care should be 
taken by personnel in a position to know that there are no material 
substitutions from specifications and the products meet or exceed 
contractual specifications. 

210.6 	 Organizational Conflict ofInterest or Self-Dealing 
The Agency may not be organized and operated for the benefit of an affiliated or 
unaffiliated organization or an individual in his or her own private capacity, unless the 
benefit is considered merely incidental. This private benefit preclusion will extend to: 

A. 	 Sale or exchange, or leasing, of property between the agency and an 
affiliated or unaffiliated organization or a private individual. 

B. 	 Lending of money or other extension of credit between an agency and an 
affiliated or unaffiliated organization or a private individual. 

C. 	 Furnishing of goods, services or facilities between the agency and an 
affiliated or unaffiliated organization or a private individual. 

D. 	 Payment of compensation, unless authorized by the Board of Directors, to 
an affiliated or unaffiliated organization or a private individual. 

E. 	 Transfer to, use by, or for the benefit of a private individual of the income 
or assets of the Agency. 

Thus, the agency will be guided by the principle of arms-length standards with all 
affiliated or unaffiliated organizations or with a private individual(s). 

210.7 Board of Directors' Authorities 
The Board of Directors shall have the sole authority to approve and will incorporate into 
its own minutes such matters as: 

A. 	 Change of the Agency's name, 

B. 	 adoption of the annual operating budget, 
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C. 	 selection, tennination and compensation of the President and CEO, 

D. 	 investment policies, 

E. 	 incurring of long-tenn debt, mortgages or other encumbrances and their 
covenants and restrictions, 

F. 	 payment or perfonnance guarantees ofthird parties, 

G. 	 adoption of capital or endowment fund-raising projects, 

H. 	 major changes in program offerings or client services, 

1. 	 major endowment decisions, 

J. 	 risk management decisions involving more than $10,000, 

K. 	 institution, tennination or settlement of any litigation in controversies 
exceeding $5,000, 

L. 	 opening up or closing checking or savings accounts, and 

M. 	 selection of the Agency's public accountant. 

210.8 	 Signature Authorities 
A. 	 Expenditures for: 

Type of Expenditure Anthority by Position 
or Transaction 

1. 	 Major investments (capital President 
and construction-in-progress; sale! 
Leaseback arrangements; 
major modifications or bettennent; 
Intangible assets) 

2. 	 Capital asset purchases President, 
Sr. VP, 
VP of Finance 

3. 	 Leases and rental transactions President 
(direct and indirect) 

4. 	 Consultants and representatives President 
and executive search agreements 

5. 	 Legal fees and retainers President 
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B. 	 Business Commitments and Authorizations 
I. 	 Proposals/grant applications 
2. 	 Contracts/grants 
3. 	 Procurements (including subgrants) 

C. 	 Banking and Financing 
l. 	 Password access to bank accounts 

2. 	 Authorized to negotiate and commit 
the Corporation to fInancing arrangements 

3. 	 Authorized to execute investments 

D. 	 Personnel Matters 
l. 	 New hires 
2. 	 Temporary employees or contract 

labor personnel 
3. 	 Transfers or changes in labor 

classifIcation (direct to Accounting 
Director indirect and vice versa) 

4. 	 Employment agency fees and/or 
employment advertising 

5. 	 Salary action, transfer, 

promotion and termination 


6. 	 Job descriptions 

7. 	 Leave of absence 
8. 	 Education authorization and refund 
9. 	 Relocation expense 

E. 	 Other Costs 
l. 	 Time sheet approvals 
2. 	 Exempt overtime authorization 
3. 	 Compensatory time off 

4. 	 Travel aqthorization Temporary travel 
advance 

5. 	 Expense reports 
6. 	 Severance pay 

F. 	 Other Matters 
I. 	 Disposal of capital assets 

2. 	 Write-off of accounts receivable 

President 

President 

President 


President, 

VP ofFinance 

President, 

VP ofFinance 

President 


President 

Director 


HR Director 


HR Director and/or 

Division Directors 

President 


HR Director and/or 

Division Directors 

Directors 

President 

President 


Direct Supervisors 

President, Sf. VP 

President, Sf. VP, 

Directors 

President, VP's 


President, VP's 

President and if 

applicable, 

Board ofDirectors 


President, 

Sr. VP, 

VP of Finance, 

Director ofFinance 
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210.9 	 Endorsement Requirements for Agency Checks 
A. 	 Except for Payroll checks which require only one official signature to be 

valid, all checks issued by the Agency should be signed by two authorized 
officials. 

B. 	 The practice of pre-signing checks is a specific violation of the Agency's 
internal control structure. 

210.10 Control of Non-Contemporaneous Cost Transfers 
For all transfers of costs from one grant to another, and from a direct cost to an indirect 
cost or vice versa, made on other than a contemporaneous basis, the Agency will: 

A. 	 Obtain the written approval of the Director of Finance and Accounting or 
Director of Planning and Budgeting. 

B. Reflect the adjustment in its General Journal. 

210.11 Special Internal Control Safeguards over Participant Contributions 
Because of the cash nature of participant contributions, Agency should exert special 
safeguards over such funds. At a minimum, the Agency will employ one or all of the 
following precautions: (I) have two persons count all cash contributions; (2) deposit the 
amount intact; (3) deposits typically made on a daily basis; (4) until deposited, all cash 
contributions will be maintained in a secure safe; (5) counts of cash should be regularly 
compared with the deposit receipts received from the bank; (6) for home-delivered meals, 
use of pre-numbered receipts andlor mailed contributions will be used for counting cash; 
(7) staff should be rotated periodically, if staffing permits, etc. 

210.12 Taking Security Deposits and Making Payments on Behalf of Clients 
Unless the Department has an approved program for such purposes and any such security 
deposits and payments are explicitly covered under the agency's fidelity bond coverage, 
all officers, employees, volunteers and agents will be precluded from and be periodically 
instructed about not taking security deposits or making payments on behalf of program 
participants. In situations where such programs are provided for and explicitly covered 
under the agency's fidelity bond coverage, adequate safeguards will be set in place and 
periodically assessed. 

210.13 Government Access to Records 
The Vice President of Finance and Administration will provide access to the Agency's 
records to the Comptroller General or his designee and provide supporting records as 
requested by government auditors to facilitate the completion of audits or reviews for 
grants and contracts that so mandate. 

210.14 Security of Financial Data 
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A. 	 The Agency's automated accounting system will have sufficient built-in 
general controls and application controls to preclude unauthorized access 
to data. 

B. 	 Access to any computer-based financial data will be granted on a need-to
know basis and will be restricted by a series of passwords to be revised 
quarterly. 

C. 	 The system's accounting data will be backed up after use daily and stored 
in a safe off-site location. 

210.15 Security of Corporate Documents 
Originals of the following important corporate documents will be maintained at the 
indicated location and its presence verified on a periodic basis: 

Document Location Frequency of 
Inventory 

• Corporate Charter/Article of Incorporation Administrative Office Annual 
• Minutes of the Board of Director Administrative Office Annual 
• Banking Agreements Finance and Accounting Annual 
• Financing Documents Finance and Accounting Annual 

• Leases Administrative Office Annual 
• Insurance Policies Administrative Office Annual 
• Contracts and Subcontracts Finance and Accounting Annual 

• Securities Chase Securities of 
Texas 

Annual 

210.16 Use of Agency Assets 
A. 	 Except as provided in personnel Policy Statement Number 910, 912, and 

914 regarding the use of Agency equipment and vehicles, no employee 
may use any Agency property, equipment, material or supplies for 
personal use without the prior approval of the Director of Administrative 
Services. 

B. 	 Any such uses of Agency assets for personal purposes may be reportable 
to the Internal Revenue Service for tax purposes. 

210.17 Use of Company Credit Cards 
A. 	 Credit cards assigned to executives who travel will only be used for 

company-related expenditures. The outstanding balance of credit 
purchases will not exceed $5,000 and this amount must be liquidated 
within 30 days. 
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B. 	 Monthly credit card statements will be received by the Accounting 
Department unit as well as by the credit card holders. 

C. 	 Upon receipt of the credit card statements, credit card holders will fill out 
either the Record of Business Luncheons, Meetings and Entertainment 
form andlor the Travel Expense Report to provide more specific details on 
the expense charged. These 2 forms must be approved by the card holder 
immediate supervisor before being forwarded to Accounting. 

220 	 OVERALL ACCOUNTING SYSTEM DESIGN 

220.1 Control Objective 

To establish a coding structure that supports financial reporting and decision making. 


220.2 	 Major Controls 
A. 	 Responsible Program Director/Managers Involved in Designing the 

Chart of Accounts/Coding Structure 
To support decision-making, program directors/managers, along with 
Accounting Department staff, will be involved at the outset in setting the 
chart of accounts/coding structure. 

B. 	 Financial Information Summaries Support Cost Center 
Responsibility Assignments 
Cost and other data will be designed to support cost center responsibility 
assignments at the functional, business location, program and final cost 
objectives level, as necessary. 

C. 	 Establishment of Control Accounts 
In order to perform reconciliation's, subsidiary account detail will be 
aggregated to General Ledger control accounts. 

D. 	 Use of Contra Accounts 
The coding structure will provide for offsetting contra accounts, like a 
reserve for accumulated depreciation, to adj ust historical cost to current 
levels for financial reporting purposes. 

E. 	 Segregation of Unallowable Costs 
Accounts will be established to capture and segregate unallowable direct 
and indirect costs. 

230 	 GENERAL LEDGER ACTIVITIES 

230.1 Control Objective 

To ensure that all General Ledger entries are current, accurate and complete. 
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230.2 	 Major Controls 
A. 	 Timeliness of Entries 

All entries will be made soon after the underlying accounting event to 
ensure the financial records and reporting are current. 

B. 	 Authorization of Transactions and Entries 
Each transaction and entry will be authorized in writing by the employee 
designated in the current signature authorities policy. 

C. 	 Adequate Support Documentation 
All entries will be supported by adequate documentation that clearly 
shows the justification and authorization for the transaction. 

D. 	 Complete Audit Trails 
A complete audit trail will be maintained by the use of reference codes 
from source documentation to the books of original entry, General Ledger 
and finally to periodic reporting. 

230.3 	 Procedures 
A. 	 Financial data on source documentation will be recorded on original 

documents (e.g., voucher, check request, etc.) of the Agency by an 
Accounting Clerk before entering into the accounting system. 

B. 	 Each entry in the accounting system will be reviewed and approved by the 
Accounting Manager. 

C. 	 When initializing an entry, provision will be made for using recurring 
General Journal entries for such transactions as recording depreciation, 
amortization and accruals of interest revenue on outstanding investments. 

D. 	 Non-recurring entries, such as for correcting entries, recording accruals 
and recording non-cash transactions, will be prepared as circumstances 
warrant and on a monthly basis. 

E. 	 All entries in the books of original entry (e.g., General Journal, Purchases 
Journal, Payroll Register, Cash Receipts Journal and Cash Disbursements 
Journal) will be made soon after the accounting event from authorized 
forms prepared by qualified accounting personnel. 

F. 	 On an automated basis, totals in the books of original entry will be posted 
to the General Ledger monthly. 

G. 	 General ledger control accounts will be periodically retotaled based upon 
any updating posting. 
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H. 	 All General Journal entries will be supported by General Journal vouchers 
that have supporting documentation attached and be approved by an 
Accounting Manager or the Director of Finance and Accounting. 

240 	 GENERAL LEDGER CLOSE-OUT 

240.1 Control Objective 

To ensure the accuracy of financial records and reports. 


240.2 	 Major Controls 

A. 	 Trial Balance 

Monthly, a trial balance will be prepared to ensure the accuracy of the 
General ledger account balances. 

B. 	 Reconciliation's of General ledger Control Accounts with Subsidiary 
Ledgers 
Reconciliation will be prepared on a periodic basis. 

240.3 	 Procedures 
A. 	 Soon after the end of each month, a trial balance of all General Ledger 

accounts will be prepared by the Accounting Manager. 

B. 	 Reconciliation between the General Ledger control accounts and the 
subsidiary ledgers will be completed by the Accounting Manager, staff 
Accountants and/or Accounting Clerks. 

C. 	 Soon after the fiscal year end, all temporary income and expense accounts 
will be closed and the fiscal year's financial reports will be prepared by 
the Director of Finance and Accounting. 

250 MIS CONTROLS 
In this section, the MIS controls are described under program development, maintenance 
and documentation controls, system operations controls and computer security. 

251 PROGRAM DEVELOPMENT, MAINTENANCE AND 
DOCUMENTATION CONTROLS 

251.1 Control Objective 
To ensure that appropriate priorities are set for program development and modifications 
and that computer programs and enhancements developed meet user and executive needs. 

252.1 	 Major Controls 
A. 	 A Comprehensive Annual Plan Developed to Establish Priorities for 

Program Development and Modification 
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To more effectively manage the Agency's MIS resources, a 
comprehensive annual plan will be prepared and approved by top 
management. 

B. 	 Develop vs. Procure Criteria Established to Ensure Consideration of 
Vendor Software 
To minimize the cost of program development, vendor-developed 
software will be considered before customized programs are developed by 
in-house programming staff or consultants. 

C. 	 Perform Assessments to Assnre User Input and Satisfaction 
To assure user input, periodic assessments will be built in to review 
system description, program specifications, program run-in, testing and 
documentation. 

D. 	 Documentation Developed in Tandem with Program 
Instead of waiting until after programs are developed, documentation will 
be prepared along with programs. 

E. 	 Management Plan for Program Development and Modification 
Like any other activity, a management plan will be prepared and approved 
for each program development and modification. 

251.3 	 Procedures 
A. 	 The Agency will subscribe to a catalog of vendor-supplied computer 

software packages for reference. 

B. 	 For new programs and program modifications, a program management 
plan containing tasks, responsibilities and timetables will be prepared by 
the MIS Manager with the approval of the Director of MIS and the user's 
Director. 

C. 	 A system or system modification design will be prepared by the 
Programmer and approved by the Director of MIS and the user's Director. 

D. 	 New programs and program modifications will be integrated in terms of 
data flow with the Agency's existing programs and files. 

E. 	 All proposed new programs and modifications will be tested and run in 
parallel operation with the existing program. 

F. 	 During system conversion, data transaction will be transferred completely 
and accurately. 
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251.4 	 Documentation 
A. 	 The system will be fully designed by the Programmer and approved by the 

Director of MIS and the user's Director. 

B. 	 Program documentation will be prepared by the Programmer and 
approved by the Director ofMIS. 

C. 	 A program operating manual will be prepared by the Programmer and 
approved by the Director ofMIS. 

D. 	 A user document will be prepared by the Programmer and approved by the 
Director ofMIS and the user's Director. 

252 	 SYSTEM OPERATIONS CONTROLS 

252.1 	 Control Objective 
To ensure the computer facility and equipment are efficiently operated and adequate 
back-up and recovery are assured. 

252.2 	 Major Coutrols 
A. 	 Back-Up Performed Daily 

To prevent loss of data files and programs, a back-up will be perfonned 
daily 

B. 	 Contingency Plan for Back-Up Compnter Facilities and Eqnipment 
The continuity of applications processing will be provided for with a 
realistic contingency plan that is periodically tested in the event of an 
unexpected interruption. 

252.3 	 Procedures 
System Back-Up 

A. 	 Full nightly backups (which includes all data files and program files) are 
perfonned for each of NCI's file servers after ensuring all files on the 
server are closed. 

B. 	 A modified version of the grandfather/father/son method of tape rotation is 
also incorporated whereas a Friday night tape is pulled from the tape 
rotation for a period of six weeks. 

C. 	 The prior night's backup is stored off-site. 

D. 	 Restoring from tape is periodically perfonned ensuring the integrity of the 
backup. 
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E. 	 After a process failure, all data files and programs will be recovered and 
checked to ensure that there were no unintended modifications. 

F. 	 A contingency plan will be prepared by the MIS Director and periodically 
updated to ensure continuity of operations in the event of unexpected 
interruptions in computer operations. 

253 	 COMPUTER SECURITY 

253.1 Control Objective 

To prevent access to data stored on the computer to an unauthorized user. 


253.2 	 Major Controls 
A. 	 Use of Passwords 

A system of user ID's and passwords with frequent revisions will be 
employed. 

B. 	 Access to Sensitive FileslModules Restricted 
The operating system will restrict access only to authorized files/modules. 

C. 	 Physical Access to Computer Facilities, Terminals, Modems and 
Communications Lines Limited 
The system will be maintained in a secure room with restricted access. 

D. 	 Dial-Up Access Restricted 
Dial-up access will be limited to those with authorized passwords. 

E. 	 Internal Controls 
Administration of security controls performed by employees with 
responsibilities independent of the programming unit. 

253.3 	 Procedures 
A. 	 User Ids and Passwords 

I. 	 With quarterly revisions, passwords will be assigned to employees 
needing to access the system. 

2. 	 For new or transferred employees, an access request form will be 
completed by the employee's Supervisor and reviewed and 
approved by the MIS Department. 

3. 	 Access privileges for terminated or transferred employees will be 
immediately cancelled by the responsible Supervisor. 

B. 	 Physical Access 
I. 	 During working hours, access to computer facilities, terminals, 

modems and communications lines will be controlled with the use 
of passwords. 
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2. 	 On evenings, weekends and holidays, access can only be gained by 
the use of keys for access to computer equipment. 

300 	 FINANCIAL MANAGEMENT POLICIES 

310 	 POLICIES 

310.1 Basis of Accounting 
Neighborhood Centers Inc. will report program expenses and program income on the 
accrual basis in accordance with generally accepted accounting standards. Accordingly, 
expenditures are recorded when a liability is incurred and revenue is recorded when 
earned. 

310.2 Incurred Costs 
Outlays or expenditures represent charges made to the project or program. They may be 
reported on a cash or accrual basis. For monthly reports prepared on a cash basis, outlays 
are the sum of actual cash disbursements for direct charges for goods and services, the 
amount of indirect expense charged, the value of in-kind contributions applied, and the 
amount of cash advances and payments made to subgrantees. For annual reports 
prepared on an accrual basis, outlays are the sum of actual cash disbursements for direct 
charges for goods and services, the amount of indirect expenses incurred, the value of in
kind contribution applied, and the net increase (or decrease) in the amounts owed by the 
grantee for goods and other property received, for services performed by employees, 
grantees, sub grantees and other payees and other amounts becoming owed under 
programs for which no current services or performance are required such as annuities, 
insurance claims and other benefit payments. 

310.3 	 Elements of Financial Management System 
A. 	 The Agency will maintain records and make reports in such form and 

containing such information as may be required to facilitate accurate 
financial reporting of its operations. The Agency will maintain such 
accounts and documents as will serve to permit expeditious determination 
of the status of funds and the levels of services, including the disposition 
of all monies received from its funding sources and the nature and amount 
of all charges claimed against such funds. 

B. 	 Title 45 Code of Federal Regulations Subpart 74.61(b) and the 
administrative rules of other Federal agencies require that grantees or 
sub grantees have records that identifY adequately the source and 
application of funds for grant or subgrant-supported activities. At a 
minimum, these records will contain information pertaining to grant or 
subgrant awards, assets, outlays, income, and liabilities. 
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C. 	 For the purpose of determining the adequacy of a subrecipient's financial 
management system, the Agency will review the following documentation 
at a minimum: 
1. 	 General Journal 
2. 	 General Ledger 
3. 	 Separate or combined Cash Receipts and Disbursements Journal or 

Voucher Register 
4. 	 Payroll Register 
5. 	 Fixed Assets Register for all owned and leased property and 

equipment 
6. In-Kind JournaVWorksheets 
7. 	 Project Cost Control Subsidiary LedgerlWorksheets 
8. 	 Bank statements reconciled 

D. 	 To maintain compliance with FASB 116, the Agency will maintain its 
present fund accounting system and convert to the required class structure 
(e.g., unrestricted, temporarily restricted and permanently restricted) by 
using worksheets prior to preparing external financial reports. 

310.4 	 Cash Management 
A. 	 Only cash necessary to meet anticipated day-to-day outlays plus a 

reasonable cushion of $100,000 for contingencies will be kept available. 

B. 	 Any excess cash will be invested in accordance with the Agency's 
Statement ofInvestment Policy. 

C. 	 A schedule of aged accounts receivables will be prepared monthly and 
reviewed for collection with the Director of Finance and Accounting and 
the applicable DirectorlManager. Appropriate collection procedures will 
be initiated. 

D. 	 The Agency will maintain a financial forecasting system to adequately 
forecast its fund flows and needs. 

E. 	 According to Treasury Circular 1075, the time elapsed between the transfer 
of funds from the U.S. Treasury and disbursement by the Agency should 
be minimized and should be limited to the actual, immediate cash require
ments of the Agency. 

310.5 	 Cash Concentration and Investment Policy 
A. 	 The Agency will accumulate all cash collected from outlying banks in a 

concentration account. 

B. 	 On a nightly basis, excess funds will be swept into an overnight 
investment account. 
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310.6 	 Cash Forecasting 
A. 	 Director of Planning and Budgeting will be responsible for preparing and 

maintaining a cash forecast. The cash forecast will be approved by the 
Vice President of Finance and Administration 

B. 	 The cash forecast will be updated as needed. 

310.7 Accounts Receivable Aging Criteria 
Accounts receivable outstanding will be aged on a thirty/sixty/ninety/over-ninety day 
basis. 

310.8 Coordination of Funding Requirements with Financing Efforts 
On a monthly basis, operating department funding requirements will be updated and 
coordinated by the Director of Planning and Budgeting in determining the Agency's 
financing needs and efforts. 

310.9 	 Budgets 
A. 	 The Agency will have prepared, have approved by the Board of Directors 

an annual operating budget of revenues and expenses, cash budget, capital 
budget and a pro formal statement of financial position. 

B. 	 The agency will maintain an annual budget of its indirect costs and its 
basis of allocation. 

310.10 Insurance and Bonding 
A. The Agency will maintain the following minimum levels of coverage: 

1. 	 Comprehensive General Liability 
- General Aggregate --- $2,000,000 
- Personal Injury --- $1,000,000 
- Fire Damage (anyone fire) --- $50,000 
- Medical Expense (anyone person) --- $5,000 

2. 	 Automobile insurance --- $1,000,000 
3. 	 Fire and water damage Coverage for all items with acquisition cost 

of greater than $5,000 
4. 	 Directors' and officers' Liability --- $10,000,000 
5. 	 Theft Coverage for all items with acquisition cost of greater than 

$5,000 
6. 	 Workers' compensation --- $500,000 
7. 	 Business interruption --- if applicable $50,000 to $500,000 

B. 	 For personnel handling cash or preparing or signing checks, Neighborhood 
Centers Inc. will obtain minimum insurance coverages of $1,000,000 in 
blanket fidelity bond coverage. 
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C. 	 These insurance coverage will be increased where grant provisions require 
an increased level of coverage. 

D. 	 The Agency will require proof of adequate insurance coverage from all 
prospective subgrantees. 

310.11 Record Retention and Disposal 
A. 	 In accordance with the "Guide to Record Retention Requirements," 

National Archives and Records Administration, U.S. Department of 
Commerce, for the Internal Revenue Service, the following records will be 
retained for the indicated minimum periods: 
1. 	 For seven years after the close of the year or until the tax audit of 

the return for the year is completed, whichever is longer: accounts 
payable and accounts receivable ledger, payroll register, inventory 
ledger, bad debt write-off supporting details, cash book, petty cash 
book, check register and checks, invoices (funding sources and 
vendors), and insurance safety reports. 

2. 	 Permanently: Audit reports, chart of accounts, financial 
statements, general ledger, fixed asset records, journal vouchers, 
profit and loss statements, tax returns, annual corporate reports, 
charters and by-laws and minutes, grants and agreements, tax and 
legal correspondence, incorporation records, labor grants, 
insurance claims and policies, accident reports and retirement and 
pension records. 

B. 	 All financial and programmatic records, supporting documents, statistical 
records and other required or pertinent records of the Agency related to 
awards of federal financial assistance will be retained for three years (or 
longer if specified by the contract) from the day the Agency submits its 
final expenditure report for the grant. For grants involving continued 
support or renewed annually, the retention period starts on the day 
Neighborhood Centers Inc. submits its expenditure report for that period. 

C. 	 If any litigation, claim, negotiation, audit or other action involving the 
records has been started before the expiration of the three-year period, the 
records must be retained until completion of the action and resolution of 
all issues which arise from it, or until the end of the regular three-year 
period, whichever is later. 

D. 	 The disposal date determined under this policy will be the end of the fiscal 
year in which occurs the anniversary date of the required number of years 
from the act specified or, where not specified, from completion of a grant, 
date of final payment of a grant or year in which an entry is made charging 
or allocating a cost to a government grant, as the case may be. 
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E. 	 All records not supporting government grants or otherwise covered by 
rules of the Internal Revenue Service will be retained for three years from 
the end ofthe fiscal year in which the records were originally prepared. 

F. 	 All financial records will be maintained in chronological order, organized 
by fiscal year. 

G. 	 In connection with the disposal of any records, a memorandum of record 
disposal will be prepared by the designated Records Disposal Officer 
listing the record or the class of records disposed of. This memorandum 
of records disposal will be certified by the Records Disposal Officer. 

310.12 Monitoring Subrecipients and Grantees 
The Agency's program and fiscal personnel will develop criteria to categorize 
subrecipients and grantees for monitoring as follows: 

Category I -- Experience has shown that subrecipients and grantees may be relied upon 
to submit well prepared and documented grant applications, have highly qualified 
program and fiscal personnel and systems and can be relied upon to comply with the 
principal requirements. For organizations in this category, the Agency will arrange an 
annual fiscal assessment, rely upon the subrecipient's annual audit and respond to reports 
for technical and other assistance. 

Category 2 -- Experience indicates that subrecipients and grantees in this category have 
fairly reliable procedures and controls. The Agency will rely upon a quarterly visit/
contact and the annual audit. 

Category 3 -- Other subrecipients who are known to be careless or less proficient in grant 
application preparation, grant cost accounting, reporting and grant/contract compliance. 
These subrecipients or grantees will be regularly monitored and follow-up actions taken, 
if required. 

310.13 Financial Reporting 
Supporting records should be maintained in sufficient detail to prepare the Agency's 
financial reports, including: 

A. 	 Annually: 
I. 	 Financial statements for audit: Statement of Financial Position, 

Statement of Changes in Net Assets, Statement of Cash Flows and 
Statement of Functional Expenses 

2. 	 Annual budget( s) 
3. 	 Indirect cost proposal to the Agency's cognizant agency 

B. 	 Monthly: 
1. 	 Trial balance 
2. 	 Billings to the Agency's funding sources 
3. 	 Cost summaries and analyses, by grant and group of grants 
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C. 	 Quarterly 
1. 	 Financial status report 
2. 	 Record of cash transactions 
3. 	 Quarterly progress report 

D. 	 Periodically: 
1. 	 Annual IRS Fonn 990, Return for Organizations Exempt from 

Income Taxes 
2. 	 IRS Fonn 941 and payroll tax returns and comparable state taxing 

authority returns 
3. 	 Other reports upon request. 

310.14 Financial Statement Format 

The Agency will observe the following financial statement fonnat: 


A. 	 The Single Column, "Corporate"IFASB Net Asset Class method of 
presenting the Statement of Financial Position will be observed. 

B. 	 The indirect method will be used to prepare the Statement of Cash Flows. 

C. 	 Comparative financial data will be presented for prior year( s). 

D. 	 For the Statement of Activities, costs will be summarized by functional 
categories. A separate Statement of Functional expense will be used to 
reflect the natural categories. 

310.15 	Audit 
A. 	 The Agency will have conducted annually a full-scope audit by a qualified 

independent public accountant. 

B. 	 Such audit will be perfonned in accordance with the Single Audit Act of 
1984. PL 98-502. and OMB Circular A-133. Moreover, independent 
public accountants conducting such audits will abide by the American 
Institute of Certified Public Accountant's (AICPA) Audit and Accounting 
Guide, Audits of State and Local Government Units/Certain Nonprofit 
organization and the Government Auditing Standards (yellow book) 1994 
Revision published by the Comptroller General of the United States. 

310.16 Scope of Audit Report 
A. 	 The audit will be made by an independent auditor in accordance with 

generally accepted government auditing standards covering financial and 
compliance audits. 

B. 	 The audit will cover the entire operations of an agency. The auditor will 
detennine whether: 
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1. 	 The financial statements and the accompanying schedules of the 
agency present fairly its financial position and the results of its 
fmancial operations in accordance with generally accepted 
accounting principles. 

2. 	 The Agency has an internal control structure to provide reasonable 
assurance that it is managing Federal financial assistance programs 
in compliance with applicable laws and regulations. 

3. 	 The Agency has complied with laws and regulations that may have 
a material effect on its financial statements and on each major 
Federal assistance program. 

310.17 Procuring Audit Services 
A. 	 In arranging for audit services, the Agency will follow the procurement 

standards for retaining professional services. Small audit firms and audit 
firms owned and controlled by socially imd economically disadvantaged 
individuals will have the maximum practical opportunity to participate in 
audit contracts awarded under this section. 

B. 	 In soliciting and retaining auditors to conduct the armual audit, the Agency 
will make specific reference in its request for proposal and any resulting 
contract that the auditor would be required to conform its audit to the 
contract requirements in Circular A-133. Such requirements relate to the 
scope of the audit, standardized audit report, reportable events, monitoring 
by the granting agency and quality assurance review, access to audit work 
papers, plan for corrective action and resolution of audit findings. 

'C. The audit solicitation and any resulting contract for audit services will make 
specific reference that "if it is determined that the contractor's audit work 
was unacceptable as determined by the granting agency or a Federal 
supervisory agency, either before or after a reasonable time after a draft or 
final report was issued because it did not meet the granting agency's 
standards, the AICPA Standards or those promulgated by the Comptroller 
General of the United States, the contractor may, at the written request of 
the Agency, be required to reaudit at its own expense and resubmit a 
revised audit report which is acceptable." 

D. 	 The Agency will award multi-year audit contracts of not longer than a 
five-year duration. At the end of such a multi-year period, the Agency 
will observe competitive procedures in reproccuring audit services. 

310.18 Due Date for Audit Report Submissions 
The audit report will be submitted to the granting agency no later than thirty days after 
the independent accounting firm submits the report to the Agency. If for reasons within 
the control of the agency, this report carmot be submitted by this time, funding of the 
agency may be suspended by the granting agency. The Agency should make a written 
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request for an extension of time for justifiable reasons to the granting agency before 
expiration of the thirty day period. Such request will be submitted with sufficient time 
for granting agency review and approval. 

310.19 Audit of Subrecipients 
A. 	 Agencies will ensure that all grantees and cost -reimbursement contractors 

receiving awards of $300,000 or more annually will be audited. This audit 
will either be conducted by a subrecipient-selected auditor or by the 
agency's independent public accountant. All audit reports of the agency's 
subgrantees will be made available to the agency's independent public 
accountant. 

B. 	 For grantees and cost-reimbursement contractors receIVmg less than 
$300,000 a year from the agency, the agency may employ substitute 
means to satisfy itself that its subrecipient spent its funds in accordance 
with applicable laws and regulations. These substitute means could 
include, but not be limited to, audit by the agency's accountant, program 
reviews, fiscal assessments, accounts examination, etc. The results of the 
agency's substitute means will be documented and made available for 
review by representatives of the granting agency for a period of three 
years after completion. 

310.20 Definition of Major Program Under OMB Circular A-133 
A. 	 The independent public accountant will determine and report on whether 

the Agency has complied with laws and regulations that may have a 
material effect on each major financial assistance program. 

B. 	 Even for those programs identified as non-major financial assistance 
programs, government-sponsored agencies may still require the Agency's 
independent public accountants to determine that such programs have 
complied with the laws and regulations having a material effect on each 
such program. 

310.21 Oversight of Subrecipient Audits 
A. 	 The agency should make available to its independent public accountant 

copies of all sub grantees' audits for an expression of an opinion on the 
overall agency's fmancial operations, including funding made available to 
its service providers. 

B. 	 The agency or its auditor will review all subgrantee audits usmg the 
following guidance: 
I. 	 In general, a determination should be made during the desk review 

ofaudited financial statements as to whether: 
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a. 	 The audit reports include financial statements and a 
schedule of Federal assistance, including footnotes of the 
recipient organizations. 

b. 	 The financial statements cover the entire operations of the 
agency, including all Federal funds known to have been 
received by the auditee. 

c. 	 The audit report: 
(1) 	 Identifies the statements examined and the period 

covered. 
(2) 	 Identities the various programs under which the 

Agency received Federal funds, and the total 
amount of the expenditures for each Federal 
program. 

(3) 	 States that the examination was made in accordance 
with the generally accepted aUditing standards, 
Government Auditing Standards, issued by the 
Comptroller General of the United States, and the 
provisions of Office of Mangement and Budget 
Circular A-128 or A-133. 

(4) 	 Expresses an opinion as to whether the financial 
statements are fairly presented in accordance with 
generally accepted accounting principles and state 
the nature of any qualifications, if an unqualified 
opinion cannot be expressed. 

2. 	 Report on Compliance 
The auditor's report on compliance should contain a statement of 
positive assurance with respect to those items tested for 
compliance, including compliance with laws and regulations 
pertaining to financial reports and claims for advances and 
reimbursements: 
a. 	 Negative assurance on those items not tested. 
b. 	 A summary of all instances ofnoncompliance. 
c. 	 An identification of total amounts questioned, if any, for 

each Federal assistance award, as a result of 
noncomp liance. 

3. 	 Report on Internal Control 
The desk review should determine that the auditor's report on the 
study and evaluation of internal control structure identifies (1) the 
organization's significant internal accounting controls, and those 
controls designed to provide reasonable assurance that Federal 
programs are being managed in compliance with laws and 
regulations, and (2) the controls that were evaluated, the controls 
that were not evaluated, and the material weaknesses identified as 
a result of the auditor's evaluation. 
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4. 	 Comments on Other Matters 
The desk review should determine whether the recIpIent has 
provided comments on the independent auditor's findings and 
recommendations and its corrective action plan to address the 
recommendations. 

5. 	 Adequacy of Information Provided 
The review should also determine whether the information 
provided by the auditor on fmdings identified in the report is 
sufficient to facilitate resolution by program officials. If the 
findings contain insufficient information to enable resolution by 
program officials, the granting agency or the agency should contact 
the recipient or sub recipient and arrange for corrective action. 

310.22 Audit Quality Assurance Reviews 
Qualified agency personnel should: 

A. 	 Review the complete audit report and note any deviations in the report 
format from that prescribed in the audit grant scope ofwork. 

B. 	 Prove the clerical accuracy of all footings, extensions, etc., of all statistical 
data in the report. 

c. 	 Verify that all exhibits, schedules and supporting statements in the report 
are in agreement and reconcilable, where appropriate. 

D. 	 Review and evaluate the propriety of all questioned costs presented in the 
report and/or other management and internal control weaknesses. 

310.23 Audits of Commercial Organizations 
A. 	 In general, the audit requirements in the various OMB circulars do not 

apply to commercial organizations. 

B. 	 If the Agency intends to apply these rules on audits to a commercial 
organization receiving a cost-reimbursement contract, it must specify the 
audit requirement in the original solicitation, the contractor's budget and 
resulting contract, or the Agency must arrange to have the records of the 
contractor audited by an agency-retained auditor. 

C. 	 The Agency should normally will perform price or cost analysis of a 
commercial organization's fixed-price or fixed-unit-rate bid or proposal. 
As such, post-award audits would not normally be conducted of a 
commercial Agency receiving a fixed-price or fixed-unit-rate grant 
provided the organization performed the contract according to its terms 
and conditions. However, the Agency may use other means, such as first
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article testing, inspection, and/or program reviews, to detennine if the 
funds are being spent properly by commercial organizations. 

310.24 Audit Resolution 
A. 	 The Agency will systematically assure the timely and appropriate 

resolution of audit findings and recommendations. 

B. 	 The Agency will ensure that appropriate corrective action, including 
settlement and payment of any unacceptable costs, is taken within six 
months after receipt of an acceptable audit report for a sub grantee III 

instances ofnoncompliance with Federal or state laws and regulations. 

310.25 Final Andit Adjnstments 
Sub grantees will submit their unaudited adjusted year-end report 30 days after the end of 
the grant period, unless a shorter period is required to comply with the Agency's grant 
with its grantor. 

NOTE: 	 Because the exact accruals and adjustments the auditor may make will not be 
known until after the auditor submits its audit report, the final financial report 
frequently differs from the audited financial figures. The carry-over balance 
estimated by the subgrantee will frequently be different from that available after 
the auditor reports the costs incurred. 

310.26 Audit Committee 
The Finance and Administration Committee of the Agency Board of Directors or a 
subcommittee thereof shall serve as the audit committee. This committee will nominate 
the independent auditor and review the scope of the results of the audit. The audit 
committee shall also receive notice of any consequential irregularities that the auditors 
become aware of during the engagement. 

310.27 Internal Audit Capacity 
A. 	 The Agency will establish and maintain a monitoring unit to assist in 

compliance with its various contracts and grants, the control of operations 
and safeguarding its assets. This unit will periodically assess the 
effectiveness of the Agency's internal controls and review the 
effectiveness and efficiency ofoperations and Agency structures. 

B. 	 The monitoring unit will conduct independent reviews and evaluations of 
management operations and activities to appraise: 
1. 	 Controls in place to safeguard assets. 
2. 	 The accuracy, completeness and timeliness of financial and 

programmatic infonnation. 
3. 	 Compliance with policies, laws, regulations and contract/grant 

prOVISIOns. 
4. 	 Economy and efficiency in the use of resources. 
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5. 	 Effectiveness in accomplishing the Agency's mission, goals and 
objectives. 

C. 	 In perfonning their functions, the Manager of Contract Administration and 
hisfher staff will have neither direct authority over, nor responsibility for, 
any of the activities reviewed. Monitors will not develop and install 
procedures, prepare records, make management decisions, or engage in 
any other activity which could be reasonably construed to compromise 
their independence. However, in connection with the objectives of this 
function, the Monitor will recommend policies and procedures for 
approval and implementation by appropriate management. 

D. 	 Monitoring activities will be coordinated, to the extent practicable, with 
the Agency's public accountants so as to enhance audit efficiency. 

310.28 Monitoring Access and Confidentiality 
A. 	 To accomplish the ends to which monitoring is directed, it must have full, 

free and unrestricted access to all corporate functions, activities, 
operations, records, data files, computer programs, property and 
personnel. 

B. 	 It is expected that the Manager of Contract Administration and hisfher 
staff will exercise discretion in the review of records to ensure the 
confidentiality of all matters that come to their attention. 

310.29 Monitoring Planning 
A.. 	 The Manager of Contract Admistration will establish a plan ofreview. To 

that end, he/she will prepare a three-year monitoring plan which 
establishes the coverage of reviews to all programs operated/administered 
by the Agency. The three-year plan will be broken down in detailed 
increments of six-month periods. 

B. 	 The monitoring review plan will be coordinated with the external auditors. 

C. 	 All reports of the monitoring units will be made available to the external 
auditors for their review and use. 

310.30 Cbart of Accounts 
The principal account groupings in the chart of accounts of the Agency are as follows: 

Assets: 

1010-1030 Cash 

1040-1080 Investments 


Petty Cash and Imprest Funds 
1100-1199 Account Receivables and Pledges Receivables 
1200-1299 Inter-Fund Due TolDue From Accounts 

1090 
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1300-1399 Inventory 
1400-1499 Prepaid Expenses 
1500-1599 Fixed Assets accounts 
1600-1699 Accumulated Depreciation 
Liabilities: 
2000-2099 Account Payables 
2200-2399 Payroll Deduction Payables 
2400-2499 Benefits Payables 
2500-2599 Other Liabilities 
Net Assets: 
3500-3599 Net Asset Accounts 
3900-3999 Asset Transfer Accounts 
Revenues: 
4000 Contributions 
4100 Fundation Grants 
4200 pecial Events 
4700 United Way Allocations 
5000 vernrnent Grants/Contracts 
5100 Membership 
5200 Day Care Fees 
5300 Program Fees 
5700 Rental Income 
5710 Interest Income 
5900 Miscellaneous Income 
5910 Gain and Loss on Sale ofAssets 
Expenses: 
6000-7799 General Operating Expenses 
7800-7999 Inter-Agency Charges 
8900 Depreciation 

320 	 ANNUAL COMPREHENSIVE BUDGET PLAN: MANAGEMENT 
REPORTING PROCEDURES 

In this section, procedures are covered for supporting the annual comprehensive business 
plan, financial reporting and tax compliance. 

320.1 Control Objective 
To effectively support the preparation of the annual comprehensive business plan and its 
periodic review. 

320.2 	 Major Controls 
A. 	 Budget Process Supported by Top Management 

Top managers will be involved in the negotiation of the annual 
comprehensive business plan with line managers. 
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B. Before Acceptance, Budgets Approved by Supervisory Managers 
All proposed plans and budgets will be reviewed and approved by each 
successive level of supervisory management. 

C. 	 Accomplishment of Budgeted Goals Linked to Manager Incentive 
Compensation 
Each manager's performance appraisal should be linked to meeting or 
exceeding budgeted financial and prograrn outcome goals. 

D. 	 Internal Accounting Controls Reviewed 
Accuracy and completeness of plans and budgets reviewed by Director of 
Budget and Planning. 

320.3 	 Procedures 
A. 	 In preparation of the annual budget, the Director of Budget and Planning 

will prepare a memorandum of guidance for budget preparers containing 
basic assumptions for the forthcoming fiscal period. 

B. 	 The budget memorandum and budget forms will be distributed 60 days 
before submission of each Director's budget. 

C. 	 To support budget estimating, the Budgeting and Planning Department 
will prepare current year-to-date financial data with projections of year
end totals. Any cost analyses will also be disseminated by the Budgeting 
and Planning Department. 

D. 	 The budget forms submitted will be reviewed for completeness and 
reasonableness by the Budget Manager. 

E. 	 Budget negotiations will begin between the Director of Budgeting and 
Planning and each responsible manager, leading to acceptance or 
adjustment ofbudget estimates. 

F. 	. Based upon budgets accepted, the Director of Budget and Planning will 
prepare the annual comprehensive budget plan, including: 
• 	 Revenue forecast 
• 	 Production schedule 
• 	 Personnel forecast 
• 	 Capital improvement budget 
• 	 Statement of earnings showing operating results 
• 	 Balance sheet 
• 	 Indirect cost rate forecast 
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G. 	 Once adopted, the approved budget totals will be entered in the General 
Ledger by the Budgeting Coordinator for the new fiscal year, in order to 
track actual costs against budgeted levels. 

330 	 FINANCIAL REPORTING 

330.1 Control Objective 
To ensure the accuracy, completeness and timeliness of financial reporting to support 
decision-making. 

330.2 	 Major Controls 
A. 	 Use of a "Tickler" System 

Periodic managerial reports will be prepared based on a schedule 
contained in the "tickler" system. 

B. 	 Review and Approval of Financial Reports 
Before release, all financial reports will be reviewed for accuracy and 
completeness and approved by the Director of Finance and Accounting 
andlor Vice President of Finance and Administration. 

C. 	 Periodic Trial Balance and Close-Outs 
To facilitate statement preparation and ensure the accuracy ofits financial 
reporting, the Agency will periodically prepare a trial balance and close 
out its books of account. 

D. 	 Financial Statements Audited by a Qualified Public Accounting Firm 
The amiual financial statements of the Agency will be audited by a 
qualified public accounting firm. 

330.3 Procedures 
A. 	 The Accounting Department will prepare and abide by a "ticker" system 

of required financial reports: annual budget, monthly statement of 
revenue and expenses, monthly statement of cash flow, monthly balance 
sheet, monthly contract cost summary, etc. 

B. 	 The Accounting Department will prepare monthly financial statements. 

C. 	 All financial reports will be reviewed and approved by the Director of 
Finance and Accounting and Administration before release. 

D. 	 Analyses of key financial information will be completed by the Director of 
Budgeting and Planning to assess the accuracy of financial reporting. 

E. 	 The Agency will submit to a full scope audit of its financial statements by 
a qualified public accountant firm. 
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340 	 TAX COMPLIANCE 

340.1 Control Objective 

To accurately prepare and file required tax documents on timely basis. 


340.2 	 Major Controls 

A. 	 Use of "Tickler" System 

All tax returns will be prepared and filed in accordance with a "tickler" 
system. 

B. 	 Approval of Tax Returns 
All tax returns will be reviewed and approved by the Director ofFinance 
and Accounting and/or the Vice President of Finance and Administration. 

340.3 	 Procedures 
A. 	 The Director ofFinance and Accounting will periodically compare the 

data requirements of all new tax return forms with the Agency's reporting 
and seek revisions, as appropriate, to its coding structure/chart of accounts 
in order to report all required tax data. 

B. 	 Neighborhood Centers Inc. will maintain a "tickler" system to remind 
accounting staffof required filing due dates for: 

1. 	 IRS Form W-2 - Wage and Tax Statement 
2. 	 IRS Form W-3 - Transmittal ofIncome and Tax Statements 
3. 	 IRS Form 941 - Employer's Quarterly Federal Tax Return for 

Federal Income Tax Withheld from Wages and FICA Taxes 
4. 	 IRS Form 990 - Information Return of Organization Exempt or 

Claiming Exemption for Income Tax 
5. 	 IRS Form 990-T - Return for Reporting Unrelated Business 

Income of Exempt Organizations 
6. 	 IRS Form 1099 MISC (also 1099-DIV, 1099-INT, 1099-0ID)

U.S. Annual Information Return for Recipients ofMiscellaneous 
Income 

7. 	 IRS Form 5500 - Annual RetumiReport of Employee Benefit Plan 
8. 	 IRS Form 8109 - Federal Tax Deposit Coupon 
9. 	 Quarterly and annual state(s) unemployment tax return(s) 

C. 	 The Agency's Director of Finance and Accounting will have responsibility 
for the preparation of the various tax returns. 

D. 	 Before submission, all tax returns and the supporting schedules prepared 
in house will be reviewed and approved by the Vice President of Finance 
and Administration for accuracy and completeness. 
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E. 	 The Accounting Clerk will prepare a General Journal entry for taxes. All 
General Journal entries for taxes will be reviewed and approved by the 
General Accounting Manager. 
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400 POLICIES RELATED TO ASSETS, LIABILITIES AND NET ASSETS 

410 	 ASSETS 

410.1 	 Bank Accounts 
A. 	 Bank accounts for the indicated purpose( s) and limitation( s) have been 

authorized by the Board of Directors of the Agency at the indicated 
Federal Deposit Insurance Corporation (FDIC)-insured banks: 

Chase Bank - General Account 
Frost Bank - Child Care Management Services 

B. 	 To the maximum extent practical, Agency funds will be maintained in 
interest-bearing accounts. 

C. 	 In addition to maintaining its accounts in FDIC-insured banks, the Agency 
has taken the following additional precautions to ensure the security of its 
funds: (1) maintaining collateral agreements on accounts when 
specifically required by the contracting agency and (2) periodically obtain
ing and reviewing the credit rating of each financial institution it does 
significant business with. 

D. 	 Consistent with the Agency's goal of expanding opportunities for minority 
business enterprises, banks which are minority- or women-owned, to the 
extent they are available locally, will be considered in the selection of the 
Agency's banking establishment(s). 

410.2 	 Petty Cash Payments 
A. 	 Small amounts of petty cash are issued to responsible employees at 

various locations so that necessary but relatively small expenses that arise 
can be handled expeditiously. 

B. 	 New petty cash funds must be approved by the Director of Finance and 
Accounting or a person designated by the Director of Finance and 
Accounting. Employees assigned to maintain such funds must sign a 
receipt form acknowledging the receipt of and responsibility for the petty 
cash fund. Disbursements ofpetty cash should be supported by receipts or 
other appropriate documentation. Petty cash funds should only by used to 
pay valid expenses of the Agency and not items such as cashing personal 
checks. 

C. 	 The Accounting Department will conduct surprise counts of petty cash 
funds at least once annually. 

D. The petty cash imprest account will be balanced on a when replenished basis. 
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410.3 Accounts Receivable 
Consistent with the terms and conditions of grants and contracts, the Agency will 
progress bill for costs incurred. 

410.4 	 Contributious and Pledges 
A. 	 Contributions received, including unconditional pledges, are to be 

recognized as revenues in the period received. Conditional pledges will be 
recognized as revenue when the condition has been substantially met. 
Contributions in a form other than cash are to be measured at the fair 
market value ofthe items received. 

B. 	 All contributions received should be classified as permanently restricted 
net assets, temporarily restricted net assets or unrestricted net assets. 

410.5 U nbilled Receivables 
Unbilled amounts represent revenue for which billings have not been presented to 
funding sources. These amounts are usually billed and collected within one year. 

410.6 Allowance for Doubtful Accounts 
Because of the nature of the Agency's receivables, the direct write-off method will be 
used to recognize uncollectible accounts receivable. 

410.7 Leases 
Leases which meet the accounting criteria for capital leases in accordance with Statement 
of Financial Accounting Standard No. 13 should be recorded as property, plant and 
equipment, and the related capital lease obligations (the aggregate present value of 
minimum future lease payments, excluding executory costs such as taxes, maintenance 
and insurance) are included in long-term debt for financial reporting purposes. 
Depreciation and interest should be charged to expense, and rent payments are treated as 
payments of long-term debt, accrued interest and executory costs. All other leases should 
be accounted for as operating leases, and rent payments charged to expense as incurred. 

410.8 Separate Fixed Asset Fund 
Only those fixed assets will be separately classified as permanently restricted if a donor 
has explicitly restricted the proceeds from any future disposition of the assets to 
reinvestment in fixed assets. 

410.9 	 Capitalization of Equipment 
A. 	 All tangible personal property with a useful life of more than one year and 

a unit acquisition cost of $1,000 will be capitalized and depreciated over 
its useful life using the straight-line method of depreciation. The Agency 
will expense the full acquisition cost of tangible personal property below 
these thresholds in the year of purchase. 
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B. 	 The basis of accounting for depreciable fixed assets is acquisition cost, 
and all normal expenditures, including installation costs, architect
engineer fees, etc., of readying an asset for use should be capitalized. 

410.10 Impairment of Long-Lived Assets 

A recognized impairment of a long-lived asset should be reflected when circumstances 

warrant. For disclosure purposes, any recognized impairment loss should be 

accompanied by a description of the impairment asset or group of assets and the 

measurement assumptions used in determining the impairment loss. 


410.11 Title or Lien-Interest to Acquired Property with Federal Funds 

A lien-interest in all equipment with a unit acquisition cost of $1 ,000 or more acquired as 

a direct cost with funds granted by the awarding agency will vest with the awarding 

agency during the duration of the grant, unless specified otherwise by the contract. Upon 

termination of such a grant, the Agency may arrange for acquisition of such equipment or 

property at a fair and reasonable price, seek temporary custody of such equipment or 

property if service will be continued with other funding, or make arrangements for a duly 

authorized representative of the granting agency to obtain custody. 


410.12 Donated Property or Equipment 

Donated assets which, at the time of receipt, meet the Agency's criteria for capitalization 

should be capitalized at their fair or appraised value. 


410.13 Betterments 

Expenditures for significant betterments of existing properties are capitalized at cost. 

Maintenance and repairs are expensed as incurred. 


410.14 Leased Equipment 

A lease-versus-payment analysis will be performed annually by the Agency for all equip

ment obtained under an operating lease as defined in Statement of Financial Accounting 

Standard No. 13. A written justification statement will be prepared for all under 

operating leases comparing the cost of leasing versus owning such equipment. 


410.15 Authorized Investments 

Funds not required to be used on a current basis will be invested in short-term interest

bearing investments consistent with the Agency's Statement of Investment Policy. 


420 	 LIABILITIES 

420.1 Acconnts Payable 

Only valid accounts payable transactions based on documented vendor invoices, 

receiving reports or other approved documentation shall be recorded as accounts payable. 


420.2 	 Accounts Payable Payment Policy 
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Vendors, suppliers and subcontractors will be paid on a prompt payment discount date 
basis. 

420.3 Advance Payments 
The Agency receives payment on some grants in advance. For internal reporting, 
revenues are deferred and recognized as income in the period in which the related 
products or services are delivered. For external financial reporting these amounts should 
be recognized as revenue and assets recorded as temporarily restricted. 

420.4 Accrual of Unpaid Salaries and Wages 
Salaries and wages earned, but unpaid will be reflected as a liability when entitlement to 
payment occurs. Liquidation will be made within one year of incurring the liability. 

420.5 	 Liability for Compensated Absences 
A. 	 Compensated absences arise from employees' absences from employment 

because of vacation, personal leave, etc. When the Agency expects to pay 
an employee for such compensated absences, a liability for the estimated 
probable future payments should be accrued if all of the following condi· 
tions are met: 
1. 	 The employee's right to receive compensation for the future 

absences is attributable to services already performed by the 
employee 

2. 	 The employee's right to receive the compensation for the future 
absences is vested or accumulates 

3. 	 It is probable that the compensation will be paid 
4. The amount of compensation is reasonably estimatable. 

B. 	 Compensated absences not to be paid upon employee termination will be 
recognized when paid. 

420.6 	 Provision for Anticipated Losses on Grants 
A. 	 Losses on grants are to be accrued when the losses become evident, 

regardless of the method of accounting for the grant. Such losses will be 
deducted first from any related accumulated costs included in the balance 
sheet and the balance, if any, separately shown as a liability. 

B. 	 Losses will be included in the income statement as an element of grant 
cost rather than as a reduction of grant revenue. NOTE: Such losses 
generally are unallowable for purposes ofbilling grantors. 

420.7 Obligations for Equipment Purchased for a Government Grant 

Obligations for equipment specifically purchased for, and expected to be used solely on, 

an individual goverrunent grant or group of related grants--regardless of the payment 

terms ofthe obligations--should be treated as a liability. 


40 



430 	 NET ASSETS 

430.1 Unrestricted, Temporarily Restricted and Permanently Restricted Net Assets 
Consistent with F ASB 117, the Agency for purposes of external financial reporting will 
organize its net assets into three classes -- permanently restricted, temporarily restricted 
and unrestricted -- based on the existence or absence of donor-imposed restrictions. 

430.2 	 Endowment Fnnds 
A. 	 Initial receipts for gifts, grants or bequests under an endowment agreement 

will be recorded as a net asset addition based on the fair market value of 
the property received. 

B. 	 Separate line items will be reported in notes to financial statements to 
distinguish between permanent restrictions for holdings of (a) assets, such 
as land or works of art, donated with stipulations that they be used for a 
specified purpose, be preserved, and not be sold or (b) assets donated with 
stipulations that they be invested to provide a permanent source of income. 

C. 	 Unrestricted investment income from endowment funds and term 
endowment funds will be recorded as unrestricted investment income. 
Restricted expendable investment income will be accounted for as an 
addition to temporarily restricted net assets. Investment income that must 
be added to the principal balance as required by a donor or grantor 
agreement will be recorded as an addition to permanently restricted net 
assets. Also, gains or losses from investments will be recorded as 
additions or deductions to the class of net assets to which they relate. 

D. 	 When a term endowment fund expires, surplus resources will be 
transferred to unrestricted net assets. 

440 CASH MANAGEMENT PROCEDURES 
In this section, procedures are described for cash receipts, cash disbursements, imprest 
and petty cash funds, trust accounts, prepaid items and investments. 

441 	 CASH RECEIPTS 

441.1 Control Objective 
To record cash receipts completely and accurately and to prevent the diversion of cash 
assets. 

441.2 	 Major Controls 

A. 	 Cash Receipts Policies 
The Agency deposits cash within three business days and whenever 
possible uses electronic funds transfer to accelerate deposits. 
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B. 	 Internal Accounting Controls 
1. 	 Opening of mail assigned to an employee with responsibilities 

independent of access to files or documents pertaining to accounts 
receivable or cash accounts. Cash Management Specialist prepares 
deposits and the Day Porter will make the deposit to the ban1e A 
stamped deposit ticked will be attached to the cash receipt listing. 

2. 	 Listed receipts and credits compared to accounts receivable and 
bank deposits. 

3. 	 General ledger control accounts reconciled with Accounts 
Receivable Subsidiary ledger. 

4. 	 Periodic statements sent to customers (i.e., grantors, tenants, etc.) 
and noted differences resolved. 

441.3 	 Procedures 
A. 	 Mail will be opened and a detailed listing of cash and checks received will 

be prepared by Accounting Department Administrative Assistant. 

B. 	 All checks will be endorsed immediately by the Cash Management 
Specialist. 

C. 	 Cash receipts will be posted to the Cash Receipts Journal on a weekly 
basis. 

D. 	 All cash sales and check payments will be deposited intact by the end of 
the next banking day by Cash Management Specialist. 

E. 	 Cash receipts will be compared to deposit slips and bank statements by the 
General Ledger Accountant. 

F. 	 The General Ledger control account will be reconciled with the Accounts 
Receivable Subsidiary ledger. 

G. 	 A monthly statement will be sent to customers (i.e., grantors, tenants, etc.) 
with an outstanding balance or account activity, with noted differences 
being resolved. 

442 CASH DISBURSEMENTS 

442.1 Control Objective 
To disburse cash for authorized purposes and record cash disbursements completely and 
accurately. 

442.2 	 Major Controls 
A. 	 Cash Disbursement Policies 
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All cash disbursements must be pre-approved prior to check preparation 
by appropriate personnel as indicated the Purchasing Manual. All 
disbursements will be made to take advantage of all available discounts. 
All cash disbursements will be processed through the weekly Accounts 
Payable run, with the exception of manual checks to be issued for 
emergency purposes only. All requests for manual checks must be 
approved by the Vice President of Finance and Administration. 

B. 	 Internal Accounting Controls 
1. 	 Prenumbered checks 
2. 	 Use of special check protective paper or check imprint 
3. 	 Adequate control over the custody and use of signature plates 
4. 	 Match disbursement records against accounts payable/open 

invoice files 
5. 	 Bank statements reconciled to cash accounts and any outstanding 

checks evaluated by the Cash Management Specialist. 
6. 	 Supporting documentation cancelled to prevent resubmission for 

payment 
7. 	 Detailed comparison of actual vs. budgeted disbursements 
8. 	 Bank reconciliation's prepared on a monthly basis 
9. 	 Separation of duties 

10. 	 Authorization of payment of each check is called into the bank 
prior to the release of checks 

11. 	 All manual checks must be reviewed and approved by the Director 
of Finance prior to release. 

442.3 	 Procedures 
A. 	 When the transaction is complete and payment is due, a check register is 

to be prepared by the Accounts Payables Specialist who will attach all 
supporting documentation such as: vendor invoice, purchase order, petty 
cash voucher, check request, etc. 

B. 	 The check run and supporting documentation will be reviewed by the 
Accounting Manager for, among other things, the appropriateness of the 
account coding and the adequacy of the support. 

C. 	 Checks will be signed by Accounting Department Administrative 
Assistant. 

D. 	 After having been signed, checks will be mailed directly to the payee. 

E. 	 All supporting documents will be canceled by the Accounting Department 
Administrative Assistant. 
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F. 	 All checks and bank transfers will be entered into the Cash Disbursements 
Journal and General Journal, respectively. 

G. 	 Bank statements will be reconciled within thirty days of receipt by the 
Cash Management Specialist. 

1. 	 Bank reconciliations and proposed adjustments will be reviewed and 
approved by the Accounting Manager and/or Director of Finance. 

443 	 IMPREST AND PETTY CASH FUNDS 

443.1 	 Control Objective 
To control the use of imprest and petty cash funds for valid transactions. 

443.2 	 Major Controls 
A. 	 Segregate custodial and recordkeeping duties 

B. 	 Reconcile imprest and petty cash funds by employees with responsibilities 
independent of cash receipts, disbursements or custody. 

443.3 	 Procedures 
A. 	 A log of all disbursements made from the imprest or petty cash fund will 

be maintained by the fund custodian. 

B. 	 When the fund needs to be replenished, a check request will be prepared 
by the fund custodian, attaching the log of disbursements and the 
supporting vouchers. . 

C. 	 Any differences between the check request to bring the fund up to the 
imprest amount and total disbursements made will be reviewed and a 
justification prepared. 

D. 	 In the case of payroll imprest fund, a reconciliation will be prepared 
between disbursements made and the Payroll Journal. 

E. 	 Funds disbursements will be entered into the General Ledger when the 
fund is replenished. 

F. 	 Periodic, surprise reviews by qualified Accounting Department personnel. 

G. 	 Fund custodians will be held responsible for any shortages. 
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444 	 PREPAID ITEMS 

444.1 Control Objectives 

To ensure proper accounting for prepaid expenses. 


444.2 	 Major Controls 
A. 	 Preparation and updating of an amortization schedule to reflect the 

incurring ofexpenses for prepaid items. 

B. 	 Detailed prepaid expenses reconciled with the General Ledger control 
account. 

444.3 	 Procednres 
A. 	 All customer invoices will be reviewed by the Accounts Payable Clerk to 

identify all required prepayment. 

B. 	 For large recurring payments, a "tickler" system will be established to 
monitor when upcoming payments are due. 

C. 	 For payment of prepaid items, an entry will be made to reflect the 
appropriate portion of the payment representing an asset. 

D. 	 An amortization schedule will be prepared to reflect the incurring of an 
expense for prepaid items. 

E. 	 A standard journal entry will be prepared by the General Journal 
Supervisor to record the monthly expense. 

F. 	 A reconciliation will be perfonned betWeen the subsidiary ledger and the 
prepaid asset General Ledger control account. 

445 	 INVESTMENTS 

445.1 Control Objectives 
To maximize return on investments and to control all investments according to 
Neighborhood Centers Inc.'s Statement ofInvestment Policy. 

445.2 	 Major Controls 
A. 	 Investment Policies 

Investment activities will be controlled according to Neighborhood 
Centers Inc.'s Statement ofInvestment Policy adopted in a resolution 
by the Board of Directors and recorded in its minutes regarding the use of 
different types of investments. Designated corporate officials will have 
specific authorities to approve transactions. 
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B. Internal Accounting Controls 
1. 	 All transactions approved by the Vice President of Finance and 

Administration. Investment account balances reconciled monthly 
with the General Ledger control account. 

2. 	 Investments held by authorized agent( s). 
3. 	 Investment account balances reconciled with bank/broker 

statements. 

445.3 	 Procedures 
A. 	 Investment Activity 

1. 	 All proposed investment transactions will be authorized by the 
Vice President of Finance and Administration. 

2. 	 A Check requisition or bank transfer will be prepared for 
investment purchases accompanied by an investment purchase 
authorization. 

3. 	 For investment sales, an investment sales authorization will be 
completed to execute the transaction. 

4. 	 An investment control log will be maintained with an adjustment 
made for each investment purchase/sale. 

5. 	 Investment sales gains or losses will be calculated from the 
broker's sales notice. 

6. 	 The receipt of all investment sales proceeds will be reconciled with 
the investment sales authorization. 

7. 	 Investment account balances will be reconciled with the General 
Ledger control account monthly. 

8. 	 The investment account support detail will be reconciled with 
banklbroker statements. 

B. 	 Physical Custody of Investment Certificates 
1. 	 An investment certificate or safekeeping receipt will be received 

and support each check or bank transfer. 
2. 	 The location of each investment certificate will be noted on the 

investment control log when trades are made. 
3. 	 All investment certificates kept on the premises will be stored in a 

secure location to prevent unauthorized conversion and 
periodically inventoried by two authorized officials. 

C. Investment Earnings 
1. 	 A worksheet will be prepared monthly listing the interest and 

dividends earned for the previous period so a journal entry to the 
various investment income General Ledger accounts can be 
prepared. 

2. 	 Premiums and discounts on bonds and notes receivable will be 
amortized over the applicable holdiug period for each investment 
according to a schedule prepared by the Cash Receipt Clerk. This 
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will be used to prepare the monthly entry to the various investment 
premium/discount General Ledger accounts. 

3. 	 Using the investment schedule of marketable equity securities, the 
market value of each security will be updated on a monthly basis 
and an adjustment prepared to record the difference between cost 
and market value of such securities. 

4. 	 A monthly report of investment results will be prepared to record 
the difference between cost and market value of such securities. 

446 	 ACCOUNTS PAYABLE 

446.1 Control Objective 
To ensure that invoices are accurately recorded on a timely basis for authorized 
purchases. 

446.2 	 Major Controls 
A. 	 Use of Prenumbered Documents 

Neighborhood Centers Inc. will use and account for prenumbered 
purchase requisitions, purchase orders and receiving reports. 

B. 	 Reconciliation of Accounts Payable Records 
Reconciliation of subsidiary ledger totals and General Ledger control 
accounts will be performed periodically to ascertain the accuracy of 
accounts payable entries. 

C. 	 Reviews for Duplicate Payments 
Reviews for duplicate payments will be performed and reviewed. 

446.3 	 Procedures 
A. 	 Preparation and Review of Check Run 

1. 	 Upon receipt of a vendor invoice, the Accounts Payable Clerk will 
attach to a hard copy of the vendor's invoice the packing slip, 
purchase order, requisition, receiving report, the authorization of 
acceptance of goods and services and, if applicable, related bid 
forms. 

2. 	 The assigned Account Payable Clerk will follow up on any 
unmatched purchase orders, receiving reports and invoices to 
resolve any missing, duplicate or unmatched items. 

3. 	 The Accounts Payable Clerk will determine whether the supporting 
documents justify payment of the vendor invoice and enter the 
vendor's invoice into the payables module of the automated 
accounting system. 

4. 	 The Accounts Payable Clerk will generate a check run of items 
recommended for payment and after researching any potential 
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duplicate payment submit the run to the General Ledger Supervisor 
for review. 

5. 	 To check on the accuracy of all entries, and adding machine total 
ofthe invoice amounts will be produced to serve as a control. 

6. 	 The General Ledger Supervisor will review the check run for: 
a. 	 Matching ofthe nature and quality of goods ordered and 

the related price according to the vendor invoice, purchase 
order and the receiving report 

b. Accuracy of all arithmetic calculations and extensions 
c. 	 Correctness of the General Ledger account distribution 
d. 	 Appropriateness of account coding 
e. 	 Completeness of duplicate payment review 

B. Procedures 
1. 	 The Accounts Payable Clerk will review the vendor's invoice for 

the purchase discount cut-off date. 
2. 	 The Accounts Payable Subsidiary Ledger will be maintained by 

purchase discount date to afford the Agency all purchase discounts 
it is entitled. 

C. Handling Returns and Allowances 
1. 	 Neighborhood Centers Inc. will issue a shipping order for returned 

goods. 
2. 	 Before making payment to a vendor, shipping orders will be 

matched with vendor credit memos. 
3. 	 Shipping orders for returned goods will be reconciled with 

vendors' credit memos by the Purchasing Manager. 

D. 	 Reconciliation of Accounts Payable Records 
I. 	 The Accounts Payable Subsidiary Ledger will be reconciled with 

purchase and cash disbursement transactions by the Payables Clerk 
and reviewed by the Accounting Manager. 

2. 	 The balance in the Accounts Payable Subsidiary Ledger will be 
reconciled with the General Ledger control account. 

3. 	 Debit balances in the Accounts Payable Subsidiary Ledger will be 
resolved by either treating them as an offset against other amounts 
due the vendor or by requesting payment from the vendor. 

447 	 PURCHASING -SEE SEPARATE PROCUREMENT POLICIES AND 
PROCEDURES 
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SEE PROCUREMENT POLICIES AND PROCEDURES 
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SEE PROCUREMENT POLICIES AND PROCEDURES 


50 



SEE PROCUREMENT POLICIES AND PROCEDURES 


51 



SEE PROCUREMENT POLICIES AND PROCEDURES 
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448 	 ACCRUED LIABILITIES 

448.1 Control Objective 

To accurately control and record accrued liabilities. 


448.2 	 Major Controls 

A. 	 Maintain an Accrned Liabilities Schednle 

To properly set up and track accrued liabilities, a separate Accrued 
Liabilities Schedule will be maintained for each accrual: salaries and 
wages, vacation and sick pay, payroll taxes, rent, insurance, property 
taxes, interest, warranty costs, etc. 

B. 	 Reconciliation of the Accrned Liabilities Schedule with the General 
Ledger Control Ac.count 
On a quarterly basis, a reconciliation will be performed between the 
Accrued Liabilities Schedule and the General Ledger control account. 

448.3 	 Procedures 
A. 	 A detailed Accrued Liabilities Schedule is to be established and 

maintained by the General Ledger Supervisor for each type of accrual. 

B. 	 Each month, timing differences between the payment of an expense and 
incurring of that expense will be evaluated by the Accounting Manager for 
the amount of the accrued liability. 

c. 	 . At the end of each month, the Accounting Manager will prepare a General 
Journal adjusting entry to record the accrued liability. 

D. 	 At the beginning of each month, a General Journal reversing entry will be 
entered reversing the accrual. 

E. A reconciliation will be performed by the Accounting Manager between 
the Accrued Liabilities Schedule and the General Ledger control account. 
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SOO 	 REVENUE SOURCES 

S10 	 POLICIES 

Sl1 	 REVENUE RECOGNITION 
Revenue under cost reimbursement-type grants is recorded as costs are incurred. 
Applicable estimated fees, if any, are included in revenue in the proportion that incurred 
costs bear to total estimated costs. Revenue under unit rate contracts that require 
substantial performance over a long period of time are accounted for under the units of 
delivery method. 

S12 	 PROGRAM INCOME 
A. 	 Program income is gross income generated directly from participant in a 

program operated/administered by the Agency. 

B. 	 If authorized by Federal regulations or the grant agreement, costs incident 
to the generation of program income may be deducted from gross income 
to determine program income. 

C. 	 Depending on the method provided for in the grant agreement, program 
income should be deducted from outlays, added to the funds committed to 
the grant agreement, or used to meet the cost sharing or matching 
requirements of the grant agreement. 

S13 	 CONTRIBUTIONS 
A. 	 A contribution is an unconditional transfer of cash or other asset to the 

Agency or a settlement or cancellation of its liabilities in a voluntary 
nonreciprocal transfer by an entity acting other than as an owner. 

B. 	 Contributions received, including unconditional promises to give, are 
recognized as revenue in the period received at their fair market value, in 
conformance with Statement of Financial Accounting Standard No. 116. 

C. 	 Unconditional promises to give should be recognized in the financial 
statements only when promises are evidenced in the form of verifiable 
documentation. 

D. 	 Contributions should be recognized as revenues or gains in the period 
received. 

E. 	 Contributions will be classified as restricted or unrestricted based upon 
donors' intent. 
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514 	 DEFINITION OF GRANTS AS A CONTRIBUTION 
It is the Agency's policy to consider a grant as an in-substance purchase as defined in 
paragraph 3 of F ASB 116, especially when grants are used to pay for services provided to 
third parties. 

515 DONATED FACILITIES OR SERVICES 
Contributed facilities or services (e.g., volunteers) shall be recognized as revenue if the 
services received: 

A. 	 Create or enhance nonfinancial assets, or 

B. 	 Require specialized skills: are provided by individuals possessing those 
skills; and would typically need to be purchased if not provided by 
donation. 

516 	 CONTRIBUTIONS OF LONG-LIVED ASSETS 
Gifts of long-lived assets should be reported as unrestricted support unless explicit donor 
stipulations specify how the donated assets must be used. Gifts of long-lived assets with 
explicit restrictions that specify how the assets are to be used and gifts of other assets or 
cash that must be used to acquire long-lived assets should be reported as restricted 
support. Absent explicit donor stipUlations about how these long-lived assets must be 
maintained, expirations of donor restrictions should be reported when the donated asset 
or long-lived asset is placed in service .. 

517 	 INTEREST EARNED ON ADVANCES 
Except for interest earned on advances of funds exempt under the Intergovernmental 
Cooperation Act and the Indian Self-Determination Act, Neighborhood Centers Inc. 
should remit interest earned on advances to the applicable Federal agency. 
Neighborhood Centers Inc. may retain interest amounts up to $250 per year to offset 
administrative expenses. 

518 	 RENTAL INCOME 
Rent payments received net of any prepayments and net of any credits for costs incurred 
on government awards will be recorded as income. 

519 	 SEGREGATION OF REVENUES 
Neighborhood Centers Inc. will separately identify the source and application of funds 
provided for Federally-funded activities in its coding structure. 

520 	 PROCEDURES 
In this section, the procedures are described that cover revenue and invoicing, billing, 
customer orders, accounts receivable, customer returns and allowances, cost estimating, 
credit and collections and other revenues. 

55 



521 	 ACCOUNTS RECEIVABLEIBILLING 

521.1 Control Objective 
To ensure that contract billings are adequately supported and reflect the requirement of 
contractual terms and conditions. To ensure that unbilled items are identified and 
properly classified. 

521.2 	Major Controls 
A. 	 Segregation of Unallowable Costs 

Accounts are maintained in the program cost accounts for explicitly 
unallowable costs. 

B. 	 Internal Review 
Supporting documentation for a sampling of invoices is reviewed 
periodically. 

C. 	 Internal Accounting Controls 
1. 	 All invoices reconciled with the program cost centers 
2. 	 Separation of duties between the preparation of the invoice and its 

review and approval . 
3. 	 Billing summaries that indicate contract utilization are prepared 

and reviewed with appropriate program staff 

521.3 	 Procednres 
A. 	 On a monthly basis, program cost entries will be reviewed and recorded 

manually on a customer invoice. 

B. 	 Any unallowable or unbillable costs will be excluded form claimed direct 
and indirect costs. 

C. 	 Services billed in the succeeding month will be recorded in the current 
month as an unbilled receivable. 

D. 	 All billings will be reviewed for accuracy and completeness. 

E. 	 Each billing will be approved by the Billing Supervisor before submission. 

F. 	 Billings will be entered into the Accounts Receivable Subsidiary Ledger 
and mailed to the customer. 

G. 	 Copies of invoices and supporting documents will be routed by hand to the 
correspondence file maintained by the Accounting Department 
Administrative Assistant. 
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H. 	 All invoices receivable will be reviewed periodically for follow-up if 
outstanding more than 45 days. Follow-up will be performed by the 
assigned Program Manager. 

522 	 CONTRIBUTIONS 

522.1 Control Objectives 
To ensure Neighborhood Centers Inc. complies with state rules on soliciting contributions 
and to properly account for contributions received/made. 

522.2 	 Major Controls 
A. 	 Separate Fund Restricted Contributions 

Contributions received for restricted purposes will be accounted for in 
separate funds. 

B. 	 Accounting Reports to Douors 
Regular accounting reports will be sent to donors summarizing the receipt, 
use, management and disposition of all contributions. 

C. 	 State Filing and Reporting 
Neighborhood Centers Inc. will comply with the filing and reporting 
requirements in each state it solicits contributions. 

D. 	 Annual Audit of Contributions 
A qualifies public accounting firm will conduct an audit of all 
contributions received and held in accordance with SFAS No. 116, as part 
of the overall audit ofNeighborhood Centers Inc. 

E. 	 Internal Accounting Controls 
1. 	 Use of prenumbered contributions acknowledgement form. 
2. 	 Separation of duties between managing contributions and accounting 

for contributions. 

522.3 	 Procedures 
A. 	 General 

1. 	 Neighborhood Centers Inc. will register annually in each state it 
solicits contributions. 

2. Annually, Neighborhood Centers Inc. will file an annual return with 
each state in which it is authorized to solicit contributions as well as the 
IRS Form 990 with the Internal Revenue Service. 

B. 	 Contributions of Checks and Cash 
I. 	 All contributions in the form of checks, cash or credit cards received in 

the mail will be recorded and delivered on the day they were received 
to the Development Department. 
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2. 	 The Development Department will prepare and mail to the donor a 
prenumbered contribution acknowledgement form. 

C. Contributions of Securities 
I. 	 For the transfer of securities certificates or their ownership to 

Neighborhood Centers Inc., the certificates will be delivered by 
certified or registered mail, or by hand. 

2. 	 A stock power form, signed by the donor and naming the Agency as 
transferee, will be prepared and formally executed. 

3. 	 A prenumbered contribution acknowledgement form will be prepared 
by the Development Department and sent to the donor. 

4. 	 Securities certificates will be forwarded by messenger to Texas 
Commerce Bank for safekeeping and/or disposition. 

D. Contributions of Personal Property 
1. 	 Personal property may be accepted when it can be readily sold or used 

in connection with the mission of the Agency. 
2. 	 A contribution ofpersonal property in excess of $5,000 will be 

appraised by a certified professional appraiser and a copy of the 
appraisal must accompany the gift. (The cost of the appraisal will be 
borne by the donor.) 

3. 	 A prenumbered contribution acknowledgement form will be prepared 
by the Development Department when a gift ofpersonal property is 
accepted. 

4. 	 If personal property is received and sold within two years of its 
receipt, Neighborhood Centers Inc. will complete IRS Form 8282, 
Donee Information Return to Report the Sale, Exchange or Other 
Disposition of Charitable Deduction Property, and submit it to IRS. 

E . Coutributions of Real Estate 
1. 	 Real estate in the form ofa residence, business, commercial building, 

undeveloped land, etc., may be accepted provided an environmental 
and toxic waste review has been conducted and the property can be 
sold or used in the mission of the Agency. A certified appraisal 
performed within 60 days ofthe contribution will be provided by the 
donor. 

2. 	 Upon acceptance, a contribution acknowledgement form will be 
completed by the Development Department and sent to the donor. 

F. Promises to Give 
I. 	 In order to recognize unconditional promises to give as income, the 

contribution will be acknowledged by the signature of a written 
pledge, tape recording, written register or other means that permits 
subsequent verification and is legally enforceable. 
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2. 	 Conditional promises to give will be recognized as a contribution at 
the time the condition is substantially met. 

3. 	 Upon acceptance, a prenumbered contribution acknowledgement form 
will be prepared by the Development Department and mailed to the 
donor. 

G. 	 Accounting For Contribution Revenue 
1. 	 Contributions received for restricted purposes will be entered in a 

separate donor restricted fund by the Accounting Department. 
2. 	 Reports will be prepared quarterly/annually to donors on the deposit, 

Mangement and disposition, and use of funds. 

H. 	 Recordkeeping for Contributions 
The Contribution acknowledgment form will be routed by hand to the 
Development Department which will enter the infonnation in the 
Agency's donor files/software package. 

523 	 OTHER REVENUES 

523.1 Control Objectives 

To ensure that other revenues are accurately and completely recorded on a current basis. 


523.2 	 Major Controls 

A. 	 Preparation and Analysis of Other Revenue Schedule 

For rental transactions, royalties and deferred income, a schedulewill be 
prepared to reflect when income is earned versus, when cash or other 
assets are received. 

B. 	 Review of Other Revenue Schedule 
The other revenue schedule will be reviewed and updated on a periodic 
basis and the books of account adjusted to reflect any changes in revenue. 

523.3 	 Procedures 
A. 	 Rental Income 

I. 	 On a monthly basis, an entry to accounts receivable and to the rental 
income account will be recorded for rental income earned based upon 
a schedule of rents. 

2. 	 Rent prepayments will be recorded as a liability until the designated 
time when the prepayment is earned. 

B. 	 Royalties 
Royalties income will be entered in the General Ledger when received. 

C. 	 Advances and Deferred Income 
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Cash advances received for a service not rendered will be recorded as a 
liability. 

D. 	 Barter Transactions 
When goods or services are traded without monetary compensation, such 
barter transactions will be recorded as revenue at the estimated fair value 
of the goods or services received. 

\ 
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600 	 COST ACCOUNTING POLICIES 

610 	 POLICIES 

610.1 	 Consistency in Cost Accounting 
Practices used by Neighborhood Centers Inc. in estimating costs in preparing its grant 
proposals will be consistent with its accounting practices used in accumulating and 
reporting costs. Accounting practices used by Neighborhood Centers Inc. in 
accumulating and reporting actual costs for a grant with the funding source will be 
consistent with its practices used in estimating costs in its grant proposals. Moreover, all 
costs incurred for the same purpose, in like circumstances, are either direct costs only or 
indirect costs only with respect to grants. No final cost objective will have allocated to it 
as an indirect cost any cost, if other costs incurred for the same purpose, in like 
circumstances, have been included as a direct cost of that or any other final cost 
objective. 

610.2 	 Unallowable Costs 
Costs expressly unallowable or mutually agreed to be unallowable, including costs 
mutually agreed to be unallowable directly associated costs, will be identified in separate 
accounts and excluded from a billing, claim or grant applicable to a grant with the 
funding source. These costs will include: bad debts unreasonable compensation, 
contingencies, contributions, entertainment, fines and penalties, idle facilities, interest, 
lobbying, political and campaigning organizational, furnished automobiles for personal 
use, fund-raising, losses on other awards, Agency costs, and certain taxes. 

610.3 Detailed Records of Unallowable Costs 
Neighborhood Centers Inc. will maintain separate records in its direct cost categories and 
in each of its indirect cost pools for all expressly and mutually agreed unallowable costs. 

610.4 	 Fiscal Year 
The fiscal year of Neighborhood Centers Inc. will be January 1st to December 31st. The 
same accounting period will be used for all adjusting entries, accruals and deferrals as 
well as accumulating costs in an indirect cost pool and establishing its base. 

610.5 	 Program Service Costs 
A. 	 Expenses will be classified in a manner that describes the Agency's service 

activities. The Agency will utilize cost centers to identify expenditures 
relating to individual funding sources. Personnel working in multiple areas 
must maintain a log of hours worked in each cost center. Salaries and 
fringe benefits are charged to the respective cost centers based upon 
percentage of time worked in that area 

B. 	 Costs related to the supervision of program services and supporting 
services should be prorated among those services. 
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610.6 Management and General Expenses 
Costs that cannot be related to a specific program or fund-raising activity will be 
classified as management and general costs. These costs generally include executive 
direction, legal, budgeting and accounting, preparation of the Agency's grant application 
and grant proposals, and like kind of management and general activities. 

610.7 	 Direct and Indirect Costs 
A. 	 Costs incurred specifically for a final cost objective (e.g., a grant, 

subgrant, etc.) will be treated as direct cost. Costs benefiting more than 
one cost objective will be consistently treated as indirect costs. Costs 
necessary for the overall operation of the Agency will be treated as 
management and general costs. 

B. 	 Neighborhood Centers Inc. maintains one composite indirect cost pool 
combining all indirect costs. The base of allocation for indirect costs will 
be direct salaries. 

C. 	 Neighborhood Centers Inc. will treat all fringe benefits including 
compensated personal absences consistently with the direct labor charges 
to which they relate. 

D. 	 Each of the individual cost elements will be treated consistently as shown 
in the "Treatment of Elements of Cost." 

610.8 	 Allocation of Costs Fund-Raising and Development 
A. 	 Even though fund-raising and services to members, clients or the general 

public are unallowable, when significant and necessary, they will have 
allocated to them all direct costs and their share of the Agency's indirect 
costs. 

B. 	 If activities other than appeals for funds can be demonstrated, such costs 
should be allocated between fund-raising and the related program or 
management and general functions. 

610.9 Allocation of Legal Fees 
Legal fees incurred specifically in connection with a final cost objective will be allocated 
as a direct cost. Minor amounts of direct legal fees and all legal fees benefiting more 
than one cost objective will be treated as an indirect cost. 

610.10 Contributed Services and Materials 
A. 	 Contributed services in the form of volunteer servIces should be 

recognized if all of the following conditions exist. 
1. 	 The services performed are significant and form an integral part of 

the efforts ofthe Agency. 
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2. 	 The Agency controls the employment and duties of the service 
donors. 

3. 	 The Agency has a clearly reasonable basis for the amount to be 
recorded. 

B. 	 Materials received as support should be recorded based on their estimated 
fair market value. When a reasonable fair market value cannot be 
determined, no support should be recognized. 

610.11 In-Kind Costs 
A. 	 To satisfY a matching or cost-sharing requirement on a grant or contract, 

Neighborhood Centers Inc. will account for the following allowable in
kind costs: 
1. 	 Charges incurred by Neighborhood Centers Inc. as project costs, 

including non-cash items such as depreciation or use charges. 
2. 	 Project costs financed with cash contributed or donated to the 

Agency by non-Federal third parties or in the case of Federal 
funds, other Federal funds specifically authorized by law for 
matching. 

3. 	 Project costs represented by services and real or personal property 
donated to the Agency by non-Federal third parties, provided such 
costs are: 
(i) 	 Identifiable from Agency records 
(ii) 	 Not included as contributions for all other Federally 

assisted programs 
(iii) 	 Necessary and reasonable for proper and efficient 

accomplishment of project objectives 
(iv) 	 Allowable if the Agency itself was required to pay for 

them. 

B. 	 Valuation of third-party, in-kind contributions: 
1. 	 Volunteer services should be valued at rates paid by other areas of 

the Agency and should be consistent with those paid for similar 
work in the same labor market. Rates of employees of other 
agencies should be priced at the base compensation rate plus fringe 
benefits and overhead costs. Note: Specific approval from the 
grantor may be required if a rate in excess of $1 0 is used. 

2. 	 Donated real or tangible personal property: 
a. 	 Tangible personal property and donated real property (land 

and buildings) should be valued at purchase price or fair 
market value at the time of transfer. 

b. 	 Donated use of property should be valued as if the grantee 
has rented the property and has paid the property's fair 
rental value. 
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Note: The Ageocy may be required to establish the value of real property through the 
use of an appraiser. 

3. 	 Other charges should be adequately supported and permissible. 
Charges must be reasonable and properly justified. 

610.12 Accounting for In-Kind Costs 
Except where otherwise required by a funding agency, in-kind costs should be recorded 
in worksheet entries without recording in-kind in the Agency's official books of account. 

610.13 Documentation ofIn-Kind Costs 
Neighborhood Centers Inc. should obtain the same kind of documentation, to be retained 
for the same period of time, as required for incurred costs. To the extent feasible and 
practical, the Agency should obtain independently generated documentation for in-kind 
costs: time sheets or log-in sheets for donated labor, written verification of the value of 
donated equipmeot or space, etc. 

610.14 Acquisition Cost of Material 
A. 	 When the cost objective was specifically identified at the time of purchase 

or production, the cost of material acquired for a final cost objective 
should be treated as a direct cost of that cost objective. 

B. 	 The cost of material which is used solely in performing indirect functions 
or is not a significant element of production cost should be allocated to an 
indirect cost pool. 

610.15 Depreciation Method 
The cost of buildings is depreciated on the straight-line method over periods of 5 to 50 
years. The cost of equipment is depreciated on the straight-line method over periods from 
3 to 10 years. 

610.16 Gain or Loss on Disposition of Assets 
Gains and losses from the sale, retirement or other disposition of depreciable property 
should be recognized in the year within the cost grouping(s) in which the depreciation or 
amortization applicable to those assets was included. The gain or loss for each asset 
disposed of should be recorded as the difference between the net amount realized, includ
ing insurance proceeds from involuntary conversions, and its undepreciated balance. The 
gain recognized for grant costing purposes should be limited to the difference between 
the acquisition cost (or for assets acquired under a capital lease, the value at which the 
leased asset is capitalized) of the asset and its undepreciated balance. 

610.17 Service Lives of Tangible Capital Assets for Depreciation Purposes 
Neighborhood Centers Inc. will maintain supporting records showing acquisition, use and 
disposition of each tangible capital asset or group of assets. 

610.18 Use Allowances on Buildings and Equipment 
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A. 	 In lieu of depreciation, Neighborhood Centers Inc. will take a use 
allowance on buildings and improvements computed at an annual rate not 
exceeding two percent of the acquisition cost. 

B. 	 For equipment, the use allowance should be computed at an annual rate 
not exceeding six and two-thirds (6 2/3) percent of acquisition cost. 

610.19 Use Allowance on Fnlly Depreciated Assets 
A. 	 Neighborhood Centers Inc. may observe a use allowance on fully depreci

ated assets obtained under an advance agreement required by paragraph 
9(f) of Attachment B or OMB Circular A-I22/paragraph IHe) of 
Attachment B ofOMB Circular A-87. 

B. 	 Accounting for such a use allowance may be performed usmg 
memorandum accounts or supplemental records. 

610.20 Purchased Computer Software Licenses 
Purcha.sed computer software of more than $1,000 is amortized by the straight-line 
method over the period expected to be benefited, which is generally five to eight years. 

610.21 In-House Computer Software Development Costs 
A. 	 Neighborhood Centers Inc. will capitalize and amortize over its useful life 

development costs for computer software produced for external purposes 
from the point of technological feasibility as defined by Statement of 
Financial Accounting Standard No. 86. 

B. 	 Neighborhood Centers Inc. will expense all other computer software 
development costs in the year incurred. 

610.22 Lease Abatements 
For leases with an escalating rental payment schedule, Neighborhood Centers Inc. will 
amortize the total lease payments over the term of the lease on a straight-line basis, to be 
in conformance with Statement of Financial Accounting Standard No. 13. 

610.23 Compensated Personal Absences 
A. 	 In conformance with Statement of Financial Accounting Standard No. 43, 

the cost of earned, but untaken vacation will be accrued when earned, not 
when taken. The cost of all other compensated absences for illness, 
personal leave, etc., will be reflected when taken. 

B. 	 The cost of compensatory time earned will be reflected as a liability when 
earned. However, earned, but untaken compensatory time will not be paid 
upon termination of the employee. For all compensatory time forfeited, 
the cost for the compensatory time expense and related liability will be 
reversed. 
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C. 	 Information on the cost of compensatory time earned will be maintained 
using informal records. 

610.24 Purchased Labor 
A. 	 The cost of all purchased or temporary labor incurred specifically for a 

grant, bid and proposal, independent research and development, or other 
final cost obj ecti ve will be treated as direct labor. 

B. 	 All purchased or temporary labor benefiting more than one grant will be 
treated as an indirect cost. 

610.25 Insurance 
A. 	 Neighborhood Centers Inc. will obtain adequate insurance coverage from 

purchased insurance. 

B. 	 In circumstances where Neighborhood Centers Inc.'s management 
considers prudent, Neighborhood Centers Inc. will assume the risk ofloss. 
The cost of such self-insurance will be the projected average loss for that 
period plus insurance administration expenses in that period. 

C. 	 To determine the cost of purchased insurance, Neighborhood Centers Inc. 
will obtain competitive quotes from insurance brokers/carriers every three 
years. 

D. 	 Neighborhood Centers Inc. will maintain records to substantiate the 
amounts of premiums, refunds, dividends, losses and self-insurance 
charges, paid or accrued. 

610.26 Interest Expense Accruals 

An interest accrual shall be reflected monthly for all debt outstanding. 


610.27 Bond Discounts and Premiums 

The difference between the price and the maturity value of bonds, that is, discount or 

premium, will be amortized over the term of the bonds. The interest method will be used 

to compute the amortization. 


610.28 Bid and Proposal Costs 

All costs of preparing grant applications and cost proposals to the funding sources of 

Neighborhood Centers Inc. will be treated as a fund raising labor cost. 


610.29 Offsetting of Investment Expenses 

Investment expense, such as custodial fees and investment advisory fees, will not be 

netted against investment income, according to paragraph 24 of F ASB 117, provided they 
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are disclosed either on the face of the Statement of Activities or in notes to the financial 
statements. 

610.30 Match 
Given the way program match was bid on each program or grant, the accounting system 
will accumulate and report related costs, distinguishing between agency-paid, donated 
services, space or equipment and any program income authorized to be treated as match. 

610.31 Credits 
A. 	 The applicable portion of any volume in cash discounts, refunds, rental 

income, trade-ins, scrap sales, direct billings, etc., relating to any 
allowable cost incurred on a cost reimbursement grant and received by or 
accruing to the agency will be credited to the government either as a cost 
reduction or by cash refund. 

B. 	 Significant amounts of credits will be applied to the year in which the 
underlying cost was incurred rather than the year of receipt or accrual of 
the credit. In the case of credits of an insignificant amount, such credits 
may be offset against the current year's related indirect cost. 

610.32 Proceeds from Subletting 
To the extent the application is equitable and consistent, the proceeds of all subletting or 
short-term rental of the Agency's space, equipment or facilities will be credited to the cost 
center to which the underlying costs were originally charged. 

620 TRAVEL AND ENTERTAINMENT EXPENSE REIMBURSEMENT 

620.1 Control Objective 

To ensure the pays for only authorized business travel and entertainment expenses. 


620.2 	 Major Controls 

A. 	 Travel Policies 

Neighborhood Centers Inc. has adopted policies on the mode of travel, 
maximum lodging and subsistence reimbursement, use of frequent user 
bonuses, travel advances and use of corporate credit cards. 

B. 	 Out-oC-Area Travel Approvals 
All out-of-area travel in the contiguous U.S. must be approved by the 
employee's Vice President. All travel outside of the contiguous U.S. must 
be approved by the President and CEO. 
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C. 	 Employee Expense Reimbursement 

1. 	 Per Diem Rates - For all out-of-town travel, the Agency will apply 
the per diem rates that are set by the Travel and Transportation 
Management Policy Division of the General Services Administration, 
Office of Govemmentwide Policy. Because the per diem rates differ 
from city to city, employees must verify the per diem allowance prior 
to departure. The per diem rates can be obtained from the Accounting 
Department or by logging in to the GSA website: 

http://policyworks.gov/org/mainlmtlhomepage/mttlperdiemltravel.shtm1 

All expenses must be accounted for on the Travel Expense Report 
under the correct heading (Breakfast, Lunch or Dinner) with the proper 
supporting receipts attached to the report. Any expenditure above the 
allowed per diem rate will be disallowed and will not be reimbursed. 

2. 	 Mileage - Mileage is reimbursed at $.25 per mile for the use of the 
employee auto in conducting agency's business. To be reimbursed, the 
employee must fill out the Mileage Sheet Report and provide a 
detailed account of all the mileage claimed. 

D. 	 Internal Accounting Controls 
1. 	 Justification for travel approved by employee's supervisor 
2. 	 Documentation for incurred employee expenses 
3. 	 Audit of employee's travel and entertainment expense 

reimbursement form. 

620.3 	 Procedures 
A. 	 Airliue, Train and Rental Car Reservations 

An employee planning to travel out of the area will prepare a travel 
request that must be approved by the employee's supervisor. For travel 
out of the area, but within the contiguous U.S., additional approval will be 
obtained form the Vice President; for travel outside of the contiguous 
U.S., approval must be obtained from the President and CEO. 

B. 	 Expense Advance or Reimbursement 
1. 	 Expense Advance: 

a. 	 An employee seeking a travel advance will forward the 
approved travel authorization form to the Accounts Payable 
Clerk for payment of a travel expense advance in sufficient 
time before the scheduled travel 

b. 	 Within two weeks after completion of the trip and before 
seeking another travel advance, the employee will liquidate 
the advance by accounting for the actual expenses incurred, 

68 

http://policyworks.gov/org/mainlmtlhomepage/mttlperdiemltravel.shtm1


completing a travel and entertainment form attaching 
originals of supporting documentation. The travel and 
entertainment form, approved by the employee's 
supervisor, will be routed by hand to the Accounts Payable 
Clerk for proper accounting and liquidation of the travel 
advance. 

2. 	 Expense Reimbursement 
a. 	 Soon after completing a trip, an employee who seeks 

reimbursement for authorized expenses will complete a 
travel and entertainment form detailing the expenses 
incurred, attaching originals of supporting documentation. 

b. 	 The employee's travel and entertainment form will be 
reviewed and approved by the employee's supervisor and 
routed by hand to the Accounts Payable Clerk. 

C. 	 Corporate Credit Cards 
I. 	 The Accounts Payable Unit will apply to the credit card for 

additional credit cards. 
2. 	 The employee will sign a liability agreement with the credit card 

for use of the credit card for business-related expenses. 
3. 	 The employee may incur charges against the credit card. 
4. 	 A copy of the monthly statement will be sent to the Accounts 

Payable Clerk for payment; a copy will be sent to the employee for 
approval of charges and determination of expense codes. 

5. 	 Personal charges should be minimal and reimbursed promptly. 

D. 	 Employee Expense Audit 
1. 	 Whether for an advance or reimbursement, the ravel and 

entertainment form will be audited by the Accounts 
PayablelPayrolllTravel office auditor for maximum lodging and 
subsistence reimbursement, supporting documentation and account 
classification. 

2. 	 For any reimbursement due to employee, the approved and audited 
travel and entertainment form will be routed by hand/by 
maiVelectronically to the Accounts Payable Unit for payment. 

630 	 RETAINING CONSULTANTS AND PROFESSIONAL SERVICES 

630.1 Control Objective 
To maintain control over the selection, negotiation, oversight, payment and close-out of 
consulting agreements, and to ensure compliance with Internal Revenue Service 
regulations. 

630.2 	 Major Control 
A. 	 Use of a Standard Consulting Agreement 
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Neighborhood Centers Inc. will use a standard consulting agreement for 
all consultants and professional services that specifies an exact scope of 
work, the consultant's obligation to pay income and self-employment 
taxes, and the consultant's requirement to furnish the tools of trade. 

B. 	 Competitive Award and Recompetition of All Consulting 
Relationships 
Unless approved by the PresidentlExecutive Director, all consulting and 
contract person agreements will be initially competed and, if extended 
beyond one year, will be recomputed annually. 

C. 	 Performance Measurement of Consultant's Work 
Each consultant will report monthly on work accomplished and time spent 
on hislher own stationery. 

D. 	 Reporting on consultant Utilization 
Periodically, a report will be prepared by the Personnel Department on the 
use of consultants and their areas of activity. 

630.3 	 Procedures 
A. 	 Consultant Requirements 

1. 	 A written scope of work will be prepared by the requisitioning unit 
for use of a consultant/contract person. 

2. 	 Before going outside the Agency to retain a consultant, a skills 
inventory and availability study will be conducted by the Personnel 
Department to determine the internal availability of required skills. 

3. 	 A budget authorization request will be prepared if this expenditUre 
has not already been approved in the annual budget. 

B. 	 Selecting the Source 
I. 	 At least three consulting sources must be identified for 

consideration. 
2. 	 Written justification must be provided for purchasing consulting 

service on a sole-source basis. 

C. 	 Pricing 
1. 	 Personnel will perform some form of cost/price analysis of the 

consultant's proposal/rate/quotation. 
2. 	 Regardless of the requisitioning unit's responsibility for overseeing 

the consultant, the Director of Human Resources will have sole 
responsibility for managing consultant utilization. 

D. 	 Award and Contract Preparation 
I. 	 The area Vice President will have the authority to award consulting 

contracts. 
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2. 	 Consultant contracts will be prepared by the General Counsel and 
contain the scope of work, specifications, travel and subsistence 
reimbursement rates, performance dates, reporting and 
documentation requirements, payment terms, consultant Federal 
Employer Identification number or Social Security number and 
clauses required by the work to be performed. 

E. 	 Consultant Monitoring and Reporting 
1. 	 Each consultant will be assigned in wntmg to a designated 

Technical Representative who will monitor the work of the 
consultant. 

2. 	 Each consultant will be required to maintain time records and to 
report time expended on hislher own stationery. 

3. 	 Each consultant will prepare a periodic written report of 
accomplishments and fmal report of results produced. 

4. 	 Consultant hours expended will be controlled by the Technical 
Representative and variances between time expended and work 
accomplished will be resolved with the consultant. 

F. 	 Consultant Accounting and Payment 
1. 	 A copy of the consultant's contract will be routed by hand from the 

General Counsel to the Accounts Payable Unit. 
2. 	 Upon receipt of the consultant purchase order/contract, the 

Accounts Payable Unit will open up a vendor account in the 
vendor listing for the consultant and enter all necessary 
information: 
a. 	 Period of the contract 
b. 	 Consultant's full billing address and telephone number 
c. 	 Consultant's FEI or Social Security Number 
d. 	 Maximum dollar size of the award 
e. 	 Name and telephone number of assigned Technical 

Representative for approval of consultant payments. 
3. 	 Upon receipt of the Technical Representative's authorization to 

make payment to a consultant, the consultant's invoice will be 
reviewed for adequacy and the total amount of payment made to 
date, including this payment request, and will be compared to the 
total amount of the award. 

4. 	 The amount of the authorized payment will be entered in the Cash 
Disbursements lournal and a check prepared. 

5. 	 A check will be mailed directly to the consultant. 
6. 	 The endorsement on returned checks will be compared to the 

consultant's signature on any correspondence. 

G. 	 Purchasing Files Regarding the Use of Consultants 
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1. 	 The Purchasing Manager will set up a file for each consultant 
contract. 

2. 	 The consultant purchasing file will contain, at a minimum, a copy 
of: 
a. 	 The original letter of solicitation, if any 
b. 	 Purchase orderlcontract agreement 
c. 	 Bid tabulation sheet 
d. 	 Periodic reporting and time reporting 
e. 	 Correspondence between the Agency and the consultant 
f. 	 Final report. 

3. 	 Files will be maintained in the Accounting Department 

H. 	 Management Reporting Regarding the Use of Consultants 
Quarterly a report will be prepared by the Personnel Department to the 
President and CEO on all consultant activity: number of FTE's and the 
areas of activity. 

I. 	 Consultant Tax Compliance 
1. 	 Before award, each consulting agreement and the underlying 

relationship will be reviewed by General Counsel for: 
a. 	 Extent of control, i.e., setting working hours, controlling 

the procedures for accomplishing the contracted services, 
etc. 

b. 	 Specificity of scope of work to be perfonned 
c. 	 Payment for any fringe benefits 
d. 	 Consultant use of own tools of trade 
e. 	 Extent of exclusive service arrangements 
f. 	 Use of Agency's office space. 

2. 	 For Section 1706 consultants, Neighborhood Centers Inc. will pay 
the related payroll taxes for such consultants and the Payroll 
Department will be so advised. 
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700 	 COST ESTIMATING POLICIES 

710 	 POLICIES 

710.1 Responsibility for Cost Estimating . 

Cost estimates for the Agency's proposals to its funding sources will be prepared by the 

Agency's budgeting and planning staff. Their estimates should be reviewed and approved 

by the Agency's management before completion of the proposal. 


710.2 	 Authorized Cost Estimating Techniques 
A. 	 As circumstances warrant, the Agency's cost proposals will be prepared 

using one or more of the following cost estimating techniques: 
1. 	 Costs are based upon an estimate of the funding source's budget 

and prices of the Agency's competitors (commonly called the "top
down" method) 

2. 	 The detailed, empirical or step-by-step method (commonly known 
as the "bottom-up" approach) 

3. 	 The comparative method using conversion factors to relate similar 
grant work and cost experience with the proposed product or 
service 

4. 	 Round-table method combining the experience of diverse 
functional specialties in the Agency for pricing products or 
services with which the grantee has had little or no prior 
expenence. 

B. 	 Each cost estimating method should be periodically reviewed for its 
accuracy and reliability, and appropriate adjustments made as warranted. 

710.3 	 Cost Accounting System Support for Estimating 
A. 	 The accounting system of Neighborhood Centers Inc. will contain suffi

cient refinements to provide data for cost estimating purposes. 

B. 	 Cost breakdowns are to be available for: 
1. 	 Labor rate by labor category 
2. 	 Experience factors for inflation escalators 
3. 	 Separate costing for each other direct cost: travel, insurance, 

reproduction, etc. 
4. 	 Overhead rate forecasts with updated baseloads for anticipated 

work. 

710.4 	 Estimating Labor Utilization 
A. 	 Neighborhood Centers Inc. will use one of the following four techniques, 

as circumstances dictate, in estimating labor utilization: 
1. 	 Person-loading or staffing techniques 
2. 	 Direct judgment ofperson-hours required 
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B. 	 The Agency will use each of these labor utilization methods as appropriate 
and will use or adjust labor utilization rates obtained on prior grant 
activity. 

71 0.5 	 Estimating Labor Rates 
A. 	 Neighborhood Centers Inc. will bid actual labor rates if specific 

employees are bid or otherwise bid average labor rates, if labor categories 
are proposed. 

B. 	 As a baseline, all labor rates will be based upon rates paid to employees 
for the most recent month. 

C. 	 The Director of Human Resources will maintain and publish standard 
composite data on merit increase, changes in labor rates due to new 
hires/separations, and any anticipated changes resulting from across-the
board salary changes. 

71 0.6 	 Purchased Material Cost 
A. 	 For anticipated purchase of materials or parts, Neighborhood Centers Inc. 

will obtain at least two vendor quotes or use catalog prices. 

B. 	 Neighborhood Centers Inc. will update subgrantee pricing, vendor quotes 
and catalog prices, if applicable, before entering into negotiations on any 
grant requiring certified cost or price data. 

710.7 	 Subcontractor Costing 
A. 	 All subcontracts will be procured, to the maximum extent feasible, using 

competitive procedures with awards to qualified Agency's whose price 
and technical factors are most advantageous. 

B. 	 For those acquisitions to be awarded on a noncompetitive basis, 
Neighborhood Centers Inc. will obtain and furnish a copy of the proposed 
subcontractor's cost or price proposal with its price proposal. 

71 0.8 	 Costing"Other Direct Costs" 
A. 	 For each "other direct cost" (ODC) proposed, the Agency will compare 

historical data from similar grants or obtain technical input on the 
anticipated costs for such items on the anticipated grant. 

B. 	 For all ODCs involving subgrant activity, Neighborhood Centers Inc. will 
obtain a sufficient number of quotes to establish a fair and reasonable 
price for the material or service. 
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C. 	 The Agency ordinarily should not bid certain costs as direct if, in like 
circumstances, such costs are also being bid on other grants as indirect 
costs. 

710.9 	 Estimating Per Diem Rates 
A. 	 Neighborhood Centers Inc. will use its own institutional travel rates for 

bidding, costing and billing subsistence costs for employee travel. 

B. 	 The Agency will periodically inflation-adjust its quoted per diem rate on 
multi-year grants according to forecasted escalation rates. 

710.10 Charge-Back Rates for Service Centers 
A. 	 The cost of administrative service centers may be treated as a direct cost to 

all users based on a standard rate with the variance being charged or 
credited periodically each cost center. 

B. 	 By the beginning of each fiscal year, the cost of service centers and their 
related activity will be estimated and a charge-back rate to all users estab
lished. This rate will be charged to all grants or indirect cost pools based 
on utilization. Standard rates will be adjusted to actual costs by the end of 
the fiscal year and the variance reflected to each grant/indirect cost pool. 

710.11 Estimating Indirect Costs 
A. 	 Indirect cost projections will be prepared annually using budgeting and 

forecasting techniques. Official estimates of indirect costs will be adopted 
for use in the Agency's bids/proposals. 

B. 	 Using actual cost and base of allocation data, Neighborhood Centers Inc. 
financial personnel will model its indirect cost rate(s), update the 
forecasted rate(s) based on actual experience and, when applicable, adjust 
indirect cost rates for all large-dollar size bids. 

710.12 Forecasting Inflation 
The Agency will use a combination of the Data Resources Inc. Index/the Consumer Price 
Index/the Producer Price Index for its estimates of costs over a multi-period basis. 

710.13 Management Fee or Allowance 
As circumstances permit, Neighborhood Centers Inc. will bid a fee of 3/5% of allowable 
direct and indirect costs. This practice can be justified because of the need for funds for 
working capital accumulation, paying for the unamortized portion of depreciable costs, 
plant or office expansion and covering the cost of necessary, but unallowable, costs, like 
interest. 
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710.14 Cost Proposal Support 

In support of each cost proposal submitted to the government, Neighborhood Centers Inc. 

budgeting and planning personnel will have detailed supporting information showing: 


A. 	 The basis for establishing the source and reasonableness of price for all 
acquisitions ofmaterials 

B. 	 The basis for labor estimates 
C. 	 Budgetary support for proposed indirect cost rate( s) for indirect costs and 

the base of allocation, by fiscal year 
D. 	 Basis for pricing all other direct costs 
E. 	 Copies of all quotations and subgrant price proposals received, whether 

accepted or not. 

710.15 Comparison of Estimates to Actual Costs 
Neighborhood Centers Inc. will make a periodic comparison of grant cost estimates on all 
grants of over $100,000 with subsequent actual costs. 

720 	 COST ESTIMATING PROCEDURES 

720.1 	 Control Objective 
To provide for the development of cost estimates that are current, accurate and complete. 

720.2 	 Major Controls 
A. 	 Organizations and Assignment of Responsibilities 

Neighborhood Centers Inc. provides for a written description of the 
organization, duties and responsibilities of (i) personnel who prepare, 
review and approve cost estimates and (ii) the various functions that 
contribute to the estimating process such as accounting, planning, etc. 

B. 	 Cost Estimate Development 
Estimating source data are applied appropriately, and the basis for 
estimating elements are disclosed by providing written guidelines for 
developing and supporting consistent verifiable proposals. 

C. 	 Compliance Development 
Management is to ensure that the estimating system policies and 
procedures are up-to-date, periodically reviewed, and implemented. 

720.3 	 Procedures 
A. 	 Cost Estimate Development 

1. 	 The sources of data, the estimating methods and the rationale use 
in developing cost estimates will be identified: 
a. 	 Procedures and instructions on the extent of documentation 

required for a proposal will be provided, such as: 
(1) Conditions, assumptions, qualifications 
(2) Basis of each cost element 
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(3) 	 Milestones for contract performance, or 
(4) 	 Reconciling the detail and summary level data. 

b. 	 Procedures will be established to ensure that all 
documentation supporting proposals is contained in the bid 
file or readily available by the contract certification date. 

c. 	 Procedures will be established to ensure that all updates of 
the documentation supporting proposals are contained in 
the bid file or readily available by the contract certification 
date. 

2. Estimating techniques will be applied consistently. 
a. 	 The estimating system documentation will include or 

reference all related policies and procedures, such as 
formats for proposal preparation and the required detail for 
support; general cost estimate development procedures and 
specific estimate development by cost element; and 
separate guidelines for special treatment areas (make-or
buy policies, spare parts pricing, special tooling and test 
equipment, etc.). 

b. 	 Uniform formats will be established, described, and utilized 
for submission of data in support of proposals. 

c. 	 Where electronic data processing capabilities are used for 
cost estimating, current documentation, including any 
capabilities for summarizing the detailed supporting data, 
will be maintained. 

d. 	 Internal controls will be established over estimating 
systems relating to : 
(I) 	 The identification and detection of direct and 

indirect cost duplications 
(2) 	 The detection and timely correction of errors, and 
(3) 	 The protection against cost duplications and 

omiSSIOn 
3. 	 Clear identification of the pricing policy will be provided for 

sensitive areas as identified by the Government and contractor, 
which may include areas such as start-up costs for the follow-on 
contracts, burdens for intracompany effort; inventory items, 
including residual inventory; and government-owned or furnished 
equipment. 

4. 	 Historical experience will be used where appropriate, including the 
results of negotiations with subcontractors and suppliers as to 
price adjustments of initial bids or proposals. 

5. 	 Appropriate analytical methods will be required. 
6. 	 Information available from other management systems will be 

integrated as appropriate. 
a. 	 Responsibility will be assigned for estimating each indirect 

cost pool and allocation base and procedures established for 
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the dissemination of the rates to estimating segments on a 
current basis. 

b. 	 Methods and support used to develop indirect rates, pools 
and bases will be documented. 

7. 	 Procedures will be provided to update cost estimates in a timely 
manner throughout the proposal evaluation and negotiation 
process. 

8. 	 Responsibility for review and analysis of subcontract prices will be 
addressed. 

B. 	 Compliance Reviews 
1. 	 Policies and procedures for compliance with applicable Federal 

regulations will be periodically reviewed and updated. 
2. 	 Internal reviews of the estimating system will be required, such as: 

a. 	 Testing employee compliance with supervisory and 
organizational responsibilities. 

b. 	 Performing tests of the adequacy of training methodologies. 
c. 	 For a representative sample, comparing cost projections 

with actual results and analyzing differences. 
d. 	 Performing post-award reviews of a representative sample 

to determine that cost or pricing data were current, accurate 
and complete at the time of contract certification. 

3. 	 Procedures for action and follow-up on recommendations resulting 
from internal reviews will be required. 
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800 	 PROPERTY MANAGEMENT POLICIES 

810 	 POLICIES 

810.1 Government-Furnished and Agency-Acquired Property Equipment and 
Material 

A. 	 Title to government-furnished and grantee-acquired property and 
equipment acquired as a direct cost on a cost reimbursement government 
grant and for the duration of a firm fixed price grant, will reside in the 
governmental entity and will not be recognized as an asset of the 
Neighborhood Centers Inc. 

B. 	 Neighborhood Centers Inc. will maintain detailed records of all 
government-furnished property and grantee-acquired equipment on 
government grants, segregate such property and equipment, ensure its 
maintenance and disposal, not use it on any commercial activities and 
exclude it from its insurance coverage. 

810.2 	 Receipts for Government Property 
A. 	 Neighborhood Centers Inc. will furnish written receipts for all or specified 

classes of government property. Neighborhood Centers Inc. will also 
maintain proof of receipt for grantee-acquired property before submitting 
its request for payment for the property. 

B. 	 Neighborhood Centers Inc. will take all actions necessary in adjusting 
overages, shortages or damage in shipment of government-furnished and 
grantee-acquired property. 

810.3 	 Identification of Government Property 
A. 	 Neighborhood Centers Inc. will tag all government property -- both 

government-furnished and Neighborhood Centers Inc. acquired -- upon 
receipt and will record assigned numbers on all applicable documents 
pertaining to the property control system. 

B. 	 Neighborhood Centers Inc. will mark government-owned special tooling 
and test equipment, if any, with a serial number and identify the agency 
owning the property. 

C. 	 Markings will be removed or obliterated when government property is 
sold, scrapped or donated. 

810.4 Record and Report of Government Property 

Property records will be maintained that include: 


A. 	 A description of the property 

B. 	 A serial number or other identification number 

C. 	 The source of property who holds title 

79 



D. 	 The acquisition date 

E. 	 The cost of the property 

F. 	 Percent of Federal participation in the cost of the property 

G. 	 The location 

H. 	 Use and Condition of the property, and 

I. 	 Any ultimate disposition date, including the date of disposal and sale price 
of the property. 

810.5 	 Record of Real Property 
A. 	 Neighborhood Centers Inc. will maintain an itemized record of the 

description, location, acquisition cost, and disposition of all government 
real property, alterations, construction work and sites connected with such 
alteration and construction. 

B. 	 Neighborhood Centers Inc. will also maintain information on costs 
incurred for: 
1. 	 New construction of government real property in its possession 
2. 	 Additions, expansions, extensions, conversions, alterations and 

improvements that increase the value, life, utility, capability or 
serviceability of government real property 

810.6 	 Grantee Owned, Leased and Low Cost Property and Eqnipment 
A. 	 All grantee owned, leased and low cost property, equipment and materials 

will be controlled as described above. 

B. 	 The use of licensed computer software will be closely monitored and 
practices involving unauthorized copying restricted. 

810.7 	 Physical Inventories 
A. 	 Neighborhood Centers Inc. will once every year physically inventory all 

government and grantee-owned property in its possession or control and 
will cause sub grantees which have accountable government property in 
their possession or control to do likewise. 

B. 	 Personnel performing the physical inventory will not be the same 
individuals who maintain the property records or have custody of the 
property unless the grantee's other staff is unavailable to perform the 
inventory count. 
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810.8 	 Disposal of Property, Plant and Eqnipment 
A. 	 No item of property, plant and equipment shall be removed from the 

premises without prior approval from the responsible official. 
B. 	 When property is retired, the appropriate asset and accumulated 

depreciation accounts and asset accountability records shall be adjusted 
and any profit or loss reflected. 

810.9 Fully-Depreciated Assets 
Records of fully-depreciated assets shall be maintained as long as the property is in 
continuous use. 

810.10 Other Records and Reports 
A. 	 Neighborhood Centers Inc. will also maintain records of completed 

products, transportation and installation costs of plant equipment, 
misdirected shipments and property returned for rework. 

B. 	 Records of Neighborhood Centers Inc. will provide annually the acquisi
tion cost of government property for which the grantee is accountable 
under each grant with each government agency, including government 
property at subgrantee plants and alternate sites for: 
1. 	 Land 
2. 	 Other real property 
3. 	 Plant equipment of $5,000 or more 
4. 	 Plant equipment ofless than $5,000. 

810.11 Disposable Items 
All small-dollar items direct cost on a grant expected to be used and disposed within two 
years of purchase will not be tagged, inventoried and tracked. 

810.12 Disposition of Real Property and Equipment 
A. 	 When original or replacement real property or equipment acquired under a 

grant is no longer needed for the original project or program or for other 
activities currently or previously supported by a Federal agency, 
disposition of the real property or equipment will be made as follows: 
1. 	 Neighborhood Centers Inc. will request disposition instructions 

from the awarding agency. The instructions will indicate whether 
the agency will retain title after compensating the awarding 
agency, sell the property and compensate the awarding agency, or 
transfer title to the awarding agency or to a third-party designat
ed/approved by the awarding agency. 

2. 	 Equipment 
Disposition of the equipment will be made as follows: 
a. 	 Items of equipment with a current per-unit fair market 

value ofless than $5,000 may be retained, sold or otherwise 
disposed of with no further obligation to the awarding 
agency. 
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b. 	 Items of equipment with a current per unit fair market value 
in excess of $5,000 may be retained or sold and the 
awarding agency will have a right to an amount calculated 
by multiplying the current market value or proceeds from 
the sale by the awarding agency's share ofthe equipment. 

B. 	 In the event a grantee is provided government-furnished equipment, the 
grantee may retain custody, but not title, to the equipment for as long as 
the equipment is needed. When the equipment is no longer needed, 
disposition instructions will be requested from the Federal agency owning 
the equipment. 

820 PROPERTY, PLANT AND EQUIPMENT (PP&E) PROCEDURES 
This section is organized into six parts: PP&E acquisitions, recordkeeping over PP&E, 
inventory of PP&E, disposal of PP&E, and Govermnent-furnished and 
contractor/grantee-acquired property and equipment. 

821 	 PROPERTY, PLANT AND EQUIPMENT ACQUISITIONS 

821.1 Control Objective 
To control the acquisition ofPP&E and completely and accurately record fixed asset 
acquisitions in order to safeguard fixed assets from loss. 

821.2 	 Major Controls 
A. 	 PP&E Acquisitious Tied to Capital Budgeting 

All acquisitions of property, plant and capital equipment must be part of 
the approved capital budget. 

B. 	 Lease vs. Purchase Analysis 
The decision whether to lease or purchase property, plant and equipment 
will be supported by a lease vs. purchase analysis. 

c. 	 PP&E Acquisitions Based on Approved Requests 
Before a purchase is made, approval by an authorized official must be 
obtained. 

D. 	 Internal Accounting ·Controls 
1. 	 Use of prenumbered capital expenditure authorizations and 

account for missing documents 
2. 	 Separate purchase order designators used for capital expenditures 
3. 	 Reconcile fixed assets with capital expenditure authorizations. 

821.3 	 Procedures 
A. 	 Capital budget requests will be submitted annually for revIew and 

approval by the President and CEO. 
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B. Each request for the acquisition ofPP&E in excess of$IO,OOO must have a 
lease vs. purchase analysis completed to support the acquisition. 

C. 	 Each authorization request for the acquisition ofPP&E in excess of $1 ,000 
will be reviewed and approved by the Vice President of Finance and 
Administration. 

D. 	 Each item of property, plant and equipment received will be identified and 
tagged in a visible area on the asset. 

E. 	 A copy of purchase orders for capital expenditures will be routed by hand 
to the General Ledger Supervisor who will enter fixed assets in the Fixed 
Assets Subsidiary Ledger. 

F. 	 Information on each tagged asset will be entered in the Fixed Assets 
Subsidiary Ledger. 

G. 	 The Fixed Assets Subsidiary Ledger will be maintained by type of owned 
PP&E asset: 
1. U.S. Government-furnished 
2. Prime contractor/grantee-furnished 
3. Contractor/grantee-acquired 
4. Contractor/grantee-owned 
5. Leased items 
6. Small dollar items 
7. 	 Computer software with original acquisitions cost of over $500. 

821.4 	 Donated Tangible Assets 
A. 	 All tangible assets donated to the Agency will be treated as owned by the 

Agency. 

B. 	 Each donated asset will be identified, tagged and entered in the Fixed 
Assets Subsidiary Ledger at the fair market value of the asset at the time 
of the donation ofthe asset. 

822 	 RECORDKEEPING OVER PROPERTY, PLANT AND EQUIPMENT 

822.1 Control Objective 
To completely and accurately record fixed asset acquisitions, transfers and dispositions 
on a current basis. 

822.2 	 Major Controls 
A. 	 Capitalization Policies 

Neighborhood Centers Inc. will observe its policies on the capitalization 
of equipment and distinguish between normal maintenance and 

83 



betterments. Neighborhood Centers Inc. will also observe ARB 43 and 
F ASB 34 regarding the capitalization of expenditures for capital assets 
under construction and the capitalization of interest expense. Items valued 
at $1,000 or more with a useful life of more than one year are capitalized. 

B. 	 Fixed Asset Classification 
Fixed assets will be maintained for the following classifications: land; 
buildings and improvements; leasehold improvement; furniture, fixtures 
and office equipment; automobile equipment; and other equipment. 

C. 	 Policy on Asset Accountability Units 
Neighborhood Centers Inc. will track its fixed assets by groups of assets 
with varying service lives. Items acquired with a useful life of more than 
one year and having a unit cost of $500 or more must be tagged and 
inventoried: 

D. 	 Complete Record of PP&E Acquisition Costs 
The Fixed Assets Subsidiary Ledger will contain the full history of each 
capital asset acquired: original acquisition cost, any costs incurred to 
prepare the asset for use, less cash discounts taken and accumulated 
depreciation. 

822.3 	 Procedures 
A. 	 Asset acquisitions, transfers, dispositions and depreciation will be entered 

in the Fixed Assets Subsidiary Ledger on a monthly basis. 

B. 	 The Fixed Assets Subsidiary Ledger will be reconciled with the General 
Ledger for the original acquisition cost and accumulated depreciation. 

C. 	 Any differences will be analyzed and resolved by the General Ledger 
Supervisor. 

823 	 DEPRECIATION 

823.1 Control Objectives 

To ensure that the depreciation ofPP&E is correctly stated. 


823.2 	 Major Controls 

A. 	 Depreciation Policies 

Neighborhood Centers Inc. will apply a consistent depreciation policy to 
all of its owned assets. 

B. 	 Depreciation of Individual Assets/Class of Assets 
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Detailed depreciation records will be maintained for each individual/class 
of asset so that the Agency's total depreciation amounts will be 
cumulative form each fixed asset's periodic and accumulated depreciation. 

823.3 	 Procedures 
A 	 Each capital asset will be properly classified according to the type of asset 

and useful life and entered in the Fixed Assets Subsidiary Ledger by the 
General Ledger Supervisor. 

B. 	 Annually, the useful lives of fixed assets will be evaluated by the Finance 
Director. If a change is made, the remaining cost of the class of asset will 
be spread over their revised remaining lives. 

824 	 INVENTORY OF PROPERTY, PLANT AND EQUIPMENT 

824.1 Control Objective 

To ensure that all recorded assets exist and are in use. 


824.2 	 Major Controls 
A. 	 All PP&E tagged when received 

B. 	 Restricted access to facilities during non-working hours 

C. 	 Physical inventories checked by independent personnel 

D. 	 Differences between physical inventories and perpetual inventory balance 
analyzed and reconciled. 

824.3 	 Procedures 
A. 	 A printout of all recorded fixed assets will be prepared by the Accounting 

Department by location and by asset classification. 

B. 	 Inventory will be taken by those employees with responsibilities 
independent of the custody or recordkeeping of such assets. 

C. 	 The inventory of fixed assets will be compared to the detailed fixed assets 
printout. 

D. Any differences will be resolved with the employee to whomthe asset has 
been assigned. 
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825 	 DISPOSAL OF PROPERTY, PLANT AND EQUIPMENT 

825.1 Control Objective 
To ensure that assets no longer in use will be disposed of in accordance with existing 
policies. 

825.2 	 Major Controls 
A. 	 Disposal Policies 

Neighborhood Centers Inc. has adopted policies on the disposition of 
property, plant and equipment. 

B. 	 Internal Accounting Controls 
I. 	 Use ofpre numbered fixed asset disposal and transfer authorization 

forms 
2. 	 Disposal or transfer of fixed assets only with proper authorization. 
3. 	 Periodic count of fixed assets that is reconciled with fixed asset 

records. 

825.3 	 Procedures 
A. 	 A determination will be made by staff as to the necessity of keeping fixed 

asset. 

B. 	 With proper written authorization form the Director of Administrative 
Services, an asset disposal form will be prepared. 

C. 	 An asset will be disposed ofby trade-in on a similar asset/sale to 
employees or third parties/treatment as scrap/etc. 

D. 	 A copy of the asset disposal form will be routed by hand to the General 
Ledger Supervisor who will enter the disposed assets as a reduction in the 
General Ledger control account, the related accumulated depreciation 
account, treatment of any proceeds from the disposition, and the 
recognition of any gain or loss on sale of the disposed asset. 

826 	 GOVERNMENT-FURNISHED AND CONTRACTORIGRANTEE
ACQUIRED PROPERTYAND EQUIPMENT 

826.1 Control Objective 
To assure that Government-furnished and contractor/grantee-acquired property and 
equipment are properly obtained, used and managed during the performance of a 
Government contracts. 

826.2 	 Major Controls 
A. 	 Separate Recordkeeping 
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Neighborhood Centers Inc. will keep separate identifiers and records on 
Government-furnished and contract/grantee-owned property and 
equipment. 

B. 	 Separate Custody 
All Government-furnished and contractor/grantee-acquired property and 
equipment, when not in use, will be stored in a separate secure area. 

C. 	 Separate Inventory 
All Government-furnished and contractor/grantee-acquired property and 
equipment will be inventoried separately. 

826.3 	 Procedures 
A. 	 All Government-furnished and contractor/grantee-acquired property and 

equipment on Government contacts/grants will use a separately assigned 
group of tag numbers. 

B. 	 On a annual basis, the Director of Administrative Services will inventory 
all such property and equipment to ensure the assets are being used for the 
purpose intended. 

C. 	 Along with the annual physical inventory, all Government-furnished and 
contractor/grantee-acquired property and equipment will be inventoried. 

D. 	 The disposition of excess/unused Government-furnished and 
contractor/grantee-acquired property and equipment will be authorized by 
the Finance Director and reported to the Government Agency's Property 
Management Office. 
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900 	 COMPENSATION POLICIES 

910 	 POLICIES 

911 	 COMPENSATION POLICY 
It is 	 the policy of the Neighborhood Centers Inc. to provide competItIve total 
compensation--base compensation and fringe benefits--to that offered by other Agency's 
for personnel performing comparable work in the same labor market area. 

912 	 LABOR DISTRIBUTION REPORTING 
A. 	 The hours of work are eight (8) hours, from 8:00 A.M. to 5:00 P.M., with 

a one-hour lunch break, each workday unless otherwise directed by the 
Program Manager. 

B. 	 Charges to awards for salaries and wages, whether treated as direct costs 
or indirect costs, will be based on documented payrolls approved by a 
responsible supervisory official. The distribution of time worked must be 
supported by labor distribution reports. 

C. 	 Labor distribution reports will be prepared and controlled according to the 
following minimum standards: 
1. 	 Employees, including subcontracted employees performing in

house work, are responsible for preparing their own 
timecards/timesheets. 
a. 	 Employees should be provided clear instructions of the 

work to be performed and the activity to be charged. 
b. 	 Timecards/timesheets should be prepared in ink. 
c. 	 Timecards/timesheets should be filled out as work IS 

performed, but no less often than daily. 
d. 	 All supervised hours worked should be recorded on time

cards/timesheets. 
2. 	 Timecardsltimesheets will be signed by employees and the 

supervisor only after they are filled out. 
3. 	 Corrections are to be made by cross-out and new entry, with no 

erasures or whiteouts. 
a. 	 Corrections are to be initialed by the employee and 

supervisor. 
b. An explanation must be provided for corrections. 

4. 	 Distribution and collection of timecardsltimesheets will be 
controlled by the payroll unit. 
a. 	 Only one card is to be furnished to an employee for a 

period. 
b. 	 Corrections are to be initialed by the employee and 

supervisor. 
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c. 	 Timecards/timesheets must be collected by an authorized 
person. 

5. 	 Responsibility for distribution and collection of 
timecards/timesheets should be segregated from that for: 
a. 	 Preparation and approval oftime and attendance records. 
b. 	 Preparation and distribution of the payroll. 
c. 	 Monitoring performance to budgets. 

6. 	 New employees are to be fully indoctrinated on proper time
cardltimesheet procedures. Employees must be made aware of 
their individual responsibility for accurate timecardltimesheet 
preparation. 

7. 	 Periodic internal reviews are to be performed by the external 
auditors of the timekeeping system to assure compliance with 
system controls. 

8. 	 Overtime hours ordinarily should be approved by a supervisor 
prior to the employee working the overtime. Such approval shall 
be witnessed by the supervisor signing the time sheet for the period 
in which the overtime was worked. 

913 	 TIMELY SUBMISSION OF TIMESHEETS AND PENAL TIES 
Until an accurate and complete timesheet is submitted to the payroll unit, an employee 
will not be paid nor receive any salary advance. 

914 	 OVERTIME PAY FOR FLSA-EXEMPT PERSONNEL 
All FLSA-exempt personnel receiving supervisory authorization for overtime are to be 
paid at the rate of time and one half for time worked beyond 40 hours. 

915 UNCOMPENSATED OVERTIME FOR FAIR LABOR STANDARDS 
ACT-EXEMPT PERSONNEL 
A. 	 Employees whether exempt or non-exempt will record all hours worked. 

B. 	 For time worked beyond forty (40) hours in a pay period, the hourly pay 
rate of exempt employees will be disregarded if not material. 

916 	 FAIR LABOR STANDARDS ACT RECORD RETENTION 
For all non-exempt employees, Neighborhood Centers Inc. will retain the following 
records for at least three (3) years: employee's name, home address, occupation, sex and 
hours and days of work. 

917 	 EVIDENCE FOR CONSULTANT UTILIZATION 
Whether used in a direct or an indirect capacity, the utilization of all consultants, grant 
personnel and consulting firms will be sufficiently evidenced with: 

A. 	 Details of all agreements (e.g., work requirements, rate of compensation, 
and nature and amount of other expenses, if any) with the individuals or 
Agency's providing the services and details of actual services performed 
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B. 	 Invoices or billings submitted by consultants, including sufficient detail as 
to the time expended and nature of the actual services performed, and 

C. 	 Consultant's work products and related documents, such as trip reports 
indicating persons visited and subjects discussed, minutes of meetings, 
and collateral memoranda and reports. 

918 	 CONTROL OF INDEPENDENT CONTRACTORS 
The use of consultants will be closely monitored so as not to vary from the rules of the 
Internal Revenue Service. In particular, consultants will: 

A. 	 Not be controlled as to what services will be performed and how these 
services will be performed. Consultants will not have set hours ofwork. 

B. 	 Furnish their own tools of trade -- tools, materials, and the like -- in 
performing their work 

C. 	 Adhere to a precise contract scope of services, recomputed or at least 
adjusted annually. This consultant agreement should specify the 
obligation of the consultant to pay his or her own self-employment taxes, 
if applicable. 

D. 	 Not receive any fringe benefits as such, although their fee may include 
provision for fringe benefits 

E. 	 Not be assigned a permanent work station 

F. 	 Make their services available or work for a number of firms or persons at 
the same time. 

920 	 PAYROLL PROCEDURES 
Payroll procedures are organized under six categories: personnel requirements, personnel 
standing data, timekeeping and labor distribution, preparation of payroll, payroll payment 
and handling payroll deductions. 

921 	 PERSONNEL REQUIREMENTS 

921.1 	 Control Objective 
To ensure that Neighborhood Centers Inc. hires only those employees - full or part-time 
- it absolutely needs and exerts tight control over hiring new employees and promoting 
existing employees. 

921.2 	 Major Controls 
Neighborhood Centers Inc. has adopted payroll policies for installing new employees on 
the payroll system and removing terminated employees form the system as well as 
handling vacation and sick pay and paying bonuses. 
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921.3 	 Procedures 
A. 	 New Employees 

1. 	 Requests for new employees will be initiated by Program! Area 
Director and compared with the approved annual personnel budget. 

2. 	 A personnel action form will be initiated by the Personnel 
Department when hiring a new employee. This form, containing 
the employee's rate of compensation and the effective date for 
paying salary, will be routed by hand to the Payroll Department. 

3. 	 All new employees will complete a personal history card and an 
IRS 1-9 and W-4 form. 

B. 	 Vacation and Sick Pay 
1. 	 Employees' earned vacation balances will be adjusted each pay 

period to reflect vacation earned/taken. 
2. 	 Sick leave taken will be recorded against each employee's 

available sick time. 
3. 	 Before vacation or sick time is paid, an authorization request is to 

be prepared by the employee, reviewed and approved by the 
employee's supervisor, and routed by hand to the Payroll 
Department. 

C. 	 Bonus Pay 
1. 	 Bonus pay may only be paid if approved by President and CEO. 
2. 	 An authorizing memorandum, with a justification provided, will be 

initiated by President and CEO to the Payroll Unit to issue a bonus 
check or add bonus to the next payroll check. 

3. 	 A copy of the bonus pay authorization memorandum will be 
maintained by the Payroll Unit to support the payment 

D. 	 Terminations 
1. 	 A termination form will be completed by the Program/Area 

Supervisor and routed by hand to the President and CEO for 
approval for each terminating employee. 

2. 	 The approved termination form will be routed by hand to the 
Payroll Unit for updating the standing payroll data. 

3. 	 The approved termination form will be maintained in the 
terminated employee's personnel file. 

922 PERSONNEL STANDING DATA 

922.1 Control Objective 

To calculate and record payroll data accurately and completely for all employees. 
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922.2 	 Major Controls 
A. 	 Precise paper trail covering all transactions 

B. 	 All changes in standing personnel data approved by responsible officials 

C. 	 Separate payroll and personnel files periodically reconciled. 

922.3 Procedures 
A Changes to standing personnel data will be initiated with a personnel 

action form when making changes in new hires, terminations, pay rate 
changes or payroll deductions. 

B. 	 A change to payroll standing data will be authorized by the President and 
CEO for new hires and terminations and the Director of Human Resources 
for all other matters. 

C. 	 Authorized changes to the payroll standing data will be processed by the 
Payroll Unit. 

D. 	 A copy of the personnel action form will be retained in the employee's 
personnel file. 

E. 	 Standing personnel data will be compared by the Personnel Uuit with 
personnel files to ensure that all changes have been authorized and 
accurately processed. 

923 	 TIMEKEEPING AND LABOR DISTRIBUTION 

923.1 	 Control Objective 
To ensure that payment for salaries and wages is made in accordance with documented 
time records and that employee time is properly distributed. 

923.2 	 Major Controls 
A. 	 Timekeeping Policies 

A written timekeeping and labor distribution policy will instruct 
employees on the proper charging of time and reasonably assure the 
accuracy of recorded time to cost objectives. 

B. 	 Orientation and Training 
An orientation program will familiarize all employees, as appropriate, on 
proper time-keeping practices. 
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C. 	 Time Card Preparation 
Labor hours will be accurately recorded and any corrections to 
timekeeping records including the appropriate authorizations and 
approvals, are documented. 

D. 	 Internal Accounting Controls 
1. 	 Daily head-counts of all employees by supervisors while at job site 
2. 	 Periodic checks on the way employees prepare their timesheets 
3. 	 Verification oflabor cost transfers 
4. 	 Reconciliation of hours charged in attendance records to payroll 

distribution summaries 
5. 	 Segregation of responsibilities between timekeeping and payroll 

and those responsible for operating within budgets 
6. 	 Tracing representative labor charges billings to underlying time 

sheets. 

923.3 	 Procedures 
A. 	 Orientation and Training 

1. 	 Each new employee will receive an orientation program on proper 
timekeeping and labor charging practices. 

2. 	 For employees who are not following proper time· keeping 
procedures, a periodic refresher course will be conducted. 

B. 	 Time Sheet Preparation 
1. 	 Each employee will prepare hislher own time sheet on a semI

monthly basis. 
2. 	 In preparing time sheets, each employee will: 

a. 	 Use job assignments provided by the employee's 
supervisor! manager 

b. 	 Enter hislher own hours in ink and sign the completed 
timesheet 

c. 	 Keep timesheets under the employee's control 
d. 	 Make corrections in ink by crossing-out the error and 

initialing the change 
e. 	 Submit the completed timesheet to the supervisor/manager 

for approval. 

C. 	 Distribution, Approval and Collection of Time Sheets 
1. 	 Before the beginning of a pay period, one preprinted time sheet 

will be distributed to each employee. 
2. 	 Each employee's time sheet will be approved in writing by an 

assigned supervisor. A list of supervisors authorized to approve 
time sheets along with signature card kept on file by the Payroll 
Unit. 

3. 	 Completed time sheets will be collected by an authorized person. 
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D. Overtime Approval 
Overtime will be approved in advance by the employee's supervisor and 
justification will be included on the time sheet. 

E. Reconciliation of Payroll to Time Sheets 
Hours shown on timesheets will be reconciled by the Payroll Unit monthly with 
the hours recorded on attendance records and the total hours recorded on the 
payroll. 

924 	 PREPARATION OF PAYROLL 

924.1 Control Objective 

To ensure that payment of salaries and wages is accurately calculated. 


924.2 	 Major Controls 
A. 	 Accuracy of Transactional Data 

Cross-checks have been built into the payroll system with the use of 
control totals and other means to reconcile timekeeping data with payroll 
data. 

B. 	 Internal Accounting Controls 
1. 	 Time records periodically reconciled with payroll records 
2. 	 Responsibility for checking the accuracy of payroll calculations 

will be kept separate from responsibility for payroll preparation. 

924.3 	 Procedures 

A. 	 Total time recorded on time sheets and number of employees will be 
totaled by the Payroll Unit. 

B. 	 Recorded hours from the semi-monthly time sheets will be automatically 
posted to the Payroll Register. 

C. 	 Labor rates will be entered in the Payroll Register by the Payroll Clerk. 

D. 	 Gross pay and payroll deductions will be checked by the General Ledger 
Supervisor. 

E. 	 The completed payroll (e.g., calculations, payrolls and payroll summaries) 
will be compared with timekeeping, labor rate, payroll deductions, etc. by 
the General Ledger Supervisor. 

F. Total hours and number of employees will be compared with the totals in 
the Payroll Register by the General Ledger Supervisor. 
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G. 	 The Payroll Register will be reviewed and approved by the Finance 
director prior to release ofpayroll. 

H. 	 Labor distribution summaries will be forwarded to Program! Area 
Managers for comparison with budgeted salaries and differences, if any, 
appropriately resolved. 

1. 	 The Payroll Register will be reviewed periodically by the Monitoring Unit 
and tests performed for reasonableness. 

925 	 PAYROLL PAYMENT 

925.1 	 Control Objective 

To ensure payment for salaries and wages by check, direct deposit, cash or other 
means is made only to employees entitled to receive payment. 

925.2 	 Major Controls 

A. 	 Use of prenumbered checks with the Payroll Department accounting for 
all check numbers 

B. 	 Erroneous checks voided by permanent notation and filed in numerical 
sequence with canceled checks. 

C. 	 Destruction of obsolete or surplus checks in the presence of authorized 
personnel and the destruction evidenced by their signatures. 

D. 	 Separation of duties of timekeeping, paymaster and employees preparing 
payrolls, with periodic rotation of duties 

E. 	 Complete audit trail on all payroll checks and direct deposit with 
authorizing signatures at each juncture. 

F. 	 Extensive documentation regarding the receipt of checks and the handling 
of unclaimed payroll checks. 

925.3 	 Procedures 

A. 	 Payroll payments by check, direct deposit or cash will be distributed by 
the Payroll Clerk who does not approve time reports and is not responsible 
for personnel actions. 

B. 	 Each employee will be required to show identification or a badge in order 
to receive payment. 

C. 	 For payments by cash, employees will sign a receipt log. 
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D. 	 A report of undelivered payroll checks will be prepared by the Payroll 
Clerk, and undelivered checks will be returned to the Finance Director for 
voiding. 

E. 	 Subsequent payment of unclaimed payroll checks or cash requires 
employee evidence of employment and signature on the list of undelivered 
checks. 

F. 	 Endorsements on checks and signatures on the cash receipt log will be 
compared with employee signatures on file. 

G. 	 A representative from the Monitoring Units will observe the distribution 
ofpayroll checks at unannounced intervals. 

H. 	 The payroll bank account will be reconciled monthly by the Cash Receipts 
Clerk. 

926 	 HANDLING PAYROLL DEDUCTIONS 

926.1 Control Objective 
To ensure that payment deductions are correctly reflected and paid to the appropriate 
third parties. 

926.2 	 Major Controls 
A. 	 Reconciliation oCPayment and Payroll Deductions 

Payroll deductions will be recorded in appropriate General Ledger control 
accounts and reconciled with payment made to third parties. 

B. 	 Exceptional Events 
Any late and other notices received from third parties will be available for 
review by the Monitoring Unit. 

C. 	 Internal Accounting Controls 
Calculations of payroll deductions will be reviewed by employees 
different form those who make payments of payroll deductions to third 
parties. 

926.3 	 Procedures 
A. 	 Payroll deductions will be calculated for each employee by the Payroll 

Unit. These will be summarized by pay period and recorded into the 
appropriate General Ledger Accounts. 

B. 	 Payroll deductions when required to be paid will be reconciled monthly 
with the amounts recorded in the control accounts by the Payroll Clerk. 
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C. 	 The Finance Director will review for accuracy and timeliness payments 
made to third parties for payroll deductions. 

D. 	 Original deductionlbenefit elections will be reviewed and approved 
aonually. 

E. 	 Late and other notices received from third parities will be stored in a 
separate file and made available for review by the Monitoring Unit. 
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MONTHLY BUDGET STATUS 

REPORT 




8/16/00 

NEIGHBORHOOD CENTERS INC, 
Ripley House Charter School 
Monthly Status Report· Year One 

Account DescriDtion 
Support Fundina 
USDA 
State Fundina 

Total Revenues 

Salaries and Waaes 

Health & Retirement Subtotal 
Pavroll Taxes Subtotal 

Benefits, Taxes Subtotal 

Salaries & Benefits 

Office SLiPolies 
Medical SUOOiies 
USDA Food 
Prooram SUDDlies 

Total SUDDries 

Misc. ECulPment 

Drua Testino 
Trainino & Professional Development 
Buildinq Usaoe 
Out-of-Town Travel 
M&G Exoense 

Total Other 

Total Expenses 

[(DeficiWsul1iius 

Bud eted 
Annual 

$55,985 
58,320 

410,400 

524,705 

282,960 

16,170 
26,993 

43,163 

326,123 

500 
540 

42,651 
18,900 

62,591 

48,905 

385 
1,200 

11,963 
1,100 

72,438 

87,086 

524,705 

$0 

Monthly Actual Incr(Decrl % Chanae 
$6,221 ($6,221 ·100.0% 

6,480 (6.480) ·100.0% 
45,600 (45,600) -100.0% 

58,301 0 (58,301 ) ·100.0% 

31,440 (31,440 ·100.0% 

1,797 (1,797) -100.0% 
2,999 (2,999 -100.0% 

4,796 (4,796 -100.0% 

36,236 (36,236) ·100.0% 

56 (56 -100.0% 
60 (60) ·100.0% 

4,739 (4,739) -100.0% 
2,100 (2,100 -100.0% 

6,955 (6,955) -100.0% 

5,434 (5,434) ·100.0% 

43 (43 -100.0% 
133 (133 -100.0% 

1,329 (1,329) -100.0% 
122 (122 ·100.0% 

8,049 (8,049 -100.0% 

9,676 (9,676 -100.0% 

58,301 0 (58,301 ) -100.0% 

$0 $0 $0 0.0% 



NEIGHBORI:i00D CENTERS INC. 
Budget Worksheet 
Program: #REF! 
Fund: #REF! 
Cost Center: #REF! 

REVENUE/SUPPORT Account Description Current Proposed Inc(Decr) %Change 

4000 Contributions #REF! #REF! #REF! 0% 
4100 Foundation/Corporate Grants #REF! #REF! #REF! 0.0% 
4200 Special Events - Net #REF! #REF! #REF! 0.0% 
4600 Associated Organizations 0 0.0% 
4710 UWTGC Allocation #REF! #REF! #REF! 0.0% 
4715 UWTGC Emergency Grant 0 0.0% 
4720 UWTGC Special Funds 0 0.0% 
4740 UWTGC Service Center In-Kind 0 0.0% 
4750 Montgomery County United Way 0 0.0% 
4800 Other United Ways 0 0.0% 
5000 Government Fees and Grants #REF! #REF! #REF! 0.0% 
6000 Membership Dues #REF! #REF! #REF! 0.0% 
6200 Program Service Fees #REF! #REF! #REF! 0.0% 
6400 Sales to Public #REF! #REF! #REF! 0.0% 
6500 Investment Income #REF! #REF! #REF! 0.0% 
6800 Rental Income #REF! #REF! #REF! 0.0% 
6900 All Other Income #REF! #REF! #REF! 0.0% 
6910B Transfer Funds: Add/Deduct #REF! #REF! #REF! 0.0% 
6910C Distribution of M&G Indirect Revenue #REF! #REF! #REF! 0.0% 

0 0.0% 

69100 TOTAL REVENUE/SUPPORT #REF! 0 
0 

#REF! 
0.0% 
0.0% 

0 0.0% 
0 0.0% 

EXPENSES 0 0.0% 
7000 Salaries 282,960 0 (282,960) -100.0% 
7100 Employee Health and Retirement 16,170 0 (16,170) -100.0% 
7200 Payroll Taxes 26,993 0 (26,993) -100.0% 
8000 Professional Fees and Contract Services #REF! #REF! #REF! 0.0% 
8100 Supplies 62,591 0 (62,591) -100.0% 
8200 Telephone #REF! #REF! #REF! 0.0% 
8300 Postage and Shipping #REF! #REF! #REF! 0.0% 
8400 Occupancy #REF! #REF! #REF! 0.0% 
8500 Rental and Maintenance of Equipment #REF! #REF! #REF! 0.0% 
8510 Purchase of Equipment 48,905 0 (48,905) -100.0% 
8600 Printing and Publications #REF! #REF! #REF! 0.0% 
8700 Travel and Meetings #REF! #REF! #REF! 0.0% 
8900 Assistance to Individuals #REF! #REF! #REF! 0.0% 
9050 National Dues/Support 0 0.0% 
9300 In-Kind Expense for Line 4740 0 0.0% 
9380 All Other Expenses #REF! #REF! #REF! 0.0% 
9400F Distribution of M&G Indirect Costs 72,438 0 (72,438) -100.0% 

0 0.0% 
0 0.0% 

9400G 
9400H 

TOTAL EXPENSES 
Net (Deficit) or Surplus 

#REF! 
#REF! 

0 
$0 

#REF! 
#REF! 

0.0% 
0.0% 



Neighborhood Centers Inc. 

State Board of Education Charter School Proposal 
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LEASE AGREEMENT 

THE STATE OF TEXAS § 

§ 


COUNTY OF HARruS § 


This lease agreement is entered into by DANIEL AND EDITH RIPLEY FOUNDATION 
("Lessor-) and NEIGHBORHOOD CENTERS, INC. ("Lessee") (each of the parties being a 
non-profit Texas corporation) 10 take the place of their prior agreements, understandings and 
arrangements. written and unwritten, all of which are superseded, terminated, and replaced 
hereby. [0 particular. this Lease Agree:ment supersedes and replaces that certain Lease 
Agreement dated September 25. 1984 executed by Lessee and Lessor covering property identical 
10 that covered hereby. 

Lessee is using and occupying the following properties of Lessor: 

(a) Ripley House and its grounds, including also the Corrinne S. Tsanoff _ Ripley 
Building erected on such grounds. and the three immediately adjacent properties known as 302, 
324 (no improvements), and 332 North Sidney Street; 

(b) Kirkland-Ripley Settlement, building and grounds; 

(c) Harbach - Ripley Neighborhood Center, building and grounds; 

(d) W. D. Cleveland, Jr. - Ripley Building, and grounds. 

Such properties are further described in Exhibit I attached hereto and by reference 
incorporated herein. 

As to all such properties the relation of Lessor and Lessee is that of landlord and te;1am. 
and Lessor hereby rents and teases [0 Lessee, and Lessee hereby rents and leases from Lessor. 
each of such properties, upon the following terms and provisions: 

ARTICLE 1. - TERM 

The [erm of this lease shall begin upon January I. 1995. and shall continue down to and 
including December 3 I. 2004 (the "Initial Term"). Thereafter, this lease shall continue for 
additional terms (the "Supplemental Terms") of one year each, commencing at the expiration of 
the In.itial Term or the then applicable Supplemental Term, unless at least ninety (90) days prior 
10 the expiration of the Initial Term or the then applicable Supplemental Term. either party 
hereto delivers to the other party written notice of its election to terminate this lease as of the 
expiration of the Initial Term or the then applicable Supplemental Tenn. The parties hereto 
acknowledge that at the time the relation between [hese parties was first emered into and Ripley 
House was built it was determined (ha( such relation should continue as long as murually 
satisfactory (0 both' panies, which it has continued to be to {he deep satisfaction of all during (he 
fifty-three years that have since transpired. 

ARTICLE 2. - RENTAL 

The rental for each of the properties of Lessor occupied or used by Lessee shall be One 
Dollar (SI.IJO) a year. payable in advance at the beginning of each lease year . 

.-\11 rents or remal values that may have become due [Q Lessor for all periods of 
occupancy by Lessee or its subtenants down to the time of execution hereof. whether e:'tpressly 



provided for, or as may have been implied from their relation as landlord and tenant in the 
absence of other provisions, are hereby agreed to have been fully paid, satisfied and discharged. 

ARTICLE 3. - PURPOSE 

Ripley House was built to serve as an enduring expression of the philanthropic purposes 
for which Lessor was created and constitutes a memorial to Me and Mrs. Ripley, To such end. 
the building was built in specific contemplation of the use of same for the welfare and 
development of the community. This agreement leases same for such purpose, and Lessee 
agrees that same shall be used only for such philanthropic purposes and not for profit (but this 
provision does not limit the imposition by Lessee of such fees and charges as Lessee finds 
desirable to defray its expenses, not looking to profit). 

The other properties covered by this lease, though not acquired or built as themselves to 
constirute perrnanem parts of [he memorial. were nevertheless acquired and built for the same 
purpose above ex.pressed during their use and occupancy by Lessee and its subtenants, and 
likewise as to these, Lessee agrees that same shall be used only for such philamhropic purposes 
;lnd not for profit (subject to [he same provisions above stated permirting fees and charges to 
defray expenses not looking to profit). 

Lessee acknowledges that Lessor is a tax exempt entity and Lessee covenants and agrees 
with Lessor that Lessee shall cooperate fully with Lessor in order to comply with 'he 
requiremems of and maintain such tax exempt starus. 

ARTICLE 4. - MAINTENANCE 

AttaChed hereto as Exhibit II is a memorandum which sets forth the obligations of Lessor 
and Lessee with respect to construction and maintenance of the leased premises. All references 
in Exhibit II to The Ripley Foundation and the Foundation shall, for the purposes of this lease, 
mean Lessor. and all references in Exhibit II to the Neighborhood Centers, Inc. and the 
Association shall. for the purposes of this lease, mean Lessee. Lessor and Lessee agree that the 
obligations set forth in Exhibit II shall be applicable throughout the term of this lease. unless the 
panics murually agree to modify SL!ch obligations afti!r the expiration of one year from the 

commencemem date hereof. 


Lessor shall not be liable for any damage caused to persons or property as a resuit of 
leaks. breaks. or Olbervtise in consequence of any defecLS in the leased premises or equipment 
located thereon. Lessee hereby agrees to indemnify and hold harmless Lessor from any and 

all liability for damages, costs or expenses with respect to any personal injury, death or 

property damage arising in any way from any def""t or other condition of the leased 

premises or property lotated thereon, notwithstanding any act or omission or negligence 
on the part of Lessor. Lessee is familiar with and accepts the condition of the leased premises. 
improvements, and equipment, and agrees [0 maintain the leased premises in good repair and 
a clean, safe, and sightly condition, in accordance with Lessee's obligations hereunder, and 
agrees to suffer no Waste of the leased premises. Lessor shall have no liability to the 
employees and patrons of Lessee or Lessee's sublessees, or to the public or others. because 
of the condition of the leased premises or because of any defect therein, whether existing 
at the time of execution hereof or developing hereafter, or the acts, omissions or negligence 
of anyone, including Lessor, and Lessee agrees to indemnify and hold Lessor harmless 
against liability or claim therefor. 

Such funds as Lessor may contribure to Lessee (which is contemplated ro be 525,000.00 
per year, but Lessor shall in no event have any obligation Co contribute any funds) shall be used 
by Lessee [0 assist in satisfying Lessee's obligation (0 keep the leased premises in first-class 
repair and condition. and [0 partially help defray the salary and expenses of employing an 
individual whose responsibilities involve the maimenance and repair of (he leased premises. 

http:525,000.00


These funds may, at Lessor's option, be placed in a special account for the maintenance of Ihe 
leased property umil such lime as Lessor and Lessee agree that these funds are necessary for 
maintaining these properties. 

ARTICLE 5 .. ALTERATIONS 

Lessee shall nor. make any structural alterations in the improvements on the leased 
premises. or make any additions thereto, or place any new improvements thereon. Or disturb {he 
original walls or permanenc fixtures, or change the appearance of the building inside ar I)U(side. 
or place or paim any signs thereon, or change the fence or sidewalks, without first obtaining the 
written consent of Lessor. All alterations of the improvements and additions thereto shall 
become the property of Lessor when made. Fixrures installed by Lessee which are of such a 
narure that they can be removed without damage to the strucrure shall remain the property of 
Lessee and be subjecI to removal by Lessee at or prior to the termination of this lease provided 
that promptly upon such removal the places where same have been installed are restored by 
Lessee to .their.condition prior to [he installation oLsame.. less reasonable· wear. and tear. Any 
fixtures Or property len by Lessee upon the premises when Lessee vacates same upon 
termination of irs tenancy shall at the option of lessor be subject to use and disposition by 
Lessor as its Own property or Lessor at its option may require removal thereof, in which event 
Lessee covenants at its sole cost and expense to remove same promptly upon. request. restoring 
any damage caused thereby to the condition prior to insrallation thereof, (ess reasonable wear 
and tear. 

Notwithstanding the giving of consent to the making of any alteration or improvement. 
should such consent be given, or to the installing of any fLJ<rure, it is expressly agreed and 
provided that Lessee and those entering under Lessee shall not have the right or power to cause 
or permit any lien, Starutory or voluntary. to be filed against or affixed to the properties. the 
buildings and other improvemems thereon, the leasehold. the leased premises. or said ai£erarions 
or improvements by or because of the making or installation thereof, or any other action of 
Lessee or anyone entering under Lessee, or for any cost of said construction, or labor done. or 
material furnished or otherwise, and Lessee guarantees that all costs of any allerations or 
improvements made by Lessee or those entering under Lessee, and the cases of installing any 
fixrures [hey may install. shall be promptly paid and that Lessee will prevent the assertion of any 
lien or claim upon Lessor's property with respect theretQ. 

ARTICLE 6 .. UTIllTIES 

Lessee shall make its own arrangements for all utilities and utility services it desires at 
the leased premises. having all meters. and all utility accounts. placed in the name of Le'ssee, 
and Lessee shall k.eep all charges for such utilities and utility services [0 the leased premisc:s paid 
promptly as they become due. 

ARTICLE 7 .. COMPllANCE WITH LAW 

Lessee covenants to make no unlawful or offensive use of the leased premises. and to 
prompily comply with. execute and fulfill all valid laws. ordinances and governmental 
regulations applicable to the maintenance, use. and occupancy of the leased premises and 
condidon of any property of Lessee thereon. including, without limitation. the American's with 
Disabilities Act of 1990, the Life Safety Code. and any and all laws. ordinances and regulations 
applicable to medical and biological waste. 

Lessee hereby represents. warrants. and guarantees (o Lessor that Lessee has not and 
shall not introduce or allow to be introduced on to [he leased premises any flanunable substances 
or materials. explosives. radioactive materials. asbestos. PCP's. petroleum. petroleum by· 
products, hazardous wastes or materials. toxic wastes or materials. or other similar substances 
tcollectively. "Hazardous Materials"). Lessee shall immediately notify Lessor of and clean 
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and/or ..mediate in accordance with any and aU applicable rule.. regulations. ordinances, 
orders, statutes. laws. and judicial interpretations any Hazardous Materials discovered or 
released or otherwise located at. on. around or under the leased premises, 

Lessee shall indemnify and hold Lessor harmless from any and aU liabilities. claims. 
damages. fines. judgments. penalties, costs, expenses, or losses. including. without limitation. 
any and all SUms paid for settlement of claims. anomey's fees, consulting fees and expert fees. 
arising from or in connection with Lessee's failure to comply with the tenns of [his Article 7 
of this lease. 

ARTICLE 8. - DAMAGE OR DESTRUCTION OF PREMISES 

In the event the improvements on any of the properties leased hereunder should be 
destroyed or damaged by fire or s{Qrrn or other casualty. Lessee shalt give prompt nmice thereof 
to Lessor. Should the damage be such that the improvements are rendered uninhabitable and 
should Lessor elect not to restore (he damaged improvements. or elect to rebuild with differem 
improvemems, either party may at its election terminate the (ease as to such propeny. 

ARTICLE 9. - DEFAULT 

Should it occur that either party makes default in its obligations hereunder and should 
such default not be corrected within sixty (60) days after notice thereof is given to the party tn 
de",ult by the other party hereto, in such eVent the party giving such notice may at its option 
thereupon terminate this agreemem. 

No waiver of any breach of the agreements contained in this lease shall constirure a 
waiver of any ocher breach of any agreement hereof. 

ARTICLE 10. - CONTINUOUS USE 

Should Lessee and its pertnitted subtenants therein discontinue for more than sixty (60) 
days (he active use (exclusive of storage use) of any of said premises for the purpose hereof, 

Lessor may at its election terminate the iease as to such premises, 


ARTICLE 1 L - CONDEMNATION 

In {he event anyone or more of the leased areas separately listed on page I hereof is 
entirely taken by eminent domain or conveyed under threat of L1.king by eminent domain [Q an 
emt(y having the power of eminent domain. the lease shall terminate as to said entire lease uniL 
A partial taking by eminent domain or conveyance in lieu thereof of such a lease unit shall not 
ipso facto cause a tennination of the lease except as to the portion taken or so conveyed. but 
either party shall have the right at its election upon any such partial taking or conveyance to 
terminate the lease as to the entire lease unit of which there was such partial taking or 
conveyance should the part nOt taken or so conveyed be deemed by such party no longer suitable 
for the purposes of this lease. In any event. and whether the taking. or conveyance in lieu 
thereof. be total Or panial, Lessee shall be entitled only ro such part, if any. of the award as is 
made for fixrures and property taken which Lessee would have been entitled to remove under 
the provisions hereof upon the termination of lhe lease (it being understood and agreed. 
however, that no portion of any award shall be payable to Lessee for any fixtures or property 
which Lessee elects to subject to such taking, as opposed to an election by Lessee to exercise 
Lessee's right to remove such fixtures or property on or before the time of such taking pursuant 
to the (enns of this lease), and the remainder of the reward shall be paid solely to Lessor. and 
any interest which Lessee might otherwise be deemed to have [herein is hereby assigned and 
transferred to Lessor, 



ARTICLE 12. - SURRENDER ON TERMINATION 


Upon the tenninalion of this lease. however brought aboul. Lessee agrees to peaceably 
quil and surrender the leased premises 10 Lessor. unless the lease has been renewed or eXlended. 

Absenc a wriuen renewal or extension. should it OCcur that Lessee holds over for any 
sUbsequenr period aflee the expiration or termination of this lease. such occupancy shall be 
understood [Q be a tenancy from month to month. terminable at the will of either party. and all 
Ihe olher terms and provisions of this lease shall be applicable during such period. except that 
Lessee shall pay. upon demand. as rental for the period of such possession. monthly rent of Ten 
Thousand and Nolloo Dollars (510.000.00). and such holding over shall not be deemed 10 

operate as a renewal or extension of this agreement. and no consent to a renewal of the lease 
shall be inferred therefrom. 

The indemnifications set forth in Anicles 4 and 7 hereof shall expressly sur,rive the 
expiration or termination of chis lease, provided, however, such indemnifications shall apply only 
to matters that arise or accrue in connection with events or circumstances existing during the 
term of this lease. 

ARTICLE 13. - ASSIGNMENT 

Lessee covenants that it will nO( assign this lease in whole or part witham the prior 
written consent of Lessor. Lessee shall have the privilege of subletting portions of the leased 
premises to social welfare, health and recreation agencies sponsored by the United Way of [he 
Texas Gulf Coast. and governmental units. serving the people of the community. for the non
profit philanthropic community purposes stated in Aniele 3 of this agreement. prOvided such 
sublease agreements are in writing and are first submitted to and approved by Lessor. Lessee 
agrees and covenants that no pan of the leased premises is co be sublet to any other group or 
for any other purposes than as expressly permitted above. Any and all subleases shall be 
expressly subject to the terms of this lease and shall include as an exhibit to such sublease a 
complete copy of this lease. 

The subleases that have been previously made by Lessee and in effect at the time this 
agreement between Lessor and Lessee are hereby consented to by Lessor as a sublease under 
this agreemem, for the remainder of its stated sublease term. subject to the prOVisions hereof 
under which Lessee in rum holds the property as Lessee. 

ARTICLE 14. - FURNITURE AND CHATTELS 

The parties hereby conftnn and make it a matter of record that the furnirllre and other 
movables on the leased premises are the property of Lessee and that only the realty and the 
improvements and ftxrures permanently affixed and attached therero are the property of Lessor. 
[t is (he duty and covenant of Lessee to supply such equipment as shall be requisite to C;]fry ouE 
on [he leased premises (he purposes Slated herein for which this lease is made. 

ARTICLE 15. - INSURANCE 

Lessee agrees [Q obtain comprehensive general liability insurance covering all the leased 
premises in the amount of nor less than 52.000,000 for injuries to or death of anyone person 
and not less than 55.000,000 for injuries to or death of all persons by anyone accident or 
occurrence. and not less than 5500.000 for property damage. Such policy shall be in favor of 
Lessor as weI( as Lessee as named insureds thereunder. Lessee agrees. at irs expense. [Q keep 
such insurance in effect at all times during the term of this lease. and at all times while it or irs 
subtenants are in occupancy of any of Lessor's premises. keeping all premiums paid in advance 
and furnishing in advance of each coverage commencement and renewal date evidence of 
payment of [he premiums and copy of such policy or certificate showing such coverage. 
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Le.see .hall nO( be obligated to carry insurance against de.truction of or damage to 
Lessor's improvements and properry. 

Notwithstanding anything to the contrary con!.lined in this lease, whenever (a) any loss. 
cost. damage or expense resulting from fire, explosion or any other casualty or occurrence is 
incurred by either of the panies to this lease in connection with the leased premises. and (b) such 
party is then covered (or is required under this (ease to be covered) in whole or in pan by 
insurance with respect [0 such loss. cost, damage or expense, then the party so insured hereby 
releases the other party, and other parry's employees. agents and contractors from any Iiabilitv 
it may have on account of such loss. cost, damage or expense and waives any right· o"f 
subrogation which might other-vise exist on account thereof; provided that such release of 
liabiliry and waiver of the right to subrogation shall not be operative in any case where the effect 
thereof is to invalidate such insurance coverage. The release and waiver contained in this 
Article i. intended to expressly release and waive the liability of each party to the other 
from the con.equences of its negligent acts or omissions, subject to the terms of this Article. 
Lessor and Lessee shall use their respective best effor1S to obtain a release and waiver of 
subrogation from their respective insurance carriers and obtain any special endorsements. if 
required by their insurer. to evidence compliance with the aforementioned waiver. The terms 
and provisions of this Article shall survive the termination or expiration of this lease. 

ARTICLE 16 .. NOTICES 

All notices called for hereunder shall be given by hand delivery or by certified mail. 
rerum receipt requested, to the proper patty. at the address indicated below, and shall be deemed 
received when actually received by the pany to whom addressed. 

NOTICE TO LESSOR: 

Daniel and Edith Ripley Foundation 

c/o Townes G. Pressler 

1100 Louisiana, Suite 3620 

Houston, Texas 77002·5218 

Anemian: President 

Phone: (713) 659·8300 


NOTICE TO LESSEE: 

Neighborhood Centers. Inc. 
P. O. Box 271389 

Two Bissannet Park 

4500 Bissonnet, Suite 200 

Houston. Texas 77277·1389 

Attention: President and Chief Executive Officer 

Phone: (713) 667·9400 


ARTICLE 17.. PHILANTHROPIC RESPONSIBILITY 

Subject [0 pennission given pursuant to the above to Lessee to sublet portions of the 
premises to other organizations and governmental units engaged in like endeavors as aforesrated. 
Lessee as consideration for this lease of such properties to it agrees and binds itself {Q use its 
best efforts in organizing. arranging for, conducting and carrying out. upon the premises hereby 
leased to it. non-profit philanthropic social welfare. health and recreational activities to serve as 
best they can the welfare of the people of (he neighborhoods and communities in which the 
kased premises are located, to the end [hat the philamhropic purposes whose service waS 
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envisaged when Daniel and Edith Ripley Foundation was created shall be well served and such 
FOUndation shall be the worthy beneficence to the community that was intended. 

ARTICLE 18.• CONDITION OF PROPERTY 

Lessee represents. warrants and guarantees to Lessor that (1) Lessee is a sophisticated 
lessee who is familiar with the type of property affected hereby; (2) Lessee has been a lessee 
at the leased premises for an extended period of time and thus has been afforded the opportunity 
[Q make, and has made. any and all inspections of the leased premises and such related marrers 
as Lessee desires; (3) neither Lessor nor any of its agents. brokers. officers. directors. 
shareholders. or employees has made and does nor make any represenrarion or warranties of any 
kind whatsoever, whether oral or wrinen, express or implied, wirh respect [0 the leased 
premises; and (4) the leased premises are being leased to Lessee in their present "AS IS. 
WHERE IS. AND WITH ALL FAULTS· condition. 

EXECUTED in multiple counterpans. each of which. when signed by the panies. shall 
be of equal dignity this ~day of December, 1995, to be effective. howevec as· of January
1. 1995. 

DANIEL AND EDITH RIPLEY 
FOUNDATION 

ATTEST: 

By: :;t_ 

Name: £7:, ...........ue..:s G P/'t!$$ leI" 


Title: f'rc sl"e!e.-a L 

NEIGHBORHOOD CENTERS. INC. 

ATTEST: 

By: ____-,________ 
Name: Angela Blanchard 
Title: Pres iden t: and CEO 

THE STATE OF TEXAS § 

§ 


COUNTY OF HARRIS § 


~EFORE ME, the undersigned authority, on this day personally . appeared 

ie,unes G.1t< IS I-€-(' . -:;FrlSideJ,-+ of Daruel and Eduh Rlpley 


Foundation. a non·profit Texas corporation. known [Q me to be me person and officer whose 
name is subscribed to (he foregoing instrument. and acknowledged to me that the same was the 
act of the said Daniel and Edith Ripley Foundation. a non·profit Texas corporation as aforesaid. 
and that he executed the same 35 the act of such corporation for the purposes and consideration 
therein expressed. and in the capaciry therein stated. 

13+11 beu. '" k..--GIVEN UNDER MY HAND AND SEAL OF OFFICE this the __ day of . 
1995. 
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envisaged when Daniel and Edith Ripley Foundation was created shall be well served and such 
FOUndation shall be the worthy beneficence to the community that was intended. 

ARTICLE 18.• CONDITION OF PROPERTY 

Lessee represencs, warrants and guarantees to Lessor that (l) Lessee is a sophisticated 
lessee who is familiar with the type of property affected hereby: (2) Lessee has been a lessee 
at the leased premises for an extended period of time and thus has been afforded the opportunity 
to make. and has made. any and all inspections of the leased premises and such related matters 
as Lessee desires: (3) neither Lessor nor any of its agents. brokers. officers. directors. 
shareholders. or employees ha"s made and does not make any representation or warramies of any 
kind whatsoever, whether oral or written, express or implied, with respecr to the leased 
premises: and (4) the leased premises are being [eased to Lessee in their presem .. ,\S IS, 
WHERE IS. AND WITH ALL FAULTS' condition. 

EXECUTED in mUltiple counterpam. each of which. when signed by the parties. shall 
be of equal dignity this 13th day of December, 1995, to be effective. however. as of January
1. 1995. - 

DANIEL AND EDITH RIPLEY 
FOUNDATION 

ATTEST: 

By: ___________ 
Name: ____________ 
Title: _____________ 

NEIGHBORHOOD CENTERS. INC. 

ATTEST: 

By: a~L~4 
Name: ngela Blanchard 

Title: Presiden~ & CEO 


THE STATE OF TEXAS § 

§ 


COUNTY OF HARRIS § 


BEFORE ME. the undersigned authority. on this day personally appeared 
, of Daniel and Edith Ripley

cF:::o:::u-=n:;-d:::at:::io:::n::-.-a:-:n-=o-=n-:.p:::r:::ocfi:::t-:;T~e:::x:::a-=s-:c:::o:::rp=o-=r:::a::::tion. known 10 me to be the person and officer whose 
name is subscribed to the foregoing insrrumen(. and acknowledged to me that the same was {he 
act of the said Daniel and Edith Ripley Foundation. a non· profit Texas corporation as aforesaid. 
and that he executed the same as the act of such corporation for the purposes and consideration 
therem expressed. and in the capacity therein stated. 

GIVEN UNDER MY HAND AND SEAL OF OFFICE this the __ day of ____ 
1995. 

Notary Public in and for 

THE STATE OF TEXAS 
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THE STATE OF TEXAS § 
§ 

COUNTY OF HARRIs § 

BEFORE ME. the undersigned authority. on this day personally appeared 
AngeJa Blanchard ,President & CEO of Neighborhood Centers. Inc., 

a non·profit Texas corporation, known to me to be the person and officer whose name is 
subscribed £0 [he foregoing instrument, and acknowledged to me that the same was lhe act of 
the said Neighborhood Centers. [nc .. a non-profit Texas corporation as aforesaid. and that he 
execmed the same as me act of such corporation for the purposes and consideration therein 
ex.pressed, and in tlie capacity therein stated. 

GIVEN UNDER MY HAND AND SEAL OF OFFICE this the....!2.. day of December 
1995. 

N?:;;iifiC i~~~ f~ MA"Y STONEB"AKER 
(I <.;~ .~.-/ .':.:.:ar'l Public. Sbte ot rnH THE STATE OF TEXAS ~:...::/ My C4m""UlOI1 uPlrts (lg/11l96 
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EXHIBIT I 

FURTHER DESCRIPTION OF PROPERTIES LEASED 

(a) The premises described in the lease as Ripley House and its grounds, includ;"g 
also the Corrinne S. Tsanoff Ripley Building erected on such grounds, and the two immediat .•. ·j. 
adjacent properties known as 302 and 324 North Sidney Street, are further descrilxd 's 
consisting of the following: 

(I) The premises conveyed by R. W. Franklin, Trustee, to Daniel and 
Edith Ripley Foundation by deed dated July 13, 1938, recorded in Volume 1093 
at page 616 of the Deed Records of Harris County, Texas, to which reference is 
made for further description, covering Lots Four (4), Five (5), Six (6), and Seven 
(7) of the Dietzscholds Subdivision of Lot No. Sixty-six (66) of the S. M. 
Williams Survey, in the Ci'Y of Houston, Harris County, Texas; 

(2) The premises conveyed by Helena Lennie to Daniel and Edith 
Ripley Foundation by deed dated July 13, 1938 re<orded·in Volume 1093 at page 
615 of the Deed Records of Harris Coun'Y, Texas, to which reference is made 
for further description, covering Lots Ten (10) and Eleven (11) of the Dietzschold 
Four Acre Subdivision, a part of Lot No. Six'Y-six (66) of the S. M. Williams 
Survey, in the Ci'Y of Houston, Harris Coun'Y, Texas; 

(3) The premises conveyed by Olga Elsa Blau, individually and as 
Independent Executrix of the Estate of George G. Blau, deceased, to Daniel and 
Edith Ripley Foundation by deed dated July 13, 1938 recorded in Volume lO93 
3( page 614 of the Deed Records of Harris County, Texas, as corrected by deed 
dated August 2, 1938, recorded in Volume 1106 at page 463 of such records, to 
which reference is made for further description, covering the A. F. Blau 2.09 
acre tract out of the A. Blau 12.56 acre tract out of Great Lot Sixty-six (66) of 
the S. M. Williams Survey, in the City of Houston, Harris Coun'Y, Texas: 

(4) The premises conveyed by F. M. Atwell and wife to Daniel and 
Edith Ripley Foundation by deed dated July 13, 1938, recorded in Volume 1092 
at page 783 of the Deed Records of Harris County, Texas, to which reference is 
made for further description, covering 2.09 acres of land known as the A. F. 
Blau Tract out of the Blau 12.56 acre tract out of Lot Six'Y-six (66) of the S. M. 
Williams Survey in the Ci'Y of Houston, Harris County, Texas; 

(5) The premises conveyed by Elizabeth O. Murray and husband to 
Daniel and Edith Ripley Foundation by deed dated July 23, 1938 recorded in 
Volume lO91 at page 686 of the Deed Records of Harris Coun'Y, Texas, to which 
reference is made for further description, covering 2.09 acres of land out of what 
is known as the 12 lI2 acre Blau Tract out of Lot Sixty-six (66) in the S. M. 
Williams Survey in the City of Houston, Harris County, Texas; 

Comprising and including the premises described in the decree in Cause ~o. 249.913 in 
the I I 3th JUdicial District Court of Harris County, Texas, styled Daniel and Edith Ripley 
Foundation vs. Samuel M. Williams, et ai, recorded in Volume 1107 at page 379 of the Deed 
Records of Harris County, Texas, as follows: 

7.8407 acres of land in the S. M. Williams Survey in Houston, Harris County. Texas. 
being out of Lot 66, more particularly described as follows: 

BEGINNING at the Southwest comer of Lot 4 of the Blau Subdivision: 
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THENCE North 3S' East 50 1/2 feet, being the distance across Lovejoy Street to the 
beginning point of this survey; 

THENCE North 70' 5' West 92.2 feet with the North line of Lovejoy Street to an iron 
pipe set at the intersection of Lovejoy Street and Jenkins Street; 

THENCE North 35' East 362.0 feet to an iron rod for comer; 

THENCE North 70' 6' West 141.54 feet to an iron rod. same being the Southwest 
comer of Lot 5; 

THENCE North 35' 27' East 20 feet to a pipe for comer; 

THENCE North 70' 5' West 115 feet to a pipe for comer. same being the Southwest 
comer of Lot 10 in the Dieuschold Subdivision; 

THENCE North 17' 37' East 220.7 feet to an iron stake in a fence line. same being the 
Northwest corner of Lot 4 of said Dieuschold Subdivision; 

THENCE South 70' 5' East 184.2 feet to an iron stake in the West line of Lot S set 
apart to A. F. Blau; 

THENCE North 35' 27' East 251.7 feet to an iron stake for corner; 

THENCE South 55' East 446.75 feet to a stake in fence line. this point being in the East 
line of Lot 6 set apart to George G. Blau of the Blau Subdivision. and is further located 
as being 28.35 feet South 3S' West from the Northeast corner of said Lot 6; 

THENCE South 35' West at 384.15 feet an iron pipe marking the Southeast comer of 
Lot 6 and the northeast corner of Lot 4 at a total distance of 746.15 feet to an iron stake 
on the North line of Lovejoy Street. now marking the Southeast corner of Lot 4 set apart 
to Charlotte Blau. This point is further designated as being North 35' East SO 112 feet 
from the original Southeast corner of Lot 4; 

THENCE North 70' 5' West following the North line of Lovejoy Street 232.1 feet to 
the place of beginning. and containing within said description 7.8857 acres. and being 
all of the three 2.09 acre tracts known as 4.5 and 6 in the partition of the 12.56 acres 
known as the Niue Homestead tract. as per map recorded in Vol. 222. page l~O of tlie 
Deed Records of Harris County. Texas. and that part of Lot 3 of said partllion knQIVn 
as Block 2 of the Kropp Addition to the City of Houston.•s per map recorded In Vol. 
570. page 164 of the Deed Records of Harris County. Texas, and Lots 4. 5. 6. 7. 10. 
• nd II of the Dieuschold Subdivision to the City of Houston. Harris County. Te.,"s. as 
per plat recorded in Vol. 322. page 361 of the Deed Records of Harris County. Tex,,; 

Save and except that portion of the property which has been subsequently dedicated uf 
record for a part of the present right-of-way for Lovejoy Street; 

(6) The premises conveyed by Willie Lee Kee to Daniel and Edith Ripley Foundation. 
Inc. by deed dated February 4. 1974 recorded in the office of the County Clerk of HarTi, 
County. Texas under Film Code numbers 174-22-1167 through 174-22-1169. covering the 
premises known as 324 North Sidney Street, Houston, Texas. funher described by metes anJ 
bounds as fotlows; 

TRACT 1: Parts of loIS Four (4) and Five (S) of the Dietzschold Subdivision. out of 
{he S. M. Williams Survey. in Harris County. Texas. according to [he plat of saiJ 
addition recorded in the County Clerk's office of Harris County. Te;-:.as. and more 
panicularly described as follows: 
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BEGINNING at an iron pin which. is the northeast corner of said Lot 4; THENCE South 
35' 23' West along the Ripley Foundation fence line 44.6 feet to stake; 

THENCE in a westerly direction to iron pin in the east line of North Sidney Street as 
relocated by the Ripley Foundation, which point is 45.5 feet South 35' 23' East from the 
north line of Lot 4; 

THENCE North 35' 23' East 45.5 feet along the east line of North Sidney Street as 
relocated [0 an iron pin on the nonh line of Lor 4; 

THENCE South 69' 54' East 85.4 feet to the place of beginning, and being the same 
property described in deed from Daniel and Edith Ripley Foundation to R. J. Turner 
dated May 22.1941, recorded in Vol. 1204. page 179 of the Deed Records of Harris 
County, Texas. reference to which is here made for all purposes. 

TRACT 2: South 55.8 feet of Lot Two (2), in Block Eight (8), of Ele'<;tric Park. an 
addition to the City of Houston, situated in the S. M. Williams Survey, on the south side 
of Buffalo Bayou, in the County of Harris. and State of Texas. according '0 map thereof 
recorded in Vol. 359. page 294 of the Deed Records of Harris County. Texas. 

(b) The premises described in the lease as Kirkland-Ripley Settlement, building and 
grounds. are further described as consiscing of the following: 

(I) The premises conveyed by Jerry P. Daly, Joseph T. Daly, and Mary Abby 
Daly to The Daniel and Edith Ripley Foundation, Inc. by deed dated March 29. 1947. 
recorded in Volume 1577 at page 541 of the Deed Records of Harris County, Texas. '0 
which reference is made fQr further descriprion. covering four con(iguou5 tracts oU{ of 
the north part of the East one-half of Lot No. Twenty-five (25) of the subdivision of the 
West one-half of the S. M. Williams Survey, in the City of Houston. Harris County. 
Texas: 

(2) The premises conveyed by Leon Settegast, et ai, to Daniel and Edith 
Ripley Foundation by deed dated April 8, 1950, recorded in Volume 2075 at page 246 
of the Deed Records of Harris County, Texas. to which reference is made for funher 
description, covering 20,350 square'feet of land, a part of the S. M. Williams Survey 
in the City of Houston, Harris County, Texas: 

(3) The premises conveyed by J. M. Frost and M. D. Bailey to Danie! and 
Edith Ripley Foundation by quitClaim dated August II, 1950, recorded in Volume 2167 
.. page 106 of the Deed Records of Harris County, Texas. to which reference is maGe 
for further description, covering all their right, tide and interest in the premises described 
in the deed from Leon Settegast e[ al next above mencioned; 

(4) The premises conveyed by the City of Houston to Daniel and Edith Ripley 
Foundation by deed dated December 3, 1963, recorded in Volume 5354 at page 619 of 
'he Deed Records of Harris County, Texas, to which reference is made for further 
description, covering 4,397 square feet of land out of Lot 25 of the west one-half of 'he 
S. M. Williams Survey in the City of Houston, Harris County, Texas: 

Save and except that portion of the property conveyed by The Daniel & Euith 
Ripley Foundation, Inc. co the City of Houston by deed dated November 6. 1963. 
recorded in Volume 5332 at page 226 of the Deed Records of Harris Coumy, T«as. to 
which reference is made for fuI1her description. covering a tract of land containing 3.'+66 
square feet of land off {he east side of the Daniel and Edith Ripley Foundation tract out 
of Lo( 25 of [he west one-half of (he S. M. Williams Survey in the City of Houston. 
Harris COUnty, Tex.as. 
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. . (c) The premiS<!s described in the lease as Harbach - Ripley Neighborhood Cemer. 
bUlldmg and grounds, are funher described as consisting of the following: 

(1) The premises conveyed by Robert C. Stuart to Daniel and Edith Ripley 
Foundation by deed dated December 1. 1959, recorded in Volume 3874 at page 597 of 
the Deed Records of Harris County, Texas. to which reference is made for further 
description. covering Blocks Four (4), Five (5). and Twelve (12) of Fairlawn Place. in 
[he City of Houston, Harris Councy, Texas; 

(2) The premises sold and quitclaimed by the City of Houston to Daniel and 
Edith Ripley Foundation by conveyance dated October IS, i960, recorded in Volume 
4227 at page 98 of the Deed Records of Harris County, Texas, to which reference is 
made for further description, covering portions of Hogue Street and Ledbetter Street. 
being two tracts each containing 24.500 square feet of land, in Fairlawn Place Addition 
in the H. 8. Premiss Survey in the City of Houston, Harris County, Texas; 

Save and except the portion of said property across which Daniel and Edith Ripley 
Foundation has granted to the City of Houston an easement for street purposes by deed 
dated October 6, 1960. recorded in Volume 4307 at page 268 of the Deed Records of 
Harris County, Texas, (Film Code number 049-14-0831), to which reference is made for 
further description. covering 9.950 square feet out of Blocks 4, 5. and 12 of Falflawn 
Place Addition in the City of Houston, Harris County, Texas. 

(d) The premises described in the iease as W. D. Cleveland, Jr. - Ripley Building, 
and grounds. are further described as consisting of the following: 

(1) The premises conveyed by L. R. Thompson and wife, Grace Thompson. 
to The Daniel & Edith Ripley Foundation by deed dated April 8, 1965. recorded in 
Volume 5888 at page 487 of the Deed Records of Harris County. Texas, to which 
reference is made for further description. covering Tract No. Seventy-three (73) of 
Highland Acres, a subdivision in Harris County, Texas; 

(2) The premises conveyed by C. K. Mogab and M. S. Spolane to The Daniel 
& Edith Ripley Foundation by deed dated April 8. i965. recorded in Volume 5889 at 
page 410 of the Deed Records of Harris Coumy. Texas. to which reference is made for 
further description, covering Tract No. Seventy-Four (74) of Highland Acres. a 
subdivision in Harris Counry, Texas; 

Sa"e and except that portion of the property conveyed by Daniel and Edith Ripley 
Foundation, lnc. to City of Pasadena. Texas, for park purposes, by deed dated 
November 24. 1971 recorded in the office of the County Clerk of Harris County . Texas. 
under Film Code number 137-26-0874. covering 6.047 acres out of Lots 73 and 74 of 
Highland Acres Subdivision, in Harris County, Texas; 

And Subject [Q the right-of-way for electric distribution. and communication lines 
across a portion of Lot 73 of said Highland Acres. Subdivision, granted by The Daniel 
and Edith Ripley Foundation. Inc. by conveyance dated February 11. [974 recorded in 
the office of the County Clerk of Harris County, Texas under Film Code number IOi-06
1917. 
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EXHIBIT II 

CONSTRUCTION AND MAINTENANCE OF mE LEASED PREMISES 

The Ripley Foundation (the 'Foundation') and Neighborhood Centers. Inc. ("NCi") are engaged 
In a cooperative program to furnish certain services and facilities to the community at large. 

The Foundation provides support in the form of physical facilities. and in addition. at its 
discretion from time to time. certain funds for lhe maintenance of those facilities. NCr operates 
and maintains the facilities. and provides the funds for the maintenance of these (and other) 
facilities in its annual maintenance and operation appropriations. 

In making additions to its facilities. renovating them. replacing them. or disposing of some of 
(hem. (he Foundation seeks recommendations from NCI as to the desirability of such changes. 
Since the Foundarion's primary contribution to the program is its capital investmem. it seeks to 
assure a good reCUm on that invesunent 'in terms of program effectiveness. The Founda(ion is 
also concerned to see that adequate provisions are made to keep it's physical facilities in good 
condition at all times. 

The construction and subsequent maintenance of a large facility, such as [he Ripley House 
complex is a considerable undertaking. In lhis connection it is useful to describe in general terms 
(he scope of (he work. The schedule below lists some of the component parts. 

Facilities (0 be Maintained 

Grounds: Landscaping trees, planting, fences. etc. 
Playgrounds fields. bleachers. lighting. etc. 
Roadways roads. parking. sidewalks. etc. 

Buildings: 
Drainage 
Strucrures 

s{Qrm drains, catch basins. etc, 
frames, decks, fire exits. etc. 

Roofs roofs, drains, hatches, etc. 
Exterior facings, windows, doors. etc. 

Systems: 
Access 
Elevacors 

steps. ramps. docks. etc. 
doors, cabs, machinery. etc. 

Mechanical healing, cooling, ventilating. t:tc. 
Plumbing water. sanitary. gas, etc. 
Electrical normal voltage. high-voltage. 

distribution. fixtures. etc. 
Imeriors; Partitions wells. doors. hardware. e<c. 

Ceilings panels, vents. lamps. etc. 
Floors wood, tile. hard~surface. etc. 
Special restrooms. food-handling. 

theater. etc. 

The maintenance function has truee different but interrelated aspects: continuous maimenance. 
ordinary maimenance, and major maintenance. Each is partly preventive and partly corrective. 
Each may be performed in whole or part by contractors or by in-house personnel. Each affects 
the others. 

Continuous maintenance is performed by NCI. Though it adds little to the cost of opera [tons. 
it's neglect leads [0 e;(cessive wear and tear on the property. Continuous maintenance includes. 
withom limitation. implementation of adequate security for the property and its occupants. 
reasonable regularion of {he use of the property. and thorough cleaning of the property on a 
regular basis so thar the property is at all times maintained in a good and orderly condition. 
Adequate security protects against vandalism. broken windows, forced locks. erc. Reasonable 
regularion discourages abuse, such as electrical overloads. nails in the walls. blocked air vents. 
etc. Proper cleaning materials and equipment avoid damage to walls. floors. and fixtures. In 
iJ[her words. all concerned should exercise due care Co prevent unnecessary damage to {he 
premises and assure competent maintenance. 
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Ordinary maintenance cover.; most of the maintenance function. Much of the work is typically 
done .ccording to scheduled routines, either at set intervals (as for mechanical systems) or on 
a rotating basis (as in repainting imerior partitions). Some is done to repair damage Or 
breakdowns, and some is done at the convenience of the occupants. It includes inspection. 
servicing, repairs, and replacemencs. Some is done under contract and some by maimenance 
personnel. Expenses are relatively constant from year-to-year (with adjustment for innation and 
for increases in the use of the facilities maintained). 

Major maintenance takes the fonn of special projects. Some speci.l projects are planned 
deliberately, as when it becomes evident that minor repairs and replacements will nor prolong 
the useful life of a part of the facility, or when there is a major change in occupancy requiring 
changes in the layout. These and other special projects that may arise unexpectedly may be 
relatively expensive, and their occurrence is hard to predicr. 

Because the three kinds of maimenance are imerrelated, there may be a tendency to shift COS[s 

from one to the other. Thus. when windows frequently are broken. more effort on security may 
reduce the number to be repaired. More costly windowpanes may reduce breakage but require 
more effort in cleaning. A single maintenance and operation provides better control and 
coordination. 

Given the cooperative relationship between the Foundation and NCI. NCI has been and shall be 
responsible for all roucine repairs and maintenance. including continuous and ordinary 
maintenance, and shall be accountable to the Foundation for the upkeep of the Ripley facilities. 

The Foundation has and does assume the expenses of major maintenance projects, usually on the 
basis of specific requests from NCI. involving additioll5, replacements. or renovations of Ripley 
facilities as the Foundation'S budget might allow, in the sole discretion of the Foundation. 

The Foundation and NCI have worked amicably together for years. The following schedules 
attempt to outline in general the division of resp<lnsibilities. 

RlPLEY FOUNDATION FACILITIES 

In general. the Foundation is responsible for all capital additions; major capital replaceme",s. 
and major maintenance projects: 

I. Relating to the grounds 
Fences 
Roadways 
Parking areas 
Sidewalks. ramps. stairs and docks 

2. Buildings. additions and renovations 
Roofs 
Exterior walls 
Exterior door and window frames 
Gutters and downspouts 
Electric power distribution 
Water. heating. air conditioning and ventilating 
equipment including cooling towers 
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Examples of Major Capital Repl.cemenrs 

An expansion of facililies. major renov3Iions or redesign as required by applicable law. 
code or ordinance or otherwise imposed by governmental enlily with appropriate 
jurisdiction. 

Replacement of: 

Obsolete UtiliI}' equipment 
Obsolete Electrical equipment 
Sanitary and storm sewer 
Steam boilers 
Sidewalks. parking areas 

Examples of Major Repair Projecrs 

Roof repair 
Sidewalk and Parking Area Repair 
Replace section of fence 
Repaint exterior 
Replacement of major components of hO[ water. 
heating. and cooling systems 

In-general. NCr is responsible for routine repairs and maincenance. 

Examples of Romine Repairs and Maintenance 

1. 	 Normal maintenance, cleaning and minor repairs of the propeny, including. withom 
limitation. doors, windows. restrooms and aU interior areas, 

a) 	 Light bulbs. fIXtures 
b) 	 Repainling of interior 
c) 	 Plumbing 
d) 	 Broken glass. windows. doors. locks. gates. 

Nanna! maintenance, cleaning and minor repairs [0 heating and cooling sysrems. 

a) 	 Spring cooling system inspection and start-up. 
b) 	 Wimer cooling system shutdown. 
c) 	 Fall heating system inspection and Start-up. 
d) 	 Spring heating system shutdown. 
e) 	 Boiler and cooling tower treaUllent. 
f) 	 Fan belts. 
g) 	 Filters. 
h) 	 Small pumps. 
i) 	 Relay and control elements. 
j) 	 Fan motor replacements. 
k) Thermostat replacements. 

I} Freon compressor servicing. 


J. 	 Exterior nannal maimenance. cleaning. and minor repairs [0 lighting. fences. roadways. 
parking areas, sidewalks. ramps. stairs and docks. 

1\ ~ 111':~ Do 

1':9~ II 1·.1.1 
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Bettyc Drisda[e 

Don Turklcson 


PresidcJlt aDd CEO 

Angela Blanchard 


Cl!NI'ERS INC. 

AIl(USt 17, 2000 

Lawrence Marshall, Pt<sident of the Board ofTrustees· 

Dr; Rod Paige, Superintendent 

Houston Independent School District 

3830 Richmood Av. 

Houston, Texas 77027 


Dear Mr. Marshall and Dr. Paige: 

This is to infonn you that Neighborhood Centers Inc. intends to submit an 
application to the State Board of Education for consideration for approval ofan 
open-enrollment charter school. Aa part of the application process, entitiEs applying 
foe approval an: required to notifY any districts tIiat arelikcJy tD.bc·allOcted'&y the 
establishment or amendment ofan open-cnrolhnent charter schooL 

Specifically, the guidelines approved hy the State Board ofEdw:atioo require that 
the enclosed fonn. entitled Statement ofImpact, and a copy ofthe application for the 
proposed open-enrollrnent chaner school be sent to each district that may be 
affected. Infonnation is requested if the proposed open-enrollment charter may 
adversely impact a district financially. or if the proposed chaner may impact the 
student enrollment ofa district In a manner that impairs the district's ability to 
comply with a court order. The enclosed fonn may be completed by any district that 
may be affected, signed by the district's board president and superintendent, and 
returned to the Texas Education Agency, Document Control Center, Room 6-108, 
1701 North Congress Avenue, Austin, Texas 78701. It should be received no later 
November I, 2000 for the infonnation to be considered by the State Board of 
Education. 

It is requested that you review the enclosed application, complete the Statement of 
Impact fann. and submit it to the Texas Education Agency, If you have questions 
about the process for approval of open-enrollment charter schools please contact' 
Robert Muller in the Division of Charter Schools at (512) 463-9575. If you have 
questions about the enclosed application for approval of an open-enrollment charter 
school affecting your school district, please contact Angela Blanchard at (713) 669
5258. 

l1<relY ~,

An~~ 
President & CEO 

AB/me 
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Mission Statement 

To enhance the development and 
full potential ofindividuals, 
families, and neighborhoods 
through effective human service 
systems, responsive programs 
and appropriate facilities in 
adherence witlt our core values. 

To: Dave Detcher 

From: Glenda Bates 

Subject: H.R. Information for Proposal 

Date: July 31, 2000 

Dave: 

Please find attached the Human Resources policies that apply to wage and salary administration; 
employee separation; employee benefits and services; employment selection; and agreements 
signed by the employee. 

This statement regarding NCr taken from the Employee Handbook could be used followed by the 
above attachments. Please let me know if r could be of further assistance. 

At Neighborhood Centers Inc. we recruit, hire, train, promote and reward the employees 
based on ability, without consideration of their race, color, religion, sex, age, physical disability, 
veteran's status or national origin. We comply with all federal, state and local EEO requirements 
in all of our personnel actions--from recruitment and training to compensation and benefits. 



"-'. NEIGHBORHOOD CENTERS INC. 
PERSONNEL POLICIES AND PROCEDURES POLICY NO. 110 

Page I of I 
SECTION: Wage and Salary Administration 
SUBJECT: ExemptINon-Exempt Employee Status 

Effective Date: 01101196 
Supersedes Policy No. 401 

PURPOSE 

To define exempt and non exempt employee status and to provide guidelines for determining this 
status according to law. 

SCOPE 

This policy applies to all employees of the Agency. 

POLICY 

All positions in the Agency will be classified by the Human Resources department as either exempt 
or non exempt in compliance with the law and for pay administration purposes. 

( DEFINITIONS 

Definitions ofexempt and non-exempt employee status are based on provisions of the Fair Labor 
Standards Act (FLSA) and state law. These definitions are summarized as follows. 

Exempt Management, supervisory, professional, administrative and other employee 
whose positions meet specific tests established by the FLSA and state law and who 
are exempt from overtime pay requirements. 

Non-Exempt Employees whose positions do not meet FLSA exemption tests and 
who are paid on and one half times their regular rate of pay for hours worked in 
excess of40 in one week. Employees classifies as non exempt generally occupy non 
supervisory or non professional positions. 

PROCEDURE 

In cases where the exemptlnon-exempt status of an employee is in doubt, the Human Resources 
Department will review position duties and responsibilities against FLSA exemption tests, and reach 
a decision. 
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SECTION: Wage and Salary Administration 
SUBJECT: Hours of Work and Paydays 

Effective Date: 0 I/O 1/96 
Revision Date: 01101/97 
Supersedes Policy No. 401 

PURPOSE 

To establish the hours ofemployment in the Agency's basic workday and workweek and to establish 
pay period and paydays to administer the payment of wages, salaries and overtime. 

SCOPE 

This policy applies to all regular employees of the Agency. 

POLICY 

A. 	 Hours ofWork. The Agency follows a normal work schedule of 40 hours per week, eight 
(8) hours per day, for five (5) consecutive days per week. As program needs require 
coverage beyond the usual working hours, each employee shall be given a work schedule 
consistent with these needs and the 40 hour week. For these purposes, the work week is 
considered to be Monday through Sunday. 

B. 	 9180 Scbedule. Ifapproved by the President and CEO, certain departments or locations may 
work a 9/80 work schedule. Availability ofthe 9/80 work schedule is solely at the discretion 
of the Agency. 

The 9/80 schedule will arrange 40 regular hours in each work week by positioning an eight 
hour work day in the middle of the two week period and defining the midpoint of the eight 
hour day as the beginning and ending point of the work week. The follOwing example 
illustrates the work hours in the first two weeks of a 9/80 schedule with every other Friday 
being the swing day. The work week in this schedule is therefore defined as Friday noon 
through the following Friday, II :59 a.m. 

M T W TH F/IF M T W TH 
Reg hrs - WK WlReg hrs WK 2 
9 9 	 9 9 4 114 9 9 9 9 




,
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If the swing day is to be Monday, the work week is defmed as Monday noon through the 
following Monday II :59 a.m. 

T W TH F MlIM T W TH F 
9 9 9 9 4 II 4 9 9 9 9 

Eligibility All Neighborhood Centers Inc. employees remain on a 5/40 work schedule unless 
the 9/80 work schedule is approved by the President and CEO. Employees who work the 
9/80 should note the following: (i) service level/performance must not be reduced; (ii) 
personal matters such as doctor's or dentist's appointments must be scheduled during non 
work hours except for emergencies; and (iii) employees may be required to work on their 
scheduled days off when business needs dictate; 

Days 0ffT0 retain five day coverage in any given week, employees will work the swing day 
(Friday or Monday in the previous examples) while other employees will be off that day and 
work the swing day that falls the following calendar week. Management may assign swing 
days/days offbased on business necessity. Only in emergencies, for illness or for scheduled 
vacations mayan employee be off on any day other than the assigned swing day. 

Core HOUTS Coverage Scheduling of daily work hours will provide for staffing during the 
core hours of6:30 a.m. to 6:00 p.m. The work day will start no earlier than 6:30 am. for the 
9/80 schedule. 

Vacations Vacation eligibility will still be counted in hours. A vacation day taken on a 
scheduled nine hour day will use nine hours of vacation time. A vacation day taken on a 
scheduled eight hour day will use eight hours of vacation time. 

Holidays Each regular employee working 80 hours each two weeks has 80 hours of paid 
holiday time per calendar year. When an Agency-observed holiday falls on an employee's 
scheduled day off (swing day), the employee will be allowed to schedule an alternative eight 
hour holiday (floater). When an Agency-observed holiday occurs on a scheduled nine (9) 
hour workday, eight (8) hours will be charged against the employee's holiday allotment The 
employee will need to work an additional hour at another time or charge the hour to vacation 
time. In the case of non-exempt employees, the additional hour will need to be worked 
within the same work week as the holiday. 

Absences Absences for illness for non-exempt employees are reported in minimum V. hour 
increments. All full day absences are to be reported according to the number of regularly 
scheduled work hours for that day. 
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Required Work on Scheduled Days Off Exempt employees who work on scheduled days off 
may not reschedule the time off unless approved by the center manager. 

Lunch Periods In the absence of unusual circwnstances, lunch periods will not be altered 
from the customary one hour length. 

Converting Schedules Employees will not be allowed to convert from the alternate schedule 
to a regular 5/40 schedule unless there are unusual or emergency circwnstances. An 
employee will be expected to maintain the established schedule unless the Director of the 
employee's approves a change in advance or requires a change. 

Time Sheets Participating employees will receive revised time sheets to use to record their 
hours. 

Tracking Supervisors are responsible for ensuring the attendance and punctuality of 
participating employees. Employees who fail to arrive or depart as scheduled or who have 
excessive absenteeism will be subject to disciplinary action and, at the discretion of ther......... 	 supervisor, may be required to return to a five day 40 hour week . 


C. 	 Paydays. Paydays for Executive Staff (defined as Directors, Vice Presidents and the 
President and CEO) shall be on the first and the fifteenth ofeach month. Pay received on the 
first is for the period worked from the sixteenth through the last day of the preceding month. 
Pay received on the fifteenth is based on the period worked from the first through the 
fifteenth of the month. 

Paydays for non-executive employees shall be on the fifth and the twentieth of each month. 
Pay received on the fifth is based on the period worked from the sixteenth through the last 
day of the preceding month. Pay received on the twentieth is based on the period worked 
from the first through the fifteenth of the month. 

Ifpay day falls on a Saturday, payroll checks will be distributed on Friday. Ifpay day falls 
on a Sunday, payroll checks may be distributed either the preceding Friday or the following 
Monday. 
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PROCEDURES 

I. 	 Salary. Salaries for regular, full time employees shall be defined on an annual basis 
assuming 2080 hours per year (52 weeks times 40 hours per week). One day off is counted 
as eight hours (unless the employee is working the 9/80 schedule; see above). 

2. 	 Time Sheets. Time sheets are to be completed and signed by each employee and submitted 
to their supervisor for approval. Instructions for completing time sheets are available from 
the Payroll Department. Supervisors shall approve, sign and submit time sheets to the 
Payroll Department by the fifteenth and last day ofthe month (for non-Executive employees). 
If an employee is unable or unavailable to complete hislher time sheet, the employee's 
supervisor may complete and submit the time sheet for the employee, noting 
thereon that the employee is unavailable or unable to sign same. At such time as the 
employee becomes available to do so, the employee will be required to sign the original time 
sheet completed by the supervisor in the employee's absence. Under no circumstances 
should an employee ask any other employee (other than the employee's supervisor) to 
complete the employee's time sheet in the employee's absence. Doing so may subject both 
the employee making the request and the employee completing the timesheet to disciplinary 
action up to and including termination. 

3. 	 PaYrOll Check Distribution. Employee payroll checks may be distributed to friends or 
relatives with the approval ofthe employee. Such distribution must be designated in writing 
for each pay period by the employee and submitted to the Human Resources Department. 
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SECTION: Wage and Salary Administration 
SUBJECT: Overtime, Non-Exempt Employees 

Effective Date: 01101196 
Supersedes Policy No. 401 

PURPOSE 

To provide guidelines to administer overtime pay to comply with applicable federal and state wage 
and hour regulations. 

SCOPE 

This policy applies to all non-exempt employees of the Agency. 

POLICY 

The Agency overtime pay policy conforms to overtime provisions of the Fair Labor Standards Act 
(FLSA) and applicable state laws. Exemption from these provisions should be claimed for an ( employee only if it can clearly be established that the employee's duties and responsibilities meet 
the requirements for such exemption. (See Policy No. 110, "Exempt/Non-Exempt Employee 
status.") 

Overtime pay policy for employee includes the following principal elements: 

A. 	 Overtime shall be approved in advance by the employee's supervisor, except in cases of 
emergency. Non exempt employees who work unapproved overtime in non-emergency 
situations shall receive pay for same but may be subject to disciplinary action for failing to 
obtain supervisory approval. Non- exempt employees are not authorized to begin work prior 
to the scheduled start of their regular shift and they are not allowed to work through their 
lunch break unless previously approved by the supervisor. 

B. 	 Overtime shall be paid at a rate of one and one halftimes the employee's regular rate (as 
defined under the FLSA) for hours worked in excess of 40 hours per week during the 
Agency's defined work week. (See Policy No. 120, "Hours of Work and Pay Days.") 

PROCEDURES 

Only hours actually worked are used to calculate overtime pay. Paid time offfor holidays, jury duty, 

c. vacation, sick leave or any leave of absence are not considered "hours worked" for purposes of 
calculating overtime pay. . 
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SECTION: Separation 

SUBJECT: Employee Separation 


Effective Date: 01/01196 
Revision Date: 00/01197 
Supersedes Policy Nos. 207 and 208 

PURPOSE 

To ensure timely and accurate processing of employees who are being removed from the Agency 
payroll. 

POLICY 

Employment at the Agency is at-will and may be terminated by either the employee or the Agency 
at any time, with or without notice and with or without cause. 

( 
DEFINITIONS 

The categories of separation and their deftnitions are: 

A. 	 Resi!mation: a voluntary separation, including: 

1. 	 Resignation (employees should attempt to give two weeks notice.) 

2. 	 An absence of one full working day without notice to the Agency (except 
where such failure to notify resulted from an emergency or circumstances 
outside ofemployee's control). (See Policy No. 313, "Attendance Control.") 

3. 	 Failure to return from leave ofabsence as arranged with Agency. 

4. 	 Seeking or accepting other employment while on leave ofabsence from the 
Agency. 

s. 	 Refusal to comply with terms and conditions ofemployment. 

B. 	 Release. A separation in which the employee is not qualified or adapted for the type ofwork 
assigned and no other assignment for which the employee qualifies is available. New 
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employees who are unable to perfonn satisfactorily during their initial six month introductory 
period ordinarily will be released. 

C. 	 Deceased. The death of an employee in active or inactive employment with the Agency. 

D. 	 Retirement. Voluntary separation which usually includes qualification for benefits under the 
retirement plan administered by the United Way of the Texas Gulf Coast. For further 
infonnation, refer to the Summary Plan Description for such plan. 

E. 	 Lay-off: Work is no longer available. Such lay-offs may occur as a result ofjob elimination, 
contract or funding expiration, department closure or other unforeseen circumstances which, 
in the opinion of the Agency, may require reductions in the work force. 

F. 	 Tennination: A separation in which an employee is involuntarily removed from the Agency 
payroll for cause. 

PROCEDURES 

A. Notice to Employees: Employees who are tenninated (as defined above) shall not be given 
advance notice of same. Unless otherwise required by law or contract, no advance notice 
will be given to employees upon layoff or separation 

B. 	 Severance Pi!Y. Regular employees who separate from employment because of lay-off or 
reduction in force shall receive two weeks severance pay. Temporary and part-time 
employees are ineligible for severance pay. 

C. 	 Management Approval: All tenninations as defined above must first be approved in writing 
by the President and CEO or designee before becoming effective. 

D. 	 Resignation: If an employee resigns for any resign, he or she should attempt to give two 
weeks notice to their immediate supervisor. 

E. 	 Return of Equipment and Keys: Prior to departure on the last day of work, the supervisor 
shall obtain all Agency owned equipment and keys from the separated employee. 

F. 	 Exit Interview: Separated employees should be referred to the Human Resources Department 
for an exit interview on or before their last day of work. 

G. 	 Emplovmen! References for Separated Employees: Refer to Policy No. 050, "Personnel 
Records and Privacy." 
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Refer to the relevant Summary Plan Descriptions for health and welfare, life, long term disability, 
retirement and savings plans for information regarding status of benefits upon separation from 
employment. 

( 


( 




NEIGHBORHOOD CENTERS INC. 

PERSONNEL POLICIES AND PROCEDURES POLICY NO. 830 


..... Page 1 of2 

SECTION: Separation 

SUBJECT: Exit Interviews 


Effective Date: 01/01196 
New Policy 

PURPOSE 

To document the reasons employees leave the Agency and provide the employees an opportunity to 
comment on constructive ways to improve the Agency. 

SCOPE 

This policy applies to all employees of the Agency. 

POLICY 

Employees shall have an exit interview with a representative from the Human Resources Department ( prior to separation from the Agency, ifpossible. 

PROCEDURES 

A. 	 Supervisors shall refer employees scheduled to separate from the Agency to the Human 
Resources Department for an exit interview. 

B. 	 The Human Resources representative shall discuss the following points with the separating 
employee: . 

1. 	 Ait:!lC.Y Benefits. Hospitalization including the continuation ofcoverage, retirement, 
thrift plan, sick leave, vacation, credit union, and others shall be discussed if 
applicable.. Employees enrolled in the hospitalization plan shall be advised regarding 
the date their coverage ends. Additionally, they shall be infonned of the extended 
coverage and conversion privileges of the health benefit that are available in 
accordance with the Consolidated Omnibus Budget Reconciliation Act of 1985 
(COBRA), and any other relevant legislation. Generally, all other benefit credits 
shall be discussed, such as those provisions described in the Summary Plan 
Description for the Savings Plan and the Pension Plan, if applicable. Credit union 
membership may continue beyond termination ifthe employee desires it. (If an exit 
interview is not conducted, legally required information will be mailed or hand 
delivered to the employee.) c 



NEIGHBORHOOD CENTERS INC . 
.~--....... 


I.. PERSONNEL POLICIES AND PROCEDURES 
" 

POLICY NO. 830 
Page 2 of2 

2. 	 Job Duties and Work Content. The separating employee shall be asked to comment 
on their feelings toward the Agency., their perception of the job and its expectations, 
the match of the job with their interests and abilities, and the quality of training 
received from the Agency. 

3. 	 Agency's Personnel Policies and Procedures. The separating employee shall be 
asked to comment on Agency policies, the working environment, perceived 
opportunities for advancement, salary and benefits. 

4. 	 Quality of Supervision. The separating employee shall be asked to rate the quality 
ofsupervision they received, and comment regarding the fairness and supportiveness 
of their immediate supervisor. 

5. 	 Reasons for Leaving. The separating employee shall be asked to comment on their 
reasons for leaving the Agency for another job, ifapplicable, their attitude toward the 
Agency and what the Agency could have done to prevent the employee from leaving, 
if appropriate. 

The Human Resources Department representative shall ask the employee to sign the exit interview 
( form. The employee may be given a copy ofthe exit interview form upon request. Additionally, a 

copy will be forwarded to the employee's supervisor. 

( 
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SECTION: Standards ofConduct 
SUBJECT: Rules ofEmployee Conduct 

Effective Date: 01/01196 
Revision Date: 01101197 
Supersedes Policy No. 204 

PURPOSE 

To assure safe, efficient and harmonious operations of the Agency and to infonn employees of their 
responsibilities in this regard. 

SCOPE 

lbis policy applies to all employees of the Agency. 

r---.. POLICY 

The Agency's rules of employee conduct are established for the guidance of employees. Every 
employee is expected to agree to and accept, as a condition ofemployment, the responsibilities and 
rules of employee conduct as set forth below. Failure to comply with these expectations may result 
in disciplinary action up to and including termination of employment. 

Every employee shall be required to read and sign an Acknowledgment ofReceipt of the Employee 
Handbook which contains the list of the Rules of Employee Conduct. The receipt shall be kept in 
the employee's personnel file. 

PROCEDURES 

Standards of conduct are set forth below and provide behavioral standards and examples of some 
types ofbehaviors that are unacceptable. The following represents only a partial list of the rules of 
employee conduct as a complete list ofall possible rules and standards would be impossible to write. 

1. 	 Employees shall treat individuals served by the Agency with the dignity and respect owed 
to all fellow human beings. 

2. 	 Employees shall not, under any circumstances, physically, sexually or verbally abuse 
individuals we serve, fellow employees or visitors. 
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3. 	 Employees shall perfonn their duties to meet the standards ofquality and quantity maintained 
by the Agency. 

4. 	 Employees shall comply with all safety and health rules of the Agency. Employees shall 
exercise the utmost care and utilize all safety precautions in carrying out their duties to avoid 
injury. All accidents shall be reported immediately whether they result in injury or damage. 

5. 	 Employees shall hold in the strictest confidence information regarding employees and 
individuals served by the Agency and their families. Such information shall be used for 
professional and service purposes only. Records or documents shall not be falsified under 
any circumstances. Confidential information may be shared with other Agency employees 
in a professional capacity only. 

6. 	 Employees shall follow the directions of their supervisors and cooperate with fellow 
employees. 

7. 	 Employees shall report promptly to their supervisors or other designated staffwhen they are 
unable to be on the job. Failure to report such absences in a reasonable time period will be 
considered abandonment of the job. 

8. 	 Employees shall not bring to or use alcohol on Agency work sites and shall not use narcotics 
or other controlled substances while on duty, unless prescribed by a physician. Possession, 
sale or use of illegal or controlled substances, or conspiracy to influence others to do the 
same, or reporting to work under the influence of alcohol, hallucinogens, depressants, 
stimulants or any illegal drug, chemical or substance is expressly prohibited. 

9. 	 Employees shall not bring firearms or other weapons to Agency work sites. Agency work 
sites include parking areas adjacent to Agency buildings, centers or work locations. 

10. 	 Employees shall not, under any circumstances, sleep while on duty. 

II. 	 Employees shall keep personal telephone calls and non-Agency related business to a 
minimum during work hours. Except for emergencies, personal calls should be made during 
breaks so as not to interfere with the perfonnance of the employee's job responsibilities. 
Excessive or lengthy personal calls will not be tolerated. 

12. 	 Employees shall exercise care in the operation ofAgency property and equipmenL 

13. 	 Employees are responsible for the safe operation ofAgency vehicles and payment ofany fine 
incurred while the vehicle is assigned to them. 

/ C 
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14. 	 Employees shall dress in an appropriate manner while on duty. 

15. 	 Employees shall not lend to or borrow money from the individuals served by the Agency. 
Borrowing from or lending money to fellow employees is strongly discouraged. Employees 
shall not borrow personal items from individuals served by the Agency, and employees shall 
not ask clients to run personal errands for them. 

16. 	 Employees sball conduct themselves in compliance with behavior commonly recognized as 
acceptable employment conduct, whether or not it is herein stated in writing. 

17. 	 Employees shall distinguish clearly in public between statements and actions as an 
individual and those made as a representative of the Agency. 

18. 	 Employees sball be constantly mindful ofthe obligation the Agency and its staff have for the 
welfare and well-being of the clients and groups served by the Agency. 

19. 	 Employees sball not undertake any political activity on behalfof the Agency without prior 
approval ofthe President & CEO or designee. 

20. 	 Employees shall avoid circumstances which may be interpreted as causing a conflict of 
interest between the employee and the Agency. Employees shall not have a financial interest 
in or receive any compensation from any Agency vendor or supplier. 

21. 	 Employees authorized to use Agency credit cards must submit appropriate documentation 
to support charges and purchases. Agency credit cards shall not be used for personal reasons. 
Any unauthorized purchase or purchases for which there is no supporting documentation 
must be reimbursed to the Agency by the employee within 30 days. 

22. 	 Employees sball not, under any circumstances, falsifY documents for clients, themselves or 
other employees of the Agency. 

23. 	 Each employee shall report to work on time in a condition to work. Employees are also 
expected to report back to work promptly from scheduled breaks. If you report to work late, 
you may be relieved ofduty that day without pay. 

24. 	 Unacceptable conduct that may also be grounds for discip1inary action, up to and including 
termination ofemployment, includes. but is not limited to the following: 
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a. 	 Unauthorized taking, selling, concealing or use ofAgency property, or the property 
of another employee, a client or member of the public; 

b. 	 Unauthorized use of an Agency vehicle; 

c. 	 Conduct inconsistent with disability while claiming disability; 

d. 	 Initiation, encouragement or participation in a slowdown or work stoppage; 

e. 	 Fighting with another employee, a client or other member of the public on Agency 
time or Agency property; 

f. 	 Detention by police authorities in a siruation where return to the work force might be 
disruptive; 

g. 	 Any conduct or activity which results in a severe disruption of Agency business; 

,. h. Distribution of literature or solicitation of employees to sign petitions, applications 
or membership cards to any organization in a work area or during work time; \ 

~. 

I. 	 Organizing, participating in, operating or conducting gambling activities. 

If an employee's conduct or performance is unsatisfactory, the employee may be subject to 
disciplinary action which could include warning, reprimand, probation, suspension or termination. 
These actions are independent and need not follow in this sequence. Management may choose to 
begin corrective action at any step including termination. Further, employment with the Agency is 
at-will which means that employment may be terminated either by the employee or the Agency at 
any time with or without notice and with or without cause. 

-··· 

.' C 
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Effective Date: 01/01196 
Revision Date: 03/01197 

To infonn employees of the business standards to be observed when conducting Agency business 
so that the Agency will continue to operate in a manner that reflects the highest ethical and legal 
standards. 

SCOPE 

This policy applies to all employees of the Agency . 
...-. 

POLICY 
~ .. 

In all situations, the Agency's business shall be conducted in accordance with applicable laws and 
regulationS and in such a manner that neither the Agency nor any of its Directors, officers or 
employees would be placed at risk by disclosure offull facts. 

A. 	 Conflicts of Interest. Employees should devote their best efforts to the interests of the 
Agency and the conduct of its business. The Agency recognizes the right ofemployees to 
engage in activities outside oftheir employment which are of a private nature; however, full 
disclosure of such activities may be necessary to prevent potential conflicts of interest. As 
such, employees shall follow the guidelines for such instances as set forth below. 

1. 	 Employees are obligated to devote their full time during working hours to their duties 
with the Agency and shall not engage in any outside work during this time. 

2. 	 No employee shall have any relationships or engage in any activities which might 
conflict or give the appearance of conflicting with the proper perfonnance of the 
employee's Agency duties or responsibilities, or which might affect the employee's 
independence or judgment with respect to transactions between the Agency and the 
employee's other activities. 
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3. 	 No employee shall have a significant financial interest {I 0010 or more), either directly 
or indirectly , in any business organization which deals with the Agency without the 
prior written consent of the President and CEO or designee. 

4. 	 No employee shall lease, rent or sell any kind of facility or equipment, material, 
service or other resource to the Agency or to any company or individual doing 
business with the Agency as a supplier or contractor without the prior written 
approval of the President and CEO or designee. 

5. 	 No employee shall propose to cause, either directly or indirectly, the Agency to enter 
into a business transaction with a relative or an associate, or the enterprise of such 
relative or associate, without the prior written consent of the President and CEO or 
designee. 

6. 	 No employee shall provide any managerial, consulting, or similar service to any 
outside Concern which does business with the Agency unless prior written approval 
is obtained from the President and CEO or designee. 

7. 	 No employee shall engage in any type of outside employment, including self 
employment, that may embarrass or discredit the Agency or that may in any way 
affect the employee's independence, objectivity and efficiency in performing the 
employee's duties. No employee, while on the job or as an Agency representative, 
may solicit clients to hire or contract with the employee for outside work ofany kind. 

8. 	 No employee shall trade upon the employee's affiliation with the Agency in the 
. conduct of personal affairs. This policy does not affect an employee's ability to 
identify the employee's Agency affiliation in a situation such as credit references 
where employment affirmation is both proper and normal. 

B. 	 Pavments. No employee shall use Agency funds or assets for any unlawful or unapproved 
purpose. No payments shall be made using Agency funds for any purpose other than that 
which is approved by the appropriate supervisor and supported by the source document(s) 
justifying the payment. No undisclosed, unrecorded or unapproved fund or asset of the 
Agency shall be established for any purpose. All books and records shall be maintained in 
reasonable detail so as to accurately and fairly reflect the transaction and disposition of 
assets. No false or misleading entries shall be made in the books and records of the Agency 
for any purpose. 
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C. 	 Gifts Given. No employee shall offer any direct or indirect bribe, kickback or any other 
payment or transfer ofvalue. Gifts shall be given only to the extent that they are properly 
authorized by the President and CEO and are not contrary to applicable law and generally 
accepted ethical standards. 

D. 	 Donations Received. It is critical to the continued operation of the Agency that all donors 
and contributions be appropriately targeted and appropriately and timely acknowledged. It 
is also critical that these development functions be centrally coordinated within the Agency. 
Therefore, no employee may: (1) seek or accept on behalf of the Agency any gift or donation 
(monetary or otherwise); (2) initiate fund raising activities ofany kind; (3) accept private 
discount or preferential treatment from suppliers or donors; or (4) accept payments, 
privileges or favors from any group, person or organization without first contacting the 
Agency's Development Department and receiving permission directly from the President and 
CEO or designee. 

It is acknowledged in connection with this policy that certain common courtesies and 
remembrances ofnominal value, occasional meals, reasonable entertainment appropriate to 
the business relationship and associated with business decisions are widely accepted as 
common business practices and may be accepted as such by employees and their families. c 

E. Government Ai:encieslOfficials. No Agency employee or anyone acting on behalf of the 
Agency shall provide money or any other thing of value to, or for the benefit of, a 
government official or employee individually for the procurement ofaction or consideration 
by that employee or his or her governmental entity. This prohibition is applicable to 
employees ofall governmental entities, state, local and federal, domestic and foreign. 

F. 	 Professional Associations. The Agency encourages employee participation in professional, 
civic and public affairs activities which benefit themselves and the Agency.\ However, no 
employee shall accept an appointment to membership on the board of directors, standing 
committee or similar body ofany outside company, professional organization or government 
agency, or file for election to a public office that has or might have significant business or 
regulatory relationship with the Agency, unless prior specific written approval is obtained 
from the President and CEO or designee. An appointment to a position in a religious, 
charitable, professional, trade or civic organization does not necessarily require approval 
unless the duties ofthe position may interfere or conflict with the employee's duties with the 
Agency. 

G. 	 Confidential Infounation. No employee shall sell, use or disclose confidential information 
of the Agency, technical or otherwise, for the private benefit of self, associate or any other 
person, business, firm or entity. Confidential information shall include, but not be limited 

c. 
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to, decisions, plans, procedures, personal data on employees, client records, bid prices, 
program evaluations, contractual terms, prospective real estate purchases or sales or 
financial or business forecasts. 



{.--:- . 

'
NEIGHBORHOOD CENTERS INC. 
PERSONNEL POLICIES AND PROCEDURES POLICY NO. 312 

Page I of2 

SECTION: Standards of Conduct 
SUBJECT: Harassment, Including Sexual Harassment 

Effective Date: 01101196 
Revision Date: 01101197 
Supersedes Policy No. 305 

PURPOSE 

To establish the Agency's position on the subject ofharassment including sexual harassment, to set 
forth guidelines for handling violations of the policy and to specify the related complaint-handling 
procedure. 

SCOPE 

Tbis policy applies to all employees of the Agency. Furthermore, appropriate procedures will be 
established at all Agency locations to insure that non-employees (clients, vendors, contractors, etc.) 
on Agency premises are also made aware of the intent of this policy. 

POLICY 

Harassment, including sexual harassment, is contrary to basic standards of conduct between 
individuals and is prohibited by Title VII of the Civil Rights Act of 1964. It will therefore constitute 
a violation ofAgency policy for any employee to engage in any ofthe acts or behavior defined below 
by the Equal Employment Opportunity Commission, and such misconduct will subject an employee 
to corrective action up to and including termination. 

All employees are entitled to a work place free ofharassment, including sexual harassment, from 
fellow employees, supervisors, or others conducting business with the Agency. Employees who feel 
that they have been harassed on the basis of sex or in any other manner, should immediately report 
such incidents following the procedures described below without fear ofreprisal. Confidentiality 
will be maintained to the extent permitted by the circumstances. 

DEFINITIONS 

A. 	 Harassment Verbai, physical or visual conduct of a racial, ethnic or other nature which, in 
the employee's opinion, impairs his or her ability to perform the job. 

Sexual Harassment. The Equal Employment Opportunity Commission defines sexual 
harassment as follows: "unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature when submission to the conduct enters into 



NEIGHBORHOOD CENTERS INC. POLICY NO. 312 
PERSONNEL POLICIES AND PROCEDURES Page 10f2 

employment decisions andlor the conduct unreasonably interferes with an individual's work 
performance or creates an intimidating, hostile or offensive working environment." 

PROCEDURES 

Any employee who has a complaint of harassment of any type shall bring the complaint to the 
attention ofany of the following: their immediate supervisor; any other supervisor; the next highest 
level of management above the immediate or any other supervisor; the Human Resources 
Department; any Director; any Vice President; or the President and CEO. 

Any supervisor or member of management who receives a complaint of harassment or sexual 
harassment shall immediately report the complaint to Human Resources. Failure to do so will lead 
to disciplinary action against the supervisor or member of management up to and including 
termination. 

All complaints shall be promptly investigated by th:: Human Resources Department and the Director 
andlor Vice President in charge of the department where the complainant works. The investigation 
will commence as soon as practical after the report of the complaint has been received by Human 

..- Resources. Human Resources will present the results of the investigation to the appropriate 
Director(s) or executive(s) who, in consultation with Human Resources, will determine the 
appropriate course ofaction. The complainant shall be informed of the results of the investigation 
as soon as practical after such decision has been made. In no event may any retaliatory action be 
taken against the complainant as a result of having brought the complaint in good faith or any 
participant (who is not the subject of the complaint) in the investigation who participates in good 
faith provided, however, that any participant in the investigation who reveals confidential 
information involving the investigation, including the existence of the investigation itself, may be 
subject to disciplinary action up to an including termination. 

Human Resources will retain confidential documentation of all allegations and investigations. 
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SECTION: Standards of Conduct 
SUBJECT: Attendance Control 

Effective Date: 01101196 
Revision Date: 01101197 
Supersedes Policy No. 302 

PURPOSE 

To provide a method to control attendance to maintain efficient operations of the Agency. 

SCOPE 

This policy applies to all employees of the Agency. 

POLICY 

A. 	 Attendance Goal. Regular attendance is an essential function of every non-exempt 
employee's job. This means that employees shall be at their appointed work station on time 
each regularly scheduled work period in a condition fully able and ready to work. 

B. 	 Supervisor's Responsibility. Supervisors will exercise the primary management 
responsibility to control employee attendance. Excessive employee absences or lateness are 
undesirable performance factors and will be managed by supervisors. 

PROCEDURES 

!be Agency recognizes that there are justifiable causes for absences and tardiness and it follows a 
policy of granting reasonable requests for excused absences and tardiness. However, even 
employees who have justifiable cause for absences or tardiness may be subject to disciplinary action 
up to and including temrination if such absences or tardiness are deemed excessive such that they 
are interfering with the reasonable performance of the employee's job or the function of the 
department in which the employee works. 

Supervisors will administer the attendance standards and procedures outlined below. 

A. 	 Notification. 

1. 	 AdVance Notice. Supervisors will require employees to give advance notice 
(generally defined as prior to the start of the employee's regular shift), when c. 
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possible, oflateness or absence. If advance notice is not possible, notification by 
phone shall be given by employee to his or her immediate supervisor. Supervisors 
should instruct employees not to leave such messages on the supervisor's voice mail 
as the only form of notification. If the employee calls to give notice and receives the 
supervisor's voice mail, the employee should leave the message regarding absence 
or lateness, but the employee should continue to call until the employee reaches the 
supervisor, or the supervisor's supervisor, personally. 

2. 	 TjmiDl~ of Notice. Notification calls shall be made prior to the start of the 
employee's regular shift but in no event later than one hour follOwing the start of the 
employee's regular shift. 

3. 	 Employee to Maintain Contact. Supervisors will require employees to maintain 
reasonable contact for any period of absence beyond one day, unless the employee 
has provided a doctor's certificate covering a specified period. 

4. 	 Notice to Human Resources. If a supervisor becomes aware of an employee's 
schedule or unscheduled absence of three or more days, the supervisor must notify 
Human Resources of this fact no later than the third day of the absence. 

B. 	 Absence Without Notice: After one day of absence without notice, employee will be 
considered as having abandoned his or her job and employment will be terminated on that 
basis. The employee may be reinstated only if exceptional circumstances explain why the 
employee could not have called in as required by this policy. 

C. 	 Scheduline Absences. Employees who must be absent for personal reasons or medical 
appointments shall notify their supervisor in advance, ifpossible. Failure to do so may result 
in denial of the time offor time off without pay. 

D. 	 Reports. The Payroll Department will maintain records of employee attendance using 
Employee Time Sheets. Supervisors are encouraged to keep their own records ofemployee's 
attendance, absences and late arrivals by retaining copies ofemployee's Time Sheets or some 
other appropriate method. Supervisors shall monitor attendance records of employees in 
their department and review them to identify critical and chronic attendance problems 
requiring corrective action. 

E. 	 PerfoDDance AWraisa!. Employee attendance shall be evaluated by each supervisor in 
connection with employee performance appraisals. The records of employees with 
attendance problems should be reviewed more frequently. NOTE: Absences resulting from 
Family and Medical Leave, Medical Leave (if for a reason protected by the Americans with 
Disabilities Act) or workers' compensation related injuries or illnesses 
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shall not be considered in evaluating an employee's performance or in determining 
disciplinary action, except that such absences may be used to calculate the maximum 
allowable absences for any reason (52 weeks in any two year period). 

c 
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SECTION: Standards of Conduct 
SUBJECT: Dress and Personal Appearance 

PURPOSE 

POLICY NO. 315 
Page I of2 

Effective Date: 01101196 
Revision Date: 01101197 
Supersedes Policy No. 302 

To establish guidelines for appropriate dress and appearance during normal business hours at the 
Agency. 

SCOPE 

This policy applies to all employees of the Agency. 


POLICY 


Employees are expected to maintain an appropriate appearance that is business like, neat and clean ( as determined by the requirement ofthe are in which the employee works. When attending meetings 
0 ••• 

outside the Agency or attending meetings at Central Administration (4500 Bissonnet), appropriate 
business attire shall be worn. Appropriate appearance includes: 

A. 	 APJ23reI. Generally, employees shall wear appropriate, clean, pressed business attire. The 
following are some examples of inappropriate dress, as a complete list would be impossible 
to write. 

I. 	 After five, party dresses, sun dresses without jackets, shorts, halter tops, exercise 
clothing and jeans are not permissible. 

2. 	 Any clothing that reveals bare backs, midriffs, or any revealing or provocative 
clothing. 

3. 	 No bare feet or legs. 

4. 	 Hemlines shall be appropriate length when both sitting and standing. 

B. 	 HaiI. Hair shall be clean, combed and neatly trimmed or arranged. This includes sideburns, 
moustaches and beards. 

c. 	 Personal Hygiene. Good personal hygiene habits shall be maintained. 
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D. 	 Unjfonns. Employees working in certain departments or locations may be required to wear 
uniforms. The employee is expected to wear a clean, neat designated uniform at all times 
while on duty or on Agency business, unless otherwise instructed by his or her supervisor. 
The initial cost of the uniform(s) (up to a maximum oftwo) will be paid by the Agency. One 
replacement uniform may be purchased by the Agency per year if necessitated by normal 
wear and tear. Maintenance, cleaning, repair and replacement necessitated by loss, misuse, 
excessive wear, change in size, avoidable damage or theft of the uniform(s) are the 
responsibility of the employee. 

Special events such as Go Texan Week and Casual Fridays allow for different type of clothing to be 
worn, as specified in Agency memoranda or notice. 

PROCEDURES 

Each supervisor shall have the authority and discretion to determine appropriate dress for his or her 
department. Each supervisor shall evaluate the dress and appearance of employees under his or her 
supervision and instinne disciplinary action up to and including termination for violations of these 
standards. 

( 

c 
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SUBJECT: Smoking in the Workplace 


Effective Date: 01101196 
Revision Date: 01101/97 
New Policy 

PURPOSE 

To provide and maintain a healthful and clean working environment for Agency employees. 

SCOPE 

This policy applies to all employees, volunteers and visitors of the Agency. 

POLICY 

The Agency respects the individual preferences of smoking and non-smoking employees at our 
facilities. Managers at all Agency locations shall establish appropriate procedures to ensure that 

/--" 	 designated smoking areas are provided to employees and non-employees on Agency premises. For 
reasons of safety, public relations and other concerns, smoking is not permitted inside any Agency 
facility. 

DEFINITION 

"Smoking" means inhaling, exhaling, burning or carrying any lighted smoking equipment ortobacco. 

PROCEDURE 

A. 	 Prohibjted Areas. All common areas, inclusive ofrestrooms, conference rooms, lunchrooms, 
hallways, stairways, elevators and other areas not specifically designated as a smoking area. 

B. 	 Smokjni Areas. The area designated for smoking at the facility. Please refer to guidelines 
established by the facility to determine the area so designated. 

C. 	 VjsitorsNolunteers. Visitors or volunteers at any of the Agency's facilities are expected to 
observe smoking and non-smoking designations. 

D. 	 Breaks. Employees who smoke shall not be permitted to take breaks in excess of those 
normally allowed for non-smokers. 



c 

NEIGHBORHOOD CENlERS INC. 
PERSONNEL POLICIES AND PROCEDURES POLICY NO. 317 

Page 1 of 1 

SECTION: Standards ofConduct 
SUBJECT: Telephone Use 

Effective Date: 01101196 
Revision Date: 01101197 

PURPOSE 

To provide guidelines for using Agency telephones. 

SCOPE 

This policy applies to all employees of the Agency. 

POLICY 

Efficient telephone service is vital to Agency business. Employees shall adhere to the follOwing 
guidelines: 

A. 	 Answer all calls promptly and courteously. If instructed by a supervisor to use a specific 
greeting when answering calls, the employee must do so. 

B. 	 Hold personal calls, both incoming and outgoing, to emergencies or essential personal 
business and keep them as brief as possible. Excessive personal calls on Agency time may 
subject the employee to disciplinary action up to and including termination. Employees who 
work in areas where business phone calls are monitored for quality control purposes should 
not use business phones for personal calls but will be provided with private phones restricted 
to personal use only. 

C. 	 Reimburse the Agency for all personal toll and long distance calls made from Agency 
telephones. 

As noted in Policy No. 051, "Agency AccesslRight to Search," the Agency retains the right to 
monitor phone conversations for business purposes and to ensure compliance with the foregoing 
guidelines. 

( 
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SECTION: Standards of Conduct 
SUBJECT: Substance Abuse 

Effective Date: 06/01/96 
Revision Date: 01/01197 

PURPOSE 

To prohibit the use, possession, sale, purchase or transfer of alcoholic beverages, illegal drugs or 
other intoxicants (drugs) or being under the influence of drugs at any time on Agency premises or 
while on Agency business. 

SCOPE 

This policy applies to all employees and subcontractors of the Agency. 

POLICY 

Refer to the separate "Neighborhood Centers Inc. Substance Abuse Policy" which is incorporated 
herein by reference. 

A copy of the complete policy shall be provided to all employees of the Agency. Each employee 
shall be required to sign an acknowledgrneT\t indicating that they have received the policy and agree 
to comply with its terms as a condition of~mploymentwith the Agency. This acknowledgment shall 
be maintained in each employee's personnel file. 
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SECTION: Standards ofConduct 
SUBJECT: Corrective Action 

Effective Date: 01101196 
Revision Date: 01101197 
Supersedes Policy No. 301 

PURPOSE 

To set forth general supervisory guidelines for a corrective action process aimed to correct and 
document unsatisfactory employee conduct or job performance. 

SCOPE 

This policy applies to all departments, supervisors and employees of the Agency. 

POLICY 

The Agency seeks to establish and maintain standards ofemployee conduct and supervisory practices 
which will, in the interest of the Agency and its employees, support and promote effective business 
operations. Such supervisory practices include corrective action for unsatisfactory employee conduct 
or job performance. Major elements of this policy generally include: 

A. 	 Constructive effort by the supervisor to help employees achieve satisfactory standards of 
conduct and job performance. 

B. 	 Correction ofnegative conduct or unsatisfactory job performance to the extent required. 

C. 	 Communication to employees that termination may result from continued or gross violation 
of employee standards ofconduct or unsatisfactory job performance. 

D. 	 Documentation in writing ofdisciplinary warnings given and corrective measures taken that 
will become part of an employee's personnel record. 

c' 
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OPTIONS FOR CORRECTIVE ACTION 

Corrective action may include one or more of the following: 

I. 	 Warning 
2. 	 RepriInand 
3. 	 Probation 
4. 	 Suspension 
5 . 	 Termination 

These actions are independent and need not follow in the sequence listed above. For example, an 
employee may be suspended without first being placed on probation. Depending on the facts and 
circumstances involved in each situation, management may choose to begin corrective action at any 
step up to and including termination. Further, employment with the Agency is at will which means 
that employment may be terminated by the Agency or by the employee at any time with or without 
notice and with or without cause. 

Guidelines related to each of the aforementioned actions are presented below. Consult with Human 
Resources for any questions regarding interpretation or implementation of these actions: 

A. 	 Wamjni: A warning may be given to an employee who has violated Agency policies or job 
performance standards. This warning may be verbal or written. 

B. 	 Re.primand: A reprimand may be issued for singular or repeat occurrences ofmatters that an 
employee was previously warned about, or for matters that are, in the opinion of the 
supervisor, more serious violations of employee conduct. 

A supervisor may initiate a reprimand only with the concurrence of either their immediate 
supervisor or the Director ofHuman Resources. 

C. 	 Probation: An employee may be placed on probation for an action that is, in the opinion of 
the supervisor, a gross violation of the Agency's standards of conduct, or for repeated 
violations ofone ofmore ofthe Agency's standards ofconduct or job performance standards, 
or as a result of an unsatisfactory performance appraisal. 

Employees who receive two reprimands or v..'lII1lings in a twelve month period will ordinarily 
be placed on probation. 
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The terms ofprobation may be in writing and should include the specific conduct for which 
the employee is being placed on probation; the specific criteria that must be met to be 
removed from probation; the length of time of the probation. 

Probation may not exceed 90 days. Absent extenuating circumstances, an employee who 
fails to meet the terms of the probation within that time frame will be terminated. 

Exceptions or extensions of probation must be approved by the Director of Human 
Resources or the President and CEO or designee. 

D. Suspension: Employees may be placed on suspension when they: 

1. Violate Agency standards of conduct. 

2. Violate Agency Personnel Policies and Procedures. 

3. Engage in activity that is viewed to be contrary or detrimental to Agency goals. 

4. Pose a threat to the safety of themselves, other employees or clients. 

Prior to initiating a suspension, the supervisor must consult with and obtain the approval of 
the Director of Human Resources or the President and CEO or designees. The suspension 
will provide the Agency oppornmity to investigate the allegation made against the employee 
to determine whether and what further corrective action is necessary. However, if in the 
supervisor's judgment it would be prudent to require an employee to leave the premises 
immediately, the supervisor may initiate the suspension prior to receiving formal approval 
to do so. Supervisors who take such action must inform the Director ofHuman Resources 
or the President and CEO or designee of same as soon as possible and prepare appropriate 
documentation of the decision and recommendation for suspension. 

Employees who are suspended will be notified either verbally or in writing by the employee's 
supervisor, the Director of Human Resources or the President and CEO or designees. 

Employees who are suspended ....ill be required to vacate Agency premises immediately. The 
suspension may be v.ithout pay and v.illiast no longer than 10 working days. Following the 
investigation, the employee v.i11 be informed either verbally or in writing of the Agency's 
decision to reinstate the employee, take further disciplinary action or terminate employment. 

( 
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Should the investigation reveal no violation ofAgency policy or need for disciplinary action. 
the employee will be reinstated and ""ill receive pay for the days the employee was 
suspended if the suspension was unpaid. 

E. 	 Teunination: An employee who fails to respond appropriately to prior corrective action or 
who commits infractions of a serious nature may be terminated. Terminated employees will 
be informed of this decision either verbally or in writing by the employee's supervisor, the 
Director of Human Resources or the President and CEO. 

Terminations must first be discussed with the Director ofHuman Resources and require the 
written approval of the Agency's President and CEO. In most cases, suspension should 
precede termination to allow time for investigation of the termination decision and events 
leading up to it. 

PROCEDURES 

A. 	 Documentation: All disciplinary actions, including verbal warnings/reprimands, should be 
documented in writing either on the Employee Warning Notice (copy attached) or in a form 
satisfactory to or approved by the Director of Human Resources. All documentation should 
include employee's name, supervisor's name, date, time and place of the specific event(s), 
behavior(s) or policy violation(s) for which the disciplinary action was initiated. Copies 
must be placed in the employee's personnel file. Employees who receive written reprimands 
or warnings should be given the opportunity to read and sign same to acknowledge receipt. 
If the employee refuses to sign, the supervisor should note that on the written document. 

The employee may respond to any disciplinary action in writing. Such writing shall become 
part of the employee's personnel file. 

B. 	 Tenninations: No employee termination may be initiated without the written approval of the 
President and CEO. Supervisors considering or reconunending termination must first consult 
with Human Resources. If appropriate, the employee will be placed on suspension to allow 
for investigation of the allegations or events leading to the termination recommendation. 
Once the investigation has been completed or the reconunendation has been reviewed by the 
Director of Human Resources, the Director of Human Resources will complete a 
Termination Notice (copy attached), attach appropriate documentation if necessary and 
forward same to the President and CEO for review and approval. Once signed, the 
Termination Notice will be returned to Human Resources who will inform the 

,""-. 
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supervisor. The supervisor or Human Resources will then notify the employee either 
verbally or in writing and arrange for an exit interview ifpossible. 

C. 	 Appeal: During active employment, an employee may appeal any disciplinary action to the 
next level of management or the Director of Human Resources or the President and CEO. 
Refer to Policy No. 430, Complaint and Grievance Procedure. 

, .... 
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SECTION: Employee Benefits and Services 

SUBJECT: Vacation 


Effective Date: 01/01/96 
Revision Date: 01/01/98 
Supersedes Policy No. 601 and 602 

PURPOSE 

To provide a vacation benefit to employees for services performed in order to support the Agency's 
goals to attract and retain quality employees. 

SCOPE 

This policy applies to all regular employees of the Agency. 

POLICY 

..-'" Each employee shall take an annual vacation as paid time off away from work in accordance with 
the vacation accrual schedule adopted by the Agency. Vacation shall be taken during the Agency's 
fiscal year or, ifspecified by contract, during the contract period of the particular program in which 
the employee works. Unused vacation will expire at the end of the Agency's fiscal year or the 
contract period ifapplicable, and be lost. Exceptions to this policy must be approved in writing by 
the President and CEO or a designee. 

Employees shall not be compensated for accrued vacation time unless such time is actually taken as 
time offfrom work, or if the employee separates from the Agency. All vacation schedules shall be 
approved in advance by the appropriate supervisor and/or Director or Supervisor by using the 
Vacation Request Form, attached. Program and department needs, seniority and position will be 
considered when authorizing vacation requests. 

PROCEDURES AND DEFINITIONS 

A. 	 Employees do not accrue vacation leave during their first six months of employment with 
the Agency. 

B. 	 The Payroll Department maintains all records pertaining to vacation time accrual and usage. 
Inquiries about vacation matters are to be made to supervisors who may contact the Payroll 
Department for clarification ifnecessary . 

.,.-.'" \....../ . 
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C. 	 At the employee's request, vacation time may be taken as sick leave. If an employee 
becomes ill during vacation, accrued sick leave may be used in place of vacation time. 

D. 	 Vacation time for non-exempt employees may not be taken for less than half a day (four 
hours) at anyone time. Vacation time for exempt employees may not be taken for less than 
one full day (eight hours) at anyone time. 

E. 	 Vacation is accrued based on full months of employment. For example, if an employee 
beings work on February 14, vacation will begin to accrue on September 1. The accrual 
schedule outlines how vacation is computed using length of service as a basis. 

F. 	 Unused vacation will be paid to employees upon separation from the Agency. Pay will be 
computed based on vacation earned through the last full month ofemployment in accordance 
with the vacation accrual schedule. Vacation time that was used but not accrued at the time 
ofseparation may be withheld from an employee's final paycheck, provided employee has 
executed a payroll deduction authorization release 

G. 	 If an employee takes a Medical Leave of Absence or a Family and Medical Leave of 
Absence, the employee will be required to use all but one week of the vacation time they 
have accrued up to the inception of the leave while on leave prior to the leave becoming 
unpaid. Employees will not accrue additional vacation while on unpaid leaves ofabsence. 

H. 	 If an employee terminates employment for any reason and is re-employed within six (6) 
months of the employee's termination date, vacation time will accrue at the rate in effect as 
of the employee's termination date though the employee will not accrue any time for the 
period during which the employee was not employed by the Agency. If the employee's re
employment date is more than six (6) months after the employee's termination date, the 
employee will accrue vacation time at the same rate as a new employee. 

VACATION ACCRUAL SCHEDULE 

The following schedule has been adopted to detennine the amount ofvacation time to which eligible 
employees are entitled based on length of their continuous employment with the Agency or as 
defined under paragraph H, above. 

I. 	 No vacation is accrued during the first six months of employment. 

2. 	 Five (5) working days ofvacation are accrued during the last six months of the first year of 
employment (computed at .83 days per full month of employment) . 

....... 
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3. 	 Ten (10) working days of vacation are accrued during the second through fifth year of 
employment (computed at .83 days per full month ofemployment). 

4. 	 Fifteen (15) working days of vacation are accrued during the sixth through tenth year of 
employment (computed at 1.25 days per full month of employment). 

5. 	 Twenty (20) working days ofvacation are accrued during the eleventh through the fifteenth 
year of employment (computed at 1.67) days per full month of employment). 

6. 	 Twenty-two (22) working days of vacation are accrued during the sixteenth through the 
twenty-fifth year of employment (computed at 1.83 days per full month of employment). 

7. 	 Twenty-seven (27) working days of vacation are accrued during the twenty-sixth year of 
employment and beyond (computed at 2.25 days per full month of employment). 

IMPLEMENTATION 

The vacation accrual schedule has been changed from the one in effect prior to June 30, 1982. It will 
apply as stated to all employees hired after June 30, 1982. Employees hired before July 1, 1982 will 
not lose the vacation accrual level they had achieved. However, such employees will not proceed 
to the next vacation level until they achieve the specified length of employment, according to the 
current vacation accrual schedule. 
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SECTION: Employment Benefits and Services 

SUBJECT: Holidays 


Effective Date: 01101196 
Revision Date: 01101/97 
Supersedes Policy No. 600 

PURPOSE 

To provide a paid holiday benefit to employees in recognition of traditional holidays. 

SCOPE 

This policy applies to all regular employees of the Agency. 

POLICY 

The Agency observes ten (10) holidays with pay each year. Employees required to work on a holiday 
will be given another day offat a time mutually convenient to the employee and the Agency. If anc 	 employee works at a location that is closed for a holiday not listed below and, as a result, the 
employee is not able to report to work at such location. the employee shall contact his or her 
supervisor to determine if the employee will be required to report to another work location on that 
holiday. If reporting to another work location is not feasible, the employee may, with his or her 
supervisor's approval: (1) take the non-listed holiday off as a Floating Holiday; (2) take the non
listed holiday offas a vacation day; (3) take the non-listed holiday off as an unpaid excused absence; 
or (4) substitute the non-listed holiday for a listed holiday (e.g., Martin Luther King day for Good 
Friday) provided that the employee's work location is open on the substituted holiday and the 
employee reports to work on that day. 

A. The following days are recognized as Agency-paid holidays: 

I. New Year's Day 	 6. Thanksgiving Day 

2. Good Friday 	 7. Day after Thanksgiving 

3. Memorial Day 	 8. Christmas Eve 

4. Independence Day 	 9. Christmas Day 

5. LaborDay 	 10. Floating Holiday 
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B. 	 Agency-paid holidays falling on a Saturday will be observed on the preceding Friday and 
those falling on a Sunday will be observed on Monday. 

C. 	 If an Agency paid holiday falls during an employee's scheduled vacation, the holiday will 
not be counted as vacation taken. 

D. 	 Floating Holidays are to be scheduled with the approval of the employee's supervisor. If an 
employee fails to use hislher floating holiday during the course of the calendar year, the 
employee may not carry it over to the next year. If the employee terminates employment 
prior to using hislher floating holiday, the floating holiday will not be paid to the employee. 
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SECTION: Employee Benefits and Services 

SUBJECT: Sick Leave 


Effective Date: 01101196 
Revision Date: 01101198 
Supersedes Policy No. 603 

PURPOSE 

To provide sick leave for employees who, because of illness or accident, are temporarily disabled 
and absent from work for limited periods. 

SCOPE 

This policy applies to all regular employees of the Agency. 

POLICY 

(- The nature of the Agency's operations requires that staff members be physically able to fulfill the 
..... duties of their positions. The Agency recognizes that, from time to time, staff members may be 

temporarily unable to perform their duties because ofsickness. Accordingly, regular employees shall 
be granted sick leave in accordance with the terms of this Policy. 

If any employee's health causes them to be unable to regularly fulfill the requirements of the 
position, Human Resources must be notified as soon as possible. Excessive absenteeism under this 
Policy may be grounds for disciplinary action up to and including termination except where such 
absence is because of leave taken under the Family and Medical Leave Act, is as a result of a 
Workers' Compensation injury or illness, or is protected under certain provisions of the Americans 
with Disabilities Act. 

Ifan employee is ill or involved in a medical emergency or is unable to come to work because of an 
illness in the employee's immediate family (as defined herein) it is the employee's responsibility to 
notify their supervisor or department head prior to the start of the employee's regular shift or within 
one hour of the start of same (Refer to Policy No. 313 "Attendance Control''). Failure to properly 
notify the Agency (except in cases ofmedical emergencies) may make the employee ineligible for 
paid sick leave and/or subject the employee to disciplinary action up to and including termination. 

DEFINITIONS 

For the purposes of this policy, the following definitions will apply: 
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A. 	 Immediate Family - mother, father, spouse, son, daughter, mother-in-law, father-in-law, 
sister, brother, grandparent, or relative residing in the employee's home. 

B. 	 DE:pendent - minor child or other person for whom the employee is the legal guardian or for 
whom the employee is the primary responsible caretaker. 

C. 	 Spouse - someone with whom the employee has a legal marital relationship or a relationship 
which in the Agency's judgment is equivalent to marriage. 

PROCEDURES 

A. 	 Employees accrue sick leave during the first six months of employment with the Agency. 

B. 	 The Payroll Department maintains all records pertaining to sick leave accrual and usage. 
Inquiries about sick leave matters shall be made to supervisors who may contact the Payroll 
Department for clarification if necessary. 

C. 	 For non-exempt employees, all absences because of illness of the employee or a member of 
the employee's immediate family will be charged on a basis ofactual hours away from work 
in increments ofno less than onelhalf(ll2) hour. For exempt employees, absences because 
of illness of the employee a member of the employee's immediate family will be charged in 
increments ofno less than eight (8) hours. If an exempt employee reports to work and then 
leaves work because of the employee's own ilIness or the illness of a member of the 
employee's immediate family, the exempt employee will be paid for the full day at his or her 
regular rate and no time will be charged against the employee's sick time, unless such 
exempt employee is taking the time off as intermittent leave under the Family and Medical 
Leave Act (Consult Human Resources for details as to the effect ofFMLA on an exempt 
employee's sick time deductions.) 

D. 	 Unused sick leave may be accumulated (carried over) from year to year up to a maximum of 
132 days. 

E. 	 Sick leave is accrued based on full months of employment. For example, if an employee 
begins work on March 3, sick leave will begin to accrue on April 1. 

F. 	 Sick leave may be used under the following circumstances: 
1. 	 Illness of employee; 
2. 	 Illness of a minor child residing in the employee's house; 

(,-. .' 
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3. 	 Doctor's appointment for an employee or member of the employee's immediate 
family; 

4. 	 Illness of a dependent or spouse that requires the presence of the employee in the 
home or hospital; 

5. 	 Absences incident to pregnancy, childbirth or adoption; 
6. 	 Up to three (3) days ofan employee's earned sick leave may be taken in the event of 

a serious illness in the immediate family. lbis is not intended to limit the sick leave 
allowed in #4 above; 

7. 	 Employees may request up to three (3) days sick leave to attend their spouse during 
child birth or adoption. Requests for such leave must be approved by the employee's 
supervisor. 

G. 	 The Agency may require a statement from the employee's health care provider after three (3) 
consecutive days ofabsence, in cases ofexcessive absenteeism or at the Agency's discretion. 
(Supervisors must notifY Human Resources ofany employee who has three consecutive days 
of absence no later than the third day of the absence.) Any staff member who has been 
absent from work for five (5) consecutive days may be required to furnish the Agency with 

(" 	 a fitness for duty certificate from a health care provider prior to being allowed to return to 
work. 

H. 	 If an employee takes a Medical Leave of Absence or a Family and Medical Leave of 
Absence, the employee will be required to use all but one week of the vacation time they 
have accrued up to the inception of the leave while on leave prior to the leave becoming 
unpaid. Employees will not accrue additional vacation while on unpaid leaves of absence. 

I. 	 Time taken offfor reasons listed in this policy will only be paid to the extent the employee 
has accrued time available for such purpose. Accrued but unused sick leave will not be paid 
to employees upon separation from the Agency. 

J. 	 If an employee terminates employment for any reason and is re-employed within six (6) 
months of the employee's termination date, sick time will accrue at the rate in effect as of 
the employee's tennination date though the employee will not accrue any time for the period 
during which the employee was not employed by the Agency. If the employee's re
employment date is more than six (6) months after the employee's termination date, the 
employee will accrue sick time at the same rate as a new employee. 

Co" 
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SICK LEAVE ACCRUAL SCHEDULE 

The following schedule has been adopted to determine the amount of sick leave to which eligible 
employees are entitled, based on their continuous employment with the Agency or as defined under 
Paragraph J, above: 

1. 	 Five (5) working days of sick leave are accrued in the first year of employment (computed 
at .4167 days per full month of employment, at eight (8) hours per day). 

2. 	 Ten (10) working days of sick leave are accrued during the second through fourth year of 
employment (computed at .8333 days per full month of employment, at eight (8) hours per 
day). 

3. 	 Twelve (12) days ofsick leave are accrued during the fifth year of employment and beyond 
(computed at one (1) day per full month of employment at eight (8) hours per day. 

IMPLEMENTATION 

The sick leave accrual schedule has been changed from the one in effect prior to June 30, 1992. 
Employees hired before July 1, 1982 will retain any unused accrued sick leave earned prior to the 
end of the fiscal or contract year oftheir program or department. However, their future accruals will 
be based on the new schedule effective with the beginning of the next contract fiscal year. 
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SECTION: Wage and Salary Administration 
SUBJECT: Paid Personal Time Off: Bereavement, Jury Duty, Voting, Serving as Witness 

Effective Date: 01101196 
Revision Date: 01101198 
Supersedes Policies 603,604,609,610 

PURPOSE 

To provide a means for employees to secure limited time off when such time is needed for 
bereavement, jury duty, time off to vote and serving as a witness in court. 

SCOPE 

This policy applies to all regular employees (as to bereavement) and to all employees as to jury duty, 
attendance at administrative hearings, time off to vote and serving as a witness. 

(' 
POLICY 

Bereavement. Regular employees may take up to three (3) days of paid time off in the event ofa 
death in the employee's immediate family. Immediate family is defined as father, mother (or any 
relative who acted as the employee's parent), husband, wife, son, daughter, brother, sister, 
grandparent, father-in-law, mother-in-law, or relative residing in the employee's home. 

Jwy DutylAttendance at Administrative Hearings. Full time and part-time employees who are 
required to serve on a jury or who are required to attend hearing (s ) (defined as a summons to testify, 
assist or participate in a hearing) conducted by a federal or state administrative agency shall be 
granted such time offas is necessary to complete jury service or attend such hearings. Regular non
exempt employees will be paid for the first three days of jury service or attendance at a hearing. 
After the first three days, the regular, non-exempt employee may substitute vacation or personal 
holiday time, ifavailable, or take the time as unpaid time. Regular exempt employees shall be paid 
their regular salary for any absences ofless than one full work week (as defined in Policy No. 120
Hours of Work and Pay Days) related to jury service or attendance at a hearing. Where a regular 
exempt employee is required to be absent for one full work week or more related to jury service or 
attendance at a hearing. the regular exempt employee will be paid their regular salary for the first full 
work week, but thereafter may substitute vacation or personal holiday time, ifavailable for additional 
absences ofone full work week, or take the time as unpaid. (Again, for regular exempt employees 
whose absences related to jury duty or attendance at a hearing are for less than one full work week, 
the employee will be paid his or her regular salary for that portion of the regular work 
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week.) The Agency may credit any jury fees the employee receives for a particular work week 
against the salary due to the employee for that work week. 

Employees called to jury duty shall show a "J" on their time sheets on the days they serve. The 
certificate ofdates ofjury duty provided by the county and city shall be attached to the time sheet. 
Employees are expected to return to work ifthey are released from jury duty during norma! business 
hours. 

Time Off To Vote. Any employee who is registered to vote and who is scheduled to work on 
election day during the hours the polls are open is eligible to receive paid time off for the time 
necessary to vote, unless the polling place hours permit the worker reasonable time to vote either 
before or after work. The maximum time offallowed for voting is two hours. Prior approval must 
be granted by the Supervisor, Director or Vice President. 

Servin¥ as a Witness in Court. An employee who is subpoenaed to serve as a witness on the 
Agency's behalf shall be paid for lost work time. Employees who are subpoenaed to serve as a 
witness in a matter unrelated to the Agency may be allowed paid time off if approved by the 
President and CEO or a designee. 
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SECTION: Employee Benefits and Services 
SUBJECT: Compensatory Time for Exempt Staff 

Effective Date: 01/01196 
Supersedes Policy No. 607 

PURPOSE 

To provide compensatory time for blocks of time worked in excess of 40 hours per week, when 
required by circumstances of the job. 

SCOPE 

This policy applies to all exempt employees of the Agency. 

POLICY 

Exempt employees are paid for the quantity of the work they produce, not the amount of hours 
worked to produce that work. However, it can generally be assumed that exempt staffmembers will 
work time in excess of 40 hours per week to produce the required work. Should this occur 
excessively, an exempt employee may be granted compensatory time off with pay, but not 
necessarily on an hour for hour basis. 

The following guidelines shall be used to administer compensatory time: 

A. 	 Compensatory time is not appropriate for accumulations of excessive hours on an irregular 
basis or for short periods of time. 

B. 	 Compensatory time is not appropriate for accumulations of small amounts of time in excess 
of40 hours per week (I to 2 hours per week) over a long period of time. 

C. 	 Compensatory time may be given for blocks of time worked in excess of40 hours per week. 

D. 	 Compensatory time off shall have prior approval by the Director or Vice President. 

E. 	 No exempt employee is automatically entitled to compensatory time off. 

Compensatory time, ifapproved, should be taken by the staff member within three (3) months of 
approval.c. 
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SECTION: Employee Benefits and Services 

SUBJECT: Absences Because ofEmergency Closings 


Effective Date: 01101196 
Supersedes Policy No. 608 

POLICY 

The President and CEO or a designee shall determine whether to close the Agency or any of its 
locations during emergencies such as sever weather,lack of electricity or similar conditions. Unless 
employees receive specific notification of closure, they should assume that the Agency is open for 
business and are expected to make every effort to report to work. . 

The Agency recognizes that personal safety, both on and off the job, is a serious consideration, and 
that employees must decide for themselves whether to attempt to report to work because of 
inclement weather or other potentially hazardous situations. Employees who do not report to work 

( because of such considerations shall notify their immediate supervisor promptly. Failure to notify 
'.. the employee's supervisor may result in the time offbeing taken without pay. Should the Agency 

or the employee's work location within in Agency remain open despite such conditions, the lost 
work time may be charged against the employee's accrued sick leave, if available, or to vacation or 
personal holiday if no sick leave is available or be unpaid if the employee has none of the above. 

In the event that inclement weather develops during office hours, and the President and CEO or a 
designee closes the Agency, the resulting time off will be viewed as an excused absence and all . 
employees who are present will be paid for the lost work time that day. 

PROCEDURES 

The President and CEO or a designee will notify senior staff of an emergency closing prior to regular 
working hours ifpossible. It is the responsibility of each employee to contact their supervisor in a 
timely manner to determine if the Agency or its locations will be open for operation. 
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SECTION: Employee Benefits and Services 

SUBJECT: Personal Leaves of Absence without Pay 


Effective Date: 01101196 
Revision Date: 05101197 
Supersedes Policy No. 605 

PURPOSE 

To enable employee to receive extended unpaid time away from work for purposes other than 
military leave, leave under the Agency's Medical Leave ofAbsence Policy or leave under the Family 
and Medical Leave Act. 

SCOPE 

This policy applies to all regular employee of the Agency who have worked at least one (1) year or 
more prior to the onset of the Personal Leave ofAbsence. 

POLICY 

(
" 	 Personal leaves of absence require the approval of the President and CEO or designee. Personal 

Leaves ofAbsence may not be taken intermittently and may not exceed six (6) months inclusive of 
any time taken for FMLA or Medical Leave of Absence in the twelve month period prior to the 
requested start date of the Personal Leave of Absence. 

PROCEDURES AND DEFINITIONS 

A. 	 An employee shall submit a request for a personal leave of absence in writing to the 
employee's immediate supervisor. The supervisor shall submit the request to the Human 
Resources Department along with a recommended action. The request shall state the reason 
for the leave, the desired start date and the desired return date, The Human Resources 
Department shall forward the request to the President and CEO or a designee for 
consideration. Such requests should be made in a reasonable time prior to the beginning of 
the requested leave. 

B. 	 The President and CEO or designee shall inform the Human Resources Department of the 
approval or disapproval of the personal leave of absence request. The Human Resources 
Department will in turn inform the employee in writing of the response. If granted, the 
Human Resources Department will also inform the employee of the terms under which the 
personal leave ofabsence is granted. 
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C. 	 The Human Resources Department will generate the appropriate Change of Status form and 
forward same to the Payroll Department. 

D. 	 All personal leaves of absence are without pay and are granted with the understanding that 
the employee's return to employment upon completion of the leave is not guaranteed. Two 
weeks prior to the end of the personal leave of absence, the employee should inform the 
Human Resources Department of hislher intent to return to work. The employee will be 
returned to work if a position is available for which the employee is qualified. Should no 
such position be available within two weeks of the receipt of the notice of the employee's 
intent to return to work (or at the expiration of the leave if the employee has not provided 
notice of intent to return to work), the employee will be terminated. 

E. 	 While an employee is on unpaid personal leave of absence, service time is accrued only for 
those benefits governed by ERISA. 

F. 	 Ifan employee is enrolled in the medical, dental or long term disability group insurance plans 
prior to the personal leave of absence and he/she elects to continue in these plans, he/she 
must pay both the employer and the employee contribution during the leave to retain these 
benefits while on an unpaid personal leave ofabsence. (Life insurance coverage ceases "'hlle 
the employee is on an unpaid personal leave ofabsence.) To retain coverage, the employee 
must remit the payment for both the employer and employee portion to the Human Resources 
Department, payable to Neighborhood Centers Inc. by the I Oth ofeach month or coverage 
will be canceled. 

G. 	 Employees who are granted personal leaves of absence will be paid any accrued vacation 
time in a lump sum at the inception of the leave. Employees cannot accrue additional 
vacation or sick leave time while on personal leave of absence. An employee must have 
returned to work and been on the job for 30 calendar days before vacation and sick leave time 
will begin to accrue again. 

H. 	 During the personal leave of absence, the employee will not be eligible for unemployment 
benefits or compensation from the Agency. The employee may neither solicit nor accept 
other employment while on personal leave of absence. The Agency will consider any 
evidence of outside employment as the employee's voluntary termination/resignation. 

1. 	 Ifan employee's cumulative leaves for any reasons extend beyond 52 weeks in any two year 
period, the employee will be deemed automatically terminated. 

J. 	 Ifan employee is under any type ofdisciplinary action at the beginning of the personal leave 
ofabsence, the employee will return to work at the completion of the leave at the same level 
of discipline. 
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SECTION: Employee Benefits and Services 
SUBJECT: Family and Medical Leave 

Effective Date: 08/01/93 
Revision Date: 00/01197 

PURPOSE 

To provide employees with unpaid., job protected leaves of absence in accordance with federal law. 

SCOPE 

This policy applies to all employees of the Agency who have: (I) worked for the Agency for at least 
12 months; and (2) had at least 1,250 hours worked in the twelve month period prior to requesting 
the leave. 

POLICY 

The Family and Medical Leave Act of 1993 (FMLA) allows employees to take time off for one or 
more of the following reasons: 

I. 	 The birth of the employee's child or to care for such child. 

2. 	 A child's placement with the employee for adoption or foster care. 

3. 	 Care for a spouse, son or daughter, or parent (but not parent-in-law) who has a 
serious health condition. 

4. 	 The employee's own serious health condition. 

Under the law, employees may take up to a total of 12 weeks of paid and/or unpaid time off in a 12
month period upon request for the reasons stated above. 

An employee who applies for and obtains FMLA leave by falsifying or wilfully misrepresenting 
hislher reasons for the leave will be subject to discharge. An employee who applies for or obtains 
other~mployment while on FMLA leave will be considered to have voluntarily resigned. 



NEIGHBORHOOD CENTERS INC. 
PERSONNEL POLICIES AND PROCEDURES POLICY NO. 223 

Page 2 of9 

PROCEDURES 

A. 	 Determining E1igibi!ity: To be eligible for FMLA time off, an employee must have worked 
for the Agency for at least 12 months and have been employed by the Agency for at least 
1,250 hours of service during the l2-month period before the beginning of the absence 
period. (Full-time and part-time employees may qualify.) However, an employee is not 
eligible if there are less than 50 Agency employees within 75 miles of the employee's 
assigned work location. Additionally, an employee is not eligible if the employee has had 
12 weeks of time off Wlder the FMLA during the preceding 12 months. 

B. 	 Time Frames: Eligible employees may take no more than 12 weeks ofFMLA time off in a 
"rolling" l2-month period measured backward from the date an employee uses any FMLA 
time off. Therefore each time an employee takes FMLA time off, the remaining allowable 
FMLA entitlement would be any balance of the 12 weeks which has not been used during 
the immediately preceding 12 months. 

Birth, Adoption, or Foster Care: When taking time off for a newborn child or for adoption 
or foster care placement of a child, the employee must complete the FMLA absence within 
12 months of the birth or placement. The Agency requires the employee to take the time off 
all at one time. When two Agency employees are married to each other, their combined total 
time off must not exceed 12 weeks for care after a birth or placement. 

Serious Health Condition: Employees may take FMLA time off on an intermittent or 
reduced time basis for the serious health condition of their spouse, son or daughter, or parent 
(but not parent-in-law) or their own serious health condition. When doing so, employees 
must substantiate that such a schedule is medically necessary. When two Agency employees 
are married to each other, their combined total time off must not exceed 12 weeks for 
parental care. 

C. 	 Advance Notice Requirements: Before taking time off for an FMLA covered reason, the 
employee must submit written notice to the supervisor. If this is not possible because of 
unforseen conditions, the employee will need to report the absence to the supervisor as soon 
as possible. Additionally, Human Resources will complete the necessary paperwork 
whenever an employee who is eligible for FMLA time off refuses to complete the form. 

Whenever practical, the employee must give at least 30 days' advance notice for any FMLA 
absence. 
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If time off is for planned medical treatment on an intermittent or reduced schedule basis, the 
employee will need to schedule the treatment so as to create minimum disruption for the 
department 

D. 	 Paid and Unpaid Absences: Employees must substitute all their paid sick time, their floating 
holiday and all but one week of paid vacation time for which they are eligible while taking 
FMLA leave and before taking any FMLA time off in an unpaid status. However, the 
Agency will not provide pay in any situation that it would not normally do so. Both paid and 
unpaid time off covered by the FMLA counts toward the 12-week per year maximum. 
(Therefore, supervisors will need to make sure the appropriate payroll code is used to report 
any paid or unpaid time off for FMLA reasons). 

While on continuous FMLA time off, employees will need to make periodic reports to their 
immediate supervisors about their status and intent to return to work. Normally, such 
reporting should occur every 30 days. However, the Agency may make requests for more 
frequent reporting. 

E. 	 Partial-day Absences· Partial-day absences taken by an employee under the FMLA, whether 
paid or unpaid, must be reported to Human Resources and appropriately recorded on the 
employee's time sheet 

F. 	 Certification for "serious health conditiM": The Agency may require certification from a 
health care provider when an employee plans to take FMLA time off for a serious health 
condition. This includes certification that the employee is needed to care fora family 
member or that the employee is unable to perform the functions of her or his job. 
Additionally, the health care provider will need to specify on the certification form an 
estimate ofthe time needed for care of a serious health condition. An employee who plans 
to take FMLA time off for a serious health condition will need to have the health care 
provider complete the required certification form or provide the information in a form 
satisfactory to the Agency. 

Iftime off is foreseeable, the employee needs to submit the completed certification form to 
her or his supervisor at least 30 days before the absence, or within 15 days of the Agency's 
request for same. If the employee fails to provide timely certification, time off may be 
delayed until the employee provides the required certification. In case of a medical 
emergency or other unforeseen situation, the employee must provide the certification form 
as soon as reasonably possible under the particular facts and circumstances. Ifthe employee 
fails to provide the necessary certification form within a reasonable time under the pertinent 
circumstances, continuation of the time off may be denied. Medical 

( 
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certification is subject to second and third opinions at Agency expense. Recertification may 
be required every 30 days. 

G. 	 Returning From Leave: Before returning to work from leave for employee's own serious 
health condition, the Agency requires the employee to submit certification offitness to return 
to work in a form satisfactory to the Agency. The employee will not be permitted to resume 
work until it is provided. 

H. 	 EmplQyment Status and CQntinuatiQn QfBenefjts: Employees who take FMLA time offwill 
remain on active status with the Agency for the duration of the absence. During the FMLA 
absence, benefit coverage will continue at current rates. However, employees can elect not 
to continue benefit coverage during the absence. 

So long as the employee is receiving a paycheck. premiums will be deducted from the 
employee's paycheck. Ifnot, the employee may pay for premiums at current rates in a lump 
sum covering the duration of the absence or in installments due at the same time the 
contributions would have been due ifpaid by payroll deduction. The employee has a 30-day 
grace period in which to make payment after the due date without affecting benefit coverage. ( 
Benefits' coverage will cease after the 30-day grace period if payment is not received. 
Employees will receive advance written notice of the terms and conditions under which 
payments must be made. 

Ifan employee does not return to work after an unpaid FMLA absence for reasons other than 
health conditions or some other reason beyond the employee's control, the employee will be 
charged retroactively for the Agency's portion ofthe health care premium cost paid during 
the unpaid absence. 

There are no new qualification requirements for any benefits upon the employee's return to 
work - this includes benefit coverage that the employee elected not to continue during the 
absence. 

I. 	 Savings Plan: When an employee is on unpaid leave of absence, Savings Plan contributions 
by the employee cease, as do Agency contributions. The account will continue to participate 
in gains/losses of the investment funds. An employee may make changes in investment 
options or take out a loan according to plan guidelines during the leave. Payments for 
outstanding loans must be as specified in the Summary Plan Description for the Savings 
Plan. 

c' 
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J. 	 Retjrement Plan: An employee's calculation of service will continue to accrue uninterrupted 
during FMLA leave. 

K. 	 Flexible Spending Accounts: Vv'hen an employee is on unpaid leave of absence, Flexible 
Spending Account (FSA) contributions cease. An employee may make requests for 
reimbursement from the FSA while on leave but not in excess ofthe total amount contributed 
as ofthe date ofthe inception of the unpaid leave. (1f, at the inception ofleave, the employee 
has made withdrawals from the FSA in excess of employee's contributions to that date, upon 
return from leave the employee may be subject to additional payroll withholding to reimburse 
the FSA for the overdrawn amount.) Because FMLA leave (except for intermittent FMLA 
leave) is considered a change in family status, upon returning to work, employee 
contributions to the FSA may be adjusted by the employee upon completion of the 
appropriate form. Ifthe employee does not elect to change hislher contribution to the FSA 
as a result of the change in family status, contributions to the FSA will resume at the pre
leave rate. The total amount available for reimbursement will be affected by the amounts not 
contributed during the unpaid leave. Corporate Benefits IIlll.Sl be notified of any FSA 
participant who is on extended (not intermittent) FMLA leave. 

L. 	 Transfer Durim~ Intermittent or Reduced Schedule Absences: If time off is on an intermittent 
or reduced schedule basis due to foreseeable, planned medical treatment, the Agency may 
require the employee to transfer temporarily to an available position that better 
accommodates the schedule than does the employee's regular position. The temporary 
position must provide the employee with equivalent pay and benefits. 

M. 	 Restoration to Equivalent Position tJwn Completion of Leave: At the conclusion of the 
FMLA absence, the Agency will return the employee to the same position the employee held 
when the FMLA absence began, or to an equivalent position with equivalent benefits, pay, 
and other terms and conditions ofemployment. Ordinarily, an employee will be restored to 
the same position the employee held before the FMLA absence if the position remains 
avaiIable and there is an approved Job Announcement Form. However, there is no guarantee 
an employee will return to the same position. In addition, the Agency may deny job 
restoration (a) if the Agency shows that an employee would not otherwise have been 
employed at the time reinstatement is requested (e.g., due to a layoff) or (b) if an employee 
was hired for a specific term or only to perform work on a discrete project and the 
employment term or project is over; (c) an employee is a key employee (defined as a salaried 
FMLA eligible employee who is among the highest paid ten percent of all employees 
employed by the Agency within 75 miles of the employee's worksite) if such denial is 
necessary to prevent substantial and grievous economic injury to the operations 
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of the Agency or (d) if the employee fails to provide a fitness for duty certificate to return to 
work. 

N. 	 V"C1!tjon and Sick Leave Accrual: An employee cannot accrue additional vacation time or 
sick leave while on unpaid leave of absence. These benefits are reinstated when the 
employee is returned to work. An employee must be back at work for at least 30 calendar 
days to begin to reaccrue vacation time or sick leave. 

O. 	 Extended Leave for Serious Health Condition: Leave taken because ofan employee's own 
serious health condition may be eligible for extension under the Agency's Medical Leave 
Policy. (See Medical Leave of Absence Policy, No. 224). If the employee does not return 
to work on the originally scheduled date or request in advance an extension of the agreed 
upon leave with appropriate documentation, the employee will be deemed to have voluntarily 
terminated. Reinstatement is not guaranteed on an extended leave and will depend on 
Agency needs. If the employee's cumulative leave for any reason extends beyond 52 weeks 
in any two year period, the employee will be deemed automatically terminated. 

DEFINITIONS 

Spouse means a husband or wife. This definition includes common-law spouses in states where it 
is recognized. 

In Loco Parentis describes a person who has day-to-day responsibilities to care for and financially 
support a child or, in the case of an employee, who had such responsibility for the employee when 
the employee was a child. A biological or legal relationship is not necessary. 

Parent means a biological parent or an individual who stands or stood in loco parentis to an 
employee when the employee was a child. This term does not include parents "in law". 

Son or Daughter means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of 
a person standing in loco parentis, who is either under age 18, or age 18 or older and "incapable of 
self-care because of a mental or physical disability." 

Incapable o/Self-Care means that the individual requires active assistance or supervision to provide 
daily self-care ins several ofthe activities ofdaily living. Activities ofdaily living include adaptive 
activities such as caring appropriately for one's grooming and hygiene, bathing, dressing, eating, 
cooking, cleaning, shopping, taking public transportation, paying bills, maintaining a residence, 
using telephones and directories, using a post office, etc. 

c. 
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Physical or Mental Disability means a physical or mental impairment that substantially limits one 
or more of the major life activities of an individual. 

A Serious Health Condition must involve either inpatient care in a hospital, hospice, or residential 
medical care facility or continuing treatment by a health care provider. If the condition involves 
continuing treatment or supervision by a health care provider: 

1. 	 The treatment must be for prenatal care, or 

2. 	 The condition must require an absence of more than three days from work, school, 
or other regular daily activities, or 

3. 	 The condition must be incurable or so serious that, ifnot treated., would likely result 
in a period of incapacity of more than three days. 

Continuing Treatment requires the employee or family member to be treated by (or under orders of) 
a health care provider two or more times for an injury or illness or to be under continuing supervision 
for a chronic condition or disability that cannot be cured. A serious health condition does not c 	 include routine preventive physical exams or voluntary or cosmetic treatment done on an outpatient 
basis that is not medically necessary. 

Health Care Providers include doctor of medicine, osteopathic doctor, podiatrist, dentist, clinical 
psychologist, optometrist, chiropractor (only for certain conditions), nurse practitioner or nurse 
midwife, and certain Christian Scientist practitioners. 

RECORD KEEPING 

FMLA regulations require the Agency to maintain the following information, with a three-year 
history: (1) Basic payroll and identifying employee data; (2) dates that the employee took FMLA 
time off; (3) hours ofFMLA absences, if taken in less than full day increments; (4) copies of any 
written notices from employees requesting time off, and notices given to employees as required 
under FMLA; (5) documents describing employee benefits or employer policies and practices about 
the taking of paid and unpaid FMLA time off; (6) premium payments for employee benefits; (7) 
records ofany dispute between employer and employee regarding designation of time off as FMLA 
time off, including any written statement about the reasons for the designation and for disagreement. 

Ifrequested, the Agency will need to make such information available for review by the Department 
of Labor. 
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RESPONSmlLITIES 

The Supervisor is responsible for: 

I. 	 Notifying Human Resources whenever an employee takes three or more consecutive days off 
work for illness of employee, employee's family member or birth or adoption of a child. 

2. 	 Notifying Human Resources when an employee requests extended time off for the 
employee's own illness, the illness ofa member of the employee' 5 immediate family or the 
birth or adoption ofa child. An employee requesting time off does not have to refer to the 
FMLA to be eligible for FMLA leave. However, it is extremely important for the supervisor 
to follow this procedure each time an employee requests time offto ensure that the Company 
is credited with all time off granted under FMLA-qualifying circumstances. 

The Human Resources Department is responsible for: 

1. 	 Determining if the employee's request for time off is eligible for time off under FMLA. 

2. 	 Determining if the employee is eligible for FMLA based on length of service, hours worked 
and p~vious FMLA leave taken. 

3. 	 Ifthe employee's request is rul! for one ofthe above reasons, determining whether or not any 
paid (or unpaid) absence eligibility exists under Agency policy and handle as usual. 

4. 	 If the employee has neither FMLA entitlement, nor appropriate paid absence, vacation, or . 
floating holiday eligibility, advising the employee ofthe Personal Leave of Absence policy. 
If unpaid absence may carry consequences, such as loss of employee's position, Human 
Resources will so inform the employee. 

5. 	 If the employee has FMLA entitlement, instructing the employee on the completion of the 
appropriate paperwork. If the employee is unable or unwilling to complete the form, the 
Human Resources department will complete the form, based on information from the 
employee and the supervisor. Human Resources will give the employee a complete copy of 
the request form, which instructs the employee that if the absence is due to the "serious 
health condition" of the employee or hislher spouse, son, daughter, or parent, medical 
certification on a Certification Form is required. The Human Resources Department will alI 
furnish the employee with other required information. Human Resources will tell the 

( 
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employee that any time off for an FMLA-quaJifying reason is being charged against 
his or her FMLA entitlement. 

6. 	 Reviewing the employee's benefit situation. The employee may choose whether to continue 
in the Agency's health and welfare benefit programs while on leave. (They WilL NOT 
accrue additional vacation or sick leave while on leave.) Ifthey choose to continue, tell them 
they will still need to pay the employee portion of those benefits. Ifthey are using paid time 
offfor part or all of the FMLA leave (vacation, personal holiday, sick leave), the cost of the 
benefits will continue to be deducted from their checks. Once paid time off stops, the 
employee must send a check to Human Resources each month to cover the cost of the 
employee's portion of the benefits. 

( 

7. Contacting the employee's supervisor and informing him/her that the employee has been 
granted FMLA leave and instructing the supervisor to report all time off taken under the 
FMLA to Payroll on the employee's bi-weekly time sheet, as applicable. Even if the FMLA 
time off may be paid absence (vacation, holiday or sick leave) it must be additionally 
armotated as FMLA-<:overed on the bi-weekly Payroll Record. Human Resources should 
keep a separate record oftime taken for FMLA leave and how much of that time will include 
paid time off and the source of the paid time off. 

Frequent review oftime offfor FMLA purposes should be exercised. Employees may request time 
off for situations not covered by the FMLA but for which excused absence may be granted under 
Company policy. Additionally, eligibility for FMLA leave is based on a "rolling" l2-month period 
measured backward from the date any FMLA leave is taken, while paid absence, vacation and 
floating holiday eligibility are normally on a calendar year basis. The interaction of the FMLA and 
these policies is complex and creates difficulty in administration. The supervisor is required to 
consult with Human Resources, as appropriate, for assistance in handling requests for time off under 
FMLA or other Company leaves of absence. 
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SECTION: Employee Benefits and Services 
SUBJECT: Medical Leave of Absence 

. Effective Date: 01101196 
Revised: 05/01197 

PURPOSE 

To provide guidelines for medical leaves of absence for employees who are ineligible for or who 
have exhausted FMLA leave for the employee's own serious health condition or pregnancy. 

SCOPE 

This policy applies to all full and part time employees of the Agency. 

POLICY 

Medical leaves of absence require the approval of the Human Resources Department and the Vice 
President or Director of the department in which the employee works. A medical leave ofabsence 
may be granted for a period of up to one (1) year inclusive of any FMLA leave for the employee's 
own serious health condition or pregnancy which was taken in the twelve month period prior to the 
requested start date of the Medical Leave ofAbsence. An employee who applies for and/or obtains 
any type ofleave ofabsence by falsifying or wilfully misrepresenting hislher reasons for the leave 
will be subject to discharge. 

PROCEDURES AND DEFINITIONS 

A. 	 An employee may apply for a medical leave ofabsence for extended absences because ofthe 
employee's own serious health condition or pregnancy if the employee is not eligible for or 
has exceeded the limits for FMLA Leave. If eligible, FMLA leave must be used and 
exhausted prior to an employee applying for a medical leave of absence. The following 
provisions are not applicable to extended absences due to serious medical conditions or 
pregnancy ofemployees who are eligible for FMLA leave. See Policy No. 223 for provisions 
applicable to FMLA leave. 

B. 	 An employee unable to work for medical reasons should request a leave of absence in 
writing. The memorandum containing the request for leave should be signed by the 
employee and the employee's supervisor and forwarded to Human Resources along with 
certificate(s) from the employee's physician(s) verifying the reason for medical leave, in a 
form approved by the Agency, and indicating the probable recovery date. (In situations 
where the employee is unable to complete the form, the information may be completed by 
the employee's supervisor or Human Resources. The physician's certificate will still be 
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required). At the Agency's sole option and at the Agency's expense, the Agency may 
request certification from a second medical authority of the Agency's choosing. Should this 
second opinion differ from the first, either the Agency or the employee may request a third 
opinion from a medical authority of the Agency's choosing at the Agency's expense. The 
opinion of the third medical authority will be final. 

C. 	 The supervisor shall submit or Human Resources will generate a Change of Status form that 
documents the request for medical leave of absence. Human Resources will obtain the 
necessary approval signatures. 

D. 	 Where the employee decides not to take a medical leave ofabsence, management reserves 
the right at any time to request the employee submit a doctor's statement as to the employee's 
health and ability to continue working ifthe employee poses a safety hazard to himself or to 
others. A decision to allow the employee to continue working will be based on this 
statement. 

E. 	 An expiration date for the medical leave of absence shall be established in accordance with 
the physician's certificate. Any extension of the leave must be supported by further 
verification from the employee's physician. Additionally, the Agency may require that the 

, 
employee be examined by an Agency selected physician at Agency expense. An employee 
who fails to request an extension of the medical leave of absence prior to the expiration of 
the current leave or who fails to provide timely medical verification in support of the leave 
request will be deemed to have voluntarily terminated. 

F. 	 Prior to returning to work from a medical leave of absence, the employee must submit a 
physician's release stating that the employee is fully able to resume hislher regular job 
without risk to the employee or other employees. Employees should notify their supervisors 
of their intent to return to work two weeks prior to the expiration of the leave. Following 
receipt ofnotice of intent to return to work, the Agency will make every effort to return the 
employee to hislher former position or classification if it exists, or to a lower position or 
classification for which the employee qualifies and is willing to accept. If no suitable 
position is found within two weeks ofnotice of intent to return to work (or at the end of the 
medical leave ofabsence if the employee has not provided either notice of intent to return 
to work or the physician's release by that time), the employee will be terminated. Return to 
work is not guaranteed under this Medical Leave ofAbsence Policy. 

G. 	 If the employee does return to work, the supervisor or Human Resources sha1l complete a 
Change of Status form indicating the employee's return to work date. If the employee is 
reinstated in a different position from the pre-leave position, the employee's salary will be 
determined with the Human Resources Department, based on such factors as the employee's 
qualifications, relevant experience and job requirements. 
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H. 	 During the medical leave of absence, the employee will not be eligible for unemployment 
benefits or compensation from the Agency. The employee may neither solicit nor accept 
other employment while on a medical leave ofabsence. The Agency will consider evidence 
ofany outside employment as the employee's voluntary termination/resignation. 

1. 	 The employee must submit written notification to the Agency ofrequests for any changes in 
the medical leave ofabsence's terms. 

J. 	 Medical leaves ofabsence will be unpaid for employees who are not eligible for or who have 
exceeded their allotted sick time. Employees who have accrued sick time or vacation time 
will be required to use both sick leave and all but one week of accrued vacation during the 
medical leave of absence. Employees who are on medical leaves of absence because of 
Workers Compensation injury or illness may receive supplemental payments under Workers 
Compensation coverage; any sick time available to employee may be used to supplement 
these payments. 

K. 	 Ifan employee is enrolled in the medical, dental or long term disability group insurance plans 
prior to the leave and he/she elects to continue in these plans, he/she must pay both the 
employer and the employee contribution during the leave to retain these benefits while on 
unpaid medical leave of absence. (Ifleave is unpaid, life insurance coverage ceases.) If the 
employee is using paid sick leave or vacation as pan of the medical leave of absence, the 
employee's insurance contribution will be deducted from the employee's paycheck. If the 
medical leave of absence is unpaid, the employee must remit the payment for both the 
employer and employee portion to Human Resources, payable to Neighborhood Centers, Inc. 
by the 10th of each month or coverage will be lost. 

L. 	 If an employee cancels hislher insurance at any time during the medical leave ofabsence, the 
employee may elect to enroll in the group insurance program within 30 days of the date 
he/she returns to active employment. Insurance will become effective the first day of the 
month following the election. Ifan employee elects not to enroll within this 30 day period 
and the employee will have to wait until the next annual enrollment period to enroll and will 
be required to satisfy the eligibility requirements specified by the Agency or its insurance 
carrier. 

M. 	 An employee cannot accrue additional vacation or sick leave time while on unpaid medical 
leave of absence. An employee must have returned to work and been on the job for 30 
calendar days before vacation and sick leave time will begin to accrue. 

N. 	 While an employee is on unpaid medical leave of absence, service time is accrued only for 
those benefits governed by ERISA (Contact the Hwnan Resources Department for details.) 
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O. 	 When an employee is on unpaid medical leave of absence, Medical Reimbursement and 
Dependent Care Reimbursement Account ("FSA'') contributions cease. An employee may 
make requests for reimbursement from the FSA while on a medical leave ofabsence but not 
in excess ofthe total amount contributed as ofthe date ofthe inception of the unpaid medical 
leave of absence. (If, at the inception of the medical leave of absence, the employee has 
made withdrawals from the medical reimbursement account in excess of employee's 
contributions to that date, upon return from the medicai leave of absence the employee may 
be subject to additional payroll withholding to reimburse the account for the overdrawn 
amount.) Upon return from the medical leave of absence, contributions to the FSA will 
resume at the pre-leave rate. The total amount available for reimbursement will be affected 
by the amounts not contributed during the unpaid medical leave of absence. 

P. 	 An unpaidmedical leave ofabsence is considered a change in family status for purposes of 
participation in the FLEXCOMP plan. If an employee needs to alter FLEXCOMP 
participation because of this change in family status, the change must be made in writing 
within 30 days of the change in family status and the change must be consistent with the 
change in family status. Contact Human Resources for details. ( 

Q. 	 Ifan employee's cumulative leave(s) for any reason extend(s) beyond 52 weeks in any two 
year period, the employee will be deemed automatically tenninated. 

R. 	 If an employee is under any type of disciplinary action at the beginning of the medical leave 
of absence, e.g., verbal or written warning, the employee will return to work at the 
completion of the leave at the same level of discipline. 

S. 	 Ifan employee is in his or her introductory period and takes a medical leave of absence, the 
employee will have the introductory period extended by the length of the medical leave of 
absence. 

T. 	 If an employee carries and qualifies for elective Long Term Disability Coverage while on 
medical leave of absence, the employee will no longer be considered to be on leave of 
absence; such employee's status will be converted to tenninated and the employee will be 
offered COBRA coverage. 

( 

"' .. 



NEIGHBORHOOD CENTERS INC. 
PERSONNEL POLICIES AND PROCEDURES POLICY NO. 225 

Page 1 of7 

SECTION: Employee Benefits and Services 
SUBJECT: Military Leave 

Effective Date: 01101198 

PURPOSE 

To provide leaves of absence to employees who need to satisfy military obligations in accordance 
with federal law. 

SCOPE 

This policy applies to all part time and regular employees of the Agency. 

POLICY 

The Uniformed Services Employment and Reemployment Rights Act (USERRA) of 1994 allows 
part time and regular employees to be absent from work due to service (voluntary or involuntary) in 
the uniformed services (Army, Navy, Air Force, Marine Corps or Coast Guard; the Reserve units of 
the Army, Navy, Air Force, Marine Corps or Coast Guard; Army National Guard and Air National 
Guard; Commissioned Corps of the Public Health Service and any other categories designated by 
the President ofthe United States in time ofwar or emergency) to take Military LeaveS ofAbsence 
for the following reasons: 

I. 	 Active duty; 

2. 	 Active duty for training; 

3. 	 Initial active duty for training; 

4. 	 Inactive duty training; 

5. 	 Full time National Guard duty; 

6. 	 Absence from work for an examination to determine fitness for any ofthe listed types 
of duties. 

An employee who applies for and obtains Military Leave by falsifying or wilfully misrepresenting 
his/her reasons for the leave will be subject to discharge. An employee who applies for or obtains 
other employment while on Military Leave will be considered to have voluntarily resigned. 
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PROCEDURES 

A. 	 Duration and Timine of Leaves: An employee's cumulative absences from employment for 
Military Leave cannot exceed five (5) years. Eight categories ofservice are exempt from the 
five (5) year limitation: 

1. 	 Service required beyond five (5) years to complete an initial period of 
military service. 

2. 	 Service from which an individual, through no fault of his or her own, is 
unable to obtain release within the five (5) year limit (such as being 
involuntarily retained on active duty). 

3. 	 Required training for Reservist and National Guard members. The two-week 
annual training sessions and monthly weekend drills mandated by statute for 
Reservists and National Guard members are exempt from the five (5) year 
limitation. Also excluded are additional training requirements, certified in 
writing by the secretary of the branch of service concerned, to be necessary 
for professional development or for completion of skills training or 
retraining. 

4. 	 Service under an involuntary order to, ore retention on. active duty during 
domestic emergency or national security related situations. 

5. 	 Service under an order to, or retention on. active duty (other than for training) 
during a war or national emergency declared by the President of the United 
States or Congress. This includes service by persons involuntarily ordered 
to active duty and service by volunteers who receive orders to active duty. 

6. 	 Active duty (other than for training) by volunteers supporting operational 
missions in which selected reservists have been ordered to active duty 
without their consent. Operational missions involved circumstances other 
than war or national emergency for which, under presidential authorization. 
members ofthe Selected Reserves can be involuntarily ordered to active duty 
for no more than 270 days. (Operations Desert Shield and Desert Storm are 
examples of operational missions.) This exemption from the five-year 
limitation covers persons who are called to active duty after volunteering to 
support operational missions. Persons involuntarily ordered to active duty for 
operational missions would also be covered by the fourth exemption, above. 
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7. 	 Service by volunteers who are ordered to active duty in support of a "critical mission 
or requirement" in times other than war or national emergency and when no 
involuntary call up is in effect. The secretaries of the various military branches each 
have authority to designate a military operation as a critical mission or requirement. 

8. 	 Federal service by members ofthe National Guard called into action by the President 
of the United States to suppress an insurrection, repel an invasion or execute the laws 
of the United States. 

B. 	 Advance Notice Requirements: Employees must provide employers with advance notice of 
military service obligations. This notice may be oral or in writing and may be provided by 
the employee or by an officer of the employee's military branch. No advance notice is 
required ifmilitary necessity (as defined under the regulations of the Secretary of Defense) 
prevents it or if, under the circumstances, giving notice it otherwise impossible or 
unreasonable. 

C. 	 Paid and Unpaid Absences: For non-exempt employees, Military Leaves ofabsence will be 
unpaid. However, non-exempt employees may, at the employee's option, substitute accrued 
vacation time or personal holiday time to the extent available. Exempt employees will not 
receive any reduction in salary if the exempt employee misses a part of a work week (as 
defined in Policy No. 120 - Hours of Work and Pay Days) due to Military Leave. The 
Agency may credit any compensation received from the military for the work week in 
question against the exempt employee's pay for that work week. The exempt employee will 
not be paid for military leave for absences involving a full work week unless such employee 
chooses, at the employee's option, to substitute accrued vacation time or personal holiday 

. time, if available. 

D. 	 Reinstatement to Employment Followjng MjIitary Leave - Employee's Obligations: To be 
eligible for reemployment at completion of a Military Leave, an employee must provide 
notice of his or her Military Leave (as described in Paragraph B, above) and serve for a 
period not exceeding five (5) years (subject to the exceptions noted in Paragraph A, above). 
Further, an employee must complete his or her military service under honorable conditions 
to be eligible for reemployment. An employee's reemployment rights will be terminated if: 

1. 	 The employee separated from service with a dishonorable or bad conduct 
discharge; 

2. 	 The employee was a commissioned officer who was dismissed in certain 
situations involving a court martial or by order of the President of the United 
States in time of war; 
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3. 	 The employee was a commissioned officer who was dropped from the rolls 
when the officer had been absent without authority for more than three (3) 
months or who was imprisoned by a civilian court; 

4. 	 The employee separated from service under other than honorable cqnditions 
(as specified by the regulations for the employee's branch of service). 

An employee must reapply for employment within the time frame specified by the duration 
of the employee's military service: 

1. 	 Ifthe military service was for less than 31 days, or is for the purpose oftaking 
an examination to determine fitness for service, the employee must report for 
reemployment at the beginning of the first regularly scheduled word day that 
falls eight (8) hours after the return home. If, through no fault of the 
employee, reporting within that period is impossible or unreasonable, the 
employee must report back to work as soon as possible. 

2. 	 If the military service was for 31 to 180 days, the employee must submit an 
application to the Agency no later than 14 days following the completion of 
service. Ifsubmission of a timely application is impossible or unreasonable 
through not fault ofthe employee, the application must be submitted as soon 
as possible. 

3. 	 Ifthe military service was greater than 180 days, the employee must submit 
an application with the Agency no later than 90 days after the completion of 
service. 

The above time limits may be extended for up to two (2) years if the employee is 
hospitalized or recovering from a service-related illness or injury. This two (2) year 
period may be further extended by the minimum time period required to 
accommodate a circumstance, beyond the employee's control, that makes reporting 
within the two (2) year extension period impossible or unreasonable. 

Ifan employee fails to report to work or to reapply for employment within the appropriate 
time frame, the employee will be considered to have voluntarily resigned employment with 
the Agency. 

The Agency may request that an employee who is on Military Leave for a period of31 days 
or more provide documentation that establishes the timeliness ofhis or her application for 
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reemployment and the length and character of military service. If documentation is 
unavailable, the Agency will reemploy the individual until the documentation becomes 
available. If, after reemployment, the Agency receives documentation showing that any of 
the reemployment requirements have not been met, the Agency may discharge the employee 
effective no earlier than the date the documents are provided. 

E. 	 Reinstatement to Employment Following Mi1itary Leave - Agencv's Ob1igations: If an 
employee meets the requirements for reinstatement, the Agency will reemploy the employee, 
subject to the exceptions noted herein, so long as the employee's service does not exceed the 
time limitations and the applicable notice requirements are met. The position to which the 
employee will be reinstated is based upon the individual's length ofmilitary service: 

1. 	 An individual with fewer than 91 days ofmilitary service will be promptly 
reemployed in the position that he or she would have attained ifcontinuously 
employed, so long as the employee is qualified for the job or can become 
qualified after reasonable efforts by the Agency to qualify the employee. If 
unqualified, or if the employee's position would not have changed if 
continuously employed, the individual will be reemployed in the position he 
or she held before leaving for Military Leave. Ifthe employee is not qualified 
for the position he or she would have attained ifcontinuously employed (and 
the employee cannot become qualified after reasonable efforts) or if the 
employee is not qualified for the position he or she previously held, the 
Agency will reemploy the employee in any other position of lesser status and 
pay for which the employee is qualified with full seniority. 

2. 	 For employees who have served 91 or more days of military service, the 
employee will be promptly reemployed in the position that he or she would 
have attained ifcontinuously employed, so long as the employee is qualified 
for the job or can become qualified after reasonable efforts by the Agency to 
qualify the employee. Ifunqualified, or if the employee's position would not 
have changed if continuously employed, the individual will be reemployed 
in the position he or she held before leaving for Military Leave or in a 
position of equivalent seniority, status and pay so long as the individual is 
qualified for the job or could become qualified after reasonable efforts by the 
Agency to qualify the employee. If the employee cannot qualify for the 
position they would have attained, their former position or a position of 
equivalent seniority, status and pay, the employee will be placed in a position 
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of lesser status and pay for which they are qualified to perfonn, with full 
seniority. 

Prompt reinstatement will depend on the circwnstances of each employee's 
individUal case. Generally, an employee reruming after short periods of duty will be 
reinstated on the next regularly schedule working day following the termination of 
the Military Leave (e.g., weekend reserve duty). Reinstatement following long 
periods ofMiIitary Leave might require additional time, for example, to give notice 
to an incumbent who is occupying the reruming employee's position and who must 
now leave that position. 

In cases of conflicting reemployment claims where two or more individuals are 
entitled to reemployment in the same position, the employee who went on Military 
Leave first has first right to the position. Other returning employees will be 
reemployed with full seniority in any other position that provides similar status and 
payor in a position which is the nearest approximation consistent with the 
circumstances of the employee's individual case. 

(. F. 	 Benefits: Reruming employees are entitled to seniority and any other rights and benefits 
detennined by seniority (those that accrue based on years of service) that they would have 
attained (with reasonable certainty) had the employee been continuously employed. 
Employees on Military Leave are entitled to any nonseniority-based rights and benefits in 
effect at the beginning of their Military Leave or implemented during their Military Leave. 
A right or benefit is considered nonseniority-based if it is compensation for work perfonned 
or is subject to a significant contingency. 

Employees reruming from Military Leave are required to pay the employee cost, ifany, of 
any fimded benefit to the extent that other employees on leave ofabsence would be required 
to pay. An employee may waive these nonseniority benefits if the employee knowingly 
provides a written notice of an intent not to return to employment after Military Leave. 

For health insurance, an employee is entitled to continuous coverage for a period of up to 18 
months. Ifan employee's period ofMilitary Leave does not exceed 31 days, the employee 
will be required to contribute the employee's share of any premium. If Military Leave 
exceeds 31 days, the employee may be required to contribute both the employer and 
employee portion ofhealth insurance premiums. No waiting period or exclusion period will 
be imposed upon reinstatement ifhea1th coverage would have been provided to an employee 
had that employee not been absent for Military Leave. 
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For any noncontributory pension plan (if offered) an employee returning to employment from 
Military Leave will not be considered to have had a break in service. Periods of military 
service will be considered as service with the Agency for vesting and benefit accrual 
purposes. For employees returning to employment from Military Leave, the Agency shall 
make contributions that would have been made if the employee had not been absent due to 
military leave. 

For contributory plans, an employee returning from Military Leave will have three (3) times 
the period ofhis or her absence (not to exceed five years) to make up missed contributions. 
The Agency will only make matching contributions to the extent that a returning employee 
makes the required contributions to the plan. 

H. 	 Protection ofReinstated Veterans Against Discharge or Discrimination: An employee who 
is reemployed after a Military Leave of 181 days or more may not be discharged without 
cause for one (1) year after the date ofreemployment. An employee who is reemployed after 
a military leave of 30 days but less than 180 days may not be discharged without cause for 

/~ ". , six (6) months after the date ofreemployment. Employees who are reemployed after military 
\. leaves of less than 30 days are not protected from discharge without cause. 
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SECTION: Employee Benefits and Services 

SUBJECT: Employee Assistance Program 


Effective Date: 01101196 
New Policy 

PURPOSE 

To provide employees and their families with counseling services. 

SCOPE 

TItis policy applies to all employees of the Agency. 

POLICY 

The Agency provides counseling services to its employees through an independent counseling 
service. All employees of the Agency and their families may obtain confidential counseling from 
this service in the following areas. c

PersonaI/EmotionaI Problems Depression 
Persistent Anxiety, Stress, Worries, Fears Children 
Marriage Family 
Adolescent EmotionaI!Drug Abuse Alcohol-Personal or Family 
Sexual Addiction Eating Disorders 
GriefILoss Loneliness 
Sleep Problems Rape or Battered Spouse 
Aging Financial 

For purposes of this policy, family is defined as mother, father, husband, wife, son, daughter, 
mother-in-law, father-in-law, sister, brother, grandparent, or anyone residing in the employee's 
home. 

PROCEDURES 

The company that currently provides these services is staffed by medical specialists, experienced 
psychologists and trained counselors who will provide information, immediate treatment or referral 
to other sources. All contact with the counseling service will remain confidential unless the 
employee requests or consents in writing to the release of this information. 

c 
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Employees or their families who are interested in this service should contact the Human Resources 
Department 

Recommendations for an administrative referral shall be made by the supervisor to the Director. The 
Director will contact the Director of Human Resources who will contact the EAP. When such a 
referral is made, the EAP will advice the Director ofHurnan Resources if: (a) the employee attended 
the session; (b) EAP personnel believe there is a problem; (c) the EAP has made any 
recommendations; and (d) the employee has agreed to the recommendations. The details of any 
problem will not be released unless the employee, in the EAP. counselor's opinion, is a physical 
danger to self or others. 

( 
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SECTION: Employee Benefits and Services 

SUBJECT: Education Assistance Program 


Effective Date: 01101196 
Revision Date: 01101/97 
Supersedes Policy No. 903 

PURPOSE 

To provide tuition assistance where possible to eligible employees who desire to further their 
professional education in job related fields. 

SCOPE 

!bis policy applies to all regular employees of the Agency who have been employed for a minimum 
of six (6) months. 

POLICY 

c 	 Depending upon available resources, the Agency may reimburse the cost of tuition and fees for 
courses which eligible employees take. Because offunding limitations, the Agency cannot guarantee 
availability of educational assistance. 

PROCEDURE 

A. 	 Employee Eligibility. Regular employees who have worked for the Agency for six (6) 
months and who are actively working are eligible to apply. Courses must be taken on the 
employee's own time and should be scheduled so as not to interfere with the job. 
Reimbursement will not be available to employees who have left employment voluntarily or 
who withdraw from course work. 

B. 	 Course or Study Eligibility. Selected courses or courses of study must be in one of the 
following categories: direct job relationship or career development. Continuing education 
courses are eligible ifjob related and taken at an accredited college or university. Continuing 
education workshops or seminars are not covered under the Educational Assistance Program. 

C. 	 Armlication for Educational Assistance. Applicants should provide the following 
information in their request for educational assistance: 
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1. 	 Name of college or university where course work will be taken. (Must be an 
accredited college or university; determination of whether the college or university 
is accredited will be the responsibility of Human Resources.) 

2. 	 Nmnber and name ofcourse and a brief description of the subject. (Employees may 
use descriptions from college catalogs for this purpose.) 

3. 	 An explanation detailing whylhow the course is job related or for career 
development. 

4. 	 Cost of tuition and fees. 

5. 	 Signature of employee, employee's supervisor and the recommendation of the 
director of employee's department. 

Completed requests should be turned in to Hmnan Resources which will forward them to the 
appropriate executive for approval/denial. The decision will be relayed to the employee by 
Human Resources. If approved, a copy of the approval will be sent to the employee to be 
retained for use in requesting reimbursement. 

A separate request must be completed for each semester of study (not for each course taken 
within a single semester, however). 

D. 	 Reimbursement Parameters. Only tuition and fees will be eligible for reimbursement. 
Books, supplies, lab fees, etc., are not eligible. Any government or institutional financial 
support must be deducted to arrive at the net cost subject to reimbursement. Employee must 
obtain a grade of "B" or better for course work. 100% ofeligible tuition and fees will be 
reimbursed up to a maximmn of $500 per employee per calendar year. 

To receive reimbursement, employee must provide a copy ofthe approval memo along with 
a copy of the grade report and a receipt for tuition and fees to Human Resources. 

Participation in the Educational Assistance Program is voluntary and time devoted to the course of 
study or course work shall not be considered time worked for the Agency. The Agency cannot 
guarantee promotion or transfer to employees who participate in the Program. Additionally, because 
of funding limitations, the Agency cannot guarantee that educational assistance will be available to 
any employee at any time. However, ifan employee has received approval for educational assistance 
for a particular course or courses in a particular semester and the employee satisfies all requirements 
related thereto, the employee will receive educational assistance in the approved amount. 
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SECTION: Employee Benefits and Services 

SUBJECT: Health and Welfare Plans 


Effective Date: 01/01196 
Revision Date: 01101197 
Supersedes Policy No. 502 

PURPOSE 

To provide eligible employees with group health and welfare plans that include medical, dental, life 
and long term disability insurance. 

Detailed information related to Medical, Dental, Life and Long Term Disability insurance benefits 
are available in the Summary Plan Descriptions for each plan. Refer to such documents for 
information regarding these plans and their administration. 

( 

c/ 
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SECTION: Employee Benefits and Services 
SUBJECT: Social Security 

Effective Date: 01101196 
Supersedes Policy No. 503 

PURPOSE 

To provide employees protection under the Federal Social Security Act. 

SCOPE 

This policy applies to all employees of the Agency. 

POLICY 

AIl employees are covered by the Federal Social Security Act. A required percentage of an 
employee's salary is deducted to pay the employee's portion of this protection, and the Agency 
matches this deduction dollar for dollar. The Federal Social Security Act was designed for an 
employee's future security and that of his or her dependents by providing retirement, disability, 
death survivor and Medicare benefits. 

PROCEDURES 

Social Security benefits are intended to replace part of the earnings employees and their families 
were receiving before the employee's retirement, disability or death. Benefits are based on 
eamings averaged over most of a worker's lifetime. It is the responsibility of the employee to 
verify their Social Security benefits on a periodic basis by contacting the Social Security 
Administration. The employee should verify their benefits to insure that they are getting full 
credit for their contribution and that portion paid by the Agency on their behalf. 

The Human Resources Department should be contacted for assistance in verifying Social 
Security Benefits. 
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SECTION: Employee Benefits and Services 

SUBJECT: Unemployment Compensation 


Effective Date: 01/01/96 
Supersedes Policy No. 505 

PURPOSE 

To provide employees insurance protection under State Unemployment Tax laws. 

SCOPE 

This policy applies to all employees of the Agency. 

POLICY 

All employees are covered by State Unemployment Tax laws. This coverage provides weekly 
benefits to employees who become unemployed through no fault of their own or circumstances 
described in the law. 

(. The Agency pays a state unemployment insurance tax as required by state law. 
'0. 



NEIGHBORHOOD CENTERS INC. 
PERSONNEL POLICIES AND PROCEDURES POLICY NO. 260 

Page 1 of 1 

SECTION: Employee Benefits and Services 
SUBJECT: Health and Welfare Plans 

Effective Date: 01101/96 
Revision Date: 01101197 

PURPOSE 

. To provide eligible employees with a Flexible Benefits Plan. 

Detailed information related to the Flexible Benefits Plan is available in the Summary Plan 
Descriptions for the plan. Refer to such document for information regarding this plan and its 
adminj stration. 
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SECTION: Employee Benefits and Services 
SUBJECT: Pension Plan 

Effective Date: 01101/96 
Revision Date: 01101197 

PURPOSE 

To provide eligible employees with a Pension Plan fully funded by the Agency and administered by 
the United Way of the Texas Gulf Coast. 

Detailed information related to the Pension Plan is available in the Summary Plan Description for 
the Plan. Refer to such document for information regarding this plan and its administration. 
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SECTION: Miscellaneous Payroll Deductions 
SUBJECT: Optional Term Life Insurance Plan 

Effective Date: 01101196 
Revision Date: 01101197 
Supersedes Policy No. 702 

PURPOSE 

To provide eligible employees with the opportunity to purchase additional term life insurance. 

Detailed information related to the OptionoaI Term Life Insurance is available in the Summary Plan 
Descriptions for the plan. Refer to such document for information regarding this plan and its 
administration. 



NCI BENEFIT PACKAGES 

(REGULAR STAFF) 


BENEFITS PLAN 
CARRIER 

PLAN TYPE COVERAGE MONTHLY 
PREMIUM 

START DATE 

Medical(l) Cigna Cigna20 Employee $54.62 First day ofthe 
Health Care EE + Child(ren) $IOS.15 month following 

EE + Spouse $117.35 30 days of active 
EE + Family $175.12 employment 

Medical(l) Cigna Cigna IS Employee $76.55 First day of the 
Health Care EE + Child(ren) $144.48 month following 

EE + Spouse $156.77 30 days of active 
EE + Family $233.95 employment 

Medical(3) Cigna Cigna(POS) Employee $157.55 First day ofthe 
Health Care EE + Child(ren) $269.59 month following 

EE+ Spouse $292.53 30 days ofactive 
EE+Family $516.09 employment 

Dental Cigna 
Dental Plan 

DHMOI 
Traditional Employee 

EE + Child(ren) 
EE + Spouse 
EE + Family 

.QHMQ I Trad. 
$3.79 $20.18 
SS.23 $42.76 
S8.11 $42.19 
$12.39 $64.50 

First day ofthe 
month following 
30 days of active 
employment 

Vision VMI I INPROS 
Advantages 

Vision Care Plan Employee 
EE + Child(ren) 
EE + Spouse 
EE + Family 

No additional 
cost. 

First day of the 
month following 
30 days ofactive 
employment 

Long Term Cigna Disability Disability Plan Employee Only Based on rate First day of the 
Disability Plan chart. month following 

6 months of 
active 
employment 

Basic Cigna Term Life! Employee Only No additional First day of the 
Life/AD&D Life!AD&D AD&D Policy cost. month following 
Insurance Insurance Plan 30 days ofactive 

employment 

Optional Cigna Term Life! Employee Only Based on rate First day ofthe 
LifelAD&D LifelAD&D AD&DPolicy chart. month following 
Insurance Insurance Plan 30 days of active 

employment 

Thrift Plan Mutual of 
America 

403(b) Thrift 
Plan 

Employee Only Based on 
percentage of 
employee 
contribution. 

First day ofthe 
month following 
enrolbnent 

Casb Balance United Way 
Agency 

Pension Plan Employee Only Based on 
percentage of 
employer 
contribution. 

After completion 
ofone year of 
service. 

Plan Year 2000 



NCI BENEFIT PACKAGES 

(BEAD START 10 MONTH PAY SCHEDULE) 


BENEFITS PLAN 
CARRIER 

PLAN TYPE COVERAGE MONTHLY 
PREMIUM 

START DATE 

Medical(l) Cigna Cigna20 Employee $65.55 First day ofthe 
Health Care EE + Child(ren) S129.78 month following 

EE+ Spouse S140.82 30 days of active 
EE + Family S210.14 employment. 

Medical(2) Cigna Cigna 15 Employee S91.87 First day of the 
Health Care EE + Child(ren) S173.37 month following 

EE + Spouse S188.13 30 days of active 
EE + Family S280.73 employment 

Medical(3) Cigna Cigna(POS) Employee S189.07 First day of the 
Health Care EE + Child(ren) S323.50 month following 

EE+ Spouse $351.04 30 days of active 
EE + Family $619.30 employment. 

Dental Cigna 
Dental Plan 

DHMOI 
Traditional Employee 

EE + Child(ren) 
EE + Spouse 
EE + Family 

DHMO/Im!!. 
$4.55 524.22 
S9.87 $51.31 
S9.74 S50.63 
S14.87 S77.40 

First day ofthe 
month following 
30 days of active 
employment 

Vision VMI I INPROS 
Advantages 

Vision Care Plan Employee 
EE + Child(ren) 
EE + Spouse 
EE + Family 

No additional 
cost. 

First day of the 
month following 
30 days ofactive 
employment 

Long Term Cigna Disability DisabiEty Plan Employee Only Based on rate First day of the 
Disability Plan chart. month following 

6 months of 
active 
employment 

Basic Cigna Term Lifel Employee Only No additional First day of the 
LifelAD&D Life!AD&D AD&D Policy cost. month following 
Insuraote Insurance Plan 30 days of active 

employment 

Optional Cigna Term Life! Employee Only Based on rate First day of the 
LifelAD&D LifelAD&D AD&DPolicy chart. month following 
Insurance Insurance Plan 30 days of active 

employment 

Thrift Plan Mutual of 
America 

403(b) Thrift 
Plan 

Employee Only Based on 
percentage of 
employee 
contribution. 

First day of the 
month following 
enrollment. 

Cash Balance United Way 
Agency 

Pension Plan Employee Only Based on 
percentage of 
employer 
contribution. 

After completion 
of one year of 
service. 

Plan Year 2000 



NCI BENEFIT PACKAGES 

(EXECUTIVE STAFF) 


BENEFITS PLAN 
CARRIER 

PLAN TYPE COVERAGE MONTHLY 
PREMIUM 

START DATE 

Medical(l) Cigna Cigna20 Employee S70.23 First day of the 
Health Care EE + Child(ren) S139.05 month following 

EE+ Spouse S150.88 30 days ofactive 
EE+ Family S225.15 employment. 

Medical(l) Cigna Cigna IS Employee S92.16 First day of the 
Health Care EE + Child(ren) S175.38 month following 

EE + Spouse SI90.30 30 days ofactive 
EE + Family $283.98 employment. 

Medical(3) Cigna Cigna(POS) Employee S173.16 First day of the 
Health Care EE + Child(ren) S3OO.49 month following 

EE + Spouse $326.06 30 days of active 
EE+ Family S566.12 employment. 

Dental Cigna 
Dental Plan 

DHMOI 
Traditional Employee 

EE + Child(ren) 
EE + Spouse 
EE + Family 

I!I::!MQ I Trad 
$4.87 $21.26 
S10.58 $45.!l 
S10.43 $44.51 
S15.93 $68.04 

First day ofthe 
month following 
30 days ofactive 
employment. 

Vision VMI/lNPROS 
Advantages 

Vision Care Plan Employee 
EE + Child(ren) 
EE+ Spouse 
EE+ Family 

No additional 
cost. 

First day of the 
month following 
30 days of active 
employment. 

Long Term Cigna Disability Disability Plan Employee Only Based on rate First day ofthe 
Disability Plan chart. month following 

6 months of 
active 
employment. 

Basic Cigna Term Lifel Employee Only No additional First day ofthe 
LifelAD&D LifelAD&D AD&DPolicy cost. month following 
Insurance Insurance Plan 30 days of active 

employment. 

Optional Cigna Term Lifel Employee Only Based on rate First day of the 
LifelAD&D LifelAD&D AD&D Policy chart. month following 
Insurance Insurance Plan 30 days ofactive 

employment. 

Thrift Plan Mutual of 
America 

403(b) Thrift 
Plan 

Employee Only Based on 
percentage of 
employee 
contribution. 

First day of the 
month following 
enrollment. 

Cash Balance United Way 
Agency 

Pension Plan Employee Only Based on 
percentage of 
employer 
contribution. 

After completion 
ofone year of 
service. 

Plan Year 2000 
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SECTION: Employment 
SUBJECT: Recruiting and Selection 

Effective Date: 01 to 1196 
Revision Date: 01101198 
Supersedes Policy No. 200 

PURPOSE: 

To establish the authority and responsibility of Agency personnel in the recruitment and selection 
of employees and to maximize Agency efforts and resources in selection of the best employees 
available. (Also see Policy No. 021, Equal Employment Opporrunity and the Agency's Affirmative 
Action Policy) 

SCOPE 

This policy applies to the recruitment and selection ofemployees for all positions. For purposes of 
this and subsequent policies, Executive Staff positions shall be defined as Directors, Vice
Presidents,and the President and CEO. 

POLICY. 

When a personnel vacancy occurs, the appropriate supervisor and the Human Resources Department 
will conduct a joint recruitment and selection program designed to identify the most qualified 
individual for the position, if filling the position is deemed necessary. 

PROCEDURE: 

The following steps govern the recruitment and selection of employees: 

A. 	 The supervisor shall: 

1. 	 Complete the Job Announcement Form (copy following) when an approved opening 
arises, obtain the necessary approvals and forward it to Human Resources. 

2. 	 Attach the current job description (available from Human Resources). 

3. 	 Review applications and/or resumes from applicants forwarded by Human 
Resources. Identify generally qualified candidates to interview. 
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NOTE: Internal candidates who request transfers to or apply for a new position must 
have been in their present position for at least six (6) months before requesting or 
applying for such transfer. However, if Agency needs dictate, the Agency may 
transfer an employee to a new position at any time. 

4. 	 Interview candidates who are generally qualified for the position. For each qualified 
applicant determine whether there is: (a) no further interest; (b) possible further 
interest (hold pending interviews with other candidates); or (c) define interest: 
schedule interviews with appropriate department managers and others on selection 
panel. 

5. 	 Select candidate and complete Hiring Approval Form (copy following) and obtain 
necessary approvals. Forward completed Hiring Approval Form to Human 
Resources. 

B. 	 The Human Resources Department will: 

1. 	 Discuss with the supervisor possibilities of promotion or transfer from within the 
Agency, upon receipt of the Job Announcement Form. 

2. 	 Post the open position on the bulletin board located in the Human Resources 
Department and record same on the Job Line. 

3. 	 Coordinate outside recruiting, if applicable. 

4. 	 Pre-screen incoming applications or resumes to identify candidates who are generally 
qualified. 

5. 	 Conduct screening interviews, upon request by supervisor, and have applicants 
complete an application for employment. 

6. 	 Obtain the signature of the President and CEO on the Hiring Approval Form. Inform 
the supervisor when this approval has been obtained and ask the supervisor if they 
wish to make the conditional offer ofemployment or ifHuman Resources will make 
the offer. [NOTE: no offers ofemployment may be made to any applicant prior to the 
written approval of the President and CEO. Additionally, all offers of employment 
must state that the offer is conditional upon the successful completion of drug 
screening and any other pre-employment checks deemed necessary. Supervisors 
must use the statements as written in the approved Offer Letter (copy following).] 
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7. 	 Arrange for drug screening, process all required paperwork, perform any pre
employment tests and background checks of selected candidates. Offers for 
employment will be withdrawn if the candidate does not successfully pass the drug 
screening test or ifdisqualifYing information is obtained from the background check, 

FOLLOW UP AND DOCUMENTATION 

Supervisors are encouraged to send notification of non-selection to applicants who were interviewed 
in the form of the Rejection Letter (copy following). Solicited applications and related material of 
candidates who were selected for interviews will be maintained in the Human Resources Department 
for one year. Material on applicants who were not selected for interviews will not be kept. 





( NEIGHBORHOOD CENTERS INC. 

RECEIPT OF EMPLOYEE HANDBOOK 

Your signature indicates that you have received and will review the NeighbOIhood Centers Inc. 
Employee Handbook and that you agree to abide by the guidelines described within. yOW" 
signature also indicates your understanding that employment with the Agency is at-will and may 
be terminated by either you or the Agency at any time. with or without notice and with or without 
cause. You further acknowledge that you understand that this snmmary neither constitutes nor 
may be construed as an employment agreement between the Agency and you and that at-will 
status can only be modified ifdone expressly in writing by the President & CEO. 

Employee Signature 

Employee Name (Print) 

( 
Date 

FonnHROOJRevised 711197-HRP&P Ori&iJlalto Human Resources c 



( NEIGHBORHOOD CENTERS INC. 

I understand that under Neighborhood Center Inco's (the "Agency's") vacation policy, I will 
accrue vacation according to the schedule set forth in the policy. I also understand that ifI take 
vacation time before I have accrued it and ifI terminate employment prior to accruing the full 
amount ofvacation time I have taken, any used by not accrued vacation time will be deducted 
from my final check. I hereby authorize such deduction. 

I also acknowledge that the Agency may, from time to time during the course ofmy employment 
with the Agency, provide me with Agency owned equipment (the "Equipment") as is necessary 
for the performance ofmy job with the Company. I accept full responsibility for the Equipment 
and will exercise reasonable care of and security for the Equipment. With the exception of 
ordinary wear and tear, the loss of, damage to, abuse of or failure to adequately account for any 
such Equipment may be grounds for disciplinary action, up to and including termination, and the 
cost of replacing, recovering or repairing lost, damaged, abused or unaccounted for Equipment 
may be deducted from my payroll check(s). Ifmy employment with the Agency terminates for 
any reason, the replacement, recovery or repair cost(s) oflost/unreturned, damaged, abused or 
unaccounted for Equipment may be deducted from my final paycheck. This authorization for 
payroll deduction does not act as a waiver by the Agency of its right to utilize all lawful means to 
recover such cost(s) in the event that payroll deduction fails to cover the full amount of such 
cost(s). 

Employee Signature 

Employee Name (Prim)/Social Security No. 

Date 

Rovised 7/1197 HR P.tP FonnHR002 
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MAllJCOMPUTER RESOURCES 
ACKNO~DGMENTFORM 

As an employee ofNeighborhood Centers Inc. I recognize that the Agency's electronic mail ("e
mail") and computer network systems are to be used for conducting the Agency's business only. 
I understand that the use ofthis equipment for private purposes is strictly prohibited. I agree not 
to access a file or retrieve any stored information other than where authorized unless there bas 
been prior clearance by an authorized Agency representative; 

I am aware that the Agency reserves and will exercise the right to review, audit, intercept, access 
and disclose all matters on the Agency's e-mail and computer network at any time, with or 
without notice to me, and that such access may occur during or after working hours. I am aware 
that the use of an Agency provided password or code does not restrict the Agency's right to 
access electronic communications or documents in the computer network. I am aware that 
violations of this policy may subject me to disciplinary action up to and including termination. 

( I acknowledge that I have read and that I Understand this notice. 

Employee Signature 

Employee Name (Print) 

Date 

Revised 4/1196 Original 10 Human R<sources FIormHROO3 



NEIGHBORHOOD CENTERS INC. 


ACKNOWLEDGMENT OF 
RECEIPT OF SUBSTANCE ABUSE POLICY 

I believe that the employees ofNeighborhood Centers Inc. have the right to work in a safe 
environment free ofdrugs and alcohol. By my signature I acknowledge that I have received and 
will review the Neighborhood Centers Inc. Substance Abuse Policy and that I agree to abide by 
the guidelines described within. I understand that nothing in the Substance Abuse Policy alters 
the at-will nature o/my employment with the Agency and that my employment with the Agency 
may be terminated by either myselfor the Agency at any time, with or without notice and with or 
without cause. 

Employee Signature 

Employee Name (PRIN1) 

Date 

FormHR320Revised 3129J'J6-Policy No.320 Original to Human Resources 

( 




NEIGHBORHOOD CENTERS INC. 


I voluntarily agree to provide a specimen of my urine so that it may be analyzed for the presence 
of drugs or alcohol. I understand that collection of the specimen may be witnessed. 

I understand that this sample will be given at an appropriate location that has been approved by 
my employer or potential employer and that the analysis will be conducted bya quality 
laboratory approved by my employer or potential employer and only by qualified employees of 
the laboratory. 

In addition, I understand that I may be asked to take a breath analysis test for the determination 
of alcohol. I voluntarily agree to such test. 

I hereby authorize the officers, employees and agents of the collecting and testing agencies to 
disclose, both orally and in writing, any test results to the Medical Review Officer, ifany, and if 
applicable, the Designated Representative ofmy employer or potential employer, ofifa pre
employment alcohol or urine test(s), to the employer or potential employer to whom I have made 
an employment application. 

I hereby and herewith release my employer or potential employer, American Drug Screening and 
any other approved collection facilities, and the approved laboratories from any liability 
whatsoever arising from this request to furnish this urine sample or breath sample, the testing of 
the urine sample or breath sample, and decisions made concerning my application for 
employment or continued employment based upon the results of the analysis. 

I understand that a documented chain of specimen custody exists to ensure the identity and 
integrity of my urine sample and breath sample throughout the collection and testing process. 

Donor: ApplicantJEmployee Name (PRINT) Donor Signature 

Witness Signature Date 

Rev. 4/15196 Policy No. 320 Original to Human Resowus Fonn320.C l 
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NEIGHBORHOOD 


CENTERS INC. 


August 18, 2000 

Mr. Robert Muller 
Associate Commissioner fU!:.Contj['lling;~ucJltion a'id " 
School Improvement Initiatives 
Division of Charter Schools 
Texas Education Agency 
1701 North Congress Avenne 
Austin, Texas 78701 

Dear Mr. Muller: 

Per instructions given by Ms. Cheryl Walton of TEA to Ms. Jo Carcedo, 
Neighborhood Centers Inc. Senior Vice President of Program Services, enclosed please 
find two additional copies of the cover sheet to the Ripley House Charter School 
application submitted today, August 18, 2000. The cover sheets include original 
signatures ofboth the President and CEO Angela Blanchard an';, Board Chair Ronald 
Lewis. Per communication with Ms. Sala Onyenaka of TEA, she will forward these 
documents to the TEA Cr.arter School Docl:lI'.t:nt C{\n~nll Ce.lt~. Also please find 
enclos~d two co~io> of',!t'J biognphira' uffihvit ofMr,. Susai, BIker.' 

Please addJess any ljuestlons or need for fl.lrt~(;r!ilfoc:llltion to Ms. A;:gela Blanchard, 
Tn.;. 3t ., 13·(:69-5258 or'President and CEO' ofNeighbldlood Cent{·j t 

Sincerely, 

AB/yd 

Enclosures 

Two Bissonnet Park 4500 Bissonnet Suite 200 P.O. Box 271389 Houston. Texas 772.77#1389 
(713) 667·9400 nx (7IJ) 669·;2J6 

.... " .' 



CONTINGENCIES 
Division of Special Education Ripley House Charter School 

GENERATION 6 CHARTER SCHOOLS APPLICATION REVIEW 

ISSUE(Sl REQUIRED INFORMATION APPLICATION PROVIDED 

Notice of Any reference to 34 CFR 300.503; Prior notice by agency 

Admission, 
 300.345 

Review, and 
 • Prior notice by agency; contents 

Dismissal 
 of notice 

Committee 
 • 	 Parent participation 
Meetings 

300.503; 

300.345 

Assessment! Any reference or assurance to follow Applicant provided a vague response 

Evaluation of 
 34 CFR 300.530·543 and TEC that did not address key components of 
Children to 29.004 this Special Education issue. 

Determine 
 • Initial evaluation 

Eligibility 
 • Evaluation Procedures 

300.530-543 
 • 	 Determination of needed 


evaluation data 

• 	 Determination of eligibility 
• 	 Procedures for determining 


eligibil~y & placement 

• 	 Reevaluation 

• 	 Additional team members 
• 	 Criteria for determining the 


existence of a specific learning 

disability 


• 	 Observation 
• 	 Written Report 

Development & Any reference or assurance to follow General information regarding the 

Implementation 
 34 CFR 300.342·350 and T AC development, review and revision of 
of the IEP 89.1050 IEPs. 
300.342  • 	 When IEPs must be in effect 
300.350 • 	 IEP 1ARD meetings 

• 	 IEP / ARD team 
• 	 Development, review and 


revision of IEP 


• 	 Content of IEP 
• 	 Agency responsibilities for -

transition services 

• 	 IEP - accountability 

Please list and explain any areas of concern that need to be raised before the ..,
State Board of Education. 

Charter is at-risk for potential: Will the proposed charter submit documentation of 
knowledge in the specific areas requested above? • 	 Due process hearing 

• 	 FAPE violations 
• 

10/30/2000 1 



FAX TRANSMITTAL 

Dak: __A_p_r_il__l_6_,_2_0_02____________ Time: 

Maggie Balter 
To. 

Division of Legal Services 


Teaas EdYQati~ .\ge&e~ 


f1tone: 512-463-9575 F~ 512-475-3662 

Prout: 	 qrntb1 a P;9ttnn Ph D 

Neighborhood tUttLe,s Inc. 

atpley House Charter School 

Pboa.e: 	 713 273 l255 Fu: 
-;7~1~3~Z~7~9~3~1~9~1---------. 


-J-L...-.J.
~f4 d 

ltem.ark:J: Attached plr:aaR find the l'\.ont1ngency c' erificer10n CQncerrin8 

.a~ssions policy fer atpley Houae Charter School. l have faxed a copy to Mary 
Part), COb. lhadks so much, 

2Number ofpages including COYer shcct:_________ 

M .... ian Statement: 
'tVCl bring> re.roun:es. O+=rrtfow <mdcrmnectkmltJ underurvetineig/tJJorlzooJ • 

0££"ON 	 3ln31S~J ~ JNI S~31N3J aoo~oaH813N 



Neighborhood Centers IDc. 
Ripley Hoose ChBrter School Contingency Response to 
(f" Generation Charter App. Review; Legal Services Division #3 
Prepared by: Cyntbia Patton, PII.D. 
April 15, 2002 

Admissions: 

Ripley House Charter School will ensure that every student will have, 211 equal 
opportunity to attend. The enrollment period will be from April 15 until June. 15. If any 
classroom is oversubscribed a lottery will be used. A lottery is a random selectipn process 
by which applicants for admission to a public charter school are admitted to the charter 
school IfRipley House Charter School has fewer applicants than spaces a~le in a 
classroom, then a lottery will not be conducted. Ripley House Charter School ~ll exempt 
ftom the lottery only those students who are deemed to have been admitted to ill. charter 
school already and, therefore, do not need to reapply and siblings of studctits already 
admitted to or attending the same charter school. A new applicant for admi~on to the 
charter school will be subject to the lottery if; as of the application closing dalt;, the total 
number ofapplicants exceeds the number of spaces available in a classroom. I 

i 
The procedure for conducting a lottery will be lUi follows. If a classroot\l i. over 
subscnbed, then a lottery will be conducted. Names of students will·be listed 
alphabetically. Using a list of random numbers, numbers will be assigned ~ students 
begjmUng with the first name listed alphabetically. Students will be selected in numerical 
order from lowest to highest. For example, if lobo Smith were assigned ~ 01 ftom 
the random number hsi, then he would be number one on the list of selected stucj.ems. 

In order to enroll, parents must fill out an application funn available in En,glisb and 
Spanish during the enrollment period. As part of the application process, each family will 
be given a tour ofthe schoo~ an explanation ofthe curriculum, and infonnation on school 
hoID'S and holidays. . 

BI:VI3ln31S~J ~ JNI S~3lN3J aO~08H913N 



a.m. 

c. 

FAX TRANSMITTAL 

April 16. 2002 10 :00 
Date: Time: 

Mary Parry 
To: 

1'389 Education 'S'psy 

512-463-9575 . 
Phon~ ________________________ ~ 512-463-9732 

F~Ql; __~~Cyu~_t~h~ia~p~a_t_t~o~n~.~p_b_.D~.~_ 
Neighborhood Centers Inc. 

Bipley HQUSC Charter Scbnol 

Phone: ____~7uJ~3~-~2~7~3-:3~?~5~5~__________ Fax: 713-273-3131 

Remarks: Attached please find the Contingency Response for Special Education 

and Admission. I have spoken to Carolyn Dietrich and Maggie Baker concerning 

ehe Reapaftses. Piease J:e,iew and forward these cieetmteaei!l eo earel:ya eieti~ies and 

Maggie Baker. Thanks so much, 

3 


MlssiunS_: 

'NCI brlngs re.rt1U1'CeS, et/ucQtj0ll andCOII1II!t:ti<m /0 untkrsenedneighborhooria. ~ 


9c[·ON 
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Neighborhood Centers Ioc. 
Ripley House Charter School Contingency Response to 
6tb Generation Charter App. Review; Legal Services Division 
Prepared by: Cynthia Patton. Ph.D. 
Ap..illS, 1002 

Admissions: 

Ripley House Charter School will ensure that every student will have an equal 
opportunity to attend. The enrollment period will be from April 15 until June 15. If the 
school is oversubscribed a lottery will be used. A lottery is a random selection process by 
which applicants for admission to a public charter school are admitted to the charter 
school. IfRipley House Charter School has fewer applicants than spaces available, then a 
lottery will not be conducted. Ripley House Charter School will exempt from the lottery 
only those students who are deemed to have been admitted to the charter school already 
and, therefore, do not need to reapply and siblings of students already admitted to or 
attending the same charter school. A new applicant for admission to the charter school 
will be subject to the lottery if, as of the application closing date, the total number of 
applicants exceeds the number of spaces avallable at the charter school. In the first year 
of operation there are fewer spaces available than applicants, all students who have 
applied will be subject to the lottery, since they have not been admitted already and they 
are not siblings ofstudents already admitted. 

The procedure for conducting a lottery will be as follows. Names of students will be 
listed alphabeticallY. Using a list of random numbers, numbers will be assigned to 
students beginning with the first name listed alphabetically. Students will be selected in 
numerical order from lowest to highest. For example, if John Smith were assigned 
number 01 from the random number list, then he would be number one on the list of 
selected students. 

In order to enroll, parents must fill out an application form available in English and 
Spanish during the enrolhnent period. As part of the application process, each family will 
be given a tollI of the school, an explanation of the curriculum, and information on school 
hours and holidays. 

77:I7I T 
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Neighborhood Centers Inc. 

Ripley House Charte.. School Contingency Response to Division of Special 

Edueation Generation 6 Charter School Contingency Review 

Prepa.-ed by: Cynthia Patton, Ph.D. 

AprillS, %00% 

II. 	 ISSUE: Development and hnplementation ofthe IEP 
#2 Please replace "ARD committee will verify continued eligibility for students 
who are new (transfer) to Ripley HOllSe Charter School" with "AID committee 
wm verify eligibility for students who are new (transfer) to Ripley House Charter 
Schoo\," 

II. 	 ISSUE: AssessmentlEvaluation 
#15" ...be not more than three years old." 
Replacement: ''Ripley House Charter School will use the most current versions of 
accepted instruments for assessments." 

U. 	 ISSUE: AssessmentlEvaluation 
#3 "The CEO or principal will develop operating guidelines for the refenal and 
1racking process of students identified with suspected disabilities who are 
applying for admission, already enrolled, or 1ransferring from another program to 
Ripley House Charter School." 
Replacement: "The CEO or principal of Ripley House Charter School will 
develop operating guidelines within the parameters of the Individuals with 
Disabilities Education Act (IDEA) for the referral and tracking process of 
students identified with suspected disabilities who are applying for admission, 
already enrolled or transferring from another program to Ripley House Charter 
School" 

9~£'ON 	 G£t>6£9t>~lS ... :IN I S~3.LN3:J aOOH;,j(J8H9 I 3N 



CHARTEHCA~~~~~QUEST 

~-----. --.~. ~/! 

The governing board of Rise Academy Charter School , 
county/district number 152802 > submits the following amendments to its charter: 

I. The charter is amended to adopt the provisions ofTexas Education Code (TEC), Chapter 44, 
Subchapter B, as the charter holder's process for awarding a contract for the construction, repair, or 
renovation of a structure, road, highway, or other improvement or addition to real property. 
Consequently, the provisions ofTEC, Chapter 44, Subchapter B, control in lieu of Subchapter B, Chapter 
271, Texas Local Government Code. Nothing in the charter requires the charter school or the charter 
holder to comply with Chapter 44, Education Code, except with regard to a contract described in this 
amendment. 

2. The charter.is amended to permit the charter school to incorporate a provision of Chapter 2253, 
Government Code, into its agreements with prime contractors. If a provision of Chapter 2253, 
Government Code is incorporated into an agreement with a prime contractor, the charter school is entitled 
to the benefit of that provision as if it were a governmental entity for purposes of that chapter. 

C2.--~~Richard Baumgartner 
Typed Name of the Chief Operating Officer of School Signature 

Date 3-2-1...-0"2.-

Richard Baumgartner ~ I J..-..-- ~k-> -.., 

Typed Name of the Chief Operating Ollicer of Charter Holder 

Date 3 - 2 2..- -D 2-

(5), E eEl V E Jm 

If\lf LIAR 2 6 2002 IlW 


Charter Schools ~ 


:» 
o 

.-:) 

~ 

http:charter.is


------

I'i~Dj'aWf"- 00: 24 4132089563 RISE ACADEMY PAGE 02 

March 2002 

OPEN-ENROLLMENT CHARTER SCHOOLS 

LOTTERYAMENDMENT tu:QUEST FORM 


/ ~.,-,.>,.r/-

'----.,~- ~.-

152802Rise Academy 
County-Oi,mct NumberN<lme of S~hool 

requests to amend its charter to include in its admission policy the use of aluUery for 
choosing potential students. School personnel understand that the term "lottery" used 
here means that when more students apply for admission than can be accommodated by 
the maximum emollment, students must be chosen from the pool at random for all the 
available spots. Students already enrolled in the charter schnol do not have to reapply 
every year. 

Exceptions to the policy are on these bases only: (a) students who are enrolled in a public 
school at the time it is converted into a public charter school; (b) siblings of students 
already admitted to or attending the same charter school; (c) children ofa charter 
school's founders (so long as the total number ofstudents allowed under this exemption 
constitutes only a small percentage of the school's total enrollment): and (d) children of 
employees in u work.-site charter school (50 long as the total number of students allowed 
under this exemption constitutes only as small percentage of the school's total 
enrollment). 

~D:::i:.::re.:.:cto.:.:r________ 3,.."l;"0 2
TittcIPosiCion Date 

413-208-9563806-744-0438Richard Baumgartner 
FA><Phone 



Charter Schools ~L-

April 26, 2002 

The Ranch Academy and Life Skills Center 
3120 VZCR 2318 
Canton, Texas 75103 

Dear Superintendent and President of the Board of Trustees: Of Martins Mill School District 

This is to inform you that the following charter school intends to submit an amendment request to 
the commissioner of education: 

234-801 county district number The Ranch Academy and Life Skills Center 
3120VZCR2318 
Canton, Texas 75103 

As part of the amendment process, charter schools are required to notify any districts that are 
likely to be affected by the change. The enclosed Statement of Impact form indicates the type of 
amendment request being made. 

Specifically, Texas Education Agency guidelines require that the Statement of Impact form be 
sent to each district that may be affected. htfonnation is requested if the proposed change may 
adversely impact a district financially or if the proposed change may impact the student 
enrollment of a district in a manner that impairs the district's ability to comply with a court order. 
The enclosed form may be completed by any district that may be affected, signed by the district's 
board president and superintendent, and returned to tbe Texas Education Agency, Charter Schools 
Division, 1701 North Congress Avenue, Austin, Texas 78701-1494. 

Please review the enclosed form and notify the Texas Education Agency if your district will be 
impacted by the request. 

(oria Kerzee 
Board President 
The Ranch Academy and Life Skills Center 

Texas Education Agency 

Division of Charter Schools 


1701 North Congress Avenue 

Austin, Texas 78701-1494 


Phone (512) 463-9575 Fax (512) 463-9732 

http://www.tea.state.tx.us!charter 


http://www.tea.state.tx.us!charter


$tatem.flt of Impact \AME"'OMENT\ 
. 2 34-8 01 

The Ranch Academy and Life Skills!' Center County-DIstrict # 

Charter School 


The charter school above plans to submit the following amendment or amendments to Its open
enrollment charter for consideration by the commissioner of education: 

1 . 	 0 Expand grade levels servee! 
Currently approved grade levels; _____ Requested change: ----- 

2, 	 K;l Increase maximum enrollment . Requested change: increase to 74 maximum 
studentsCurrently approved maximum enrollment: 60 

3, 	 0 Add II campus 

Proposed new eddress,lf available --i'-----,.-...,..-;,.-:-,.-:---:",.,---:-::---=-:;-

It the campus addre•• hes not yet been\secured, the school districts within tile currently 

approved geographic boundary .re listed here; ------------ 

= 
4. 0 Expand geographic boundary 

The proposed new school dlstrlctalare<\ to Include are listed hare: -------

Plstrlct Statl: Check the appropriate I'$SPOl1S9 below: 

__ The proposed change for the open-enrollment charter schOol !f. not expected to Impl!lct the 

/ schOOl district to EI slgnlflcent degree, 

__ The proposad change for tile open-enrollment charter schoolJ!! expected to Impact the school 

district In the foIlowln9 manner: 
(Attach any supporllng $f8tement andlor dOCl.lmentation.) 

M 	A-a.h',.Is i'V\ ,"/1 :r.·S b 23.. </ - 'foS' 
District Name 	 County-District # 

301 F"", )'1..101 13~ Whe..e{-e.t(.,/)t "757~'f 1 01!Cf71-:rnz. 

(f 
J Olalrlct Address t Phone Number 

'i:U"L~ "JRc,K, 'W'le."",AbV R..i 
Signature cit Board President Print Board President's Nl!lme 

~w~ 	 7Ot>.b. Wi/CiA""!) 
Signature of Superintendent 	 Print Superlntendenfs Name 

if! '2-,/0 'l-

Date Received by District 


T"""'~uoati"" Apwy
oMoIdn of Cbamr Schools 

1701 NQttb 0>11..- A'vOllIlll 

A\I$IiJi, T_78701-149.o! 


Phone (SI2)41i3·gS?S PIIlt(5111463-ll73Z 

http://wwW.IoUtate.I>C.llliohtJrr.8r/ 

http:http://wwW.IoUtate.I>C.llliohtJrr.8r
http:A-a.h',.Is


NEIGHBORHOOD 
CENTERS INC. 

Board of Directors 

Chairman 
Ronald C. Lewis 

First Vice Chair 
Stephen Kaufman 

Second Vice Chair 
Jonathan Day 

Treasurer 
Don Turkleson 

Secretary 
Sylvia Capetillo 

Assistant Secretary 
Karyl M. Lawson 

Past Board Chair 
Tom Sanders 

Members 
Robert Ambrose 
Rudy Ayles 
Joanne Baker 
Susan Baker 
Madelle Brudner 
William Chiles 
Robert M. Collie, Jr. 
Kathleen Eisbrenner 
Noel Graubart 
James B. Hills 
Don Holt 
Stanley Horton 
Christina Morales Krasnick 
Sharon Michael Owens 
Susan Parastar 
Michael Ronca 
Frances Segura 
Caroline Shorten 
Joanna Wortham 
Nancy Wooldridge 

Life Board Members 
Sylvia Capetillo 
Bettye Drisdale 
Don Turkleson 

President and CEO 
Angela Blanchard 

August 17, 2000 

Mr. Robert Muller 
Associate Commissioner for Continuing Education and 
School Improvement Initiatives 
Division of Charter Schools 
Texas Education Agency 
17Q1 North Congress Avenue 
Austin, Texas 78701 

Dear Mr. Muller: 

Neighborhood Centers Inc. (NCI) is pleased to submit this proposal 
to the Texas Board of Education for an Open-Enrollment Charter 
School. NCI has been present in the community for nearly 100 
years, and is recognized as an expert in child development 
programs that support children of low-income families. If accepted, 
the school would begin operations in August 2001 and would serve 
children ages 5-12 through a micro-community approach, with a 
focus on building children's life skills. While currently under 
construction and slated for completion in October of this year, the 
school wil' be located within our new Ripley House facility located 
at 441 0 Navigation in Houston's Seccnd Ward, a primarily 
Hispanic, low-income community. 

Led by CEO Dr. Cynthia Patlon, the Ripley House Charter School 
will utilize Integrated Thematic Instruction, Brain Compatible 
Components, the Se';ren Intelligences as described by Gardner, 
and the Lifeskills model. The school will function as a Micro
community with each class assuming the role of a business or 
service, such as the Bank or the Post Office. This real life 
experience serves the dual purposes of teaching children about 
the fm'3 enterprise system and providing an opportunity for every 
stude,1t to be part of the community of the school. 

Since NCI is a large organization, the required documents to 
complete the Charter School Application, such as Personnel Policy 
and Business Plan, forced us to exceed the page limit. Per the 
instructions of Ms. Esther Murguia from the Charter School 

Two Bissonnet Park 4500 Bissonnet Suite 200 PO. Box 271389 Hous[()(\, Texas 77277-1389 

(1lJ) 661-9400 Fax (1131 669.;ZJ6 


A UOLteJ Way A~ency 




Division Office, we have included all the documents requested in 
the Guidelines and Application. 

Per instructions given to Ms. Cheryl Walton and communicated to 
Ms. Jo Carcedo, NCI Senior Vice President of Program Services, 
NCI is submitting a cover sheet with the original signature of the 
President and CEO with the completed application. Two additional 
copies of the cover sheet with original signatures of the President 
and CEO and Board Chair will be forwarded upon the Chair's 
return to Houston. BoardCbair Ronald Lewis is aware of the 
application as evidenced by' his notarized biographical affidavit. 

Neighborhoo'd Centers Inc. is· very excited to be considered for the 
opportunity to be awarded a Charter. Please address any 
questions or need for further information to Ms. Angela Blanchard, 
President and CEO of Centers Inc. at 713-669-5258 
or 

~CerelY' 

A~~~~ 

President and CEO 

AB/cp 

Enclosures 
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FAX TRANSMI'lTAL 

Date: 

To: 

Phone:,__________________________ 

Phone:lJ.\3) ~106i . S~ qy 

Remarb:________________________________________________________ 

Number of pages Ineluding eover sbeet:,_.......:I....:O=-______ 


MIs.I,,,, SI./emm.r: 
"Tn e"llI",cc ,Ire dewfoP_t.ndfull pot."lIal I>f'"dMdulIls,/tlmiliG. alld nelglrborhoods t"rouelr elfeclm Irlltllllll 
6e"'~5Y""_, respo"slve p,.,gNl",,< "lid .pp,.,prl.'11 fadill/es /11 .dlrere"ce with ollr core WlluG 

H 
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HUq',LO uuID: 

.ClIO 

NBIGHBORHOOD 


CENTERS INC. 


August 18,2000 

Mr. Robert Muller 
Associate Commissioner for Continuing Education and 
School Improvement Initiatives 
Division ofCharter Schools 
Texas Education Agency 
1701 North Congress Avenue 
Austin. Texas 7870 I 

Dear Mr. Muller: 

Per instructions given by Ms. Cheryl Walton ofTEA to Ms. ]0 Carccdo, 
Neighborhood Centers Tnc. Senior Vice President of Program Services, enclosed please 
find two additional copies of the cover sheet to the Ripley House Charter School 
application submilled loday. A ugusl 18. 2000. The cover sheets include original 
signatures ofbolh lhe President and CEO Angela Blanchard and Board Chair Ronald 
Lewis. Per communicatinn with Ms. Sara Onyenaka ofTEA. she will forWard these 
documents to thc TEA Charter School Document Control Center. Also please find 
enclosed two copies ofllie biographical affidavit of Mrs. St.san Baker. 

Please address lilly questions or need for further information II} Ms. Angela Blanchard, 
Cenlers Tnc. at 713-669-5258 OrPresident and CEO 

Sincerely. 

AB/yd 

Enclosures 

".._...... 4500_. Sui.. 1GII P.o."l71ll9 1"""".T_77177-1ll9 
(?UI66,A4QII I'u (1UI6119·m6 

A'Jnood_......... 
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TEXAS EDUCATION AGENCY 

ApplicatIon for an Open-Enrollment Charter School-Sixth Generation 


, Coversheet 


Typc: Open Enrollmcnt_--:_ 

(check one) "75% Rulc" X 
 Date of Submission: August 18. 2000 

L _______--.:=====--.l RFA#701-00-008 

Name of Proposed School: Ripley House Charter School 

Maximum Grade Levels to be served: Kindergarten through Fifth Grade 

Estimated 1stYear Enrollment: 108 Max Enrollment: 216 
-~---- ---- 

Name of Sponsoring Entity: Neighborhood Centers Inc. 
---~------------------

Chairperson of Board of Sponsoring Entity: Ronald C. Lewis 


Chief Executive Officer of Sponsoring Entity: Angela Blanchard 


Chief Executive Officer of School: Cynthia Patton. Ph.D. 


Applicant Mailing Address: P.O. Box 271389. Houston. Texas 77277·1389 


School Site Address: 4410 Navigation. Houston. Texas 77003 

(If different from above) 


Contact Phone# 713_669_5258 Fax# 713-669-5236 


I 

Contact Email Address: 

I certify that I have the authority as the Chief Executive Officer of the sponsoring entity 
designated above to make application for an open-enrollment charter school. I further 
certify all information contained in this application is complete and accurate. realizing that 
any misrepresentation could result in disqualification from the charter application process or 
revocation after award. I authorize the Texas Education Agency to investigate the 
references listed in this application. 

It/tlO 
Date 

__No LWas this person paid? Yes 

erson of the Governing Board of the Sponsoring Entity Date 
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---------------------

Was this person paid? Yes 

on of the Governing Board of the Sponsoring Entity 

n .... u "",0 VV 

'. " : 
.... , 

TEXAS EDUCATION AGENCY 
Application for an Open-Enrollment Charier School-Sixth Generation 

Coversheat . 

Type: Open Enrollment_ . ___ 
Date of Submission: August 18, 2000 (check one) "75% Rule" X

L _______.--:=====-~ RFA#701-00-008 

Name of Proposed School: Ripley House Charter School 


Maximum Grade Levels to be served: Kindergarten through Fifth Grade 


Max Enrollment: 216
Estimated 1·tYear Enrollment: 108 --=-:..=....--~-~~---

Name of Sponsoring Entity,.:.:__.:..N:..,.e..:lg:,.h..:.b.:..or-ho-od-C-e-n-te-rs-ln-c-.--------

Chairperson of Board of Sponsoring Entity: Ronald C. Lewis 

Chief Executive Officer of Sponsoring Entity: Angela Blanchard 

Chief Executive Officer of School: Cynthia Patton, Ph.D. 

Applicant Mailing Address: P.O. Box 271389, Houston, Texas 77277-1389 

School Site Address: 4410 Navigation, Houston, Texas 77003 

(If different from above 1 


Fax# 713_669_5236
Contact Phone# 713-669-5258 

Contact Email Address: 

I certify that I have the authority· as the Chief Executive Officer of the sponsoring entity 
designated above to make application for an open-enrollment charter school. I further 
certify all information contained in this application is complete and accurate, realizing that 
any misrepresentation could result in disqualification from the charter application process or 
revocation after award. I authorize the Texas Education Agency to Investigate the 
refe ces listed In this application. 

Date 

__No ..x.. 

Date 
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Review Worksheets for Generation 6 Applications 

Staff person completing review --'(Y)'-'-L.fJ.If..J.::~7'/_J.f'-\.c...:IZ-"':":":"';7"7________ 

Charter school .J""-L-"-"-f--,-/J.:..;",-,'"""ff,---,C,,-,,:lf':.:;II.;.:<f;-ico-;":-- Fax number ;'-7/J) (y? 1 - J ..l]~
> (./1 CO.:,. 

--''-'-'-I.--'''.->=<-_ To Whom j!- ",hi EI, r g~ /J ,·N.,-/f -c j) 

The following items need to be added and/or revised before your Generation 6 
application can be sent for extemal review. 

ra,,'!. .A (t",./f,u,J.J J-Iyjor" 

f, / J? ,"('/, .. ( '* I 0 f'-// cJ c. ,,'e f-

E I" t-, /->/'u,-,,;; :>I 

PLEASE FAX ALL REVISION TO 512-463-9732 NO LATER THAN SEPTEMBER 11 J ~{}tJ, 
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Review Worksheets for Generation 6 Applications 

Staff person completing review ..........(Y)~&!.8;!£1)~i:...........f!......lo(-'-·~c.=:.:7;<i:......_______ 


Charter school g. rLt:f":r. /f-'if C./fIIl'J"t!' Faxnumber ("7/1&1; 1-.5.)..]4. 

( jl.-'~= 

Date FAXED ______ To Whom ,4-,J6.6'Vf iJ<-;J,..JC/T/1>Co!) 

The following items need to be added and/or revised before your Generation 6 
application can be sent for extemal review. 
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NEIGHBORHOOD 


CENTERS INC, 

A UDiIed WI., 1ft"O)'. 

FAX TRANSMITTAL 

Time:__IJ.,,-,--~\,.,,010Y'oU!..!,____Da~: 

Phone:__________________________ 

Fax: [lIs) \plpq -5J.31o 

Remarks: e.y)(IO$U:l rt>\wg, n'V'\d --\-I/le iteMs. ~v @jUf.5kd 

fo.t ~ t?rne.vi&t\QVl Si'J Ne\&h~~ CtVl1fvS ~II' , 

Number of pages Including coYer sheet:______-=lo'--_______ _ 

Mission SI."",..""I: 
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ner, 

NIlIGH80JlHOOIJ 


CENTERS INC. 


Scptember 8, 2000 

Ms. Mary PerlY 

Tcxas Educatipn Agency 

Ch3lter Schools 

1701 North Congress Avelluc 

Austin. Texas 78701 


Dear Ms. PerlY: 

Tn rcsponse to the Review Worksheet for Texas Education Agency Application for an 
Open Enrollment Charter School-Sixth Generation. RFA /I 7001·00-008; please: find 
enclosed page 2 of Robert Amhrose's affidavit and section SC2 Expulsion Proccdm"c:s. 

Ifyou have any olher concerns, please fccl free to contact me at (713) 66')-5258. 

Sinc,?,""ly, 

~dtluJ-
Angel1l Blanchard 

tJtlresident and CEO 

• OAB/cp 

TWt'I UIMatanet i.1t . 4S00 l'ifKlnOO( s..lItcllOO r.o. f'fPt 171lRV HUIiSlulI, T~lug 772.77·11S9 
(71)) 667·9400 F.. (7Il) (~''''2,1. 
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ID: SlOP 11' UU 1~:U2 No,UDS P,Q3 

.. -
Othe~ ____________________________________________________________ 

8. List Memb!!"ship in Professional Societi~s and Associations: ..z~1t,(~~Ittl~~~~i5t::6::I2I::":'-' 

9. ~resent. or. Pr"posed Position with the Prop05ed Charter School.: -LAh.lL.J<;e""''():,..u.-bo<::-_______ 

1O. list complete employment record (up to and including present jobs, positions. 
directorates or otficerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS TiTlE 

11. Present employer may be contacted:·P2250@ No (Circle One) 

Former employers may be contacted: Ves No (Circle One) 

12. a Have you ever been in a position which reqUired a fidelity bOnd"-iMCJU,o"'_____ 
If any claims were made on the bond. give delalls: __________________ 

b Have you ever been denied an individual or position schedule fidelity !:lonc. ~r had 
a bond cancelled or revoked? --'M~"'(;<c-_______________________ 
If yes, give details: ________________________________ 

13. List any professional. occupational or vocallonal licenses issued by any pUblic or 
governmental licenSing agency or regulatory authoraty which you presently hold or 
have held in the past. (Slate date license was issued, issuer of license, date 
terminated, reasons for termination): Rt!¢IlHcd£r4fliltti. It!!:v4J -,;I ~i'''' 2 

.- -t~~~=~;Cl!4/)' YL+ 

14. During the last ten (10) years. have you ever been refused a professional. 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? ,AI.., If yes. give details: 

64 
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iV: ~I:.r 1.1. UU 

Neighborhood ecotel's luc 
Open-Enrollment Charter School Application 
Expulslun Policy and Procedures Attaehment 

v. C. 2. 
Describe your school's policies regarding student expulsion and suspension. 
Include a description of procedures that satisfy due process requirements. 

Mandatory Expulsion 

A student must be expelled for any of the following offenses If committed on school 
property or while attending a school-sponsored or school-related activity on or off school 
property: 

• A firearm violation. as defined by federal law. 18 U.S.C. Section 921 Firearm under 
federal law means: 

1. any weapon (including a starter gun), which will or is designed to or which may 
readily be converted to expel a projectile by the action of an explosive; 

2. the frame or receiver of any such weapon; 

3. any firearm muffler or firearm silencer or; 

4. any destructive device, which means any explosive, incendiary, or poison gas 
bomb, or grenade, rocket having a propellant charge of more than four ounces. 
missile having an explosive or incendiary charge of more than one-quarter 
ounce. mine or, device similar to any of the devices described in the preceding 
clauses. 

• Use, exhibition. or possession of the following: 

1. A firearm, as defined by Texas Penal Code Section 46.01 (3). 

2. An illegal knife, such as a knife with a blade over S1t.o inches; hand instrument 
deSigned to cut or stab another by being thrown; dagger. including but not limited 
to a dirk. stiletto, and poniard; bowie knife; sword; or spear. Texas Penal Code 
Section 46.01(6). 

3, A club as defined by Texas Penal Code Section 46.01(1). 

4. A prohibited weapon, such as an explosive weapon; a machlnegun; a short
barrel firearm; a firearm silencer; a switchblade knife; knuckles; armor-piercing 
ammunition; a chemical dispensing device; or a Zip gun. Texas Penal Code 
Sections 46.05 and 46.01 (11). 

• Behavior containing the elements of an offense of the Texas Penal Code: 

I. Aggravated assault. sexual assault. or aggravated sexual assault. Texas Penal 
Code Sections 22.011. 22.02. 22.021 

2. Arson. Texas Penal Code Section 28.02 

3. Murder. capital murder. or criminal attempt to commit murder. Texas Penal 
Code Sections 19.02 and 19.03 

4. Indecency with a child. Texas Penal Code Section 21.11 

". '"09/ 11/00 :lIO{~ .J.-t.uJ.. 
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Neigllborhood Centers Inc 
Open-EnrCJllment Charter School Application 
Expulsion Policy and Procedurcs Attachment 

5. Aggravated kidnapping. Texas Penal Code Section 20.04 

6. Behavior related to an alcohol or drug offense that could be punishable as a 
felony. 

7. Retaliation against a school employee combined with one of the above-listed 
offenses on or off school property or at a school-related activity. Texas Penal 
Code Section 36.06 

Discretionary Expulsion 

At the Ripley Charter School's discretion, a student may be expelled If the student, while 
on school property or while attending a school-sponsored or school-related activity on or 
off of school property: 

I. sells, gives, or delivers to another person or possesses, uses, or is under the 
influence of any amount of: 
a. marijuana or a controlled substance, as defined by Te)(as Health and Safety Code 
Section 481 or by 21 U.S.C. Section 803. 
b. a dangerous drug, as defined by Texas Health and Safety Code Section 483.001; or 
c. an alcoholic beverage, as defined by Texas Alcoholic Beverage Code Section 1.04: 
or 
2. engages in conduct that contains the elements of an offense relating to abusable glue 
or aerosol paint under Texas Health and Safety Code Section 485.031 or relating to 
delivery of a substance containing a volatile chemical as set forth in Texas Health and 
Safety Code Section 484.005 
3. commits an assault on a staff member or volunteer. 

4. criminal mischief, if punishable as a felony whether committed on or off school 
property or at a school-related event. Texas Penal Code Section 28.03 

In an emergency, the principal or the principal's deSignee may order the immediate 
expulsion of a stUdent if the principal or designee reasonably believes that action is 
necessary to protect persons or property from imminent harm. When an emergency 
expulsion occurs, the student will be given oral notice of the reasons for the action. 
Within a reasonable amount of time after the emergency expulsion. the student will be 
provided the appropriate due process as required by law. If the student subject to 
emergency expulsion is a student with disabilities who receives special education 
services, the term of the emergency expulsion is subject to federal law. 

ExpulSion Procedures 

The Charter School Advisory Board delegates to the C.E.O. the authority to 8)(pel 
students. All expelled students will be assigned to an expulsion program. A student 
faCing expulSion will be given appropriate due process as required by the federal 
constitution. The principal or other appropriate administrator will schedUle a hearing 
within a reasonable time with the student's parents, the teacher, and the student. The 
student's parent or guardian will be invited in writing to attend the hearing. Until a 
hearing can be held, the principal may place the student in In-school suspension or Out
of-school suspension, up to 3 days. The student is also entitled to: 1. The right to an 

09/11/00 MON 14:01 [TX/RX NO 5145] 
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Neigbborhood Ceoters Inc 
Open-Enrollment Charler School Appllcatioll 
Explllsion Polley aDd Procedure.o Attachment 

adult representative who is not a Charter School employee or legal counsel who can 
provide guidance to the student. 2. An opportunity to testify and to present evidence 
and witnesses in the student's defense. 3. An opportunity to question the Charter 
School's witnesses. If the Charter School makes a good-faith effort to Inform the 
student and the student's parent or guardian of the time and place of the hearing, the 
Charter School may hold the hearing regardless of whether the student, the student's 
parent or guardian, or another adult representing the student attends. Not later than the 
second business day after the hearing, the Charter School Advisory Board's designee 
will deliver to the parent or guardian and the juvenile court a copy of the order expelling 
the student. Expelled students are prohibited from being on school grounds or 
attending school-related activities during the period of expulsion. State and federal law 
requires a student to be expelled from the regular classroom for a period of at least one 
calendar year for bringing a firearm, as defined by federal law, to school. The C.E.O. 
or other appropriate administrator may modify the length of a non-firearm expulsion 
offense on a case-by-case basis. If an expelled student enrolls in another school district, 
Ripley Charter School will provide to the district in which the student enrolls, at the 
same time other records of the student are provided, a'copy of the expUlsion order and 
the referral to the authorized officer of the juvenile court. If the Charter School receives 
a request from a student who has been expelled from another school district, the 
Charter School may continue the expulsion under the terms of the order, may place the 
student in the AEP for the period specified by the expUlsion order, or may allow the 
student to attend regular classes without completing the period of expulsion. 

Ramoval to an Alternative School, A Juvanile Justice Alternative Education 
Program 

Ripley Charter School will enter into an agreement with an appropriate entity for 
provision of a Juvenile Justice AEP as defined by the Texas Education Code Section 
37.011. 

Special Education and §504 Students 

Alternative Education Program placement of a student with an IDEA disability, who 
receives special education services may be made only by a duly constituted admission, 
review and dismissal (ARD) committee when that placement will exceed 10 or more 
consecutive days. A student with a disability who receives special education services 
may not be placed in alternative education programs solely for educational purposes if 
the student does not also meet the criteria for alternative placement as set forth in 
Texas Education Code Sections 37.006(a) or 37.007(a). Any placement of a special 
education student which lasts more than 10 consecutive school days is considered as a 
change of placement. If a change of placement is to occur, the ARD/§504 committee 
must first determine if the inappropriate behavior of the student is linked to the disabling 
condition or Inappropriate educational program of the student. Discipline of students 
with disabilities shall be in accordance with state and federal law. 

09/11/00 MON 14:01 [TX/RX NO 5145) 
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NEIGHBORHOOD 
CENTERS INC. 

~ 'F"

iJ.~::CEIV=-D 

S::P 112000 

September 8, 2000 

Ms. Mary Perry 
Texas Education Agency 
Charter Schools 
1701 North Congress Avenue 
Austin, Texas 78701 

Dear Ms. Perry: 

In response to the Review Worksheet for Texas Education Agency Application for an 
Open Enrollment Charter School-Sixth Generation, RFA # 7001-00-008; please find 
enclosed page 2 of Robert Ambrose's affidavit and section 5C2 Expulsion Procedures. 

Ifyou have any other concerns, please feel free to contact me at (713) 669-5258. 

Sincerely, 

Ar'gela Blanciiard. 
fJ President and CEO 

~/cp 

Two Bissonnet Park 4500 Bissonnet Suite 200 P.O. Box 271389 Houston, Texas 77277·1389 
(713) 667·9400 Fax (JIl) 669.5236 

,." 1)nlt ..d 'Xi'W 4,'!t'tw.,· 



. , -
Othern ___________________________________________________________ 

8. List Memb!!rnhip in Pro!essional Societi~s and Associations: .z~!!L~~~9--~4.~~~aI:,,:
.r 

10. List complete employment record (up to and including present jobs. positions. 
directorates or officerships) for the past twenty (20) years: 

DATES EMPLOYER ADDRESS TITLE 

11. Present employer may be contacted:op22509 No (Circle One) 

Former employers may be contacted: Yes No (Circle One) 

12. a Have you ever been in a position which reqUirec a fidelity bOnd?-,;[c.J~L.J'O~_____ 
If any claims were made on the bond. give details: __________________ 

b Have you ever been denied an individual or position schedule fidelitv !:onc. ::r naa 
a bond cancelled or revoked? ~A(,'-IL"''"(....._______________________ 
If yes. give details: ______________________________ 

13. List any professional. occuoational or vocational licenses Issued by any public or 
governmental licenSing agency or regulatory authority which you presently hold or 
have held in the past. (State date lioense was issued, issuer of license. date 
terminated, reasons fortermination): Ro/l/zf/ddn,liW- i't:frl1;1J ~,t :j"k3 

- '7v~,r%'~:r~~~~ft;l~· 1~ff+ 


14. During the last ten (10) years. have you ever been refused a professional, 
occupational or vocational license by any public or governmental licensing agency or 
regulatory authority, or has such license held by you ever been suspended or 
revoked? % If yes. give details: ______________________ 

64 




Neighborhood Centers Inc 
Open-Enrollment Charter School Application 
Expulsion Policy and Procedures Attachment 

V. C. 2. 
Describe your school's policies regarding student expulsion and suspension. 
Include a description of procedures that satisfy due process requirements. 

Mandatory Expulsion 

A student must be expelled for any of the following offenses if committed on school 
property or while attending a school-sponsored or school-related activity on or off school 
property: 

• A firearm violation, as defined by federal law. 18 U.S.C. Section 921 Firearm under 
federal law means: 

1. any weapon (including a starter gun), which will or is designed to or which may 
readily be converted to expel a projectile by the action of an explosive; 

2. the frame or receiver of any such weapon; 

3. any firearm muffler or firearm silencer or; 

4. any destructive device, which means any explosive, incendiary, or poison gas 
bomb, or grenade, rocket having a propellant charge of more than four ounces, 
missile having an explosive or incendiary charge of more than one-quarter 
ounce, mine or, device similar to any of the devices described in the preceding 
clauses. 

• Use, exhibition, or possession of the following: 

1. A firearm, as defined by Texas Penal Cod~ Section 46,01 (3). 

2. An illegal knife, such as a knife with a blade over 5% inches; hand instrument 
designed to cut or stab another by being thrown; dagger, including but not limited 
to a dirk, stiletto, and poniard; bowie knife; sword; or spear. Texas Penal Code 
Section 46.01 (6). 

3. A club as defined by Texas Penal Code Section 46.01 (1), 

4. A prohibited weapon, such as an explosive weapon; a machinegun; a short
barrel firearm; a firearm silencer; a switchblade knife; knuckles; armor-piercing 
ammunition; a chemical dispensing device; or a Zip gun. Texas Penal Code 
Sections 46.05 and 46.01 (11). 

• Behavior containing the elements of an offense of the Texas Penal Code: 

I. Aggravated assault, sexual assault, or aggravated sexual assault. Texas Penal 
Code Sections 22.011, 22.02, 22.021 

2. Arson. Texas Penal Code Section 28.02 

3. Murder, capital murder, or criminal attempt to commit murder. Texas Penal 
Code Sections 19.02 and 19.03 

4. Indecency with a child. Texas Penal Code Section 21.11 



Neighborhood Centers Inc 
Open-Enrollment Charter School Application 
Expulsion Policy and Procednres Attachment 

5. Aggravated kidnapping. Texas Penal Code Section 20.04 

6. Behavior related to an alcohol or drug offense that could be punishable as a 
felony. 

7. Retaliation against a school employee combined with one of the above-listed 
offenses on or off school property or at a school-related activity. Texas Penal 
Code Section 36.06 

Discretionary Expulsion 

At the Ripley Charter School's discretion, a student may be expelled if the student, while 
on school property or while attending a school-sponsored or school-related activity on or 
off of school property: 

I. sells, gives, or delivers to another person or possesses, uses, or is under the 
influence of any amount of: 
a. marijuana or a controlled substance, as defined by Texas Health and Safety Code 
Section 481 or by 21 U.S.C. Section 803. 
b. a dangerous drug, as defined by Texas Health and Safety Code Section 483.001; or 
c. an alcoholic beverage, as defined by Texas Alcoholic Beverage Code Section 1.04; 
or 
2. engages in conduct that contains the elements of an offense relating to abusable glue 
or aerosol paint under Texas Health and Safety Code Section 485.031 or relating to 
delivery of a substance containing a volatile chemical as set forth in Texas Health and 
Safety Code Section 484.005 
3. commits an assault on a staff member or volunteer. 

4. criminal mischief, if punishable as a felony whether committed on or off school 
property or at a school-related event. Texas Penal Code Section 28.03 

In an emergency, the principal or the principal's designee may order the immediate 
expulsion of a student if the principal or designee reasonably believes that action is 
necessary to protect persons or property from imminent harm. When an emergency 
expulsion occurs, the student will be given oral notice of the reasons for the action. 
Within a reasonable amount of time after the emergency expulsion, the student will be 
provided the appropriate due process as required by law. If the student subject to 
emergency expUlsion is a student with disabilities who receives special education 
services, the term of the emergency expulsion is subject to federal law. 

Expulsion Procedures 

The Charter School Advisory Board delegates to the C.E.O. the authority to expel 
stUdents. All expelled students will be assigned to an expUlsion program. A student 
facing expUlsion will be given appropriate due process as required by the federal 
constitution. The principal or other appropriate administrator will schedule a hearing 
within a reasonable time with the student's parents, the teacher, and the student. The 
student's parent or guardian will be invited in writing to attend the hearing. Until a 
hearing can be held, the principal may place the student in In-school suspension or Out
of-school suspension, up to 3 days. The student is also entitled to: 1. The right to an 
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Neighborhood Centers Inc 
Open-Enrollment Charter School Application 
Expulsion Policy and Procedures Attachment 

adult representative who is not a Charter School employee or legal counsel who can 
provide guidance to the student. 2. An opportunity to testify and to present evidence 
and witnesses in the student's defense. 3. An opportunity to question the Charter 
School's witnesses. If the Charter School makes a good-faith effort to inform the 
student and the student's parent or guardian of the time and place of the hearing, the 
Charter School may hold the hearing regardless of whether the student, the student's 
parent or guardian, or another adult representing the student attends. Not later than the 
second business day after the hearing, the Charter School Advisory Board's designee 
will deliver to the parent or guardian and the juvenile court a copy of the order expelling 
the student. Expelled students are prohibited from being on school grounds or 
attending school-related activities during the period of expulsion. State and federal law 
requires a student to be expelled from the regular classroom for a period of at least one 
calendar year for bringing a firearm, as defined by federal law, to school. The C.E.O. 
or other appropriate administrator may modify the length of a non-firearm expUlsion 
offense on a case-by-case basis. If an expelled student enrolls in another school district, 
Ripley Charter School will provide to the district in which the student enrolls, at the 
same time other records of the student are provided, a· copy of the expulsion order and 
the referral to the authorized officer of the juvenile court. If the Charter School receives 
a request from a student who has been expelled from another school district, the 
Charter School may continue the expulsion under the terms of the order, may place the 
student in the AEP for the period specified by the expulsion order, or may allow the 
student to attend regular classes without completing the period of expulsion. 

Removal to an Alternative School, A Juvenile Justice Alternative Education 
Program 

Ripley Charter School will enter into an agreement with an appropriate entity for 
provision of a Juvenile Justice AEP as defined by the Texas Education Code Section 
37.011. 

Special Education and §504 Students 

Alternative Education Program placement of a student with an IDEA disability, who 
receives special education services may be made only by a duly constituted admission, 
review and dismissal (ARD) committee when that placement will exceed 10 or more 
consecutive days. A student with a disability who receives special education services 
may not be placed in alternative education programs solely for educational purposes if 
the student does not also meet the criteria for alternative placement as set forth in 
Texas Education Code Sections 37.006(a) or 37.007(a). Any placement of a special 
education student which lasts more than 10 consecutive school days is considered as a 
change of placement. If a change of placement is to occur, the ARD/§504 committee 
must first determine if the inappropriate behavior of the student is linked to the disabling 
condition or inappropriate educational program of the student. Discipline of students 
with disabilities shall be in accordance with state and federal law. 

3 

\ 

\ 



------ -----

L 

Was this person paid? Yes 

e on of the Goveming Board of the Sponsoring Entity 

TEXAS EDUCATION AGENCY 
Application for an Open-Enrollment Charter Schoo/-Sixth Generation 

Coversheet 

Type: Open Emollment'--___ 

(check one) ''75% Rule" x 
 Date of Submission: August 18, 2000 
_______--======--.J RFA#701-00-008 

Name of Proposed School: Ripley House Charter School 


Maximum Grade Levels to be served: Kindergarten through Fifth Grade 


Estimated 1stYear Enrollment: 108 Max Enrollment: 216 


Name of Sponsoring Entity: Neighborhood Centers Inc. 

---~---------------

Chairperson of Board of Sponsoring Entity: Ronald C. Lewis 

Chief Executive Officer of Sponsoring Entity: Angela Blanchard 

Chief Executive Officer of School: Cynthia Patton, Ph.D. 

Applicant Mailing Address: P.O. Box 271389, Houston, Texas 77277-1389 

School Site Address: 4410 Navigation, Houston, Texas 77003 
(If different from above) 


Contact Phone# 713-669-5258 FaX# 713-669-5236 


Contact Email Address: 

I certify that I have, the authority as the Chief Executive Officer of the sponsoring entity 
designated above to make application for an open-enrollment charter school. I further 
certify all information contained in this application is complete and accurate, realizing that 
any misrepresentation could result in disqualification from the charter application process or 
revocation after award. I authorize the Texas Education Agency to investigate the 
refer ces listed in this application. 

Date 

__No X 

-co\! TO 00 ' 

Date 

2 



------ -----

--------------------

~ 

Was this person paid? Yes 

erson ofthe c.;0veming Boa~oftheSponsoring Entity 

TEXAS EDUCATION AGENCY 
Application for an Open-Enrollment Charter School-Sixth Generation 

Coversheet 

Type: Open Enrollment ._--
(check one) "75% Rule" x 
 Date of Submission: August 18, 2000 

L _______-======---J RFA#701-00-008 

Nanie of Proposed School: Ripley House Charter School 

Maximum Grade Levels to be served: Kindergarten through Fifth Grade 

Estimated 1styear Enrollment: 108 Max Enrollment: 216 

Name of Sponsoring Entity: Neighborhood Centers Inc. 
'~-~~--------------~---

Chairperson of Board of Sponsoring Entity: Ronald C. Lewis 

Chief Executive Officer of Sponsoring Entity: Angela Blanchard 

Chief Executive Officer of School: Cynthia Patton, Ph.D. 

Applicant Mailing Address: P.O. Box 271389, Houston, Texas 77277-1389 

School Site Address: 4410 Navigation, Houston, Texas 77003 
(If different from above) , 

Contact Phone# 713-669-5258 FaX# 713-669-5236 

Contact Email Address: 

I certify that I have the authority as the Chief Executive Officer of the sponsoring entity 
designated above to make application for an open-enrollment charter school. I further 
certify all information contained in this application is complete and accurate, realizing that 
any misrepresentation could result in disqualification from the charter application process or 
revocation after award. I authorize the Texas Education Agency to investigate the 
references listed in this application. 

iI8/(Jo 
Date 

__No L 



TEXAS EDUCATION AGENCY 
OPEN-ENROLLMENT CHARTER SCHOOL APPLICANT 


BIOGRAPHICAL AFFIDAVIT 

(Print or Type) 


Full Name of Sponsoring Entity and Name of Proposed Charter School: ________ 
N.ig~borhood Cell co." ~I1C. Charter S"hocl 

In eonnectkm with the above·named organization and charter 3chool oppliClltion, I 
herewith make ,epresenlations and ~ulJply inlulIIlClliull Cll>uul'ny~clf as I1ereinafter .et 
fOrth. (Anaeh aaoendum or separate sheet if space nereon is insufficient to answer arlY 
questions fully.) 

IF ANSWER IS "NO" OR "NONE", SO STATE. 

1. 	 Full Name (Imtials Not Acceptable):. 6L??a--Y.- b#lett 134-~ 
2. 	 Have you ever had your name changed? No II yes, give reason ler me cna~ge: _____ 

b.Maiden Name (ifl~~-;;~le~)~~~/@ij.~m: 
c.Other names used at :lny lime ~_ZI..~~ 

t,p- I / ~y-
3. 	 Social Security Numbe,': 

4. 	 Date and Pla~e of Birth:   f.:i...tv.'5 r:;;;; , /e><.< f 
S. 	 Busin.$S Address: __-_-_--:=-::-__________ 

Buolnooo Telephone: ..:-::.-=-_-____________ 
..... -------. 

6. 	 List your residences for tne lasI len ( 10) years Slarting W'ln your c~rrClil "Ut!II:O~:;, 
giVing: 

------.- ......_------ -_.__ ._---_ ... 
7. 	 Education: Date~, N"m,""" 1 "C'~lio"~ ,,"n negrA"''' 

College U&~'~5, '?ffl.:t / 951 - .l1.:::.b.::;...t!'___ 

Graduate SIUdles~.-=::::~=-t.=============:.::_______ 

63 

"".""" 

http:f.:i...tv


--
Others ____ 

--------------------.....:.-.:. 
----_._- .._----. 

8. 	 list Mcmbernhip in Proff:!!;SIOnal Societies and Associations: __.JI/19-________....;.(\...:,( 

9 	 Present or Proposed Position with tne Proposed Charter School: _h-,t::;.::;"'=_______ 
----_._--..- --- _._-_._-- .-. 

10. L.i5t complete tllllployment reccr<J (UP to and including present labs, positions, 
directorates or offlcerships) for the past twenty (20) years: 

11. Present employer may be lacteci: 'p7?50XYI\lS No (CirclEl One) 11111
Fnrmer employers may be contacted: Ye5 NO (C;r~' .. 01111) N If 

12_ a Have you ever lJl:ll:ln in a pOSluon whicn required a fidelity COnd?_.ff\.,c-==-_____ 

If any claims were made un the bond, give details: - 

b Have you ever been denied an indiVidual or f1o~lticn schedule fidelity bone. or h;ld 
a bond cancelled or r",vok .. d? &" 	 _. 
If YA~. (Jive det:ails; _ ..__ ._________________ 

13. Lis! any professionaL occuDalional or vocational licenses isslJed by any public or 
governmental licenslnq agency or regUlator! authonty which you ;Jrf!sf!ntly hold or 
have held in the past. (St::!t!' ,~.~rl;! liceMI;> w~s :ssu~d_ :ssuer 9' .censa. date 
ternllnated. rp.::l!<nns for te""inalicn); M"1 a Nit ~~ ____.________ 
._----.-._._----------------- 

,~ 	 Dunng me last ten (1 U) years, have you ever been refused a prefessional, 

occupatloral or '1oGationallicel1se ':Jy any public or (lovernmertal licenSing agency or 

regulatol)' suthorily, or has such license held by you ever been ~"~j"I",nrll;!rl M


tJ It revoked? tJQ :Iyes. D'V" dAr,:"I,· __________ .____________ 

-----_ .. _-----------_._-------

64 




'. 

15, Will ynll or members of ynllr immediate family be emcloyed by (directly or tljlrough 
contract) or receive remuneration from the proposed chartAr Rehoal? /I!tJ 
Ifyc9. give details:. :-_______ 

16. Have you ever been adjudged bankrupt" -LtJ-"-'O«-______________ 

17, Have you ever been convicted or had a sl>.nlp.nc-.e imposed or suspended or had 
prol101Jncement Of a 5entcncc 3u:;pcnded or boan pardoned for convir:tinn "t or 
1J1.."tJt;() guilty u, "ulo contendere to any ,nformation or indictment charging any 
(e!ony, or CIlargmg a rcluny ur IlIi~:J""leanor involving moral turpilu(Je ••" have you 
been the sUbJec 01 any d,scipiinary proceedings of any rf!d!!ll:Il U' &tate regulatory 

aqency? ~ 

If yes. give details: _ ••.." • _____ 


18. Have you ever been an officer, director. trustee, invelStlllt:l1t committee member. Key 
employee, or controlling stockholder of any bUSiness, Which, while you occupied QIlY 

such position or capacity Wtth respect to it. became insolvent or was placed undjlr, 
sLiPArvi"ion nr in rAr.eivership, renabilitation, liquidation or conservatorsnip? <....!IV...::..;,"~_'--__ 

Dated ar;d 5i ned this --- ".--' 
4Jir. 2'..pg:2,:ll .--,.....,----

I hcrClby car-ity under penalty of D;!rjurl t at I ~m actina M y nwn r.e'bi, ;ir;c; ~Mt the 
foregOing statements me true 03l"ld correct to thc b()~[ of my /t!0wlodge ''''''''0:':(Il.~

IL! "~ 1: j.~C-tl; e 1 

(Signature of Affiant) 

Slate oi C.,! L.; E~.&Y ~.::.,A.__ 
County of5;""; F<'\h <J(. ~-' 

Personally appeared before me the above namArl 5-:(.5A.,~a.:4 d It 
personally knewn to me, who, being duly sworn, deposes and Sr.lYs In",1 hAI:<:he 
executed the CllJuve il1~tlulllent and that the statements and an5wcro contained there,n 
are true and correct to me cest of his/her knowledge Olnd belief. 

Sucscribed and sworn 10 before me this I It r-H day of "q iI Go, <is'r 
- .. __._- ...,.' _.,-_...--

,19 ~~-fZ,P..... _... 
(SEAL) 

(Notary Publici . 
My oommio~lon expires £/1(/0; 



-------- -------

04/12/2002 07:05 FAX 5124639432 TEA CHARTER SCHOOL DIV Ii!i 001 

TRANSMISSION OK 

TX/RX NO 
CONNECTION TEL 
SUBADDRESS 
CONNECTION ID 
ST. TIllE 
USAGE T 
PGS. SENT 
RESULT 

**a****************** 
**$ TX REPORT $$$ 

********************* 

0471 
917136695236 

04112 
01'33 

5 
OK 

07: 03 

Texas Education Agency 

CHARTER SCHOOLS DIVISION 


William B. Travis Building 

1701 N. Congress Avenue 


Austin, TX 78701-1494 

(512) 463-9575 


FAX: (512) 463-9732 


DATE: April 12, 2002 

TO: Angela Blanchard/Cynthia Patton-

FAX: 713-669-5236 

Page(s): 5 (including cover sheet) 

FROM: Mary Perry, Charter Schools Division, TEA 

MESSAGE: 

Following is the fax sent on February 20. You can sea that there are issues 
stili identified as concerns by Carolyn Dietrich in the Division of Special 
Education. If you have any questions, please contact Carolyn at 512-463
9362. 



--------------------------------------------------------------------------------------------

Texas Education Agency 

CHARTER SCHOOLS DIVISION 


William B. Travis Building 

1701 N. Congress Avenue 


Austin, TX 78701-1494 

(512) 463-9575 


FAX: (512) 463-9732 


DATE: April 12, 2002 

TO: Angela Blanchard/Cynthia Patton 

FAX: 713-669-5236 

Page(s): 5 (including cover sheet) 

FROM: Mary Perry, Charter Schools Division,TEA 

MESSAGE: 

Following is the fax sent on February 20. You can see that there are issues 
still identified as concerns by Carolyn Dietrich in the Division of Special 
Education. If you have any questions, please contact Carolyn at 512-463
9362. 

I have also included a copy of the original legal review. You did not submit 
any documentation about your admissions policy. Please call Maggie 
Baker in the Division of Legal Services at 512-463-9720 if you have any 
questions about admissions. 



--------------------------------------------------------------------------------------------

Texas Education Agency 

CHARTER SCHOOLS DIVISION 


William B. Travis Building 

1701 N. Congress Avenue 


Austin, TX 78701-1494 

(512) 463-9575 


FAX: (512) 463-9732 


DATE: February 20,2002 

TO: Angela Blanchard/Cynthia Patton 

FAX: 713-669-5236 

Page(s): 4 (including cover sheet) 

FROM: Mary Perry, Charter Schools Division, TEA 

MESSAGE: 

Following are the issues still identified as concerns by Carolyn Dietrich in 
the Division of Special Education. If you have any questions, please 
contact Carolyn at 512-463-9362. 

I have also included a copy of the original legal review. You did not submit 
any documentation about your admissions policy. Please call Maggie 
Baker in the Division of Legal Services at 512-463-9720 if you have any 
questions about admissions. . 



••• 

Division of Special Education Ripley House Charter School 

GENERATION 6 CHARTER SCHOOLS CONTINGENCIES REVIEW 


Notice of 
Admission, Review, 
and Dismissal 
Committee 
Meetings 

Assessment/ 
Evaluation of 
Children to 
Determine Eligibility 

INFORMATION REQUESTED: 

NONE 

CLARIFICATIONS 

II. ISSUE: Assessment/Evaluation 
#1 "Ripley House Charter School will be responsible for identifying, locating, and 
evaluating students with suspected disabilities who are applying to, enrolled in, transferring 
to or transitioning from an ECI Program." . 

NOTE: The child find effort also extends to siblings of students applying to, enrolled in, or 
inquiring about the school. 

Children who are transitioning from an ECI program should not be included in the schools 

child find count. 


II. ISSUE: Assessment/Evaluation 

#6 "... (copies of completed SAS-A101-01, Schedule B)." 


NOTE: The child find schedule is Schedule 5B. 


II. ISSUE: Assessment/Evaluation 

#22 ARD Committee Team - "At the discretion of the parent or the Ripley House Charter 

School. .. " 


NOTE: Clarification that the parent can invite anyone the ARD committee meetings. The 

above phrase would clarify the intent of the school by adding"... parent and/or the 

Ripley ... " 


II. ISSUE: Assessment/Evaluation 

#28 Additional ARD team -"... or remedial reading teacher" 


NOTE: In the state of Texas, a remedial reading teacher does not qualify as a person 
qualified to conduct individual diagnostic examinations for determining eligibility. 

FURTHER INFORMATION REQUESTED: 

II. ISSUE: Assessment/Evaluation 
#3 SEE Concerns on second table 

II. ISSUE: Assessment/Evaluation 
#15 "... Be not more than three years ald." 

RESPONSE REQUESTED: Please clarify this statement since several acceptable 
standardized tests and/or other revaluation materials are older than 3 years. 

4/11/2002 1 



Division of Special Education Ripley House Charter School 

Development & 
Implementation of 
the IEP 
300.342 - 300.350 

FURTHER INFORMATION REqUESTED: 

I. ISSUE: Development and Implementation of the IEP 
#2 "ARD committee will verify continued eligibility for stUdents who are new 
(transfer) to Ripley House charter School. 

RESPONSE REQUESTED: Please clarify "continued eligibility" and how the ARD 
committee team could make that determination with previous school records 

II. ISSUE: AssessmentJEvaluation 
#3 "The CEO or principal will develop operating 
guidelines for the referral and tracking process of 
students identified with suspected disabilities who 
are applying for admission, already enrolled, or 
transferring from another program to Ripley House 
Charter School." 

CONCERN: The operating guidelines cannot be 
less than the requirements of the law. 

Will the proposed charter submit a general assurance that 
the charter school will develop operating guidelines within 
the parameters of the Individuals with Disabilities Education 
Act (IDEA) not the policies of the charter school? 

4/11/2002 2 



6
th 

Generation Charter App. Review Legal Services Division 
Charles Moody 

RIPLEY HOUSE CHARTER SCHOOL 

Impact Statement: OK - sent to Houston ISD (p. 48 & Appendix M). 

Public Notice: OK (pp. 9-10). 

Geographic Boundaries: OK (p. 47), although for admission purposes the applicant 
should clarifY whether the official geographic service area includes the primary and 
secondary areas shown on page 46. 

Admissions: The admissions policy says that children may be scheduled for tests and 
interviews, and that at the end of the application period NCr will notify parents whether 
or not their child has been accepted into the program (p. 60). NCr needs to clarifY how 
those decisions will be made. Are the tests/interview part of the admissions process, or 
are they merely used for designing an appropriate placement / educational plan? There 
should be no selectivity -- just open emollment, with a lottery if applications exceed 
spaces. 

Facilities: Excellent. The appli~ation describes a new 60,000-square foot facility being 
constructed with cafeteria, gymnasium, dark rooms, computer labs, etc. (p. 17,40-41) 
TEA will need safety inspection information when available. Lease Agreement in 
Appendix L from Daniel and Edith Ripley Foundation to NCI through 12-31-2004, but 
presumably will be renewed indefinitely. 

Governance Structure: OK. NCI board (27 members, governing a $100 million/year 
network of service providers) will appoint a Ripley House Charter School Advisory 
Board (currently 3 members). (p. 19,49) 

Evidence of Nonprofit Status: OK (page 3 & Appendices A & G). 

Other: Page 3 discloses that the sponsoring entity NCI has been involved in litigation, 
and the cases are listed on page 5. We may wish to request details in the interview 
process. 



• 

Heart o/Texas Black Chamber o/Commerce 
MailingAddress:P. O. Box 1485;Waco, Texas 76703-1485 


Physical Address: 409 Turner St.; Waco, Texas 76704-2270 

(Altemate Telephone(254) 799-69231772-1297/ Uax] (254) 412-0988 


Memorandum 

Marchi April, 2002 


Please note the change ofaddress enclosed. 

We still have our physical address at 409 Turner Street; 
however, we ask that you send all mail addressed to: 

(1). Heart ofTexas Black Chamber 

(2). East Waco Community Center 
(3). Emma L. Harrison Charter School 

Charter Schools Y
.... To our Post Office Box ..... . 

Heart of Texas Black Chamber 
P. O. Box 1485 
Waco, Texas 76703-1485 



TEXAS EDUCATION AGENCY 

W.B. TRAVIS BLDG. 
1701 N. CONGRESS AVE 
AUSTIN, TEXAS 78701.1494 

RETURN SERVICE REQUESTED 

,?J! 099 ~ 161803 
, E L HARRISON CHARTER SCH 
-BRENDA HAND 
409 TURNER 
WACO, TX 76704 

HARR409 767042430 1COO 05 03/04/02
FORWARD TIME EXP RTN TO SEND 
lEMMA L HARRISON SCHOOL 
PO BOX 1485 
WACO TX 76703-1485 

RETURN TO SENDER 



--------------------------------------------------------------------------------------------

, 


Texas Education Agency -R'I \~ )-<-- 'J 
CHARTER SCHOOLS DIVISION ')1./it'! 

\. \o-v.
William B. Travis Building \ 
1701 N. Congress Avenue 

Austin, TX 78701-1494 
(512) 463-9575 

FAX: (512) 463-9732 

DATE: November 26,2001 

TO: Angela Blanchard 

FAX: 713-669-5236 

Page(s): 3 (including cover sheet) 

FROM: Mary Perry, Charter Schools Division, TEA 

MESSAGE: 

I was very glad to have the chance to speak to you this morning. Following 
are pages with the contingencies that were originally sited. As I mentioned 
in our conversation, you may want to review House Bill 6 and be prepared 
for any changes that legal now requests to bring your charter into 
compliance with current legislation. 

I hope that you located the information on the grant application. If you 
have any questions about the grant, please call 512-463-9575 and ask for 
Esther Garcia. 



6th Generation Charter App. Review Legal Services Division 
Charles Moody 

RIPLEY HOUSE CHARTER SCHOOL 

Impact Statement: OK - sent to Houston rSD (p. 48 & Appendix M). 

Public Notice: OK (pp. 9-10). 

Geographic Boundaries: OK (p. 47), although for admission purposes the applicant 
should clarify whether the official geographic service area includes the primary and 
secondary areas shown on page 46. 

Admissions: The admissions policy says that children may be scheduled for tests and 
interviews, and that at the end ofthe application period NCr will notify parents whether 
or not their child has been accepted into the program (p. 60). NCr needs to clarify how 
those decisions will be made. Are the tests/interview part of the ·admissions process, or 
are they merely used for designing an appropriate placement I educational plan? There 
should be no selectivity -- just open enrollment, with a lottery if applications exceed 
spaces. 

Facilities: Excellent. The application describes a new 60,000-square foot facility being 
constructed with cafeteria, gymnasium, dark rooms, computer labs, etc. (p. 17, 40-41) 
TEA will need safety inspection information when available. Lease Agreement in 
Appendix L from Daniel and Edith Ripley Foundation to NCr through 12-31-2004, but 
presumably will be renewed indefinitely. 

Governance Structure: OK. NCr board (27 members, governing a $100 million/year 
network of service providers) will appoint aRipley House Charter School Advisory 
Board (currently 3 members). (p. 19,49) 

Evidence of Nonprofit Status: OK (page 3 & Appendices A & G). 

Other: Page 3 discloses that the sponsoring entity NCr has been involved in litigation, 
and the cases are listed on page 5. We may wish to request details in the interview 
process. 



Division of Special Education 	 Ripley House Charter School 

GENERATION 6 CHARTER SCHOOLS APPLICATION REVIEW 

Prior notice by agency 
Admission, 
Notice of Any reference to 34 CFR 300.503; 

300.345 
Review, and • 	 Prior notice by agency; contents 
Dismissal of notice 
Committee • 	 Parent participation 
Meetings 
300.503; 
300.345 

Applicant provided a vague response 
Evaluation of 
Assessment! Any reference or assurance to follow 

that did not address key components of 
Children to 

34 CFR 300.530-543 and TEC 
this Special Education issue. 

Determine 
29.004 
• 	 Initial evaluation 

Eligibility • 	 Evaluation Procedures 
300.530-543 • 	 Determination of needed 


evaluation data 

• 	 Determination of eligibility 
• 	 Procedures for determining 


eligibility & placement 

• 	 Reevaluation 
• 	 Additional team members 
• 	 Criteria for determining the 


existence of a specific learning 

disability 


• 	 Observation 
• 	 Written Report 

General information regarding the 
Implementation 
Development & Any reference or assurance to follow 

development, review and revision of 
of the IEP 

34 CFR 300.342-350 and TAC 
IEPs.89.1050 

300.342  • 	 When IEPs must be in effect 
300.350 • 	 IEP I ARD meetings 

• 	 IEP I ARD team 
• 	 Development, review and 


revision of IEP 

• 	 Content of IEP 
• 	 Agency responsibilities for 


transition services 

• 	 IEP - accountability 

Please list and explain any areas of concern that need to be raised before the 
State Board of Education. 

Will the proposed charter submit documentation ofCharter is at-risk for potential: 
knowledge in the specific areas requested above?• 	 Due process hearing 

• 	 FAPE violations 

• issues 

1 11/26/2001 
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DATE: 

TO: 

FAX: 

Page(s): 

FROM: 

Texas Education Agency 

CHARTER SCHOOLS DIVISION 


William B. Travis Building 

1701 N. Congress Avenue 


Austin, TX 78701-1494 

(512) 463-9575 


FAX: (512) 463-9732 


February 20,2002 

Angela Blanchard/Cynthia Patton 

713-669-5236 

4 (including cover sheet) 

Mary Perry, Charter Schools Division, TEA 

MESSAGE: 

Following are the issues still identified as concerns by Carolyn Dietrich in 
the Division of Special Education. If you have any questions, please 
contact Carolyn at 512-463-9362. 

I have also included a copy of the original legal review. You did not submit 
any documentation about your admissions policy. Please call Maggie 
Baker in the Division of Legal Services at 512-463-9720 if you have any 
questions about admissions. 



••• 

Division of Special Education Ripley House Charter School 

GENERATION 6 CHARTER SCHOOLS CONTINGENCIES REVIEW 


Notice of 
Admission, Review, 
and Dismissal 
Committee 
Meetings 

Assessment/ 
Evaluation of 
Children to 
Determine Eligibility 

INFORMATION REQUESTED: 

NONE 

CLARIFICATIONS 

II. ISSUE: Assessment/Evaluation 
#1 "Ripley House Charter School will be responsible for identifying, locating, and 
evaluating students with suspected disabilities who are applying to, enrolled in, transferring 
to or transitioning from an ECI Program." 

NOTE: The child find effort also extends to siblings of students applying to, enrolled in, or 
inquiring about the school. 

Children who are transitioning from an ECI program should not be included in the schools 

child find count. 


II. ISSUE: Assessment/Evaluation 

#6 "... (copies of completed SAS-A101-01, Schedule B)." 


NOTE: The child find schedule is Schedule 5B. 


II. ISSUE: Assessment/Evaluation 

#22 ARD Committee Team - "At the discretion of the parent or the Ripley House Charter 

School .. ," 


NOTE: Clarification that the parent can invite anyone the ARD committee meetings. The 

above phrase would clarify the intent of the school by adding"... parent and/or the 

Ripley ... " 


II. ISSUE: Assessment/Evaluation 

#28 Additional ARD team -"... or remedial reading teacher" 


NOTE: In the state of Texas, a remedial reading teacher does not qualify as a person 
qualified to conduct individual diagnostic examinations for determining eligibility. 

FURTHER INFORMATION REqUESTED: 

II. ISSUE: Assessment/Evaluation 
#3 SEE Concerns on second table 

II. ISSUE: Assessment/Evaluation 
#15 "... Be not more than three years old." 

RESPONSE REQUESTED: Please clarify this statement since several acceptable 
standardized tests and/or other revaluation materials are older than 3 years. 

2119/2002 1 



Division of Special Education Ripley House Charter School 

Development & 
Implementation of 
the IEP 
300.342 - 300.350 

FURTHER INFORMATION REQUESTED: 

I. ISSUE: Development and Implementation of the IEP 
#2 "ARD committee will verify continued eligibility for students who are new 
(transfer) to Ripley House charter School. 

RESPONSE REQUESTED: Please clarify "continued eligibility" and how the ARD 
committee team could make that determination with previous school records 

II. ISSUE: Assessment/Evaluation 
#3 "The CEO or prinCipal will develop operating 
guidelines for the referral and tracking process of 
students identified with suspected disabilities who 
are applying for admission, already enrolled, or 
transferring from another program to Ripley House 
Charter School." 

CONCERN: The operating guidelines cannot be 
less than the requirements of the law. 

Will the proposed charter submit a general assurance that 
the charter school will develop operating guidelines within 
the parameters of the Individuals with Disabilities Education 
Act (IDEA) not the policies of the charter school? 

2119/2002 2 



6th Generation Charter App. Review Legal Services Division 
Charles Moody 

RIPLEY HOUSE CHARTER SCHOOL 

Impact Statement: OK - sent to Houston ISD (p. 48 & Appendix M). 

Pnblic Notice: OK (pp. 9-10). 

Geographic Boundaries: OK (p. 47), although for admission purposes the applicant 
should clarify whether the official geographic service area includes the primary and 
secondary areas shown on page 46. 

Admissions: The admissions policy says that children may be scheduled for tests and 
interviews, and that at the end of the application period NCI will notify parents whether 
or not their child has been accepted into the program (p. 60). NCI needs to clarify how 
those decisions will be made. Are the tests/interview part of the admissions process, or 
are they merely used for designing an appropriate placement / educational plan? There 
should be no selectivity -- just open enrollment, with a lottery if applications exceed 
spaces. 

Facilities: Excellent. The application describes a new 60,000-square foot facility being 
constructed with cafeteria, gymnasium, dark rooms, computer labs, etc. (p. 17,40-41) 
TEA will need safety inspection infonnation when available. Lease Agreement in 
Appendix L from Daniel and Edith Ripley Foundation to NCI through 12-31-2004, but 
presumably will be renewed indefinitely. 

Governance Structure: OK. NCI board (27 members, governing a $100 million/year 
network of service providers) will appoint a Ripley House Charter School Advisory 
Board (currently 3 members). (p. 19,49) 

Evidence of Nonprofit Status: OK (page 3 & Appendices A & G). 

Other: Page 3 discloses that the sponsoring entity NCI has been involved in litigation, 
and the cases are listed on page 5. We may wish to request details in the interview 
process. 
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Texas Educaltion Agency 

CHARTER SCHOOLS DIVISION 


William B. Travis Building 

1701 N. Con~lress Avenue 


Austin, TX jTB701-1494 

(512) 4€13-9575 


FAX: (512) 463-9732 


DATE: February 20, 2002 

TO: Angela Blanchard/Cynthia Patton 

FAX: 713-669-5236 

Page(s): 4 (including cover shee!:) 

FROM: Mary PerrY, Charter Scllools Division, TEA 

---------,------------_._-
MESSAGE: 

Following are the issues still identified as concerns by Carolyn Dietrich in 
the Division of Special Education. If )',ou have any questions, please 
contact Carolyn at 512-463-9362. 



NEIGHBORHOOD 

CENTERS INC. 


December 10, 2001 

Mary Perry 
Manager, Division of Charter Schools 
Texas Education Agency 
1701 North Congress Ave. 
Austin, Texas 78701-1494 

Dear Ms. Perry: 

Neighborhood Centers Inc. is looking forward with much anticipation to the opening of 
the Ripley Hopsk (bm1er School in August of 2002. This school will be of great benefit 
to the children to the East End of Houston and will extend the current programming for 
the community at the Ripley Campus. 

In order to complete the work needed to attain Charter School status, attached please find 
the Neighborhood Centers Inc. response to contingencies identified by Texas Education 
Agency in their review of the charter application. It is hoped that all necessary 
components are inc lllded and a plan is provided that answers all areas of concern. 

Please feel free to contact me at 713-669-5258, if you have any further questions or need 
further documentation. Thank you again for your patience as we begin this endeavor. 

Sincerely, 

Angela Blanchard 
President and CEO 

ABlcp 

Charter Schools 

Two Hiss,'nn("r P;lrk 4'500 !3lssonncr SlIino 200 P.O. Box 1.7! :!::-i9 Houston, T(,X~lS 77277-l }o9 

(7U)667"J40'J Fax{7U)tJu'1·'i":56 
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UUI DEC 31 2001 JlW 
Neighborhood Centers Inc. I__ 
Response to Generation 6 Charter School Application Revie , 
Prepared by: Cynthia Patton, Ph.D. r_>h_a_rter~~~ocl~ __-.--lL'___ 

December 10, 2001 

I. ISSUE: Notice of Admission Review, and Dismissal Meetings 300.503; 300.345 
REQUIRED INFORMATION: Any reference to 34 CFR 300.503; 300.345 
Prior notice by agency; contents of notice 
Parent participation 
APPLICATION PROVIDED: Prior notice by agency 

RESPONSE: In order to assure parent participation in Admission, Review, and 
Dismissal (ARD) Committee Meetings, the Ripley House Charter School will notify 
parents with a notice that includes: 

• 	 A description of action proposed or refused by the school; 
• 	 An explanation ofwhy Ripley House Charter School proposes or refuses to take 


the action; 

• 	 Any other options that Ripley House Charter School considered and the reasons 


why those options were rejected; 

• 	 A description of each evaluation procedure, test, record or report the school used 


as a basis for the proposed or refused action; 

• 	 A description of other factors that are relevant to the school's proposal or refusal; 
• 	 Sources for parents to contact to obtain assistance in understanding the notice of 


ARD committee meeting provisions; 

• 	 The opportunity for parents to reschedule the meeting; 
• 	 A statement that ARD committee will discuss, at parent's request, provision of 


any educational or related service not proposed for discussion by the school; 

• 	 The date, time and place of the meeting and who will be in attendance; 
• 	 If the purpose of the ARD meeting is the consideration of transition services, the 


notice will also indicate this purpose, indicate that Ripley House Charter School 

will invite the student of any age, and identify any other agency that will be 

invited to send a representative. 


The Ripley House Charter School principal or CEO will develop a form ,containing all the 
above information prior to the opening of the school. 

The following will be the procedure used by the Ripley House Charter School to 
document attempts made to ensure parent participation in the ARD meetings. 
1. 	 The Ripley House Charter School will maintain a copy of legally correct ARD 

notices inviting parents to attend ARD meetings that have been sent to parents in their 
native language. 

2. 	 Ripley House Charter School will maintain a parent contact log to be utilized by 
special education and administrative personnel to document contact made with 
parents. 

3. 	 A copy of all correspondence sent to parents will be maintained in the student's 



eligibility folder. 
4. 	 Copies of documentation of receipt of notices and waivers will be maintained in 

students' eligibility folders. 
5. 	 The notice of ARD meeting will be sent to a parent at least five school days prior to 

holding meeting, unless the parents have signed a waiver. 
6. 	 If the purpose of the ARD meeting is the consideration of transition services, the 

notice will also indicate this purpose, indicate that Ripley House Charter School will 
. invite the student of any age, and identify any other agency that will be invited to 
send a representative. 

7. 	 The notice of the ARD meeting will be in the parent's native language or other mode 
of communication of the parent. 

II. ISSUE: Assessment/Evaluation of Children to Determine Eligibility 300.530-543 
REQUIRED INFORMATION: Any reference to 34 CFR 300.530·543; TEC 29.004 
Initial evaluation 
Evaluation Procedures 
Determination of needed evaluation data 
Procedures for determining eligibility & placement 
Reevaluation 
Additional team members 
Criteria for determining the existence of a specific learning disability 
Observation 
Written Report 
APPLICATION PROVIDED: Applicant provided a vague response that did not 
address key components of this Special Education issue. 

RESPONSE: 
I. 	 Ripley House Charter School will be responsible for identifying, locating, and 

evaluating students with suspected disabilities who are applying to, emolled in, 
transferring to or transitioning from an ECI program to Ripley House Charter School. 

2. 	 Ripley House Charter School will include a notification that "Ripley House Charter 
School serves students with disabilities" on all school-related documents. 

3. 	 The CEO or principal will develop operating guidelines for the referral and tracking 
process of students identified with suspected disabilities who are applying for 
admission, already emolled, or transferring from another program to Ripley House 
Charter Schoo I. 

4. 	 An inservice for all staff describing the referral and tracking process will be 
conducted annually before the first day of students' attendance at school. 

5. 	 Part of all staffs annual performance review will specifically evaluate each staff 
member's adherence to the referral and tracking process. 

6. 	 A system will be developed before the opening of Ripley House Charter School to 
track all referrals for assessment. Included in documentation will be records of 
referrals and follow-up of individuals identified, located and evaluated (copies of 
completed SAS-AIOI-Ol, Schedule B). Also included will be evidence of Ripley 
House Charter School meeting time lines for initial evaluation. Initial evaluation 



report must be within 60 calendar days of the earliest recorded date in the referral 
packet and the ARD meeting concerning the results of the evaluation must be within 
30 calendar days of the completion of the initial evaluation report. lfthe 30th day falls 
during the summer and school is not in session, the ARD committee will have until 
the first day of classes in the fall to finalize decisions concerning placement and the 
IEP, unless the assessment indicates the student will need extended year services 
during that summer. 

7. 	 The notice of evaluation that will be sent to parents will include: 
• 	 a description of the action proposed and why Ripley House Charter School 

proposes to take the action; 
• 	 any options considered before proposing to take the action and why those options 

were rej ected; 
• 	 a description of each evaluation procedure, test, record, or report used as a basis 

for the proposal; 
• 	 a description of any other factors relevant to the school's proposal; 
• 	 Sources for parents to contact to obtain assistance in understanding the notice of 

evaluation provisions. 
8. 	 The consent for any proposed evaluation will be requested in the native language of 

the parents or other mode of communication used by the parent. The Home 
Language Survey determines a language other than English. lfthe Home Language 
Survey indicates a language other than English, the notice form may be written in the 
native language of the parent or documentation of the signature of an interpreter will 
be included on the consent form. 

9. 	 The date of the consent for an evaluation will be on or before the date of the initiation 
of the evaluation. Documentation will be maintained to verify this. 

10. Full and individual evaluations will be conducted of each student's educational needs 
before the students begin receiving special education services. 

11. The principal andlor CEO of Ripley House Charter School with necessary resource 
professionals will develop operating guidelines addressing selection and 
administration ofreliable and valid diagnostic evaluation instruments before the 
opening of Ripley House Charter School. 

12. These guidelines will be based on the following criteria: 
• 	 Tests will be selected and administered to best insure that they accurately reflect 

the child's aptitude or achievement level or whatever other factors the test 
proports to measure. 

• 	 To ensure non-discriminatory evaluation practices, evaluation instruments will be 
selected carefully in order to review the validity characteristics of each instrument 
being considered. 

• 	 Tests will be administered as needed to produce the data necessary to determine 
whether: 

• 	 The child has a particular category ofdisability or, in the case of 
reevaluation, whether the child continues to have such a disability; 

• 	 The present levels ofperformance and educational needs of the child; 
• 	 The child needs special education and related services or, for reevaluation, 

whether the child continues to need these services; and 
• 	 Any additions or modifications to the special education and related 



services are needed to enable the child to meet the measurable annual 
goals set out in the IEP of the child and to participate, as appropriate, in 
the general curriculum. 

13. There will be a written evaluation report indicating student's eligibility for each 
related service listed in the ARD/IEP committee report, if applicable. 

14. For all evaluations, the: 
• 	 Language evaluation will include the student's language dominance and most 

proficient method of communication (expressively and receptively). 
• 	 Evaluation will be conducted in the student's native language or other mode of 

communication, unless clearly not feasible to do so; 
• 	 The child will be assessed in all areas related to the suspected disability, 

including, if appropriate, health, vision, hearing, general intelligence, academic 
performance, communicative status, and motor abilities. 

• 	 Evaluation report will document consideration of assistive technology devices 
and/or services. 

15. All standardized tests and/or other evaluation materials given to a child will: 
• 	 Be validated for the specific purpose for which they will be used 
• 	 Be administered by trained and knowledgeable personnel in accordance with any 

instructions provided by the producer of the tests 
• 	 Be tailored to assess specific areas of educational need and not merely those that 

are designed to provide a single intelligence quotient 
• 	 Have a single procedure used as sole criterion for determining if a child has a 

disability and for determining an appropriate educational program ofthe child 
• 	 Be not more than three years old. 

16. Ripley House Charter School will ensure that an adequate supply of diagnostic staff 
will complete initial evaluations within timeframes. Ripley House Charter School 
will also ensure that diagnostic staff are used effectively so that assessments will be 
linked to instruction within necessary guidelines. Diagnostic staff will collaborate 
with teachers to support student achievement. 

17. Ripley House Charter School will ensure that appropriate eligibility documentation 
exists for all students receiving special education services. The disability categories in 
the State of Texas are: 

• 	 Auditory impairment 

• 	 Autism 

• 	 Deaf-Blindness 

• 	 Emotional Disturbance 

• 	 Learning Disability 

• 	 Mental Retardation 

• 	 Multiple Disabilities 

• 	 Non-categorical Early Childhood (NCEC) 

• 	 Orthopedic Impairment 

• 	 Other Health Impairment (OHI) 

• 	 Speech Impairment 

• 	 Traumatic Brain Injury 

• 	 Visual Impairment 



18. Initial evaluations will be sufficiently comprehensive to identify any disability an 
individual child may have, including any disability not initially suspected. 

19. Any child meeting the eligibility criteria for mental retardation or learning disability 
will have an individually administered intelligence test. 

20. If non-standardized procedures must be used to administer standardized tests or 
developmental scales, the adaptations will be noted and implications for test 
interpretation will also be documented. 

21. The evaluation team may dispense with additional triennial tests to determine the 
child's continued eligibility if the team concludes this information is not needed. 
These tests will be conducted if the parents so requests. 

22. The members of the Admission, Review, and Dismissal (ARD) team determining 
eligibility and appropriate services will include: 
• 	 The parents of the child; 
• 	 At least one regular education teacher of the child (if the child is, or may be, 

participating in the regular education environment); 
• 	 At least one special education teacher of the child, or if appropriate, at least one 

special education provider of the child (the teacher that participates in the ARD 
committee meetings must be certified in the child's suspected areas of disability); 

• 	 A representative of Ripley House Charter School who is qualified to provide or 
supervise the provision of specially designed instruction to meet the unique needs 
of children with disabilities; is knowledgeable about the general curriculum, and 
is knowledgeable about the availability of resources of Ripley House Charter 
School; 

• 	 An individual who can interpret the instructional implication of evaluation results; 
• 	 At the discretion of the parent or the Ripley House Charter School other. 


individuals who have knowledge or special expertise regarding the child, 

including related services personnel as appropriate; and 


• 	 If appropriate, the child. 
23. A child may not be determined to be eligible if the determinant factor for eligibility 

determination is lack of instruction in reading or math or Limited English 
Proficiency. 

24. As part of the assessment process, at least one ARD team member other than the 
child's regular teacher will observe the child's academic performance in the regular 
classroom setting. 

25. As part of an initial evaluation (if appropriate) and as part of any reevaluation, the 
ARD team will: 
• 	 Review existing evaluation data on the child, including evaluations and other 

information provided by the parent of the child; current classroom-based 
assessments and observations, and observations by teachers and related services 
providers; 

• 	 On the basis ofthat review and input from the child's parents, identify what 
additional data, if any, will be needed to determine (1) whether the child has a 
particular category of disability or in the case of a reevaluation of a child, 
whether the child continues to have such a disability; (2) the present levels of 
performance and educational needs of the child; (3) whether the child needs 
special education and related services, or in the case of a reevaluation of a child, 



whether the child continues to need special education and related services, and (4) 
whether any additions or modifications to the special education and related 
services are needed to enable the child to meet the measurable annual goals set 
out in the Individual Education Plan (IEP) of the child and to participate, as 
appropriate, in the general curriculum. 

• 	 A copy of the evaluation report and documentation of determination of eligibility 
will be given to the parent. 

26. The ARD team may determine that a child has a specific learning disability if: 
• 	 The child does not achieve commensurate with his or her age and ability levels in 

one or more of the areas of oral expression, listening comprehension, written 
expression, basic reading skill, reading comprehension, mathematics calculation, 
and mathematics reasoning, and 

• 	 The team finds that a child has a severe discrepancy between achievement and 
intellectual ability in the above listed areas. 

27. The ARD team may not identify a child as having a specific learning disability if the 
severe discrepancy between ability and achievement is primarily the result of (1) a 
visual, hearing, or motor impairment; (2) mental retardation; (3) emotional 
disturbance; or (4) environmental, cultural, or economic disadvantage. 

28. Additional ARD team members for determination of a specific learning disability will 
include the child's regular teacher and at least one person qualified to conduct 
individual diagnostic examinations of children, such as a school psychologist, speech
language pathologist or remedial reading teacher. 

29. For a child suspected ofhaving a specific learning disability, the documentation of 
the team's determination of eligibility will include a statement of: 
• 	 Whether the child has a specific learning disability; 
• 	 The basis for making the determination; 
• 	 The relevant behavior noted during the observation of the child; 
• 	 The relationship of that behavior to the child's academic functioning; 
• 	 The educationally relevant medical finding, if any; 
• 	 Whether there is a severe discrepancy between achievement and ability that is not 

correctable without special education and related services; and 
• 	 The determination of the team concerning the effects of environmental, cultural, 

or economic disadvantage. 
30. For a child suspected of having a specific learning disability, each team member will 

clarify in writing whether the report reflects his or her conclusion. If it does not 
reflect his or her conclusion, the team member will submit a separate statement 
presenting his or her conclusions. 

I. ISSUE: Development and Implementation ofthe IEP 300.342-300.350 
REQUIRED INFORMATION: Any reference or assurance to follow 34 CFR 300.342
350 and TAC 89.1050 
• 	 When IEPs must be in effect 
• 	 IEPI ARD meetings 
• 	 IEP/ARD team 
• 	 Development, review and revision ofIEP 
• 	 Content ofIEP 



• 	 Agency responsibilities for transition services 
• IEP - accountability 
APPLICATION PROVIDED: General infonnation regarding the development, review 
and revision ofIEPs. 

RESPONSE: 
1. 	 At the beginning of each school year, Ripley House Charter School will have in effect 

an IEP for each child with a disability. 
2. 	 ARD committee will verify continued eligibility for students who are new (transfer) 

to Ripley House Charter School. First transfer ARD will be conducted when student 
registers and parent verifies that student was receiving special education services in 
the previous district/school. Recommendations will be made for additional 
evaluations as needed. Special education services are temporary, contingent upon 
either receipt ofvalid assessment data from the previous school district or the 
collection ofnew assessment data. The second ARD meeting will be held within 30 
school days from the date of first ARD to establish eligibility and develop and/or 
finalize the IEP. 

3. 	 Student's disability condition will be documented in the ARDIIEP report. Eligibility 
report for each disability condition will be documented in the ARDIIEP report. 

4. 	 An ARD meeting will be conducted at least every 12 months for every child with a 
disability. In particular to address whether the IEP needs to be revised to address: 
• 	 Any lack of expected progress toward the annual goals described in the IEP; 
• 	 The results of any reevaluation; 
• 	 Infonnation about the child provided to or by the parents; 
• 	 The child's anticipated needs; or 
• 	 Other matters. 

5. 	 Ripley House Charter School will ensure that an IEP: 
• 	 Is in effect before special education and related services are provided to an 


eligible child, and 

• 	 Is implemented as soon as possible following the ARD meeting. 

6. 	 Ripley House Charter School will ensure that: 
• 	 The child's IEP is accessible to each regular education teacher, special education 

teacher, related services provider, and other service provider who is responsible 
for its implementation, and 

• 	 Each of these teachers and providers will be infonned ofhis or her specific 
responsibilities related to implementing the child's IEP and the specific 
accommodations, modifications, and supports that must be provided for the child 
in accordance with the IEP. 

7. 	 Ripley House Charter School will be responsible for initiating and conducting 
meetings for the purpose of developing, reviewing and revising the IEP of a child 
with a disability. IEPs will be developed during the ARD meetings. 

8. 	 Ripley House Charter School will establish at least one ARD committee that will 
make decisions concerning eligibility detenninations, development of the IEP, 
consideration of assistive technology, development of the behavior management 
plans, and placement of a.student referred for consideration for special education 
services. 



9. 	 In developing each child's IEP the ARD team will consider: 
• 	 The strengths of the child and the concerns of the parents for enhancing the 

education of their child; 
• 	 The results of the initial or most recent evaluation of the child; and 
• 	 As appropriate, the results of the child's performance on any general State or 

District-wide assessment programs. 
10. The following will also be considered: 

• 	 In the case of a child whose behavior impedes his or her learning or that ofothers, 
appropriate strategies, including positive behavioral interventions, strategies, and 
supports to address that behavior; 

• 	 In the case of a child with limited English proficiency, the language needs of the 
child as those needs relate to the child's IEP; 

• 	 In the case of a child who is blind or visually impaired, providing for instruction 
in Braille and the use of Braille unless the ARD team determines, after an 
evaluation of the child's reading and writing skills, needs, and appropriate reading 
and writing media (including an evaluation of the child's future needs for 
instruction in Braille or the use of Braille), that instruction in Braille or the use of 
Braille is not appropriate for the child; 

• 	 The communication needs of the child, and in the case of a child who is deaf or 
hard ofhearing, consider the child's language and communication needs, 
opportunities for direct communications with peers and professional personnel in 
the child's language and communication mode, academic level, and full range of 
needs, including opportunities for direct instruction in the child's language and 
communication mode; and 

• 	 Whether the child requires assistive technology devices and services. 
II. The IEP will include: 

• 	 A statement of the child's present levels of educational performance including 
how the child's disability affects the child's involvement and progress in the 
general curriculum; 

• 	 A statement ofmeasurable goals, including benchmarks or short-term objectives 
related to meeting the child's needs that result from the child's disability to enable 
the child to be involved in and progress in the general curriculum; and meeting 
each of the child's other educational needs that result from the child's disability; 

• 	 A statement of the special education and related services and supplementary aids 
and services to be provided to the child and a statement of the program 
modifications or supports for school personnel that will be provided for the child; 

• 	 An explanation of the extent, if any, to which the child will not participate with 
nondisabled children in the regular class and school activities; 

• 	 Ifthe child will not participate in a particular State or district-wide assessment of 
student achievement, a statement of why this assessment is not appropriate for the 
child and how the child will be assessed; 

• 	 The projected date for the beginning of services; 
• 	 A statement of how the progress toward annual goals will be measured and how 

the child's parents will be regularly informed (at least as frequently as parents of 
nondisabled children are informed); 



• 	 Transition services. The IEP will include (1) for each child with a disability 
beginning at age 14 (or younger, if determined appropriate by the ARD team), 
and updated annually, a statement of the transition service needs of the student 
under the applicable components of the student's IEP that focuses on the student's 
courses of study, and (2) for each student beginning at age 16 (or younger, if 
determined appropriate by the ARD team), a statement of needed transition 
services for the student, including, if appropriate, a statement of the interagency 
responsibilities or any needed linkages. 

12. If a participating agency, other than a public agency, fails to provide the transition 
services described in the IEP, Ripley House Charter School will reconvene the ARD 
team to identify alternative strategies to meet the transition objectives for the student 
set out in the IEP. 

13. When mutual agreement about all required elements of the IEP is not achieved, the 
party (the parents or adult student) who disagrees will be offered a single opportunity 
to have the committee recess for a period oftime not to exceed ten school days. This 
recess is not required when the student's presence on the campus presents a danger of 
physical harm to the student or others or when the student has committed an 
expellable offense or an offense which may lead to a placement in an alternative 
education program. During the recess the committee members shall consider 
alternatives, gather additional data, prepare further documentation and/or obtain 
additional resource person to enable the ARD committee to reach mutual agreement. 
The time, date, and place for continuing the ARD committee meeting will be 
determined by mutual agreement prior to the recess. If a ten day recess is 
implemented, Ripley House Charter School will implement the IEP which it has 
determined to be appropriate for the student. When mutual agreement is not reached, 
a written statement of the basis for the disagreements will be included in the IEP. The 
members who disagree will be offered the opportunity to write their own statements. 
When Ripley House Charter School implements a IEP with which the parents 
disagree, Ripley House Charter School will provide prior written notice to the 
parents. Parents will have a right to file a complaint, request mediation, or request a 
due process hearing at any point when they disagree with decisions of the ARD 
committee. 

14. Accountability 
• 	 Provision of services. Ripley House Charter School will provide special 

education and related services to a child with a disability in accordance with the 
child's IEP; and make a good faith effort to assist the child to achieve the goals 
and objectives or benchmarks listed in the IEP. 

• 	 IDEA regulations do not require that any agency, teacher, or other person be held 
accountable if a child does not achieve the growth projected in the annual goals 
and benchmarks or obj ecti ves. 

• 	 A parent has the right to ask for revisions of the child's IEP or to invoke due 
process procedures if the parent feels that the efforts required in provision of 
services are not being made. 



CONTINGENCIES 

TEXAS EDUCATION AGENCY 

1701 Nort~Co.g'"'' Ave.* Au"in. To",," 7&70 1·1494 '" 5111-163·9734 * FAX: 5111-163·9&JH '" http://www.'''.'la' •. tx .... 

Jim Nelson 
Commissioner of Education November 1S,2000 

Angdn Blanchard 
Ripley House Choner School 
P.O. 80,,271389 

HoustOIl,'IX771:17 


Dear Ms. Blanchard: 

This letter is to cDflfitm !hat on Novemb<r 3. 2000, the St8t. Board ofEdUClltion granted yo.... cbaltef conting ...' upon 
documentation of complian.,. with all areas of concern note<l in Ibe internal,..,;... afyour "Pplic:uion or raised with 
you during til. interview process. Enclosed lit<: the !elUlts of/he intemal review con<lUCll!d by tile special education, 
legaJ.services and audits divisions. YQur application may have -concerns raised from any Dr all o(these divisions. To 
allow /lIr staff",view prior '0 me JanUSI)' l70ard meeting, die Ch8!ler Schools Division must receive all documentation 
conlinning thai contingencies have been met by December 27. 2000. However, in order to be pl..ed on the Pl8DIling 
Commi_ Agen<la, pl.... leavo • message for me at (512)463-9575 no latorllun December 10 iryou plan on 
p«senting documentation in January. The Plannfns CommiUlle is scheduled to meet on ThDrsday. January II. 2001. 
"here staff will update the committee 00 you. progr.... If aU contingencies have been met. the cotrunittee wiD direa 
staff to issue El contract. You are invited to BUena that , tneetin3 to answer any questions the committee may bave. 

For charter schools approved by the board 10 .onvert in lanuary lOO!, you are reminde<l of the mlltldatory orientation 
scheduled for November 27 and 28. 2000. at !be Travis Building, 1701 N. Congress. Austin. room 1.104. The final 
sebe<lule i. still being a<ljusted but sessions will begin 018:30 both days and continne until 4:00. At least one person 
from your school must attend the complete Orientation, and you may fwd it helpful to being several individuals. Other 
new charter sehools are invi,e<l to attend or may choose to walt for the spring Orientation. 

There lit<: seve,", other enclosur ... l(you MVC not already completed a copy. thelDilial Report.fBenefils or 
Campaieo ContJoibutions for tbe Stale Board of Education form should be completed and returned to the Charter 
Schools Division with YOUf other documentation. The Business Protocol Handbook details funding procedures for 
chlllter schools. The IllS! document hIlS your ch8!ler school name at Ibe top of the pogo. TheliJst page of the thtec· 
pase document asks for verification ofoome of tile information <liscussed in the handbook. All ofthe items noted on 
the fltSt page nul" be in pho:c to get vendor Identification (VIO) number. A VID numb... is ..... uired befOre any Slate 
or fed.",1 funding = flow to your school. Althougll many ofllle numbers indicated on the f'U'SI page miglll be 
included in your chatter application, accurac:y i, critical so we ..... asking you to confirm each of those numbers. PI.... 
relUlD page one wilb Ibe signed originals of the federal assurances, pages 2·3. Include al,•• copy oryour lotIe, 
requesting tax exomption. 

Wolook forward to working wilb you in the future and to seeing somo ofyou at tit. orientation. [fyou have questions. 
plc""e contact a S'.affmember 8t (512) 463·9:575. 

Si~ly. 

~~f>~ 
Mazy Perry 

Manager, Division ofCharter Schools . 


MP:jw 
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Preparing Children, Promoting Excelle/lce 

http://www.'''.'la


NEIGHBORHOOD 
CENTERS INC. 

May 1,2002 

Mary Perry 
Assistant Director 
Texas Education Agency' 
Charter Schools Division 
1701 North Congress Ave. 
Austin, TX 78701-1494 

Dear Ms. Perry: 

Enclosed please find two original contracts between Neighborhood Centers Inc. and the 
Texas State Board of Education for an open-enrollment charter to operate a Texas public 
school executed on behalf ofNC!. 

Upon execution please forward a copy of the fully executed contract to my attention for 
NCr s contract files. If you have any questions regarding the Contract, please contact 
Karen Green, Contract Coordinator, at (713) 669-5394. 

Sincerely, 

UU/~~ 
Angela Blanchard. 
President and CEO 

ABlkg 

Enclosures 

Two Bissonner Park 4500 Bissonnct Suite 200 P.O. Box 271389 Houston, Texas 77277·089 
(713)M7·9400 Fax (7lJ) (){)9·5n6 
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Proposed School Data 

Projected Student Populations (indicate estimated percentages): 

85% Students "at risk of dropping out of school" 

5% Students requiring Special Education services 

85% Students of Limited English Proficiency 

85% Students of Economically Disadvantaged Families 

85% Minority Students 

Will the school require all teachers to be certified? No 

Will the school require that all teachers be degreed with at least a bachelor's degree? Yes 

Will the school allow an individual to serve as a paid employee of the school as well as 
member of the governing board? Yes 

Will the school allow members of the same family to serve on the governing board? No 

Has any member of the governing board or any professional person to be employed by the 
school 

No Been convicted of a felony? 

No Been convicted of a misdemeanor? 

No Been involved in bankruptcy? 

Has the sponsoring entity been involved in 

Yes Litigation? 

No Sanctions from any state regulatory agency? 

If YES to any of the above the applicant must give full disclosure and list all instances 
completely as required in other portions of the application. 
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Application Questions to be Reviewed by Texas Education Agency 

I. Evidence of eligibility of sponsoring entity (Reviewed by Agency) 

A. 	 Statement describing sponsoring entity (1/2 page max) 
Neighborhood Centers Inc. (NCI), in operation since 1907, is a private not-for-profit human 
service organization chartered by the state of Texas. We have evolved from a single 
settlement house that provided services to one Houston community into one of the largest 
locally based providers of human services in the nation. NCI currently operates in over 50 
different locations throughout a 13 county region providing services to over 400,000 
individuals annually. As one of the oldest human service agencies in Houston, NCI has 
developed a reputation for responding to social concerns with programs that meet the 
needs of children, teens, adults and the elderly that is unsurpassed. Our mission is to 
enhance the development and full potential of individuals, families and neighborhoods 
through effective human service delivery systems, responsive programs and effective 
facilities in adherence with our core values. 

NCI's primary program operations include the following: 

1. 	 NCI manages the $80 million Gulf Coast Careers Child Care (GCCCC) Services 
contract, a Texas Workforce Commission program. 

2. NCI operates two child development centers. 

3. NCI operates 21 Head Start centers. 

4. NCI serves youth through Prevention and Intervention programs. 

5. 	 NCI operates Ripley House and four other community centers that serve as a home 
away from home for community members. 

6. 	 NCI supports and prolongs effective independent living for seniors in our service areas 
through the provision of services such as nutrition, utility assistance and socialization. 

B. 	 501(c)3 determination letter from IRS or evidence of application (The Texas 
Education Agency will not fund approved schools until the IRS determination 
letter is received by the Division of Charter Schools.) 
(Appendix A-Determination Letter) 

C. 	 Articles of incorporation of sponsoring entity. 
(Appendix B-Articles of Incorporation) 

D. 	 Bylaws of sponsoring entity 
(Appendix C-ByLaws) 

E. 	 Biographical Affidavits for each member of the governing board of the sponsoring 
entity. 

(Appendix D-Biographical Affidavits) 
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RIPLEY HOUSE CHARTER SCHOOL 

This contract is executed between the Texas State Board of Education (the "Board") and 
Neighborhood Centers, Inc. ("Charterholder") for an open-enrollment charter to 
operate a Texas public school. 

General 

I. 	 Definitions. As used in this contract: 

"Charter" means the open-enrollment charter. as provided by Subchapter D, 
Chapter 12, Texas Education Code (TEC), granted by this contract. 

"Charterholder" means the sponsoring entity identified in the charter 
application. 

"Charter school" means the open-enrollment charter school. Charterholder 
agrees to operate as provided in this contract. ihe charter school is a Texas 
public school and a charter school within the meaning of 20 U.S.C. §8066 . 

"Agency" means the Texas Education Agency. 

2. 	 The Charter. This contract grants to Charterholder an open-enrollment charter under 
Subchapter D, Chapter 12, TEe. The terms of the charter include: Ca) this contract; (b) 
applicable law; (c) Request for Application #701-01-004; (d) any condition, amendment, 
modification, revision or other change to the charter adopted or ratified by the Board; (e) 
all statements, assurances, commitments and representations made by Charterholder in 
its application for charter, attachments or related documents, to the extent consistent with 
Ca) through (d); and Cf) assurance by Charterholder, evidenced by execution of this 
contract, that no false information was submitted to the Agency or the Board by 
Charterholder, its agents or employees in support of its application for charter. 

3. 	 Authority Granted by Charter. The charter authorizes Charterholder to operate a charter 
school subject to the terms of the charter. Action inconsistent with the terms of the 
charter shall constitute a material violation of the charter. 

4. 	 Alienation of Charter. The charter may not be assigned, encumbered, pledged or in any 
way alienated for the benefit of creditors or otherwise. Charterholder may not delegate, 
assign, subcontract or otherwise alienate any of its rights or responsibilities under the 
charter. Any attempt to do so shall be null and void and of no force or effect; provided, 
however, that Charterholder may contract at fair market value for services necessary to 
carry out policies adopted by Charterholder or the governing body of the charter school. 
Charterholder may not engage or modify the terms of the engagement of a private 
management company without approval by the Board in accordance with Paragraph 7 of 
this contract. 



5. 	 Term of Charter. The charter shall be in effect from the date of execution through 
August 1, 2005, unless renewed or terminated. 

6. 	 Renewal of Charter. On timely application by Charterholder in a manner prescribed by 
the Board, the charter may be renewed for an additional period determined by the Board. 
The charter may be renewed only by written amendment approved by vote of the Board 
and properly executed by its chair. 

7. 	 Revision by Agreement. The terms of the charter may be revised with the consent of 
Charterholder by written amendment approved by vote of the Board. For purposes of 
this paragraph, the terms of the charter include, among other provisions, specifications 
concerning the school's governance structure, characteristics of the educational program 
to be offered, and the location, type and number of facilities at which the school will 
operate. The commissioner of education ("the comtnissioner") may revise the charter on 
a provisional basis during an interim between Board meetings; however, such action 
shall expire unless ratified by the Board at its next regular meeting. Nothing in this 
paragraph limits the authority of the Board or the comtnissioner to act in accordance with 
other provisions of this contract. 

Students 

8. 	 Open Enrollment. Admission and enrollment of students shall be open to any person 
who resides within the geographic boundaries stated in the charter and who is eligible for 
admission based on lawful criteria identified in the charter. Total enrollment shall not 
exceed the maximum number of students approved by the State Board of Education. The 
charter school's admission policy shall prohibit discrimination on the basis of sex, 
national origin, ethnicity, religion, disability, academic or athletic ability, or the district 
the student would otherwise attend. Students who reside outside the geographic 
boundaries stated in the charter shall not be admitted to the charter school until all 
eligible applicants who reside within the boundaries have been enrolled. Students will 
be admitted on the basis of a lottery if more students apply for admission than can be 
accommodated. 

9. 	 Public Education Grant Students. Charterholder shall adopt an express policy providing 
for the admission of, and shall admit under such policy, students eligible for a public 
education grant, including those students who reside outside the geographic area 
identified in the charter application, under Subchapter G, Chapter 29, TEe. 

10. 	 Non-discrimination. The charter school shall not discriminate against any student or 
employee on the basis of race, creed, sex, national origin, religion, disability or need for 
special education services. 

I 1. 	 Non-reli!rious instruction and affiliatIOn. The charter school shall not conduct religious 
instruction. The charter school, the sponsoring entity, and any entity that owns or . 
controls the sponsoring entitiy in whole or in part (including by the power to select 
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officers or directors) shall be nonsectarian III its programs, admissions policies, 
employment practices, and all other operations. 

12. 	 Children with Disabilities. The charter school is a "local educational agency" as defined 
by federal law. Charterholder must comply with the Individuals with Disabilities 
Education Act (IDEA), 20 U.S.c. §1401, et seq., and implementing regulations; Section 
504 of the Rehabilitation Act of 1973 ("Section 504"), 29 U.S.C.§794, and implementing 
regulations; Title II of the Americans with Disabilities Act, 42 U.S.c. § 12131-12165, 
and implementing regulations: Chapter 29, TEC, and implementing rules; and the many 
court cases applying these laws. For example: 

(a) 	 Child Find. Charterholder must adopt and implement policies and practices that 
affirmatively seek out, identify, locate, and evaluate children with disabilities enrolled in 
the charter school or contacting the charter school regarding enrollment, and must 
develop and implement a practical method to determine which children with disabilities 
are currently receiving needed special education and related services. For each eligible 
child, Charterholder must develop and offer an individualized education plan appropriate 
to the needs of that student. 

(b) 	 Free Appropriate Public Education. Charterholder must provide a free appropriate 
public education to all children including children with disabilities otherwise eligible to 
enroll in the charter school. If the program, staff or facilities of the charter school are not 
capable of meeting the needs of a particular child, Charterholder must implement 
changes necessary to accommodate the child at the charter school. If reasonable 
accommodations would be insufficient to enable the child to benefit from the charter 
school's program, Charterholder must, at its own expense, place the child at an 
appropriate school. 

(c) 	 Services to Expelled Students. Charterholder must continue to provide a free appropriate 
public education to a child with disabilities even after expelling or suspending the child 
for valid disciplinary reasons. This obligation to serve the child continues until the end 
of the school year. 

(d) 	 Monitoring. The charter school's implementation of the laws governing education of 
children with disabilities will be monitored for compliance by the United States 
Department of Education, Office of Special Education Programs; the United States 
Department of Education, Office of Civil Rights; the Texas Education Agency; and 
others. This monitoring activity includes responding to complaints, random on-site 
inspections and other investigations by the enforcing agencies, and will result in 
corrective actions imposed on Charterholder by these agencies for all discrepancies 
found. The charter school shall also be monitored for effectiveness and compliance in 
implementing all applicable federal programs. 

(e) 	 Due Process Hearings. The charter school's implementation of the laws governing 
education of children with disabilities will, in addition, be subject to court supervision 
via litigation against Charterholder brought by individuals affected by the actions of the 
charter school. The cost of this litigation can be substantial. 
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Notice: These are only a few of the charter school's legal responsibilities in this area, 
included here for illustrative purposes only, 

13. 	 Student Performance and Accountability. Charterholder shall satisfy Subchapters B, C, 
0, and G of Chapter 39 of the TEC, and related Agency rules, as well as the student 
performance accountability criteria stated in its application for charter. Charterholder 
shall annually provide in a manner and form defined by the commissioner a written 
evaluation of the charter school's compliance with the statements, assurances, 
commitments and representations made by Charterholder in its application for a charter, 
attachments, and related documents. 

14. 	 Criminal Historv. Charterholder shall take prompt and appropriate measures if 
Charterholder or the charter school, or any of their employees or agents, obtains 
information that an employee or volunteer of the charter school or an employee, officer, 
or board member of a management company contracting with the charter school has a 
reported criminal history that bears directly on the duties and responsibilities of the 
employee, volunteer, or management company at the school. Cbarterholder further 
represents that the Board and the Agency shall be notified immediately of such 
information and the measures taken. 

15. 	 Reporting Child Abuse or Neglect. Charterholder shall adopt and disseminate to all 
charter school staff and volunteers a policy governing child abuse reports required by 
Chapter 261, Texas Family Code. The policy shall require that employees, volunteers or 
agents of Charterholder or the charter school report child abuse or neglect directly to an 
appropriate entity listed in Chapter 261, Texas Family Code. 

16. 	 Notice to District. Charterholder shall notify the school district in which the student 
resides within three business days of any action expelling or withdrawing a student from 
the charter school. 

17. 	 School Year. Charterholder shall adopt a school year with fixed beginning 'and ending 
dates. 

Financial Managment 

18. 	 Fiscal Year. Charterholder shall adopt a fiscal year beginning September 1 and ending 
August 31. 

19. 	 Financial Accounting. Unless otherwise notified by the Agency, Charterholder shall 
comply fully with generally accepted accounting principles ("GAAP") and the Financial 
Accountability System Resource Guide, Bulletin 679 or its successor ("Bulletin 679") 
published by the Agency in the management and operation of the charter school. Charter 
holder shall also comply with the standards for financial management systems outlined in 
34 CFR § 80.20. 

20. 	 Federal Withholding Requirements. Failure to comply with Internal Revenue Service 
withholding regulations shall constitute a material violation of the charter. 
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21. 	 Workers' Compensation. Charterholder shall extend workers' compensation benefits to 
charter school employees by (I) becoming a self-insurer; (2) providing insurance under a 
workers' compensation insurance policy; or (3) entering into an agreement with other 
entities providing for self-insurance. 

22. 	 Annual Audit. Charterholder shall at its own expense have the financial and 
programmatic operations of the charter school audited annually by a certified public 
accountant holding a permit from the Texas State Board of Public Accountancy. 
Charterholder shall file a copy of the annual audit report, approved by Charterholder, 
with the Agency not later than the 120th day after the end of the fiscal year for which the 
audit was made. The audit must comply with Generally Accepted Auditing Standards 
and must include an audit of the accuracy of the fiscal information provided by the 
charter school through PEIMS. Financial statements in the audit must comply with 
Government Auditing Standards and the Office of Management and Budget Circular A
133. 

23. 	 Attendance Accounting. To the extent required by the commissioner, Charterholder 
shall comply with the "Student Attendance Accounting Handbook" published by the 
Agency; provided, however, that Charterholder shall report attendance data to the 
Agency at six-week intervals or as directed by the Agency. 

24. 	 Foundation School Program. Distribution of funds to the charter school under Section 
12.106, TEC, is contingent upon Charterholder's compliance with the terms of the 
charter. Charterholder is ineligible to receive Foundation School Program funds prior to 
execution of this contract by the Board. Within 30 days of receiving notice of 
overallocation and request for refund under Section 42.258, TEC, Charterholder shall 
transmit to the Agency an amount equal to the requested refund. If Charterholder fails to 
make the requested refund, the Agency may recover the overallocation by any means 
permitted by law, including but not limited to the process set forth in Section 42.258, 
TEe. 

25. 	 Tuition and Fees. Charterholder shall not charge tuition and shall not charge a fee 
except that it may charge a fee listed in Subsection 1l.158(a), TEC. 

26. 	 Assets of Charter. Charterholder shall not apply, hold, credit, transfer or otherwise make 
use of funds, assets or resources of the charter school for any purpose other than 
operation of the charter school described in the charter. 

27. 	 Indebtedness of Charter. Charterholder shall not incur a debt, secure an obligation, 
extend credit, or otherwise make use of the credit or assets of the charter school for any 
purpose other than operation of the charter school described in the charter. 

28. 	 Interested Transactions. All financial transactions between the charter school and (a) 
Charterholder; (b) an officer, director, or employee of Charterholder or of the charter 
school; or (c) a person or entity having partial or complete control over Charterholder or 
the charter school shall be separately and clearly reflected in the accounting, auditing, 
budgeting, reporting, and record keeping systems of the charter school. Charterholder 
shall not transfer any asset of the charter or incur any debt except in return for goods or 
services provided for the benefit of the charter school at fair market value. 
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29. Non-Charter Activities. 	 Charterholder shall keep separate and distinct accounting, 
auditing, budgeting, reporting, and record keeping systems for the management and 
operation of the charter school. Any business activities of Charterholder not directly 
related to the management and operation of the charter school shaH be kept in separate 
and distinct accounting, auditing, budgeting, reporting, and record keeping systems from 
those reflecting activities under the charter. Any commingling ofcharter and non-charter 
business in these systems shaH be a material violation of the charter. 

Governance and Operations 

30. 	 Non-Profit Status. Charterholder shaH take and refrain from aH acts necessary to be and 
remain in good standing as an organization exempt from taxation under Section 
501(c)(3), Internal Revenue Code. If Charterholder is incorporated, it shaH in addition 
comply with aH applicable laws governing its corporate status. Failure to comply with 
this paragraph is a material violation of the charter, and the Board may act on the 
violation even if the Internal Revenue Service, Secretary of State, or other body with 
jurisdiction has failed to act. 

31. 	 Records Retention and Management. Charterholder shaH implement a records 
management system that conforms to the system required of school districts under the 
Local Government Records Act, Section 201.001, et seq., Local Government Code, and 
rules adopted thereunder; provided, however, that records subject to audit shaH be 
retained and available for audit for a period of not less than five (5) years from the latter 
of the date of termination or renewal ofthe charter. 

32. 	 PEIMS Reporting. Charterholder shaH report timely and accurate information to the 
Public Education Information Management System (PEIMS), as required by the 
commissioner. 

33. 	 Conflict of Interest. Charterholder shall comply with any applicable prohibition, 
restriction or requirement relating to conflicts of interest or fiduciary duties. If an officer. 
or board member of Charterholder or of the charter school has a substantial interest, 
within the meaning of Chapter 171, Local Government Code, in a transaction, such 
interest shaH be disclosed in public session at a duly calIed meeting of the governing 
body prior to any action on the transaction. 

34. 	 Disclosure of Campaign Contributions. Charterholder shaH adopt policies that will 
ensure compliance with the disclosure requirements of State Board of Education 
Operating Rule 4.3 or its successor. 

35. 	 Indemnification. Charterholder shall hold the Board and Agency harmless from and 
shall indemnify the Board and Agency against any and all claims, demands, and causes 
of action of whatever kind or nature asserted by any third party and occurring or in any 
way incident to, arising out of, or in connection with wrongful acts of Charterholder, its 
agents, employees, and subcontractors. 
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36. Failure to Operate. 	 Charterholder shall operate the charter school for the full school 
term as described in the charter application in each year of the charter contract. 
Charterholder may not suspend operation for longer than 21 days without a revision to its 
charter, adopted by the Board, stating that the charter school is dormant and setting forth 
the date on which operations shall resume and any applicable conditions. Charterholder 
may not suspend operation of the school for a period of more than three days without 
mailing written notice to the parent or guardian of each student and to the Agency at 
least 14 days in advance of the suspension. Suspension of operations in violation of this 
paragraph shall constitute abandonment of this contract and of the charter. 

37. Charter School Facilitv. 	 Charterholder shall have and maintain throughout the term of 
the charter a lease agreement, title or other legal instrument granting to Charterholder the 
right to occupy and use one or more facilities suitable for use as the charter school 
facilities described by the charter. During any period of dormancy granted by the Board, 
this requirement may be waived by the Board. Facilities occupied and used as charter 
school facilities shall comply with all applicable laws, including, but not limited to, the 
Texas Architectural Barriers Act, Article 9102, Vernon's Texas Civil Statutes. The 
charter school shall not change location of its instructional facilities or administrative 
offices from those listed in the charter application or in a subsequent charter amendment 
without prior approval Board. When approved by the Board for a new location for an 
instructional facility, the charterholder shall, prior to commencing school operations at 
that loacation, submit to the Charter Schools Division a certificate of occupancy or 
equivalent certificate for use of the facility at the new location as a public school, as 
required in the charter application. 

38. Access by the Handicapped. 	 Facilities occupied and used by charter schools shall 
comply with the Americans with Disabilites Act (ADA) and the Americans with 
Disabilites Act Accessibility Guidelines; 28 CFR Part 35 (Nondiscrimination on the 
Basis of Disability in State and Local Government Services); the Uniform Federal 
Accessibility Standards required by the federal Architectural Barriers Act of 1968, as 
amended; and other applicable federal requirements. In addition, the charterholder shall 
require the facility to comply with the Texas Accessibility Standards (TAS) of the Texas 
Architectural Barriers Act, Article 9201, Texas Civil Statutes, promulgated by the Texas 
Department of Licensing and Regulation. The charterholder shall be responsible for 
conducting inspections to ensure compliance with these specifications. 

Enforcement 

39. 	 Agency Investigations. The commissioner may in his sound discretion direct the Agency 
to conduct investigations of the charter school to determine compliance with the terms of 
the charter or as authorized in the Texas Education Code or other law. Charterholder, its 
employees and agents shall fully cooperate with such investigations. Failure to timely 
comply with reasonable requests for access to sites, personnel, documents or things is a 
material violation of the charter. 
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40. 	 Commissioner Authority. The commissioner in his sole discretion may take any action 
authorized by Section 39.131, TEC , Chapter 29, TEC, or Chapter 42, TEC relating to 
the charter school. Such action is not "adverse action" as used in this contract. 
Charterholder, its employees and agents shall fully cooperate with such actions. Failure 
to timely comply with any action authorized by Section 39.131, TEC or Chapter 29, TEC 
is a material violation of the charter. 

41. 	 Adverse Action. The Board in its sole discretion may modify, place on probation, 
revoke or deny timely renewal of the charter for cause ("adverse action"). Each of the 
following shall be cause for adverse action on the charter: (a) any material violation of 
the terms of the charter listed in paragraphs 2, 3, and 20; (b) failure to satisfy generally 
accepted accounting standards of fiscal management; or (c) failure to comply with an 
applicable law or rule. 

This Agreement 

42. 	 Entire Agreement. This contract, including all referenced attachments and terms 
incorporated by reference, contains the entire agreement of the parties. All prior 
representations, understandings and discussions are merged into, superseded by and 
canceled by this contract. 

43. 	 Severability. If any provision of this contract is determined by a court or other tribunal 
to be unenforceable or invalid for any reason, the remainder of the contract shall remain 
in full force and effect, so as to give effect to the intent of the parties to the extent valid 
and enforceable. 

44. 	 Conditions of Contract. Execution of this contract by the Board is conditioned on full 
and timely compliance by Charterholder with: (a) the terms, required assurances and 
conditions of Request for Application #701-01-004; (b) applicable law; and (c) all 
commitments and representations made in Charterholder's application and any 
supporting documents (to the extent such commitments and representations are 
consistent with the terms of this contract). 

45. 	 No Waiver of Breach. No assent, express or implied, to any breach of any of the 
covenants or agreements herein shall waive any succeeding or other breach. 

46. 	 Venue. Any suit arising under this contract shall be brought in Travis County, Texas. 

47. 	 Governing Law. In any suit arising under this contract, Texas law shall apply. 

48. 	 Authority. By executing this contract, Charterholder represents that it is an "eligible 
entity" within the meaning of Section 12.101 (a), TEC. Charterholder shall immediately 
notify the Board of any legal change in its status, which would disqualify it from holding 
the charter, of any violation of the terms and conditions of this contract, or of any change 
in the chief operating officer of the Charterholder. Charterholder further represents that 
the person signing this contract has been properly delegated authority to do so. 
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Entered into this 22nd day of April 2002. 

Texas State Board of Education

Atw ~ 'Y~O)OL 
By Grace Shore, Chairman (s atureldate) 

Angela Blanchard 

Chl~:lli'~ I~/~ 

s;g;ature/date) oS I 'D}/ 

Cynthia Patton 
Chief Operating Officer, Charter School 
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