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Introduction 
 

South Carolina Virtual Charter School (SCVCS) is a virtual, tuition-free public school 
chartered in 2008, now authorized by the Charter Institute at Erskine. SCVCS provides 
individualized kindergarten through twelfth grade school programs. 

SCVCS is accredited by Cognia/AdvancEd; National Collegiate Athletic Association 
(NCAA); and the South Carolina Department of Education and maintains membership 
with Public Charter School Alliance of South Carolina and South Carolina Association of 
School Administrators. 

Building an effective school program depends on many things—administrative support, 
collaboration with all members of the learning community, clear goals and objectives for 
the program, communication with stakeholders, and consistency in the program 
administration. 

This policy and procedures manual is intended to assist in the effort to provide success 
for all stakeholders. 

 

 

 

 

 

Non-Discrimination Statement 

The Charter Institute at Erskine and South Carolina Virtual Charter School do not 

discriminate on the basis of race, color, national or ethnic origin, sex, gender identity or 

expression, disability, genetic information, age, marital status, religion, or immigrant 

status in its programs and activities and provides equal access to the Boy Scouts and 

other designated youth groups. Questions pertaining to Section 504 and Title IX or the 

school’s non-discrimination policies may be directed to: 

 

Kristen Stolpa, Federal Programs and Data Analytics 

South Carolina Virtual Charter 

School 2023 Platt Springs Road 

West Columbia, SC 29169 

 

(803) 253-6222 
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South Carolina Virtual Charter School 

Philosophy 
 

Purpose of the Policy and Procedures Manual 

The purpose of the policy and procedures manual is to provide a guide for the operation of the 
overall school program. The manual will be updated as changes are made. 

Mission Statement 

The mission of SCVCS is to improve student educational achievement through the provision of 
an individualized, rigorous, standards-based virtual education to students in the State of South 
Carolina. 

Vision Statement 

SCVCS, a highly effective public virtual charter school, utilizes a research-based, world-class 
curriculum to provide an individualized, rigorous, standards-based virtual education to students 
in the State of South Carolina. 
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School Board Governance  

and Operations 
Management 

The Board of Directors shall be the governing body of the South Carolina Virtual Charter 

School. The business and affairs of SCVCS shall be managed by the Board.  

 

Responsibilities  

The Board's responsibilities include, but shall not be limited to, the following:  

a. Ensure compliance with all South Carolina state and federal laws and regulations, 

and the terms of the School's charter  

b. Maintain its statutory, contractual, and fiduciary responsibilities of governing the 

operations of the School and not delegate said responsibilities to a third party  

c. Oversee the financial viability of the school, including but not limited to adopting 

and approving the annual budget, validating all major contracts in excess of 

$50,000.00 through review and formal approval, ensuring sound management and 

responsible use of public funds.  

d. Set clear goals for organizational success and develop and oversee the 

implementation of comprehensive strategies to achieve the School’s objectives and 

maintain its long-term vision (e.g. a strategic plan).  

e. Monitor the academic progress of the School and adapt plans and goals as 

necessary.  

f. Hire, oversee, and evaluate (at least annually) the Head of School, who is 

delegated the authority to lead daily operations of the School.  

g. Ensure the School has employee policies and procedures in place that comply with 

background check requirements, contracting and pay scale practices, as well as 

discharge and grievance procedures.  

h. Ensure that the School will adhere to the same health, safety, civil rights and 

disability rights as required by the authorizer that holds the School's charter;  

i. Utilize the breadth of expertise and perspective in board composition to foster 

community engagement and school support; 3  

j. Conduct open, public meetings where members can attend and express concern or 

provide input on board decisions through the availability of public comment at every 

regularly scheduled meeting;  

k. Respond to stakeholder complaints in alignment with the procedures specified in 

the grievance policy; and  

l. Make information available to the public as it relates to school information, board 

decisions, and school performance through compliance with the Freedom of 

Information Act (FOIA). 
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General School Administration 
 

The administration of this school system is responsible for the direction and 

coordination of students and staff in their efforts to reach educational goals and 

continue to implement instructional opportunities for students. 

The board will rely on its Head of School (HOS) to provide professional administrative 

leadership. The HOS is responsible for executing the professional staff responsibilities 

through the design of an administrative organization that will meet the needs of the 

school system and most efficiently and effectively utilize resources. 

Within the framework of policies and regulations, principals will be responsible and 

accountable for the administration of their respective schools through the 

implementation of school regulations and procedures. 

The function of administration is to plan for, control, coordinate, supervise and direct 

the district in accordance with the purposes, policies, plans, procedures, and 

programs authorized by the board. 
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Computer/Internet 

Acceptable Use Policy 
SCVCS owns and operates various computer systems and other technology equipment, which 

are provided for employee use in support of school activities. All users are responsible for seeing 

that these are used in an effective, ethical, and lawful manner. If you experience issues related to 

login, software, technical, or your school issued laptop please contact our Help Desk at 803-253-

6222 Option 5.  

There are rules and prohibitions that define acceptable use of these systems. Unacceptable use 

is prohibited, and is grounds for loss of computing privileges, as well as discipline or legal sanctions 

under federal, state or local laws. 

General Information 

Audience and agreement 

All users of the school's information technology systems must read, understand, and comply with 

the policies established in this document as well as additional guidelines established by 

administrators of each system.  BY USING ANY OF THESE SYSTEMS, USERS AGREE THAT 

THEY WILL COMPLY WITH THESE POLICIES. 

Rights 

The computer systems, equipment, facilities, and accounts are owned and operated by SCVCS. 
SCVCS reserves all rights, including termination of service without notice, to the resources it owns 
and operates. These procedures shall not be construed as a waiver of any rights of SCVCS, nor 
shall they conflict with applicable acts of law. Users have rights that may be protected by federal, 
state, and local laws. 

Privileges 

Access and privileges on SCVCS computing systems are assigned and managed by the system 
administrators. Eligible individuals may become authorized operators of a system and be granted 
appropriate access and privileges by following the approval steps for that system.  

SCVCS administration must approve all access to SCVCS computer and technology resources, 
including the issuing of passwords. 

Users may not, under any circumstances, transfer or confer these privileges to other individuals. 
Others shall not use any account assigned to an individual without permission from the IT Staff. 
The authorized user is responsible for the proper use of the system, including any password 
protection. 

Copyright Information 

Protection and Fair Use Guidelines 
All staff are encouraged to review these documents as a guide for copyright laws and what is 
acceptable practice under the Fair User Guidelines: 
 

• https://www.copyright.gov/circs/circ21.pdf  
 

• https://www.american.edu/library/documents/upload/Copyright_for_Teaching.pdf  

https://www.copyright.gov/circs/circ21.pdf
https://www.american.edu/library/documents/upload/Copyright_for_Teaching.pdf
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SCVCS employees are bound by copyright laws and should follow guiding principles to protect the 
ownership of all artifacts as defined by US Copyright Laws, including but not limited to: 
 

• Literary works 

• Musical works 

• Dramatic works 

• Pantomimes and choreography 

• Pictorial, graphic, and sculptural works 

• Motion pictures and other audiovisual works 

• Sound recordings 

• Architectural works 
 

The Teach Act 
https://libguides.ala.org/copyright/teachact 
 
Established in 2002, the TEACH Act (Technology, Education, and Copyright Harmonization Act) 
allows use of copyrighted materials in an educational setting for the following scenarios: 
 

• The institution must be an accredited, non-profit education institution. 

• The use must be part of mediated instructional activities. 

• The use must be limited to a specific number of students enrolled in a specific class. 

• The use must either be for ‘live’ or asynchronous class sessions. 

• The use must not include the transmission of textbook materials, materials “typically purchased 
or acquired by students,” or works developed specifically for online uses. 

• The institution must have developed and publicized its copyright policies, specifically informing 
students that course content may be covered by copyright and include a notice of copyright on 
the online materials. 

• The institution must implement technological measures to ensure compliance with these 
policies, beyond merely assigning a password. Ensuring compliance through technological 
means may include user and location authentication through Internet Protocol (IP) checking, 
content timeouts, print-disabling, cut and paste disabling, etc. 

 

E-Mail 

Etiquette  

Professional courtesy requires staff to respond to parent, student and learning coaches’ emails, 
phone calls, text messages and other forms of communication within one school day.  
Professional courtesy also dictates that staff respond to administration and colleagues by 
close of business on the same day. 

Employees are not to use all capital letters in emails that are sent on behalf of SCVCS. Employees 
are responsible for proofing their emails prior to sending. The use of SCVCS affiliated email 
addresses (employee, student, parent, etc.) for solicitations of any kind is prohibited.  Emails that 
are not work related should not be forwarded.  When an employee receives an email that was sent 
to a large group, the “Reply All” option should only be used when instructed to do so. If an 
employee is copied on an email, this is for information only – not action. The message will be sent 
“To” an employee if expected to take action.  

SCVCS employees receive a high volume of emails therefore it is important not to send 
unnecessary ones.  Employees should make every attempt to promptly respond to each email. 

https://libguides.ala.org/copyright/teachact
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Privacy, Student Protection 
SCVCS will make every effort to secure and protect student identification and information in 
electronic communications. 

Procedure 

Electronic communication will be written, encoded, and transmitted in such a way as to safeguard 
the identification of each SCVCS student. Communication that includes student identification and 
information shall be password protected and limited in distribution. Student names will be 
listed by last name/first initial, or first name/last initial.  The use of student ID numbers from 
PowerSchool is highly recommended to prevent misidentification of students with similar names. 

Online Security 

Purpose 

This policy statement provides specific instructions on the ways to secure electronic mail (e-mail) 
on personal computers and servers. 

Scope 

The policies apply to SCVCS employees students, parents, and contractors. They cover e-mail 
located on devices and servers owned by or under the jurisdiction of SCVCS. The policies apply 
to any devices attached to SCVCS accessing sensitive and/or secured student data. 

School property 

Electronic communications systems and all messages generated on or handled by electronic 
communications systems, including back-up copies, are considered to be the property of SCVCS, 
and are not the property of users of the electronic communications services. 

Authorized usage 

SCVCS’s electronic communications systems should only be used for school activities. Incidental 
personal use is permissible so long as: 

• It does not consume more than a trivial amount of resources.  
 

• It does not interfere with staff productivity.  
 

• It does not preempt any school activity. 
 

Users are prohibited from using SCVCS electronic communications systems for charitable 
endeavors, private business activities, amusement or entertainment purposes unless expressly 
approved by the SCVCS Head of School or her/his representative. Employees are reminded that 
the use of school resources, including electronic communications, should never create either the 
appearance or the reality of inappropriate use.  

Default privileges 

Employee privileges on electronic communications systems must be assigned so that only those 
capabilities necessary to perform a job are granted. This approach is widely known as the concept 
of "need-to-know." With the exception of emergencies and regular system maintenance notices, 
broadcast protocols must be used only after the permission of the department head, IT Staff, or 
the Head of School has been obtained. 

User Differentiation 

These protocols must be implemented where electronic communications systems provide the 
ability to separate the activities of different users. For example, electronic mail systems must 
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employ user IDs and associated passwords to isolate the communications of different users. All 
SCVCS staff have unique usernames and passwords to access the e-mail system. 

User accountability 

Individual passwords should not be shared. Any other use exposes the authorized user to 
responsibility for actions the other party takes with the password. 

If users need to share computer resident data, they should utilize message forwarding facilities, 
public directories on local area network servers, and other authorized information-sharing 
mechanisms. To prevent unauthorized parties from obtaining access to electronic 
communications, users should choose strong, unique passwords combining uppercase/ 
lowercase letters, numbers, and symbols. 

No default protection 

Employees are reminded that SCVCS’s electronic communications systems are not encrypted by 
default. Any electronic communication of sensitive information must be sent by encryption, or 
similar technologies to protect the data. Contact  the IT Staff for assistance. 

Respecting privacy rights 

Except as otherwise specifically provided, employees may not intercept or disclose, or assist in 
intercepting or disclosing, electronic communications. SCVCS is committed to respecting the 
rights of its employees, including their reasonable expectation of privacy. 

However, SCVCS is also responsible for servicing and protecting its electronic communications 
networks. To accomplish this, it may occasionally be necessary to intercept, disclose, or assist in 
either intercepting or disclosing, electronic communications. 

Unless encryption is used, staff should not send information over the Internet if they consider it to 
be private. At any time and without prior notice, SCVCS administration reserves the right to 
examine e-mail, personal file directories, and other information stored on SCVCS resources. This 
examination assures compliance with internal policies, supports the performance of internal 
investigations, and assists with the management of SCVCS information systems. 

No guaranteed message privacy 

SCVCS cannot guarantee that electronic communications will be private. Employees should be 
aware that electronic communications could, depending on the technology, be forwarded, 
intercepted, printed, and stored by others. Furthermore, others can access electronic 
communications in accordance with this policy. All communications can be retrieved under the 
Freedom of Information Act.  

Freedom of Information Act 

The South Carolina Freedom of Information Act (FOIA), located at § 30-4-10 et. seq. of the South 
Carolina Code of Laws, states that “The General Assembly finds that it is vital in a democratic 
society that public business be performed in an open and public manner so that citizens shall be 
advised of the performance of public officials and of the decisions that are reached in public activity 
and in the formulation of public policy.” 

A public record is any writing or recording — regardless of whether it is a paper record, an 
electronic file, an audio or video recording, or any other format — that is prepared or owned by, or 
in the possession of a public body or its officers, employees or agents in the transaction of public 
business. All public records are presumed to be open, and may only be withheld if a specific, 
statutory exemption applies. 
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Employees should be aware that all electronic communication, except where excluded by law, 
falls under the guidelines of FOIA and as a result could be requested for public information. 
Employees should maintain professional conduct and integrity through all communications. 

Family Educational Rights and Privacy Act (FERPA) 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. §1232g; 34 CFR Part 99) is 
a federal law that protects the privacy of students’ education records (records that contain 
information directly related to a student and maintained by an educational agency or institution or 
by a party acting for the agency or institution). 

FERPA provides parents certain rights with respect to their children’s education records. These 
rights transfer to the student when he or she reaches the age of eighteen (becomes an “eligible 
student”) or attends a school beyond the high school level. Under FERPA, parents and eligible 
students have: 1) the right to inspect and review students’ education records maintained by the 
school; and 2) the right to request that a school correct the student’s education record if he or she 
believes information is inaccurate or misleading. If the school refuses to amend the student’s 
education record, the parent or eligible student may request a hearing. After the hearing, if the 
school upholds its decision not to amend the student’s education record, the parent or eligible 
student may place a statement with the record setting forth his or her view regarding the contested 
information. 

Generally, schools must have written consent from the parent or eligible student to release 
information from a student’s education record; however, FERPA allows disclosure to certain 
parties without written consent under certain conditions, to include persons with legitimate 
educational interest. Schools may disclose, without consent, “directory” information such as a 
student’s name, address, telephone number, date and place of birth, honors and awards, and 
dates of attendance. Prior to disclosing this information, however, schools must inform parents 
and eligible students regarding directory information and allow them a reasonable time to “opt out” 
(request that the school not disclose the information). 

Equipment And Materials Use 

SCVCS may provide staff members with equipment and materials such as laptop computers, 
monitor, or other technology to use during their employment and in conjunction with their job 
responsibilities. SCVCS employees are responsible for the routine maintenance, care and 
cleaning of all technology equipment and materials issued to them during their employment until 
returned to SCVCS. 

Procedure 

Reasonable care must be taken to prevent loss and/or damage. Reasonable wear is expected on 
all equipment.  The employee/user will be responsible for the repair of damaged resources due to 
negligence; to include but not limited to cracked screens from dropped equipment or damages 
caused by improper shipping. 

A surge protector is recommended to be used with all electrical equipment.  

Equipment is for the sole use of the employee and not for any other person or enterprise. Under 
no circumstances shall an employee use SCVCS resources or allow SCVCS resources to be used 
in illegal activities. 

Employees shall report any loss, damage or inoperable equipment to the IT Department within 24 
hours of discovery.  
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Internet bandwidth 

SCVCS recognizes the vast difference in availability of a high-speed internet across the state 
however it is expected that each employee secures a hardline internet at their normal place of 
business. 

Statistical data 

Consistent with generally accepted business practice, SCVCS collects statistical data about 
electronic communications. Using such information, Information Technology (IT) staff monitors the 
use of electronic communications to ensure the ongoing availability and reliability of these 
systems. 

Incidental disclosure 

It may be necessary for IT staff to review the content of an individual employee's communications 
during the course of problem resolution. IT staff may not review the content of an individual 
employee's communications out of personal curiosity or at the behest of individuals who have not 
gone through proper approval channels (IT Staff, Head of School, etc.). 

Message forwarding 

Recognizing that some information is intended for specific individuals and may not be appropriate 
for general distribution, users should exercise caution when forwarding messages. Sensitive 
information must not be forwarded to any party outside SCVCS without the prior approval of a 
Principal and the Head of School. Blanket forwarding of messages to parties outside SCVCS is 
prohibited unless the prior permission of the Head of School has been obtained. 

Disciplinary process 

Violation of these policies may subject employees or contractors to disciplinary procedures up to 
and including termination, in SCVCS’ sole discretion.   

For technical problems: 

• Employees contact IT Director. 

• Students and families who need support should contact our Help Desk at 803-253-6222 Option 
5. 

•  Staff should make IT Director aware of any persistent issues. 

Internet Security 

Purpose 

The purpose of this practice is to establish management direction, procedures, and requirements 
to ensure the appropriate protection of SCVCS information and equipment by Internet 
connections. 

Violations of these policies can lead to revocation of system privileges and/or disciplinary action, 
including termination. 

Scope 

This practice applies to all employees, contractors, consultants, temporary workers, and other 
users at SCVCS, including those users affiliated with third parties who access SCVCS computer 
networks. The policy also applies to all computer and data communication systems owned by 
and/or administered by SCVCS. 

All information traveling over SCVCS computer networks that has not been specifically identified 
as the property of other parties will be treated as though it is a SCVCS asset. It is the policy of 
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SCVCS to prohibit unauthorized access, disclosure, duplication, modification, diversion, 
destruction, loss, misuse, or theft of this information. 

In addition, it is the practice of SCVCS to protect information belonging to third parties that has 
been entrusted to SCVCS in confidence as well as in accordance with applicable contracts and 
industry standards. 

The Internet security policy applies to all SCVCS Internet users (employees, contractors, 
temporaries, etc.), as well as anyone connected to SCVCS’ Internet. 

Information movement 

SCVCS has virus detection software in place to screen software downloads and executable files.  

Public representations 

Employees who are expressing their personal opinions through social media are to do so 
independent of any SCVCS affiliation to ensure that the opinions expressed are their own and not 
necessarily those of SCVCS. Posting inflammatory or similar written attacks related to SCVCS or 
employees is strictly prohibited. 

All external representations on behalf of the school must be preapproved by the Head of School. 
Additionally, to avoid libel problems, whenever any affiliation with SCVCS is included. 

Staff must not publicly disclose internal SCVCS information via the Internet that may adversely 
affect SCVCS's customer relations or public image. Such information includes identifiable student 
information, RFP information, and the like. 

Access control 

All users wishing to establish a connection via the Internet must authenticate themselves at a 
firewall before gaining access to SCVCS's internal network. This authentication process must be 
done via a dynamic password system approved by the IT Staff. 

Reporting security problems 

If sensitive SCVCS information is lost, disclosed to unauthorized parties, or suspected of being 
lost or disclosed to unauthorized parties or unauthorized use of SCVCS systems has taken place, 
notify IT Staff immediately. 

Similarly, whenever passwords or other system access control mechanisms are lost, stolen, or 
disclosed, or are suspected of being lost, stolen, or disclosed, the IT Staff must be notified 
immediately. 

Because it may indicate a computer security problem, immediately report all unusual systems 
behavior, such as missing files, frequent system crashes, and misrouted messages. 

Recognize and Avoid Phishing Scams 

Scammers use email or text messages to trick you into giving them your personal information. All 
employees are required to complete the Cyber Security Training as assigned. 
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Academic Integrity 
 

Student Academic Integrity 
At South Carolina Virtual Charter School, academic integrity is a core value. All students are 
expected to demonstrate honesty, responsibility, and originality in all coursework. Any action that 
gives a student an unfair academic advantage, misrepresents their own work, or violates 
another’s intellectual property is considered a breach of academic integrity. 
The following actions are considered violations of this policy, including but not limited to:  

Cheating 
• Copying another student’s work. 

• Allowing your work to be copied. 

• Using unauthorized aids (books, websites, AI tools, tutors, parents, calculators) on 
assignments, essays, quizzes, or tests. 

• Having someone else complete an assignment, essay, quiz, or test and submitting it as 
your own. 

• Rescheduling a test under false pretenses. 

• Falsely reporting the completion of reading assignments. 

• Submitting the same work for multiple assignments or courses without prior written 
approval from instructors. 

Plagiarism 
• Presenting someone else’s words or ideas as your own, whether from a peer, book, 

website, or AI tool. 

• Failing to properly cite sources (electronic, print, or online). 

• Using extensive phrasing or sentence structure from a source—even when cited—without 
proper paraphrasing. 

• Copying or turning in another student’s work. 

• Failing to place quotations in quotation marks. 

• Providing incorrect or misleading source information. 

• Submitting work that relies heavily on source material, even with citations. 

Artificial Intelligence (AI) Misuse 
Students are expected to use Artificial Intelligence tools ethically and in alignment with 
SCVCS’s academic standards. While AI can support learning, it must not replace a student’s 
own thinking or work. 
 
Acceptable Use of AI Tools 
AI tools may be used only when:  
• The teacher explicitly allows or encourages their use for brainstorming, outlining, 

proofreading, or as a learning aid. 
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• AI-generated content, when allowed use by the teacher, is appropriately cited following 
the teacher’s guidelines. 

Unacceptable Use of AI Tools 
Using AI tools is considered a violation of academic integrity when: 
• Students submit AI-generated work as their own without permission from the teacher. 

• AI is used to complete assignments, quizzes, essays, or projects that are expected to be 
completed independently. 

• AI is used to bypass learning, misrepresent knowledge, or gain an unfair academic 
advantage. 

Student Responsibilities with AI Tools 
Students are expected to:  
• Follow teacher directions about whether and how AI can be used in each course 

assignment.  

• Be transparent with teachers about how AI tools were used in the process of completing 
work.  

• Ask questions when unsure about whether using AI for a specific task is allowed. 

Fabrication of Data 
• Falsifying or manipulating data to obtain desired results. 

• Reporting outcomes for experiments or activities that were not actually conducted. 

• Creating fake citations or research sources. 

• Tampering with another student’s work to impede progress. 

Copyright Violations 
• Using copyrighted materials (texts, images, music, videos, software) without proper 

citation or permission. 

• Copying or distributing copyrighted software, media, or other content without 
authorization. 

Abuse of Live Class Sessions 
• Logging in on behalf of another student. 

• Leaving a live class session without logging off properly. 

Consequences for Academic Integrity Violations 
• First Violation: The student will receive a zero on the assignment and a referral to school 

administration. 

• Further Violations: May result in additional disciplinary actions as outlined in the SCVCS 
Student Code of Conduct. 

Originality Checker 
SCVCS uses an originality detection tool that checks student submissions for plagiarism and 
AI-generated content. This tool automatically scans written assignments upon submission. 
Students are expected to submit original work that reflects their own thinking and effort. 
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SCVCS believes that honesty, effort, and personal integrity are critical to academic success 
and personal growth. We expect all students to uphold these values and understand that 
violations not only impact academic progress but also undermine trust and learning. 
 

Learning Coach Academic Integrity Policy 
To support student success while upholding academic integrity, it is essential that all submitted 
work reflects the student's own understanding and effort. 

Policy Statement: 
The role of a Learning Coach is to guide, motivate, and support the student throughout their 
educational journey. However, Learning Coaches are not permitted to complete 
assignments, assessments or any schoolwork on behalf of the student. 

Examples of prohibited actions include, but are not limited to: 
• Writing essays or responses for the student 

• Completing quizzes, tests, or exams 

• Solving math problems or submitting work under the student's name 

• Logging in and interacting with course content as if they were the student 

Rationale: 
When a Learning Coach completes work for a student, it undermines the student's ability to 
develop critical academic skills, compromises the integrity of the learning process, and violates 
the school’s academic honesty policy. 

Consequences: 
Violations of this policy may result in: 

• A review of the student’s work and academic progress 

• Parent and student conferences with school staff 

• Disciplinary action in accordance with the school’s academic integrity guidelines 

Support Instead of Substitution: 
Learning Coaches are encouraged to: 

• Help students understand instructions 

• Encourage time management and task organization 

• Provide a quiet, structured learning environment 

• Offer motivation and moral support 

Maintaining integrity ensures that students earn their achievements honestly and grow in 
knowledge and confidence. 

Originality Checker (6-12) 
SCVCS uses an originality checker to detect plagiarism and use of Artificial Intelligence and to 
prevent students from copy and paste procedures. Once students submit an assignment 
requiring written responses, the document is automatically checked for originality. Students 
should be aware of the school plagiarism policy and strive only for originality. 

Network Etiquette  
As an SCVCS student, learning coach, or parent, you are expected to follow the rules of network 
etiquette or netiquette. The word "netiquette" refers to common-sense guidelines for conversing 
with others online. Please abide by these standards:  
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• Avoid sarcasm, jargon, and slang. Swear words are unacceptable.  

• Never use derogatory comments, including those regarding race, age, gender, sexual 
orientation, religion, ability, political persuasion, body type, physical or mental health, or 
access issues.  

• Focus your responses on the questions or issues being discussed, not on the individuals 
involved.  

• Be constructive with your criticism, not hurtful.  

• Review your messages before sending them. Remove easily misinterpreted language and 
proofread for typos. 

• Respect other’s privacy. Don't broadcast online discussions, and never reveal other 
student's email address or phone number. 
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Policy on Personal Electronic Device 
Usage During Instructional Time 

The purpose of this policy is to foster an effective and distraction-free virtual learning 
environment by encouraging limited use of personal electronic devices during instructional 
time.  By minimizing distractions, this policy aims to enhance student focus and engagement, 
thereby supporting the development of college and career-ready skills outlined in the Profile of 
the South Carolina Graduate.  This approach promotes meaningful interactions, peer 
collaboration, and the cultivation of essential life skills that contribute to student success in 
school and beyond.   

This policy aligns with South Carolina state law, General Appropriations Bill, H. 5100 of 2024, 
Proviso 1.103, which requires: 

To receive state funds allocated for State Aid to Classrooms, a school district shall implement a 
policy adopted by the State Board of Education that prohibits access to personal electronic 
communication devices by students during the school day. For purposes of this provision, a 
personal electronic communication device is considered to be a device not authorized for 
classroom use by a student, utilized to access the Internet, Wi-Fi, or cellular telephone signals. 
 
Definitions 
A. “Personal electronic device”, hereinafter referred to as “device,” means any device utilized to 

access the internet, Wi-Fi, cellular telephone signals, or to capture images or video.  This 

includes but is not limited to cell phones, smartwatches, tablets, and gaming devices.  This does 

not include the laptop or desktop computer that the student uses to complete virtual schoolwork. 

B. “Instructional time” is defined as any period of time during which students are actively 

engaged in live online classes or virtual lessons, including both synchronous and asynchronous 

activities. 

C. “Access” is defined as viewing, holding, wearing, or otherwise using a device for 

communication, internet access, gaming, recording, or any other function commonly associated 

with devices.  During instructional time, devices should only be used for educational purposes as 

directed by the school. 

D. “Authorized for Classroom Use” is defined as the use of a personal electronic device explicitly 

permitted by the teacher to fulfill a standards-aligned educational objective that cannot be 

completed using the student’s primary school device.  Instructions for the use of devices that 

may be permitted for a particular course or subject will be reviewed by the instructor during 

orientation or documented in the syllabus. 

Policy Implementation and Enforcement 
A. During instructional time, students are to refrain from use of personal electronic devices, 

unless authorized for classroom use.  Students should avoid using these devices for non-

educational activities including, but not limited to, gaming, social media, or texting to maintain 

focus and minimize distractions. 
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B. If explicitly required by a student’s IEP, Medical Plan, or 504 plan, the student shall be 

allowed to access their personal electronic device for medically or educationally necessary 

purposes described and required for administration of the IEP, Medical Plan, or 504 plan. 

C. Exceptions to the above policy include devices used for authorized classroom use including 

educational applications, research, or activities that are academic in nature at the sole 

discretion of the teacher. 

D. If a student violates the preceding guidelines during instructional time, the student will be 

subject to progressive consequences as outlined below: 

1. First infraction: Verbal warning and reminder of policy. 

2. Second infraction: Notification to parent/guardian/Learning Coach. 

3. Repeated infractions will result in students being placed on Academic Probation as 

outlined in the student handbook. 

Online Rules 
The following Online Rules have been created to provide a safe and enjoyable learning 
environment for students, learning coaches, and parents.  

• Follow all of the Network Etiquette rules 

• Follow Computer Equipment/ Internet Usage Rules 

• Practice Academic Integrity 

• Do not publicly post your personal information (address, phone number, student ID 
number or personal email) or anyone else’s during a live class session 

• Do not publicly post any messages that were sent to you privately 

• Use only your own username and password, and do not share these with anyone 

• Students are not to impersonate another person, including another student, their 
learning coach, or any member of the SCVCS staff 

• Do not post material that is obscene or defamatory or which is intended to annoy, 
harass or intimidate another person. This includes distributing “spam” mail, chain 
email, viruses, or other intentionally destructive content. This also includes the profile 
picture that is selected by the student/parent for the Schoology system. 

• Do not promote the use, possession, manufacture, or distribution of tobacco, drugs or 
alcohol 

• Threats against students, adults, or school staff will not be tolerated.  

• Solicitation of any kind is prohibited. 

• SCVCS does not allow nor encourage students to setup outside chat rooms, 
discussion boards, or other means of non-monitored communication among 
students.  Students who participate in these chat rooms are doing so at their own 
risk.  Parents should monitor their students’ activity in these programs.  SCVCS 
Administration is not able to monitor these types of student to student interactions.  

 

FAILURE TO COMPLY WITH THESE STANDARDS MAY RESULT IN TEMPORARY OR 
PERMANENT REMOVAL OF USER ACCESS. Following state and federal laws, the 
administration reserves the right to discipline a student through a behavior plan, suspension, 
and/or expulsion and to report illegal activities to appropriate law enforcement. 

  



Page 17 

 

 

 

Code of Conduct 
As an SCVCS student/parent/learning coach, you are subject to the following rules and 
restrictions. The following are behaviors punishable by suspension or expulsion:  

• Disregard or disrespect for the instructions of teachers or administrators.  

• Disruption and/or interference with the normal and orderly conduct of school and school-
sponsored activities.  

• Use of profanity, vulgar language, or obscene materials.  

• Engaging in insults, verbal abuses such as name calling, ethnic or racial slurs or using 
derogatory statements to other students, school personnel or other individuals.  

• Bullying behavior that is intended to harass, intimidate, ridicule, humiliate or instill fear in 
another individual.  

• Public display of affection during school sponsored events (testing, social outings, etc.) 

• Possession of weapons on school property or at school sponsored events.  

• Threatening students, adults, or school staff will not be tolerated.  

• Use of tobacco, controlled substances, or alcohol on school property or at a school 
sponsored event is prohibited.  

The Safe Schools Act 2004 requires principals to report to the police crimes committed by 
students on school campuses or while under school supervision.  

Dress Code 
South Carolina Virtual Charter School is concerned with health, safety, and well-being of 
students and the avoidance of distractions to learning. For these reasons, students are expected 
to dress appropriately for virtual class sessions/meetings, face to face testing, field trips, and 
other outings that are held throughout the school year.  

• No clothing that may be used as a weapon. Examples: sharp object jewelry, dog collars 
with spikes, any other spiked clothing, and wallet chains more than 10” in length.  

• No clothing, apparel, or jewelry that by words, signs, pictures, or any other combinations 
thereof, advocates or promotes sexual activity, violence, death, suicide, or the use of 
alcohol or drugs 

• No clothing, apparel, or jewelry that degrades, or intimidates another because of race, 
sex, religious persuasions, national origin, disability 

• No Headbands, bandanas, or other accessories that could be representative of a gang  

• No spaghetti straps, strapless tops, plunging necklines, see-through apparel, or other 
revealing clothing.   

• No apparel that reveals midriff  

• No tight clothing 

• No exposed undergarments including boxers, thongs, undergarment straps, etc.  

• Skirts/Shorts need to be at least as long as the tip of the student’s fingers when hands 
rest at their sides  

• Pants for both boys and girls must be worn at hip level or higher.  

• No apparel with guns, tobacco, alcohol, offensive language, or comments that could be 
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interpreted in an offensive or derogatory way.  

• During state testing, hats and smart watches may not be worn. 

Consequences: Students will be asked to change or be removed from class, testing or school-
related outings.  

Suspensions 
The Head of School or Elementary/Middle/High School Principal may temporarily suspend any 
pupil for disciplinary reasons or for conduct that is disruptive to the instructional effectiveness of 
the school.  

• The Head of School or Principals may temporarily suspend a student for up to five (5) 
school days. 

• The Head of School may extend this suspension for an additional ten (10) school days.  

• Any student who has been suspended may appeal to the Head of School for readmission. 

Conduct Resulting in Suspension or Expulsion 
Violations which may lead to suspension or expulsion are listed below. This list is not all 
encompassing but is illustrative of the types of activity which could lead to a suspension.  

• Falsifying school communications, completion of assignments, or grades. 

• Disregarding or disrespecting the instructions of teachers or administrators.  

• Disrupting and/or interfering with the normal and orderly conduct of school and school-

sponsored activities.  

• Using profanity, vulgar language, or obscene materials.  

• Engaging in insults, verbal abuses such as name calling, ethnic or racial slurs or using 

derogatory statements to other students, school personnel or other individuals.  

• Bullying behavior that is intended to harass, intimidate, ridicule, humiliate or instill fear in 

another individual.  

• Possessing weapons on school property or at school sponsored events.  

• Threatening students, adults, or school staff will not be tolerated.  

• Using tobacco, controlled substances, or alcohol on school property or at a school 

sponsored event is prohibited.  

• Being habitually truant. 
 
The Safe Schools Act 2004 requires principals to report to the police crimes committed by 
students on school campuses or while under school supervision.  
 

Procedure for Suspension or Expulsion 
1. Student/Parental Notification:  

a. By Telephone or Email: Each grade level Principal shall make a good faith effort to notify 
the parent by telephone or Email of the student’s misconduct and the proposed disciplinary 
action. 

b. By Written Notice: Regardless of whether there has been communication with the 
student’s parent by telephone, the Principal shall, within twenty-four (24) hours of taking 
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disciplinary action, send written notice to the parent. describing the disciplinary action 
imposed and the reason for the action taken.  

2. Initial Conference:  An initial conference (in person or by teleconference) shall be conducted 
by the Principal.  

a. Charges and Evidence: The Principal shall confer with the student, explain the charges 
and evidence against the student, and allow the student an opportunity to present his or 
her side of the story prior to imposing disciplinary action.  

b. Parental Assistance: The Principal shall make a good faith effort to employ parental 
assistance or other alternative measures prior to suspension. The Principal may suspend 
the student immediately. The Head of School will take into consideration the seriousness 
of the breach of conduct; whether the conduct is disruptive enough to require immediate 
suspension and/or if an emergency situation exists. 

3. Appeal or Challenge: The student and or parent(s)/guardian(s) may request a formal hearing 
before the board if they are still unsatisfied with the decision of the Head of School or 
designee. This formal hearing will follow the same pattern as those required for expulsions. 
This hearing should take place within thirty (30) days unless the student and/or 
parent(s)/guardian(s) request more time. 

Expulsions and Withdrawal  
The SCVCS administration may withdraw or expel a student: 

• who is habitually truant. Any student who is suspended on more than one occasion in a six (6) 
month period for inadequate attendance, whose “attendance” at school violates the 
attendance regulations of the school, or whose attendance is of a sporadic and inadequate 
nature without justification or extraordinary circumstances may be determined by the 
administration to be an habitual truant and may be withdrawn after notice. 

• who is disorderly, disruptive, and/or incapable of being corrected or improving. 

• who is in violation of the Code of Student Conduct, or any conduct which in the judgment of 
the board is considered to be continuously disruptive of school discipline, or of the 
instructional effectiveness of the school. 

• whose presence in a public school is detrimental to the health and safety of other pupils. 

• who has been expelled from another school district in this state or any other state. 

• who fails to comply with established academic interventions. 

• who has falsified documentation or falsified by a parent/legal guardian.  

Should SCVCS desire to withdraw a student from school due to non-attendance or any other 
severe violation of the school’s rules, regulations and policies, the student’s parent/legal 
guardian will be given written notification of the school’s intent to remove the student. 
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Grading Policy 
 
S.C. Code Ann. § 59-29-250 prohibits South Carolina public school districts and schools from 
adopting grading systems that force teachers to assign a minimum grade or score higher than a 
student's actual performance. 

SCVCS uses the South Carolina mandated Uniform Grading Scale effective for all students on 
report cards: 

A 90-100 

B 80-89 

C 70-79 

D 60-69 

F 59 and 

below 

 
Grades K-5: Academic data and grades collected from assignments will be used to help 
determine student mastery. Students will be regularly monitored and assessed to inform 
reporting of progress towards mastery of grade-level standards. All standards will not be 
assessed and reported during every grading period. Grades will reflect the extent to which the 
standards have been taught at the time of the report. 

Grades 3-12: Students will be issued a report card at the conclusion of each nine weeks using 
the mandated Uniform Grading Scale. 
 

Note: SCVCS has never required teachers to assign a minimum grade and has always 
calculated grades based on a student’s actual performance. 
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Credit Recovery /  
Content Recovery 

 

S.C. Code Ann. §§ 59-29-250(B)–(C) require that a student complete all requisite assignments 
for the relevant course or course subset to be eligible to participate in a credit recovery or 
content recovery program, respectively. 

Credit Recovery 
Students earning a grade of 51–59 in a course for high school credit may be eligible for credit 
recovery. All credit recovery courses must be approved prior to enrollment by the school 
counselor. 
 
If a student successfully completes a credit recovery course completing all relevant 
assignments the original failing grade will remain on the transcript. The new credit recovery 
course will be marked “CR” at the end of the course title in the student’s record. The CR grade 
of “P” (Pass) or “F” (Fail) will appear on the transcript. A student wishing to modify his or her 
GPA should repeat the full course for credit and not seek a credit recovery solution. 
 
This option is available for many courses required for graduation. Additionally, courses are 
available for credit recovery through VirtualSC operated by the South Carolina Department of 
Education.. 
 

Content Recovery 
Content recovery is teacher driven and allows eligible students to recover portions of a course 
that were unsuccessfully completed prior to receiving a final grade. Students will discuss this 
option with their teacher. 
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Conflict of Interest Policy 
The purpose of the Conflict of Interest Policy is to establish the basic structure for ethical conduct 
and avoidance of conflicts of interest on the part of the School employees, officers, and agents 
(collectively referred to as “employees”) and its Board members. The Policy also outlines standards 
of conduct governing the actions of the School’s employees engaged in the selection, award and 
administration of contracts, in accordance with 2 C.F.R. 

§200.318(c)(1). 

School employees will not engage in any activity that conflicts or raises a reasonable question of 
conflict with their responsibilities in the School. This includes using information, data, or School 
resources for any purpose outside the employees’ responsibilities. In addition, employees are not 
permitted to sell instructional supplies or equipment (including reference books) within communities 
served or schools authorized by the School. In accordance with the Federal Education Rights to 
Privacy Act (FERPA) and other applicable privacy laws, employees are not permitted to furnish the 
names of students or parents/legal guardians to any vendors or individuals unless an allowable 
exclusion applies. 

Procedures 
All School employees are under the jurisdiction of the S.C. Code Ann. Title 8, Ethical Conduct of 
Public Officials and Employees, and subject to the rules of conduct of the statute, incorporated here. 
Such rules include the following: 

Section 8-13-750. No Board member or School employee may cause the employment, 
appointment, promotion, transfer or advancement of a family member to a state or local office or 
position in which the Board member or School employee supervises or manages. Similarly, no 
Board member or School employee may participate in an action related to the discipline of a family 
member of a Board member or School employee. 

“Family member” includes the Board member or employee's spouse, parent, brother, sister, child, 
mother-in-law, father-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, grandparent, 
or grandchild. Any individual claimed by a Board member or employee or their spouse as a 
dependent for income tax purposes is also considered a “family member” under this policy. 

Section 8-13-705. A School employee or Board member may not, directly or indirectly, knowingly 
ask, demand, exact, solicit, seek, accept, assign, receive or agree to receive anything of value 
(defined below) for him/herself or for another person in return for being: 

• Influenced in the discharge of his/her official responsibilities; 

• Influenced to commit, aid in committing, collude in, allow fraud, or make an opportunity for 
the commission of fraud on a government entity; or 

• Induced to perform or fail to perform an act in violation of his/her official responsibility. 

Section 8-13-100. “Anything of value” is defined as (i) a pecuniary item, including   money, a bank 
bill, or a bank note; (ii) a promissory note, bill of exchange, an order, a draft, warrant, check, or bond 
given for the payment of money; (iii) a contract, agreement, promise, or other obligation for an 
advance, a conveyance, forgiveness of indebtedness, deposit, distribution, loan, payment, gift, 
pledge, or transfer of money; (iv) a stock, bond, note, or other investment interest in an entity; (v) 
a receipt given for the payment of money or other property; (vi) a chose-in- action; (vii) a gift, 
tangible good, chattel, or an interest in a gift, tangible good, or chattel; (viii) a loan or forgiveness 
of indebtedness; (ix) a work of art, an antique, or a collectible; (x) an automobile or other means 
of personal transportation; (xi) real property or an interest in real property, including title to realty, 
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a fee simple or partial interest in realty including present, future, contingent, or vested interests in 
realty, a leasehold interest, or other beneficial interest in realty; (xii) an honorarium or compensation 
for services; (xiii) a promise or offer of employment; (xiv) any other item that is of pecuniary or 
compensatory worth to a person. 

“Anything of value” does not mean: 

• Printed informational or promotional material, not to exceed $10 in monetary value 

• Items of nominal value, not to exceed $10, containing or displaying promotional material 

• A personalized plaque or trophy with a value that does not exceed $150 

• Educational material of nominal value directly related to the School employee's official 
responsibilities 

• An honorary degree bestowed upon a School employee by a public or private university 
or college 

• Promotional or marketing items offered to the general public on the same terms as the 
School employee 

Section 8-13-715. A School employee or Board member acting in an official capacity may not 
receive anything of value for speaking before a public or private group. However, School 
employees are not prohibited from accepting a meal provided in conjunction with a speaking 
engagement where all participants are entitled to the same meal and the meal is incidental to the 
speaking engagement. 

Section 8-13-700. A School employee or Board member may not knowingly use his/her official 
office, membership, or employment to obtain an economic interest of him/herself, a member of 
his/her immediate family or an individual or business associate. If the employee is required to 
make a decision or take an action which benefits the aforementioned, he/she must prepare a 
written statement describing the matter and the nature of the potential conflict of interest and submit 
it to his/her superior, who will assign the matter to another employee. 

Section 8-13-725. A School employee or Board member may not use or disclose confidential 
information gained in the course of or by reason of his/her official responsibilities in a way that 
would affect an economic interest held by him/her, a member of his/her immediate family, an 
individual with whom he/she is associated, or a business with which he/she is associated. 

Section 8-13-720. A School employee or Board member may not solicit or receive money in 
addition to that received in his/her official capacity for advice or assistance given in the course of 
his/her employment as a School employee or Board member. 

Section 8-13-765. A School employee or Board member may not use governmental personnel, 
equipment or materials in an election campaign. 

Section 8-13-730. A School employee or Board member may not serve as a member or employee 
of a government regulatory commission that regulates any business with which the employee is 
associated. 

Section 8-13-740. A School employee or Board member may not represent another person before 
a governmental entity. 

Section 8-13-710. Any Chief Administrative Official, Deputy or Assistant of a Division, Chief 
Financial Official, or Chief Purchasing Official who receives, accepts, or takes, directly or indirectly, 
from a person, anything of value worth twenty-five dollars or more in a day and anything of value 
worth two hundred dollars or more in the aggregate in a calendar year must report the item of value 
on his/her statement of economic interests.  
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Payroll Policy and Procedures 
Board Approved March 19, 2019 

POLICY 
To establish the basic structure for payment of salaries for SCVCS employees under the direction 
of the Board of Directors. Payroll must be approved by the Executive Director.  

PROCEDURES 
Pay Cycle  

Employees are paid on a 12-month, semi-monthly schedule. The first pay date for 200 day 
employees (teachers) is August 30 and the last is August 15. All other employees have a pay cycle 
of July 1 to June 30 with the first paycheck on July 15. Details regarding pay are included in 
employee’s at-will agreements.  

Payday  
Pay is on the 15th and 30th of each month. Should the date fall on a weekend or a holiday, the 
pay date is the preceding business day.  

Non-exempt Employees  
Time for non-exempt employees shall be properly submitted by the employee, approved by the 
supervisor, and reported to the Business Office or designated representative. The employee shall 
obtain prior written approval from his or her supervisor before working any overtime hours. The 
Executive Director or designee must verify all individual timesheets and provide authorization for 
the Business Office to process payroll.  

Change in Payrate  
All employee payroll amounts are calculated based upon approved rates included in the 
employee’s at-will employment agreement. Any changes to the pay rates must be approved by 
the Executive Director.  

Payroll Taxes  
All payroll taxes and benefits shall be properly calculated, and any deposits shall be made in a 
timely manner. Further, all payroll tax reports are prepared in a timely manner.  

Method of Pay  
SCVCS provides direct deposit for all employees. 
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Employee Leave and Absences 
SCVCS employees are classified as 195, 215, or 240-day employees during the fiscal year of July 
1 through June 30.  Paid Time Off (PTO) differs accordingly.  Leave for employees with a hire date 
after July 1 will be prorated based on hire date and position classification. At the beginning of the 
new work year, employees’ expected accrual for Sick, Flex and (if applicable) Vacation leave will 
be added to Paycom to simplify the leave process.  Sick and Vacation leave is accrued monthly 
and may not be taken until earned. Refer to the Sick and Vacation leave section for details. No 
leave is paid out at separation of employment. Leave is not transferred in/out of SCVCS or from/to 
other entities. 

SCVCS provides employees with paid time off within policy guidelines for illnesses, bereavement, 
and other non-vacation related absences. Employees may not take more than five consecutive 
days of time off and no more than five non-workdays per month (excluding June) unless granted 
special approval by the Head of School.  If an employee anticipates extended leave, contact the 
immediate supervisor and the Human Resources Department to determine FMLA eligibility and 
make any necessary arrangements. 

When paid leave is exhausted, the leave will be unpaid.  

Teachers and counselors are required to attend face-to-face meetings, social outings, and 
testing. A written medical excuse or family bereavement are acceptable reasons for an absence. 
All other absences will be leave without pay. 

Leave should be submitted in advance through Paycom. Time off requests are automatically 
routed via email to the supervisor when the employee submits the request. Employees receive a 
notification of the supervisor’s response once it has been reviewed.   If the employee has already 
taken time off due to an emergency, the leave request should be submitted immediately upon 
return to work. 

Bereavement 

The employee may be granted up to five equivalent days off from work with pay in the event of the 
death of a spouse or domestic partner, child, parent, sibling or comparable step relation, a 
grandparent, grandchild, father-in-law, mother-in-law, son-in-law, or daughter-in-law, or anyone 
living in an employee’s household.   

Employees may be granted up to two days off in the event of the death of a relative who is not a 
member of the immediate family as defined above such as an aunt, uncle, niece or nephew.  

When requesting Bereavement leave, the relationship of the deceased must be specified in the 
description and obituary uploaded to Paycom. 

Compensatory Time 

If exempt employees are offered compensatory (comp) time for voluntary after-hours assignments, 
the time must be taken within 30 days as compensatory time does not carry over from one year to 
the next. 

Compensatory time may not be taken during teaching time, staff development days including face-
to-face meetings, social outings, testing periods, or the first ten student attendance days of the 
school year. 

Family And Medical Leave Act Of 1993  
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SCVCS is a covered employer for purposes of the Family Leave and Medical Act (FMLA). Any 
leave of absence must be discussed with the Head of School or designee. 

You are eligible for up to 12-weeks (or up to 26 weeks of military caregiver leave to care for a 
covered service member with a serious injury or illness) unpaid Leave of Absence during any 12-
month period (measured backward from the date an employee uses any FMLA Leave) pursuant 
to the Family and Medical Leave Act (“FMLA”) if you meet the following requirements: 

1. You have worked for SCVCS for twelve (12) months or 52 weeks.  The 12 months or 52 weeks 
need not have been consecutive. Separate periods of employment will be counted, provided 
that the break in service does not exceed seven years. Separate periods of employment will 
be counted if the break in service exceeds seven years due to National Guard or Reserve 
military service obligations or when there is a written agreement, including a collective 
bargaining agreement, stating the employer’s intention to rehire the employee after the service 
break. For eligibility purposes, you will be considered to have been employed for an entire 
week even if you were on the payroll for only part of a week or if you are on leave during the 
week.  

2. In the 12-month period prior to the FMLA Leave request you have worked at least 1,250 hours.  
This does not include time spent on paid or unpaid leave.  

3. You work at a SCVCS site with 50 or more employees within 75 miles of that office or worksite, 
using available transportation by the most direct route; and 

4. You or an immediate family member have a qualifying event under the FMLA. 

Each workweek will be a rolling workweek measured from the date you use any FMLA Leave. 

Spouses employed by the same employer are jointly entitled to a combined total of 12-workweeks 
of FMLA Leave for the birth and care of the newborn child, for placement of a child for adoption or 
foster care, and to care for a parent who has a serious health condition. 

To qualify as FMLA leave under this policy, you must be taking leave for one of the reasons listed 
below:  

1. The birth and care of a newborn child of the employee. 

2. The placement of a child with you for adoption or foster care. 

3. To care for a spouse, child, or parent with a serious health condition (physician statement 
required). 

4. When you are unable to work because of a serious health condition (physician statement 
required). 

5. Qualifying exigency leave for you if a member of your family serves in the National Guard or 
Reserves and is called to active duty or called to active duty in support of a contingency 
operation. 

6. To care for a covered family service member who has been injured or is recovering from an 
injury sustained while on active military duty in the Armed Forces. 

Legal Jury Duty And Lawfully Issued Subpoenas 

If a salaried employee is summoned to jury duty or receives a subpoena to appear in court other 
than for a personal lawsuit, the employee will receive his/her salary during the period of jury duty.  
Employees must notify the Head of School or designee as soon as it is known if jury duty will be 
extended.  An employee is also permitted to retain the allowance received from the court for such 
service. 
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To qualify for this leave, an employee must upload a copy of the summons or subpoena with the 
leave request in Paycom. In addition, proof of service may be required to be submitted to the 
employee’s supervisor when the period of jury or witness duty is completed. 

Military/USERRA  

South Carolina law and/or the Uniformed Services Employment and Reemployment Rights Act 
(“USERRA”) or currently controlling law require certain military leave and re-employment rights for 
employees who leave company service to enter state duty or to join the uniformed services of the 
United States for training or duty on a voluntary or involuntary basis under competent authority.  

Applicable federal and state laws specify the granting of military leave of absence without pay for 
the period of military service. Employees may apply unused accrued vacation time to the military 
leave if they wish but are not obliged to do so. For exempt employees, salary deductions are not 
made for temporary military leave of a partial workweek.  SCVCS may, however, offset any 
amounts received by an exempt employee as military pay for a particular week against salary due 
for that week. Exempt employees are expected to promptly provide SCVCS with weekly 
documentation of pay for temporary military duty.   

Employees are also asked to notify their supervisor and provide a copy of their orders as soon as 
they are aware of the dates they will be on duty so that arrangements can be made for replacement 
during this absence.   

Subject to the terms, conditions, and limitations of the applicable plans for which the employee is 
otherwise eligible, SCVCS maintains the employee’s health insurance coverage by continuing to 
pay the employer’s share of the premium for the initial thirty (30) days of service.  Thereafter, 
provided that the employee elects to continue such coverage, the employee shall be responsible 
for the full cost of such coverage plus an additional 2% administrative fee (102% of premium) for 
up to 24-months. 

Non-Work  

Employees on a 215-day schedule work within the fiscal year of July 1 through June 30. To 
maintain the 215-day limit, these employees will have designated non-work days during this 
period. These days must be tracked as non-work days and recorded in the Paycom system. 

Employees are required to take five days (40 hours) in July (but not during the last full week of 
July) and ten days (80 hours) between June 16 and June 30. The remaining hours should be 
scheduled throughout the fiscal year in accordance with policy, with a minimum of one day (8 
hours) taken per quarter. 

It is the employee’s responsibility to ensure that all required non-work hours are properly 
scheduled and taken. Because these are unpaid non-work days rather than paid time off, they do 
not carry over into the next fiscal year.  

In addition to the above, Non-Work leave may not be used on Wednesdays, when teachers return, 
during the first ten student school days, and from the last day of school for students through June 
15 or during face-to-face meetings, social outings, or testing days.  

Flex 

Full-time (1.0 FTE) employees receive 40 hours (five days) of Flex leave per school year. Flex 
leave for .75 FTE is 30 hours per year and for .5 FTE it is 20 hours. 

Unused Flex hours will carry over into employees’ sick leave accrual, up to the allowable sick leave 
carryover amount of 240 hours.  

Requests for use of Flex leave must follow normal leave procedure and be requested at least 24 
hours in advance. Employees do not have to state the reason for Flex leave.  Immediate 
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supervisors may refuse to authorize use of flex hours if, in the opinion of the supervisor, the 
absence of the employee during the requested time would be detrimental to the mission and 
operation of the school. 

• If teachers miss all scheduled classes they are expected to request a full 8-hour day of Flex 
leave.  

• Flex days may not be used by certified staff including teachers, clinicians, and school 
counselors, during any staff development days including Face-to-Face meetings, social events, 
during testing periods, and the first ten student school days. In addition, school counselors may 
not use Flex leave from the last day of school for students through June 15. 

• Flex leave requests which immediately precede and/or immediately follow time periods 
designated as holidays, staff development, etc. on the school calendar may not be approved if 
sufficient staff is not available to fulfill the required duties of the school. 

Emergency or rare exceptions will be addressed by the Head of School. 

Professional  

Professional Development leave must be submitted through Paycom and approved in advance.  

Professional leave may be granted when asked by SCVCS to attend a meeting, training or 
conference, received prior approval to be a presenter, or other instances such as officer 
representation for a professional organization as it relates to their position.  

External Training 

External training is defined as training outside the purview of SCVCS.  Full-time employees of 
SCVCS are encouraged to pursue additional external training that will enhance their current 
position at the school. However, if the external training is conducted during the normal business 
hours of the day, employees will be expected to exhaust their annual leave to participate in the 
training. Once annual leave is exhausted, employees will be expected to suspend their 
employment with SCVCS for the duration of their training. Therefore, pay and benefits will be 
suspended during the time of separation and may be re-instated upon employee completion in the 
external training program. Re-instatement of employee is not automatic, and the Head of School 
will reserve the right to reinstate the employee. 

The process to request extended Professional Development Leave will require the employee to 
submit a Memorandum of Understanding (MOU) signed by the employee to the Head of School 
for approval. The MOU will include: identification of professional leave dates, number of annual 
leave days, date to suspend benefits and pay and projected date to reinstate employee. 

Sick  

Sick leave may be used for absences caused by illness of the employee, or to attend to the illness 
of a spouse or domestic partner, children, siblings, grandchildren, parents or in-laws or 
grandparents.  

Routine medical appointments should not be scheduled during Face-to-Face meetings, social 
outings, First Fridays or testing. Absences during these events will be leave without pay 
unless a written medical excuse is provided. 

All full-time (1.0 FTE) employees shall accrue sick leave as follows: 

• Full-time 195-day employees, may accrue up to 64 hours (eight days). 

• Full-time 215-day employees, may accrue up to 72 hours (nine days)  

• Full-time 240-day employees, may accrue up to 80 hours (ten days). 
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• Sick leave for .5 FTE and .75 FTE employees or employees hired late in the school year is 
prorated. 

SCVCS expects teachers to fulfill their daily responsibilities; therefore, if teachers miss all 
scheduled classes they are expected to request a full 8 hour day of sick leave. 

Sick leave requests must include a brief explanation in the comments. Sick leave may be entered 
in one-hour increments unless taking time in the middle of the day for a medical appointment when 
two hours of minimum leave is expected to allow for travel and appointment time.   

An employee may not use unearned leave, unless prior approval has been given by the Head of 
School or designee.  Employees may carry over a maximum of 240 sick hours (30 days) from year 
to year.  Unused sick leave is not paid out when an employee leaves SCVCS, nor does SCVCS 
transfer any sick leave in/out.  

Employees who are absent due to illness beyond the number of days accrued will not be paid for 
the number of days which exceed the number accrued unless the employee has received prior 
authorization from the Head of School or designee. 

Employees who are absent from work for a third consecutive workday for their own illness 
or to care for a family member will require a medical statement on the third day. If under a 
doctor’s care due to an illness or medical condition, a medical release statement is required prior 
to returning to work. Should the estimated date of return change, the employee shall submit an 
updated medical statement prior to the return to work.  

Malingering and other abuses of sick leave will not be tolerated. 

Unpaid 

Once paid time off is exhausted, any future time off is unpaid. 

Additionally, employees whose leave requests do not meet paid policy guidelines, may submit a 
request for unpaid time off three days in advance for consideration. Attending in-person events is 
an essential responsibility of a teacher’s role. Accordingly, unpaid leave requests for these events 
is discouraged and will be denied if the teacher is not meeting in-person attendance expectations.  
Unpaid leave is not permitted during testing.  Pay will be adjusted based on the daily pay rate in 
the corresponding payroll period.   

Non-exempt employees must request unpaid leave in full day or 8-hour increments once all paid 
leave has been exhausted or when the leave does not meet paid policy guidelines.  

Abuse of unpaid leave will not be tolerated.  

Vacation 

Full-time (1.0 FTE) employees working 240 days per year may accrue up to 120 vacation hours 
(15 days) over the fiscal year.  The expected annual vacation balance is loaded in Paycom at the 
beginning of the fiscal year; however, vacation leave is earned at a rate of 10 hours (1.25 days) 
per month. Unearned vacation leave may not be used without prior approval by the Head of School 
or designee. 

Up to 40 hours (five days) of vacation leave may be carried over to the following year. Employees 
working less than 240 days do not receive any vacation.  Vacation hours are prorated for dates of 
hire after July 1. 
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Grievance & Termination Policy 
Board approved amended policy September 16, 2026 

Definition of Grievance: 
For purposes of this policy, a “grievance” is a disagreement involving the work situation in which 
an individual or group of individuals believes an injustice has occurred due to one of the following 
reasons: 

• Lack of policy 

• Alleged Unfair policy 

• Alleged Deviation from policy 

• Alleged Misapplication/misinterpretation of a policy or contract 

• Concerns pertaining to employment arrangement 

• Alleged violation of law(s) or regulation(s) 

• Alleged violation of charter compliance 

• Alleged discrimination or harassment 

Ten Steps to SCVCS Grievance Resolution Procedure: 
Step 1:  The aggrieved employee(s) must describe their grievance and request relief in writing 

signed by each of the aggrieved and submit it to the Head of School who shall give the 
aggrieved employee(s) a signed acknowledgment of receipt.  

Step 2: The Head of School will meet with the aggrieved employee(s) within (14) business days 
or a period otherwise agreed to attempt to resolve the matter. A summary of the 
discussion and the proposed resolution shall be given to the employee(s) by the Head 
of School within a period not to exceed ten (10) business days after the meeting.  The 
employee(s) shall sign an acknowledgment of receipt of the proposed resolution. 

Step 3:  If not satisfied with the proposed resolution, the aggrieved employee(s) may file a 
written appeal with the Board of Directors. Such appeal must be filed within (10) 
business days of receipt of the proposed resolution.  

Step 4:  The appeal must consist only of the following: 1) a copy of the grievance and requested 
relief, 2) a copy of the meeting summary and the proposed resolution, and 3) a written 
statement prepared and signed by the aggrieved employee(s) stating specifically and 
separately their reason(s) why the proposed resolution should be rejected and the 
way(s) they believe it should be amended.  

Step 5:  The appeal will be delivered to the Board’s legal counsel. 
Step 6:  The Board Chair shall select three members of the Board to examine the appeal.  This 

panel, in its sole discretion, may order any additional investigation it deems necessary.  
Step 7:  Within (60) business days of its receipt of the appeal and after its investigation, the 

panel will submit its findings and conclusions to the Board’s legal counsel who shall 
present the panel’s findings of fact and conclusions to the full Board at the next 
scheduled meeting of the Board. At this meeting, the Board will dispose of the request 
to appeal as it sees fit.  

Step 8:  A copy of the Board’s written decision disposing of the request to appeal will be 
provided to the aggrieved employee(s) and Head of School within (7) business days of 
the Board’s decision. 
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Step 9:  If the Board decides to hold a hearing regarding the appeal, the aggrieved employee(s) 
and the Head of School will be given not less than (14) business days written notice of 
the time, date, and place of the hearing. An aggrieved employee has the right to be 
represented by legal counsel at the employee’s own expense. 

Step 10: The Board will earnestly endeavor to render its written decision within (30) business 
days of hearing an appeal.  All appropriate persons will be provided a copy of the 
decision. 

Miscellaneous Provisions:  
A) Non-retired certified teachers and school counselors are under contract. The Teacher 

Employment and Dismissal Act (Article 5, Chapter 25, Title 59 of the South Carolina 
Code) does not apply to the employment and dismissal of teachers at SCVCS. All 
other employees are “At Will” under South Carolina law.  Hence, the Board does not 
consider non-renewal decisions to be grievances under this procedure.  

B) The grievance procedures set forth above will be used to process any complaints based on 
alleged violations of Title VI of the Civil Rights Act of 1964, Title IX of the Education 
Amendment Act of 1972, Section 504 of the Rehabilitation Act of 1973, and Title I and II of 
the Americans with Disabilities Act of 1990. 

C) The panel of Board members charged with investigating and deciding grievances are 
entitled to extend the timelines herein for investigating and issuing decisions if necessary 
to conduct a thorough and complete investigation into a grievance or appeal. 

D) There will be no extensions of prescribed times contained in this procedure given to an 
aggrieved employee without a compelling showing of a good cause.  If an aggrieved 
employee fails to meet any of the prescribed times in this procedure without a showing of 
good cause, the employee’s grievance may be deemed waived. 

E) No person associated with a grievance shall be the object of administrative reprisal, 
sanction or penalty of any kind for either activation of or participation in the grievance 
procedure.  

F) Nothing herein limits the right of an employee to discuss with an appropriate administrator 
(usually but not always the employee’s immediate supervisor) and resolve straight away 
any work-related concern of insufficient weight to fit within the boundaries of “grievance” as 
defined above.  A discussion of such concerns should occur within 72 hours of the incident 
giving rise to the concern. 
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Standards of Conduct 
SCVCS employees are to set an example for students in their own conduct and behavior and 
subsequently contribute to an appropriate school atmosphere. 

To that end, in dress, conduct and interpersonal relationships, staff are being continuously 
observed by students and their actions and demeanor will be reflected in the conduct of the 
students. 

The personal life of an employee, including the employee’s personal use of non-school issued 
electronic equipment outside of working hours (such as through social networking sites and 
personal portrayal on the Internet), will be the concern of and warrant the attention of the board if 
it impairs the employee’s ability to effectively perform his/her job responsibilities or if it violates 
local, state or federal law or contractual agreements. Unprofessional conduct may subject the 
employee to disciplinary actions consistent with state law, federal law, and/or Board policy. 

No employee shall engage in immoral or criminal conduct or commit or attempt to induce students 
or others to commit an act of immoral conduct or criminal conduct. If it appears an employee may 
have violated the law, the school will cooperate with law enforcement agencies. 

Employees will maintain a professional relationship with students, both inside and outside of 
school. No employee may engage in inappropriate conduct (sexual or otherwise) with a student at 
any time. This includes any action of conduct communicated or performed in person, in writing, or 
electronically through such means as a telephone, cell phone, computer, or other 
telecommunication device, including text messaging, instant messaging, and social networking. 

No employee may fraternize with students for any reason before, during, or after hours.  

Employees of SCVCS, while on duty or in the presence of students, shall not use profanity, 
consume tobacco, alcohol, or illegal substances in any form, OR be involved in drug abuse or drug 
trafficking. SCVCS employees who violate this policy shall be placed on administrative leave 
pending any necessary investigation, and will be at risk for termination of employment. This is 
school policy and is consistent with state law.  

Disciplinary 

Employees who exhibit unprofessional behavior, create an unharmonious or hostile work 
environment will receive a verbal warning and may be placed on administrative leave, or 
terminated at SCVCS’ sole discretion.  

Employees placed on unpaid administrative leave are responsible for paying any insurance 
premiums if eligible for the continuation of benefits.  

Arrest of an Employee 

Employees must report an arrest within 72 hours to the Head of School. The board delegates 
specific authority to the Head of School to take appropriate employment action regarding an 
employee who has been arrested, consistent with state law. 
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EEO/Discrimination/Harassment 
Equal Employment Opportunity 

SCVCS is an equal opportunity employer. State and federal laws prohibit discrimination in 
employment in recruiting, hiring, training, promoting, firing, compensation and terms, conditions or 
privileges of employment on the basis of race, color, religion, sex (with or without sexual conduct), 
gender, gender identity, sexual orientation, age, national origin, disability, veteran status, protected 
activity (opposition to prohibited discrimination or participation in a statutory complaint process) or 
the employee’s relationship with another in any of these legally protected categories. This law 
extends to all compensation, benefits, terms, conditions, and privileges of employment. 

Under law, harassment, retaliation, coercion, interference, or intimidation of any employee due to 
his or her legally protected status, race, color, religion, sex (with or without sexual conduct), gender, 
gender identity, sexual orientation, age, national origin, disability, protected activity (opposition to 
prohibited discrimination or participation in a statutory complaint process) or the employee’s 
relationship with another on these bases cannot be tolerated. 

It is your responsibility and duty to immediately report to the Head of School any discrimination or 
harassment experienced or observed, without fear of retaliation.  

Harassment and Discrimination, Including Sexual Harassment  
(Employees and Students) 

SCVCS absolutely prohibits and will not tolerate any illegal discrimination or harassment in its 
workplace, either towards other employees or students.  Accordingly, all employees are expected 
to maintain a productive work environment free from harassing, discriminatory or disruptive activity.  
No form of harassment or discrimination will be tolerated, including, but not limited to, harassment 
or discrimination for the following reasons: race, color, religion, sex, national origin, age, disability, 
pregnancy, or military status. 

Definitions of Discrimination and Harassment 
“Discrimination” is defined as unfavorable treatment based on race, color, sex, religion, national 
origin, disability and/or age. 

“Harassment” is defined as unwelcome verbal or physical conduct that denigrates or shows hostility 
or aversion toward an individual because of his or her race, color, religion, sex, national origin, age, 
disability, pregnancy, or military status and that: 

1. Has the purpose or effect of creating an intimidating, hostile, or offensive working 
environment. 

2. Has the purpose or effect of unreasonably interfering with an individual’s work performance. 

3. Otherwise adversely affects an individual’s employment opportunities. 

Examples of harassing and/or discriminatory conduct include, but are not limited to the following: 

1. Epithets, slurs, negative stereotyping, or threatening, intimidating, or hostile acts that relate 
to race, color, age, religion, national origin, sex, or disability. 

2. Written or graphic material that denigrates or shows hostility or aversion toward an 
individual or group because of race, color, age, religion, national origin, sex, or disability 
and that is placed on walls, bulletin boards, or elsewhere on our premises or is circulated 
in the workplace.  This is mainly an example of discrimination.  

3. Unwelcome requests for sexual favors or sexual advances; 
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4. Verbal harassment, such as sexual innuendoes, suggestive comments, jokes of a sexual 
nature, sexual propositions, or threats. 

With respect to sexual harassment, legally prohibited harassment may also include, but is not 
limited to, unwelcome sexual advances or request for sexual favors, and all other verbal and 
physical conduct of a sexual or otherwise offensive nature, especially where: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of 
employment; 

2. Submission to or rejection of conduct is used as the basis for decisions affecting a person’s 
employment; or 

3. Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive 
working environment. 

Retaliation against any employee for bringing a complaint based on reasonable belief or 
participating in an investigation in good faith is strictly prohibited by law. 

Reasonable Accommodation 
Under the Americans with Disabilities Act (“ADA”), qualified individuals with disabilities are invited to 
make requests for reasonable accommodation in writing to the Human Resources (HR) Department. 
Upon receipt of an accommodation request, the HR Department may meet with the requesting 
employee to discuss and identify the limitations of the employee’s ability to perform the essential 
functions of his/her job and potential accommodation that SCVCS might make to help overcome 
those limitations without undue hardship to SCVCS or a direct threat to health or safety.  SCVCS 
may also request one or more doctor’s input, or the input of other professionals, with any medical 
records necessary to make decisions regarding the qualification of a condition as a disability under 
the ADA, specific job restrictions, the ability to continue or return to work with or without reasonable 
accommodation, and any other issues or recommendations that relate to the request for 
accommodation.  However, SCVCS has the ultimate discretion as to whether a request for 
accommodation is reasonable. 

Religious Accommodation 
SCVCS complies with Title VII of the Civil Rights Act of 1964 and other applicable laws concerning 
accommodations for sincerely held religious beliefs. Employees are invited to make requests for 
reasonable accommodations in writing to the Head of School. 

  



Page 35 

 

 

 

Guidelines for Enrollment 
SCVCS is a public charter school of choice. The following guidelines ensure that both learning 
coaches and students are fully prepared to participate in a virtual learning environment. 

1. A computer and Internet are required for students to attend our school. 

2. The deadline to apply for K-8 grades is August 18, 2026. The deadline to apply for grades 
9-12 is August 11, 2026. 

3. Enrollment for students transferring from another school during 1st semester opens 
September 7, 2026, and closes October 6, 2026 for high school – K-8 transfers will be 
accepted through November 27, 2026. 

4. Enrollment for new students transferring from another school 2nd semester will reopen 
November 2, 2026 for grades 9-12 and K-8 reopens November 30. The application 
deadline for all grade levels is January 5, 2027. 

5. All students will be required to participate in a mandatory orientation session along with 
the Learning Coach before the student may begin participating in instructional activities. 
The orientation outlines academic expectations, the delivery of curriculum to the students, 
the requirement for students to participate in state testing, and the attendance policy of 
the school, which will reflect the state attendance law. 

6. Parents/students who enroll in SCVCS must sign a parent/student contract during the 
enrollment application agreeing to follow all rules and regulations of the school. (Example 
shown in Appendix C) 

7. Students beyond the kindergarten level who are not currently enrolled in a school or 
homeschool association will not be accepted.  Students must remain enrolled in their 
current school until their start date with SCVCS when they are approved for admission. 

8. Once the student is enrolled with SCVCS, the student should no longer attend any other 
school.  Dual enrollment will lead to automatic withdrawal from SCVCS. 

9. Families who enroll their children in SCVCS must agree to comply with SCVCS policies. 
In the event a family is unable or unwilling to fulfill school requirements, the Academic 
Intervention Process will be initiated, and the student may be considered for withdrawal. 

Guidelines for Transfer Into SCVCS 
All transfer applicants must be currently or actively enrolled in school and actively attending at 
the time of application. Students must be in good academic standing in regard to grades, 
attendance, and behavior to ensure a smooth transition and continued progress in their 
education. Students who are currently expelled or are pending expulsion are not eligible to 
transfer until their expulsion has been served. Transfers will be evaluated on a case-by-case 
basis to ensure that the student would have a comparable schedule. 

For students in grades 9-12, students seeking to transfer after the open enrollment date will only 
be accepted if their current school is on a 4x4 block schedule, not including A-day/B-day block 
schedules. Additionally, for the transfer to be approved, the student must be able to receive a 
comparable, full-time schedule at SCVCS. Students who are at risk of losing Carnegie credits for 
the current semester, who may not be promoted at the end of the school year, or who cannot 
graduate after their 4th year of high school will not be accepted for transfer. 
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Re-enrollment Policy for Withdrawn Students 
Students who are withdrawn by the parent/guardian from SCVCS may request to be re-enrolled 
through the appropriate SCVCS administrator provided that space is available, and the 
application is completed during open or transfer enrollment periods. Students must have 
complied with all school policies and procedures while they attended SCVCS to be considered 
for re-enrollment.  

A student who is withdrawn from SCVCS during a school year may not return during that same 
year unless approved by the appropriate administrator. Students who enroll in a virtual public 
school may be ineligible to transfer to another virtual charter school within the same year. 
SCVCS is under no obligation to re-enroll a student who has previously been withdrawn. 

Denial of Enrollment 
SCVCS may deny enrollment and attendance to any student who has been expelled from 
another public school district (LEA) within the state of South Carolina or any other state. A 
student must be in good standing (attendance/discipline/grades) with his/her previous school in 
order to be considered for enrollment with SCVCS. 

Students who are significantly behind in the required credits for graduation and cannot 
reasonably complete their graduation requirements within the standard four years of high school 
may be denied enrollment for subsequent school years. This policy ensures that students are on 
track to graduate within the expected timeframe and encourages academic planning that 
supports timely graduation. Students in this situation will be assessed individually, and 
alternative educational options may be discussed to help them meet graduation goals. 

Placement of Non-Accredited Private School or Home School Secondary Students 
When enrolling students from private schools that are not accredited by the Southern 
Association of Colleges and Schools (SACS) or home schools not affiliated with Option 2 or 
Option 3 S.C. 59-65-40, school administrators will adhere to the following guidelines for high 
school courses:  

• Students should provide all course documentation and test scores from the private school or 
home-school and comparison with similar courses offered in the District’s school(s). If a 
preponderance of the documentation reflects similarities with courses offered in district 
schools (title, course description, syllabi, assignments, assessments, etc.), the principal may 
award probationary credit for the course(s). The student will be tentatively assigned to the 
next level class for a probationary period. During this probationary period, the student will 
have to meet any requirements (subject standards, satisfactory completion of designated 
assignments, etc.) determined by the principal or his/her designee before a decision is made 
granting class placement and/or Carnegie credit.  

• Clear and definitive attendance records must be examined to ensure Defined Minimum 
Program Requirements are met. Home-school or private school students must have attended 
a minimum of 84 days per semester.  

• Mid-semester or mid-year enrollment by students from private school or home-school 
requires that their course work align with current available courses at the public school in 
order to receive Carnegie unit credit. Educational records should include, but not be limited 
to: (a) a plan book, diary, or other record indicating which subjects are taught, as well as 
activities and projects in which the student and the parent-teacher engage; (b) a portfolio of 
samples of the student’s academic work in each subject; (c) a semiannual progress report 
including attendance records and individualized documentation of the student’s academic 
progress in each of the subject areas in which Carnegie unit credit is requested.  
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• The high school student is assigned a class rank and given grades for the credited courses 
and a grade point average based on testing and review of student’s home-school work. 
Students will not receive honors or advanced placement weighting regarding the calculation 
of grade point averages or class rank.  

• All course and testing requirements for graduation must be completed, such as physical 
education, computer literacy, and health.  

• For elective credit, course syllabi from the private school or home-school should be 
compared with like courses offered by the district to determine if credit is awarded.  

• Science courses with required labs may not be credited to the student unless there is 
substantial documentation of the same lab work done in the private school or home-school.  

• For homeschooling credit to be converted to high school credit for graduation all provisions of 
the alternative homeschooling requirements (Section 59-65-47) must be met. Only those 
students who have fulfilled all requirements to receive a state high school diploma, a South 
Carolina high school certificate of attendance or a special education certificate will be allowed 
to participate in the commencement exercises.  

• The decision to issue credit for home-schooling work will be the responsibility of the school 
principal. His/her determination will be final. 
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Student Attendance 
 

Student Attendance and  
Instructional Time 

Compulsory Attendance 
South Carolina law requires every child between the 
ages of 5 and 17 to regularly attend: 

• a public or private school or  

• kindergarten or  

• be approved by their school district or the 
South Carolina Independent Schools 
Association for home instruction 

A parent/legal guardian whose child or ward is not 6 
years old on or before September 1st of the school 
year may waive kindergarten attendance for his/her 
child. There are several, limited exceptions to this 
compulsory attendance requirement. For exceptions, 
see S.C. Code Ann. §59-65-30.  

Once the student is enrolled with SCVCS, the student 
should no longer attend any other school.  Dual 
enrollment will lead to automatic withdrawal from 
SCVCS. Parents/legal guardians are primarily 
responsible for ensuring that their children attend 
school regularly. The law provides statutory penalties 
for parent(s)/legal guardian(s) who neglect this 
responsibility. 

Public charter schools in South Carolina are required 
to have at least one hundred eighty (180) days of 
school each school year.  S.C. Regs. 43-
601(II)(D)(5).  In addition, public charter schools are 
required to provide six hours of instruction per day, 
grades K-12.  S.C. Regs. 43-234(VI)(C)(1).  Students 
must average a minimum of thirty (30) hours per 
week of attendance.  SCVCS teachers, school 
counselors, and administration will monitor student 
attendance and progress, which will be a determining 
factor in student advancement to the next curricular 
level and continued enrollment in SCVCS. 
Attendance will be taken beginning the first day of 
school. 

Two types of absences exist in South Carolina public 
schools: lawful and unlawful.  (S.C. Regs. 43-274(I)).  
In SCVCS, an absence is counted for any school day 
during the week that a student does not log an 
average of six (6) hours of attendance per school 
day.  Attendance will be monitored and recorded per 
subject using a combination of daily login to 
Schoology and daily attendance in live class 
sessions.  Each day that the student fails to login 
using Schoology and attend live classes will be 
recorded as an absence.  Absences must be 
documented for lawful (i.e., excused) absences 
based on parent-provided written documentation 
(doctor note; parent note, etc.).   

• Learning Coach or Parents are required to submit 
written documentation for absences as soon as 

they return to school. 

• All requests for a lawful absence must be 
submitted within five (5) school days from the day 
of absence to be considered. 

• Parents’ notes will be accepted but limited to five 
(5) occurrences per semester. Thereafter, 
doctors’ notes will be required. 

• Absences with no documentation will be 
considered unlawful. 

• Students who exceed attendance limits (3 
consecutive unlawful or a total of 5 unlawful 
absences) will be truant. Parents/Guardians will 
be contacted to develop a written intervention 
plan. Failure to adhere to the plan could result in 
a referral to Truancy Court. 

Lawful and Unlawful Absences 
Lawful absences include but are not limited to 
absences due to: 

• a student’s own illness and whose 
attendance in school would endanger his or 
her health or the health of others (3 or more 
consecutive days require a doctor’s note) and 
must be submitted within 10 days upon 
returning to school 

• an illness or death in the student’s immediate 
family (parent, grandparent, or sibling) 

• a recognized religious holiday of the student’s 
faith (please provide 2 weeks advance 
notification) 

• activities that are approved in advance by the 
principal 

Unlawful absences include but are not limited to 
absences of a student: 

• without the knowledge of his or her 
parent(s)/guardian(s) 

• without acceptable cause with the knowledge 
of his or her parent(s)/guardian(s).  

Suspension does not constitute an unlawful absence 
for truancy purposes. 
 

Learning coaches must notify the teacher (in grades 
K-5) or the school counselor (for students in grades 
6-12), in writing two weeks in advance of any 
absence lasting more than one day. If approved, the 
student will then be given allotted time to make up the 
missed days and work before an absence is given.  

Students and Learning Coaches are responsible 
for contacting each teacher to determine a plan to 
make up missed work when an absence is 
approved. Missed days that are not approved in 

advance will be counted as absences.  Please notify 
the appropriate staff member as listed above in 
writing via email. This does not apply to medical or 
emergency situations. However, Learning Coaches 
should make the teacher (in grades K-5) or the school 
counselor (in grades 6-12) aware of these types of 
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absences as soon as possible. Students not in 
attendance for ten consecutive days, without the 
learning coach (LC) contacting the appropriate 
staff member, will be automatically withdrawn.  
 

State attendance statutes and regulations require 
SCVCS to keep an accurate record of daily 
attendance and progress for all enrolled students.  A 
SCVCS student will be considered non-attending if 
he/she accumulates ten consecutive school days of 
unlawful absences.  On the eleventh consecutive 
school day of unlawful absences, the student will be 
withdrawn from SCVCS for non-attendance and 
his/her home district will be notified. 

Truancy 
In accordance with South Carolina Board of 
Education Regulation 43-274 and SC Code ANN 55-
40-60(F)(20)(b)-(c), the South Carolina Virtual 
Charter School (SCVCS) applies a three-tiered 
approach to defining the varying levels of truant 
behavior. Depending on the attendance 
circumstances, a child can be deemed truant, a 
habitual truant, or a chronic truant.  

• Truant: a child (6 to 17 years old), who has 
accumulated three consecutive unlawful 
absences or a total of five unlawful absences. 

• Habitual Truant: a child (12 to 17 years old), 
who fails to comply with the intervention plan 
developed by the school, child, and 
parent(s)/legal guardian(s) and has accumulated 
two or more additional unlawful absences. The 
written intervention plan and documentation of 
non-compliance must be attached to the truancy 
petition asking for court intervention.  

• Chronic Truant: a child (12 to 17 years old), 
who has been through the school intervention 
process, has reached the level of habitual truant 
and has been referred to family court and placed 
under an order to attend school, and continues 
to accumulate unlawful absences. A chronic 
truant may be referred to the Family Court for 
contempt of court (violation of a previous court 
order) if referrals and community alternatives fail 
to remedy the attendance issue. All intervention 
plans in existence for the child and 
parent(s)/guardian(s) must accompany the 
Contempt of Court petition along with a written 
recommendation from the child’s school as what 
action the court should take.  

Truancy Intervention 
State attendance regulations require school 
personnel to conduct a Student Attendance 
Intervention Conference for every student who 
accumulates 3 consecutive unexcused absences or a 
total of 5 unexcused absences. At the conference, the 
parent or guardian and school personnel will address 
ways to correct and/or improve the issues.  

a) School personnel will communicate any 
attendance problems or concerns to 
parents/guardians in a timely manner. When a 

student accumulates three (3) unlawful 
absences, the school notifies the parent or 
guardian in writing.  

b) After three (3) consecutive or a total of five (5) 
unlawful absences, SCVCS will contact the 
parent(s)/guardian(s) via telephone, email or 
mail to schedule a meeting with the 
parent(s)/guardian(s) and student to address 
the student’s absences and develop an 
Attendance Intervention Plan (see sample plan 
in Appendix A). If no reply SCVCS will send a 
letter via postal mail.  

c) After five (5) consecutive days of unlawful 
absences or 7 unlawful absences:  

o SCVCS will contact the parent(s)/ guardian(s) 
via telephone phone, email or mail to schedule 
a meeting to revise the Attendance Intervention 
Plan. 

o If the parent cannot be reached or no plan has 
been developed, SCVCS will send a certified 
letter to schedule a meeting to address the 
student’s absences and develop an Attendance 
Intervention Plan. 

d) After ten (10) consecutive days of unlawful 
absences: 

o SCVCS will drop the student from their active 
enrollment as of the 11th day. 

o SCVCS will notify the parent/guardian in writing 
of the student’s withdrawal. 

o SCVCS will notify the student’s district/school 
of residence of withdrawal/truancy from SCVCS 
and ask for an official request for transfer of 
records. 

o The student’s school of residence can make a 
referral for truancy to the Family Court office in 
the child’s county of residence. 

IF A STUDENT IS CONSISTENTLY NOT MEETING 
REQUIRED WEEKLY ATTENDANCE HOURS AND 
PROGRESS, then the student is truant.  The official 
reporting of daily attendance and live class sessions 
participation (live and recorded) will be submitted by 
SCVCS teachers. The student may be withdrawn if 
the learning coach fails to contact the teacher prior to 
the ten days.  Once withdrawn from SCVCS, the 
district in which the student resides will be notified. If 
we do not receive a records request from another 
school within 10 days, DSS will be notified. 

Voluntary Withdrawal 
Occasionally, a parent and student may determine 
that SCVCS is not the better alternative for the 
education of the student. This decision should be 
discussed with the student’s school counselor or 
teacher.  If the decision is made that the student 
should withdraw, please complete the online 
withdrawal form.  Please be sure to provide the name 
of the new school on the withdrawal form. 

 

Excerpt from SCVCS Student Handbook

https://docs.google.com/forms/d/16G_EoCUVj31pfG2-1JMcdoijBJuZ3i72o0xFSWT_CDE/edit?ts=679a464c
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Procurement Policy 
Board Approved March 19, 2019 

 

To ensure that SCVCS obtains maximum value for each dollar expended and that all equipment, 

materials, and services are procured in a systematic manner. 

 

Conflict of Interest 
All matters in which a possible conflict of interest may exist for an SCVCS board member or 

employee shall be handled in accordance with the South Carolina State Ethics Commission Rules 

of Conduct, which are set forth by statute at S.C. Code Ann.§ 8-13-700 et seq. 

 

Purchases  
Purchases not exceeding ten thousand dollars ($10,000.00) may be accomplished without a 

competitive quotation if the prices are considered to be reasonable.  SCVCS shall annotate the 

purchase as follows: "Price is fair and reasonable" and sign such purchase invoice. The purchase 

must be approved by the Executive Director or their designee. 

 

Purchases exceeding ten thousand dollars ($10,000.01) may be accomplished if written quotes 

from a minimum of three qualified sources of supply are made and it is documented that the 

procurement is to the advantage of SCVCS, price and other factors considered, including 

administrative costs of the purchase. Such documentation shall be attached to the purchase 

requisition. When prices are solicited by telephone the vendors shall be requested to furnish written 

evidence of such quotation. The purchase must be approved by the Executive Director. 

 

Recommendations for engaging a consultant(s) or purchasing of services or products exceeding 

the total annual cost of $20,000.00 MUST be brought to the Board for approval. The Board will 

make the final decision. 

Updated June, 2021 

Federal Fund Procurement 
SCVCS will follow the procurement process outlined above unless the specific federal funding 

source has a more restrictive procurement policy involving expenditures. SCVCS will also comply 

with all federal laws and regulations that are mandatory and that are not otherwise contained 

herein. 

 

Exceptions to the Procurement Policy  
The SCVCS may exempt specific supplies or services from this policy. The following supplies and 

services are exempted from this policy: 

 

a. Books, periodicals, newspapers, technical pamphlets, standardized test, and other testing 

materials, copyrighted educational materials., filmstrips, slides, and transparencies, 

b. Public utilities, such as electricity, water, or sewer, 
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c. Travel,  

d. Workshops, seminars, and conferences, 

e. Professional journals, 

f. Taxes, social security, annuities, and credit unions, 

g. Life insurance or supplemental insurance,  

h. Refunds on health insurance,  

i. Court reporters, 

j. Professional dues, registration, and membership fees 

k. Diplomas, 

l. US postage stamps and post office boxes,  

m. Graphic design, 

n. Expert witness services, 

o. Services and/or supplies provided by the Division of General Services to public 

procurement units, 

p. Professional training, 

q. Related services for special education,  

r. Temporary facilities rentals, 

 

Sole Source Procurement  
This method of procurement is the least competitive and therefore, should have limited use. In 

those instances, however, where SCVCS needs can only be met by one method, means or item, 

sole source is an appropriate and necessary method of procurement. Such determination as to 

whether the procurement shall be made as a sole source shall be made by SCVCS.  Such 

determination and the basis thereof shall be in writing and shall include an explanation as to why 

no other source will be suitable or acceptable to meet the need.  

A contract may be awarded for a supply, service, or construction item without competition when 

SCVCS determines, in writing, that there is only one source for the required supply, service, or 

construction item.  

 

Emergency Procurement  
Notwithstanding from any other provision of this policy, SCVCS may make or authorize others to 

make emergency procurements when there is a threat to public health, welfare or safety under 

emergency conditions or where normal daily operations are affected; provided that such 

emergency shall be made with such competition as it is practical under the circumstances. If 

emergency considerations exist after an unsuccessful attempt to use competitive bidding, an 

emergency procurement may also be made. A written determination shall be made stating the 

basis for an emergency procurement and for the selection of the particular vendor. Such 

procurements shall be limited to that of supplies, services, and construction items necessary to 

meet the emergency. Such procurement shall be presented to the board at its next Board 

meeting. 

 

Competitive Sealed Proposal 

The ultimate purpose of this method of procurement is to provide flexibility to SCVCS while 
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taking into consideration various options and the costs of each. Proposals shall be solicited through 

a request for proposals. While price is an important factor, it is considered less significant than 

fully meeting SCVCS needs. 

 

Request for Proposal 
The request for proposal shall be the document used to initiate a competitive sealed proposal 

procurement and shall include the following: 

• Instructions and information to vendors concerning the proposal submission requirements, 

including the time and date set for receipt of the proposal, the individual to whom the 

proposal is to be submitted, the address of the office to which proposal is to be delivered, 

and any other special information 

• The purchase description, specifications, delivery and performance schedule, and such 

inspection and acceptance requirements as are not included in the purchase descriptions 

• All contract terms and conditions, inc lud ing  warranty and bonding or other security 

requirements as applicable 

• Instructions to vendors to visibly mark as confidential each part of their proposal which 

they consider to be proprietary information 

• A statement of a vendor’s right to protest 

 

Public Notice 
Public notice of the invitation for proposal shall be given. Such notice may include publication on 

SCVCS's website or on scbo.sc.gov or other applicable list serves. Proposal time will be set to 

provide the vendors a reasonable time to prepare their proposals. A minimum of seven (7) days 

shall be provided by SCVCS. 

 

Bid Opening 
Contents o f  competing p r o p o s a l s  s h a l l  no t  be disclosed d u r i n g  the process o f  

opening or negotiation.  Proprietary or confidential information marked as such in each 

proposal shall not be disclosed without written consent of the offeror. 

 

Request for Qualifications 
Prior to soliciting proposals, and after giving adequate public notice, SCVCS may issue a request 

for qualifications, experience, and ability to perform the requirements of the contract from 

prospective offerors. At a minimum, the request shall contain a description of the goods or services 

to be solicited by the invitation for proposal and the general scope of the work. The request shall 

also contain the deadline for submission of information and how prospective offerors may apply 

for consideration. 

 

Negotiations with the responsible offerors and revisions to proposals 

As provided in  the request for proposals, negotiat ions m a y  be conducted with any offeror 

submitting a proposal appearing to be eligible for contract award pursuant to the selection criteria 

set forth in the request for proposals. All apparently eligible offerors shall be afforded the 
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opportunity to submit best and final proposals if negotiations with any other offeror result in a 

material alteration to the request for proposals and such an alteration has a cost consequence that 

may alter the order of offerors' price quotations contained in their initial proposals. In conducting 

negotiations, there shall be no disclosure of information derived from proposals submitted by any 

competing offerors. 

 

Evaluation 
The request for proposals shall state the evaluation factors in relative order of importance. Price 

may not be an initial evaluation factor. Each responsive and responsible offeror's proposal shall be 

evaluated. The proposal shall then be ranked in accordance with the results of such evaluation. 

 

Award 
The award shall be made to the responsible offeror whose proposal is determined to be most 

advantageous to SCVCS, taking into consideration the evaluation factors set forth in the request 

for proposals. No other factors or criteria shall be used in the evaluation. The contract file shall 

contain the basis on which the award is made. 
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Accounts Payable Policy 
Board Approved March 19, 2019 

 

Only valid accounts payable transactions based on documented vendor invoices, receiving 

reports, or other approved documentation are recorded as accounts payable.  

 

Vendors and suppliers are paid as their payment terms require, taking advantage of any discounts 

offered. If cash flow problems exist, payments are made on a greatest dependency/greatest need 

basis. 

 

Contracted Services 
IRS Form W-9 should be completed by individuals or organizations performing contracted 

services. Transactions for these services must be flagged in the accounting system as a 1099 

invoice. This process will ensure that a 1099 is produced for these vendors. 

 

Expense Reimbursement 
The majority of expenditures should be handled through the Business Office, approved by the 

Executive Director. In the event the normal process of obtaining goods or services is not feasible, 

SCVCS staff can seek reimbursement for the goods or services they purchased with personal 

payment method. All purchases must be approved by the Executive Director, or his/her designee, 

prior to the purchase and should not exceed $1000.00 in cost.  

 

When goods or services are being purchased by an individual, the normal expense 

reimbursement process through the online expense module must be followed. A proof of purchase 

must be uploaded with the expense reimbursement request. 

 

Employees are asked to submit expenses as soon as they occur or within sixty (60) days from the 

day of the purchase. 

 

Approved expenses with proper documentaries submitted by the processing deadline are 

reimbursed with the last payroll of each month. 

 

Travel Reimbursement 
All SCVCS staff must follow the guidelines outlined in SCVCS’s Travel and Meal Policy when 

conducting travel related expenses. To be eligible for reimbursement, all travel for SCVCS staff 

must be properly authorized. To claim expenditures, SCVCS staff must submit expenses in the 

online expense module. Only expenses that are actually incurred may be reimbursed. 

 

 

Invoices  
All invoices must be submitted to the Business Office for processing. Invoices must contain the 

date of purchase, name and address of vendor, quantity and descripting of goods or services 
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rendered, and the amount. Invoices must be reviewed and signed by the Executive Director or 

Assistant Executive Director to confirm that the goods or services outlined on the invoice have 

been received by SCVCS. 

 

Recurring Monthly Invoices 
Any recurring monthly invoices can be processed without signatures. Only the vendors that have 

active contracts or agreements on file with the Business Office can be considered recurring. The 

Business Office must review all recurring monthly invoices to ensure that the invoice matches the 

cost outlined in the contract. 

 

Intacct 
All invoices must be approved through intact and the Business Office prior to payment. Once the 

invoice is approved in Intacct, SCVCS’s financial services provider can proceed with the checks 

being printed. 

 

Manual Checks 
Occasionally, payments can be made to individuals or organizations via a manual check. This 

method is used only when the due date on the invoice cannot be met using normal process. The 

invoice requiring a manual check MUST be signed by the Executive Director or Assistant 

Executive Director and the Business Office. 

 

After the payment, a copy of the invoice and manual check for posting storage and audit trail. 

 

Credit Card 
Credit Card statements will be processed monthly. All SCVCS staff must follow the guidelines 

outlined in SCVCS’s Credit Card Policy. Each cardholder is responsible for submitting all receipts 

associated with the charges on the Credit Card. The Business office will review all credit card 

statements to ensure that all receipts associated with the statement are on file. A Missing 

Receipts Affidavit is required for any lost or missing receipts. 

 

Responsibility of the Business Office and Financial Services Provider 
The Business Office, along with SCVCS’s financial services provider, are responsible for the 

following to ensure that best practices and procedures are met: 

• Maintaining files on all purchase orders for SCVCS 

• Entering all accounts payable information in SCVCS’s accounting software  

• Writing all checks for SCVCS, including special services, and maintaining all information in 

SCVCS’s accounting software 

• Providing expenditure records monthly  

• Maintaining accurate account ledgers 

• Preparing monthly financial statements 

• Maintaining files on accounting data  

• Reconciling accounts payable bank statements monthly 
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Cash Management Policy 
Approved March of 2019 

Policy  
To establish the basic structure for receiving payments for SCVCS. 

 

Procedures 
SCVCS deposits are made in accordance with SCVCS procedures outlined below. 

 

Cash Receipts 
SCVCS receives payments from the Institute via ACH and through an online bank payment system. Payees 

using the bank system must choose from a payment reason list. The bank provides a daily summary of 

credit card payments and the detail is downloaded from t h e , bank accordingly.   Detailed reports are 

generated for the accountant to post the payments and reconcile to the bank statement. 

 

Upon receipt of a check from another source, the payment is deposited online within 48 hours of receiving it 

and the check is retained for record. After making the deposit, a copy of the deposit slip must be 

attached to the Cash Receipt entry. The deposit and detail are forwarded to the accountant for posting. 

 

Responsibility of the Finance Office 
The Finance Office are responsible for the following to ensure that best practice and procedures are 

met: 

 

• Maintains files on all funding for SCVCS and provides to accountant for timely posting 

• Provide copies of all cash receipts to accountant for timely posting 

• The SCVCS accountant records all revenue and maintains all information in the accounting 

software 

• The SCVCS accountant reconciles the bank statements monthly and provides monthly 

reporting packages to the SCVCS Business Office and CEO. 
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Signature and Requisition Authority 
Board Approved March 19, 2019 

 

This policy is intended to ensure that commitments of SCVCS resources are properly 

reviewed and approved by authorized personnel. 

 

General Information 
Authorized signers and requisitioners under this policy are responsible for ensuring that: 

• Where required, review and approval has been obtained; 

• The transaction and its terms are consistent with SCVCS’s program objectives and 

budgetary authorizations, legal requirements, procurement policies, and the terms of 

restricted funds (if applicable); and 

• There is no real or perceived conflict of interest on the part of any individual or 

organization involved in the transaction or, where a real or perceived conflict of 

interest does exist, the issue has been resolved prior to entering into the 

transaction, as required by SCVCS's Conflict o f  Interest  Po l icy .  Resolution o f  

any real  or perceived c o n f l i c t  sh o u l d  be documented in writing and kept on 

file by the responsible department. 

 

Signature and Requisition Authority  
The Executive Director and Assistant Executive Director hold signature and requisition authority 

with respect to all educational, financial, and administrative matters pertaining to SCVCS.  These 

persons may delegate such authority to other Administrators for specified transactions. 

 

Audit Trail 

To create an adequate audit trail, approvals shall be memorialized in a signature, 

memorandum, e­ mail, or other document  t h a t  is maintained w i t h  the file 

concerning t h e  t ransact ion .  Such documents should be stored and retained (whether 

in paper or electronic form) by the Business Office. 

 

Unauthorized Signers and Requisitioners 
Individuals who purport to enter into contracts or financial commitments on behalf of SCVCS 

without authority may be personally liable for such contracts or commitments, whether oral or 

written. Individuals who enter into unauthorized contracts or commitments may also be subject to 

disciplinary action, up to and including termination or removal from the Board. 
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Credit/Debit Card Usage  
Policy and Procedures 

Board Approved March 19, 2019 

 

The SCVCS Board recognizes the value of credit/debit cards as an efficient method of payment 

and record keeping for certain expenses.  The Board, therefore, authorizes the use credit/debit 

cards. 

 

SCVCS credit/debit cards shall only be used in connection with Board-approved or school-related 

activities.  Any use of SCVCS credit/debit cards that violate South Carolina law or Board policy, 

and procedures may result in disciplinary action, up to and including termination of employment, 

personal responsibility for any and all charges, including finance charges and fees assessed in 

connection with late payment resulting from such use, and/or possible referral to law enforcement 

authorities. 

 

The Board directs the Executive Director to determine and specify those employees authorized to 

use credit/debit cards. The Executive Director shall be responsible for giving direction to and 

supervising such employees’ use of credit/debit cards.  All receipts for related purchases must be 

submitted. 

 

Credit/debit cards are issued and   assigned to certain employees and should be used only for 

school-related expenditures. All charges must be supported by receipts or invoices to be eligible 

for payment by SCVCS. 

 

Monthly credit/debit card statements must be reconciled by the Business Office and approved by 

the Executive Director and the Assistant Executive Director. 

 

Prohibited Purchases  
• No personal purchases of any kind (personal purchases are defined as purchases of goods 

intended for non-work-related use or use other than official SCVCS business). 

• Cash advances including use of the card or card number at Automated Teller Machines 

(ATMs), inside bank branches or at cash advance, quasi-cash, and money transfer locations 

such as Western Union, Telecheck, etc. 

• Tobacco products. 

• Consultant and Contractor services. 

 

Limitations 
• The Executive Director and the Business Office shall not use a SCVCS credit/debit card for 

any single transaction that exceeds $35,000.00 unless the Board has previously approved 

the expenditure. The monthly limit per card will be detem1ined by the Executive Director and 
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may be adjusted as determined by demonstrated need. 

 

• Splitting a single transaction into several transactions to avoid the prescribed spending 

limits is specifically forbidden. 

 

• When returning or exchanging items purchased with credit/debit cards, the cardholder may 

not receive cash back. Any credit/debit balance after a return or exchange must be applied 

to the SCVCS credit/debit card account. 

 

Security 
The SCVCS credit/debit card should be maintained in a secure location and the card account 

number should be carefully guarded. The assigned cardholder should assure that all credit/debit 

card pu rchases  a r e  made in accordance w i t h  the school’s  credit/debit c a r d  p rocedure  

and credit/debit cards are properly issued and secured. 

 

Cardholders must report a lost/stolen card to the credit company within 24 hours. Cardholder must 

also notify the Executive Director or Business Office who will follow up with the credit card 

company to ensure that the account has been closed. 

 

Travel Credit/Debit Card Usage 
When travel has been approved in compliance with procedure, an employee may charge travel 

related transactions on SCVCS credit/debit cards. 
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EXPENSE REIMBURSEMENT 
 

SCVCS acknowledges that from time-to-time employees will, for the furtherance of educational 
activities and expediency, incur reimbursable expenses. Employees shall have prior approval for all 
expenditures which are submitted for reimbursement.  

Due to recent legislative changes, employees may not make purchases related to the school or its 
operations exceeding $250. Any purchase with a total value greater than $250 is prohibited, and 
purchases may not be divided into multiple transactions to circumvent this limit. At this time, this 
limitation applies to all purchases, including travel-related expenses which must be coordinated through 
the Finance Office. 

Reimbursement of out-of-pocket expenditures should be organized to ensure payments are made only 
for valid transactions with complete and accurate records, and that payments are recorded in the 
appropriate period. Expenses must be submitted within 60 days.  Notify the Finance Office if there are 
extenuating circumstances.  Employees will be reimbursed in the timeliest manner possible. 

SCVCS recognizes that at times travel is an essential part of an employee’s job at SCVCS. This policy 
sets forth the responsibilities of employees using SCVCS resources for business travel. SCVCS’ overall 
objectives are to ensure all employees have a clear and consistent understanding of policies and 
procedures for business travel; to provide travelers with a reasonable level of service and comfort at 
the lowest possible cost; and to maximize SCVCS’s ability to negotiate discounted rates with preferred 
suppliers and reduce travel expenses. Employees can compare rates at well-known travel websites 
such as SCVCS Egencia site to ensure the most economical cost. Please contact the Finance Office 
with questions regarding Egencia.  

Procedure  

Reimbursable expenses are entered monthly through Paycom Expense Management by the deadline, 
usually around the 18th of the month. Expenses are to be entered as they are incurred.  Monthly 
reimbursement is included with the last payroll of the month. 

Each expense must include an itemized receipt or other required documentation.  Expenses 
without an itemized receipt may not be reimbursed. Employees are responsible for checking the 
Expense Dashboard in Paycom to ensure that their expenses are approved prior to the monthly cutoff. 
Any problems with an employee’s expense such as missing or insufficient documentation will be 
explained in the Comments section on the Expense Dashboard and must be corrected before it can be 
approved. 

Tips for Submitting Expenses 

• Prior to submission, verify that the expense rule and category are correct. 

• Hotel, parking and toll expenses are classified as Travel Other than Mileage. 

• Mileage reimbursement should be entered as roundtrip and requires complete street-by-street 
documentation and total mileage must be listed using MapQuest, Google Maps, etc.  Do not include 
the actual map or advertisements. 

• Save files as a pdf.  Word, Excel, or jpg files are not to be submitted. 
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• Generally, screenshots are not to be used.  If they are necessary, they must be clear, easy to read 
and capture the entire documentation. 

• Attach only the documentation required. 

• Attach documentation with the correct page orientation. 

• Free scanning apps are available for creating PDF documents using a smart phone. 

Communication 

A new school-wide phone system will be implemented for the 2026–2027 school year, eliminating the 
need for cell phone reimbursements. As a result, cell phone service will no longer be reimbursed once 
the new system is in place. 

Lodging 

SCVCS may provide lodging reimbursement to employees traveling a minimum of 240 miles round 
trip on behalf of SCVCS.  Employees shall seek lodging that is moderately priced within the local 
economy, in reasonable proximity to the business application, and which is clean and secure.  

Due to recent legislative changes, employees may not make purchases related to the school or its 
operations exceeding $250 including lodging. Any purchase with a total value greater than $250 is 
prohibited, and purchases may not be divided into multiple transactions to circumvent this limit. At this 
time, lodging that exceeds $250 must be coordinated through the Finance Office. 

Maximum reimbursement for lodging is $160/night plus taxes unless otherwise approved by your 
supervisor. Additional fees will not be reimbursed.  Hotel parking fees will not be reimbursed without 
prior approval unless the hotel and parking fees combined do not exceed the maximum reimbursement. 
Valet parking is not a reimbursable expense unless a conference hotel does not have an alternative 
option to self-park.   SCVCS may negotiate a corporate discount with Columbia hotels which will be 
communicated as needed. When overnight stays are required, SCVCS staff members of the same 
gender may share a room and expense more than the $160/night limit. Any other lodging 
reimbursement must have prior approval from the immediate supervisor.   

Meals 

SCVCS employees may be reimbursed for meals while away from the employee's home office and 
engaged in official school business according to the following guidelines.  

Procedure 

Meal reimbursement is permitted when employees are away from their normal work location for training 
that occurs during a standard meal period as specified below and meals are not provided. 
Reimbursement also is allowed when an employee is required to travel to conduct school business that 
occupies the full duration of a meal period or when the distance to travel is 60 miles round trip.  

Lunch is not reimbursable for events that conclude during the lunch period unless reimbursement has 
been specifically authorized (for example the reimbursement of a pizza lunch for Pi Day). Verification 
of expenses by receipt is required. 

The meal expense rates for breakfast, lunch, and dinner are based on the U.S. General Services 
Administration’s (GSA) current meal expense rates for Columbia, SC: www.gsa.gov/travel/plan-
book/per-diem-rates. 

In rare cases where required travel is in high-cost areas, employees may consult GSA rates for the 
local economy and request reimbursement at a higher rate. Please contact the Finance Office with 
questions.  

http://www.gsa.gov/travel/plan-book/per-diem-rates
http://www.gsa.gov/travel/plan-book/per-diem-rates
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Up to 20% tip may be included for tippable meals but total expense cannot exceed the current GSA 
meal rate limit.  

Breakfast shall be from 6:00 am to 10:00 am. No reimbursement for breakfast will be made if travel 
begins after 7:00 am as employees are expected to eat breakfast prior to travel. Lunch shall be from 
11:00 am to 2:00 pm. Dinner shall be from 5:00 pm to 9:00 pm. No reimbursement for dinner will be 
made if travel begins after 7:00 pm. 

In certain cases, it may be more convenient, comfortable and cost-effective for the employee to 
purchase food and prepare meals. In this case, care should be taken to purchase only enough food to 
be used during the business trip. Employees have the option of combining meals and purchasing food 
for meal preparation.  

Entertainment and alcoholic beverages are not reimbursable. Itemized receipts are to be submitted.   

In the event an employee has purchased meals for additional staff, as in the case of testing, the names 
of each person must be listed on the receipt or in the description to be reimbursed. 

In the event employees submit an itemized receipt with additional meals for non-SCVCS staff members, 
they are to specify and request reimbursement for only the price of their meal.  

When an outing or event has a scheduled meal, the employee is expected to eat in similar fashion. For 
example, if an outing includes a picnic lunch the employee is expected to eat a picnic-type lunch with 
the group. Similarly, if the event takes place at a restaurant the employee is expected to eat from the 
same menu selection as the rest of the group. Exceptions may be considered to accommodate 
employees with dietary restrictions. 

If employees are found to be taking advantage of the policy, they may lose the ability to expense future 
meals.  

Transportation 

Automobile 

Mileage reimbursement is allowed in specific situations such as travel to face-to-face meetings, test 
sites, home visits, conferences, etc. Teachers are considered fully remote and may expense mileage 
when traveling away from their normal place of employment (i.e. home office). The SCVCS office is 
considered the normal place of employment for non-teachers. Therefore, if employees are required to 
travel to a location other than the SCVCS office but within the Columbia area, mileage may be expensed 
from the office or employee’s home to the alternative work location, whichever is closer. Detailed 
documentation of street-by-street driving directions and corresponding mileage is required.  
Reimbursement is at the US Government mileage rate for that calendar year.  

Mileage reimbursement claimed for travel shall be based on the shortest usually traveled route as 
verified by an online driving directions website. Employees who choose to drive long distances rather 
than fly should note that mileage reimbursements should not exceed the lowest airfare available thirty 
days before the departure date. 

Mileage to restaurants and designated alternate work sites incurred while attending an out-of-town 
event may be expensed if in close proximity to the hotel conference.  

Self parking and toll charges will be reimbursed with proper receipts. Parking at a public transportation 
terminal is limited to the long-term parking rate, with proper receipts.  

Personal Vehicles 

When using a personal vehicle, it is the employee’s responsibility to carry adequate personal insurance 
coverage for oneself, the vehicle, and any passengers. Employees should review their personal 
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insurance coverage prior to using their vehicles for business. Employees should consult with their 
insurance agent to determine appropriate coverage. An employee's personal insurance is the primary 
insurance coverage when he/she is using their own vehicle for SCVCS business. 

Should an accident occur while using a personal vehicle, employees should immediately contact local 
authorities as required and their immediate supervisor.  Employees should also contact their insurance 
company as SCVCS does not have primary insurance coverage on liability claims. All injuries must be 
reported as soon as possible, but not later than 24 hours. 

Rental Cars 

Rental car expense is allowed for travel when alternate transportation is not available or is more costly, 
but it must be pre-approved. Due to recent legislative changes, employees may not make purchases 
related to the school or its operations exceeding $250. Any purchase with a total value greater than 
$250 is prohibited, and purchases may not be divided into multiple transactions to circumvent this limit. 
At this time, car rental must be coordinated through the Finance Office. 

Employees shall determine if driving their personal vehicle or renting a car is the most efficient and 
cost-effective by considering several factors including destination, duration of trip, and anticipated 
mileage. 

To make the car rental process as simple as possible, employees can compare rental car rates at well-
known travel websites to ensure the most economical cost. If (for other than SCVCS business 
purposes) the employee takes an indirect route, or interrupts a direct route, reimbursement for travel 
costs will be either the actual cost or the costs that would have been incurred by traveling the direct 
route by the most economical means, whichever is less. 

Ridesharing 

Ridesharing is reimbursable for travel when alternative transportation is not available or more costly. 
Pre-approval is required for anticipated rideshare trips. Up to 20% can be included for tippable trips.  

Airline 

The expense shall not exceed the cost of coach or tourist class. Due to recent legislative changes, 
employees may not make purchases related to the school or its operations exceeding $250. Any 
purchase with a total value greater than $250 is prohibited, and purchases may not be divided into 
multiple transactions to circumvent this limit. At this time, airfare must be coordinated through the 
Finance Office. 

Air travel should be the most efficient and cost-effective mode of transportation available and must be 
pre-approved. 

Railroad or Bus 

Railroad or bus travel fares may be reimbursed, but not more than the cost of airfare available thirty 
days before the departure date. Due to recent legislative changes, employees may not make purchases 
related to the school or its operations exceeding $250. Any purchase with a total value greater than 
$250 is prohibited, and purchases may not be divided into multiple transactions to circumvent this limit. 
At this time, train or bus travel fares must be coordinated through the Finance Office. 

Other 

SCVCS will not process reimbursement requests for spouses or family members who accompany 
SCVCS employees on SCVCS business. 
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Furniture, headsets, office equipment, ink, binders, storage bins, boxes, etc. are not reimbursable 
expenses.  All other purchases are to be preapproved. Purchases that have not been preapproved will 
not be reimbursed.  Submit requests for pre-approval to the employee’s supervisor. 

Qualifying SCVCS teachers may receive an annual teacher supply stipend if provided by The General 
Assembly. This stipend may be used for items which are not reimbursed such as ink cartridges, 
postage, certificates, student incentives, printing, document camera, backdrops or decoration for 
classroom, business cards, stickers, labels, craft items, outing supplies, snacks, etc.  
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Fixed Assets Policy 
Board Approved March 19, 2019 

 

SCVCS is responsible for setting up a system to maintain an accurate inventory of materials and 

equipment with accounting standards and all state and federal laws governing such. 

 

General Information 
A fixed asset is defined as a building, property or equipment acquired by SCVCS that is actively used 

in the operations, must have significant value, and provides benefit for a period exceeding one year.  

Fixed assets are reported and, with certain exceptions, depreciated in the financial statements. 

 

Items purchased at a cost up to the federal capitalization rate (currently $5,000) will be considered 

supplies and expensed in the 400 series object code. However, single items costing $2,500 or more 

and having one year or more expectancy technology equipment and software, such as laptops, 

desktops, LCD projectors, iPads, computers, etc., even though expensed as supplies, will be included 

in SCVCS’s inventory tracking system but are not considered fixed assets. 

 

Fixed Asset Classifications 
Fixed Assets will be divided into the following classifications:  Land, Land Improvements, Buildings, 

Building Improvements, Machinery and Equipment, Licensed Vehicles, Textbooks and Library Books, 

Mobile Classrooms, and Construction in Progress. 

 

Land 
The land account includes all land purchased or otherwise acquired. It should be capitalized but not 

depreciated. Purchased land should be carried on the records at historical cost and should remain at 

that cost until disposal. Donated land should be recorded at its appraised value at the time of the 

donation. If land and a building are acquired as a single parcel, then the value of the land should be 

determined separately from the building and only that amount carried in the land account; the value of 

the building should be recorded in the building account. Costs relating to the demolition of a structure 

on newly purchased land and other costs relating to the land are normally capitalized and included in 

the land account. A gain or loss on the sale of land is reported as a special item in the statement of 

activities. 

 

Land Improvements 
Land improvements include permanent improvements that add value to land and include such items 

as site improvements (e.g., excavation, fencing, and retaining walls) and some infrastructures (e.g., 

driveways, roads, sidewalks, bridges, parking lots, and outdoor lighting). If items categorized as 

infrastructure are purchased during the construction of a new building, then they will be included in 

the cost of the building. Items not included in land improvements are landscaping, demolition, and 

land acquisition. These would be included in the land account. Other items not included in land 

improvements are picnic tables and stadium bleachers. These are included in machinery and 
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equipment. 

 

Buildings 
The buildings account normally includes the value of all buildings at their acquisition costs or 

construction costs. The cost should include all charges applicable to the building, including broker 

fees, architect's fees, permits, and interest on borrowed money during construction. For a donated 

building, appraised fair market value at the date of donation should be used. In addition, buildings 

include components (e.g., roof, air conditioning system) that should be recorded separately when 

they have significant values because these building components have different useful lives. The value 

of each component should be determined and placed within its own category. A building will be added 

to fixed assets inventory after all costs have been calculated and final payment has been made to the 

contractors. 

 

Building Improvements 
Improvements that extend the useful life of the building should be classified as building improvements 

and should be capitalized. They are recorded at either acquisition cost or appraised fair market value 

in cases of donated assets. Examples of building improvements include roofing projects, remodeling, 

additions to buildings and replacing major building components. Major maintenance projects should 

be evaluated periodically to determine if they should be included in this account. 

 

Machinery and Equipment 
Machinery and equipment include a wide range of assets.  A few examples are as follows: furniture, 

computer equipment, office machinery, athletic equipment, uniforms, etc. The property should be 

recorded at acquisition cost, including freight, installation and other charges incurred to place the 

asset into use. If acquired through donation, then fair market value should be determined and 

assigned to the asset. The asset's materiality and significance should be considered when 

determining how it is reported. 

 

Licensed Vehicles 
Licensed vehicles include buses, vans, cars, trucks, utility trailer, etc. All licensed vehicles should be 

recorded at acquisition cost or fair market value if donated. 

 

Textbooks and library books 

Textbooks and library books will not be classified as fixed assets due to the capitalization policy. 

 

Mobile Classrooms 
Mobile classrooms are temporary structures added to the building site. They are of significant value 

and should be recorded as a fixed asset and depreciated over their useful lives. 

 

Construction in Progress 
The account should be used when reporting amounts expended on an uncompleted building or other 

capital construction project. Construction in progress should not be depreciated. Three subclasses, 

such as building, improvements, and equipment, might be used. When the project is complete, the 
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cumulative costs are transferred to another appropriate fixed asset account. Unspent debt proceeds 

from capital assets related debt should be reported in the net assets section of the statement of net 

assets as "restricted for capital projects." 

 

Capitalization Policy 
Capitalization is an accounting method used to delay the recognition of expenses by recording the 

expense as long-term assets. The capitalization of assets acquired by SCVCS shall equal the Federal 

capitalization rate (currently $5,000). All additions to fixed assets with an individual value greater than 

or equal to the capitalization rate will be capitalized and depreciated, if applicable. An exception to 

this is as follows and will be capitalized when applicable to a single location: 

• groups/classes of assets where individual asset items are less than the capitalization limit, but 

when all assets of that group (that function as one asset) are added together the dollar amount 

far exceeds the capitalization limit (e.g., security systems, public address systems, etc.). 

• Items purchased at a cost up to the federal capitalization rate will be considered as supplies 

and expensed in the 400 series object code. However, single items costing $2,500 or more and 

having a life expectancy of at least one year or technology equipment and software, such as 

laptops, desktops, LCD projectors, iPads, computers, etc., even though expensed as supplies, 

will be included in SCVCS’s inventory tracking system, but are not considered fixed assets. 

• Regular non-technology equipment costing less than $5,000 per unit should be recorded under 

the 400 series object code. 

• Regular non-technology equipment costing $5,000 or more per unit should be recorded under 

object code 540. 

• Any technology equipment costing less than $5,000 per unit including shipping, handling, tax, 

etc. should be recorded under object code 445. 

• Any technology equipment costing $5,000 or more per unit including shipping, handling, tax, 

etc. should be recorded under object code 545. 

 

Depreciation 
All fixed assets, with the exception of land, will be depreciated. Depreciation is the process of 

allocating the cost of tangible property over a period of time, rather than deducting the cost as an 

expense in the year of acquisition. The decline in the value of fixed assets must be considered if 

 

SCVCS’s net assets are to be correctly stated. It shall be the policy of SCVCS to depreciate fixed 

assets in excess of the federal capitalization rate (currently $5,000) over their useful lives. Factors 

which must be known in order to calculate depreciation: the date the asset was placed in service, the 

asset's cost, or acquisition value, estimated useful life, and the depreciation method. 

 

Date Placed into Service 
When acquiring a new asset, the date placed into service will be easily determined.  When adding an 

asset to SCVCS's records that was already placed into service but omitted from the Fixed Assets 

Inventory, this date may not be readily available.  Assigning an estimated date will be sufficient. 



Page 58 

 

 

 

Cost or Acquisition Value 
Fixed assets should be reported at historical cost and should include the cost of freight, site 

preparation, architect, and engineering fees, etc. If something other than cash is used to pay for the 

asset, then the fair market value of the non-cash payment or consideration determines the asset's 

cost or acquisition value. If the asset is of significant value (e.g., land or building), an appraisal will be 

needed to determine its value. In situations where assets are identified that have been omitted from 

the Fixed Assets Inventory, the historical cost may be researched. If there is no information available 

on the original cost of the asset, the amount will then be estimated based on the values of similar 

assets. 

 

Estimated Useful Life 
The estimated useful life of an asset is the number of months or years that an asset will be able to be 

used for the purpose for which it was intended. 

 

Depreciation Method 
The straight-line method of depreciation will be used to calculate depreciation on SCVCS's fixed 

assets. The annual depreciation will be calculated by dividing by the estimated useful life. Under this 

method, the asset is written off evenly over its useful life (i.e., the depreciation is the same every 

year). The total amount depreciated can never exceed the asset’s historic cost. An asset placed in 

service at any time during a given month is treated as if it had been placed in service on the. first day 

of that month (depreciation taken for the entire month in which the asset is placed in service). If 

disposed of before the end of the month, then no depreciation is taken for the month of disposition. 

 

Fixed Assets Inventory Procedures 
The Executive Director, or his or her designee, should complete a physical inventory at the beginning 

and end of each school year. A copy of these inventories will be due to the Institute as requested. 

This inventory does not include items captured during the Institute’s contracted fixed asset visit. The 

Institute contracted fixed asset visit includes would be printers, computers, iPads, tablets, laptops, 

digital cameras, LCD projectors, or any asset that received a barcode label. 

 

Disposals and transfers of unserviceable equipment and fixed assets should only occur after proper 

authorization by the Executive Director. This procedure is to maintain the accuracy of the records, 

ensure the assets are properly safeguarded, and obtain the best possible terms upon disposal. In 

many cases, parts from an asset to be disposed of may be salvaged and used with an existing asset 

or saved for future utilization. Any computer tape, disk (hard drive, CD, or floppy), tablets, laptops, 

servers, or other storage medium used to store the school's and students' data must be totally erased 

or rendered unreadable before it is disposed. This is the sole responsibility of the Executive Director 

and not the Charter Institute at Erskine’s Department of PowerSchool and Technology. No asset 

should be disposed of or transferred without proper authorization by the Executive Director. 

 

Surplus supplies, property purchased with state and/or federal funding, and donated items shall be 

offered to the Charter Institute of Erskine to see if the item(s) can be transferred to another school for 
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further use.  The Assistant Director of Finance will send out a mass email to all school leaders with 

the item information, location, and whom should be contacted if interested. At that time, the school 

leaders should then work with one another to create arrangements. The school that is transferring the 

assets should remove the item(s) from their inventory records and the school that will be receiving the 

items should then add the item(s) to their inventory records. If the asset falls within the $5000 

threshold and/or technology items(s), then during the contracted fixed asset visit the asset will be 

automatically transferred within the Institute's Masterfile. If no schools are interested in the item(s), 

the item(s) may be disposed of or transferred to a 50l(c)(3). 

 

The Executive Director is required to complete the Fixed Assets Disposals form and return it to the 

Institute’s Assistant Director of Finance at the time of disposal. In the case that assets are misplaced 

or stolen from the school’s property, it is the Executive Director’s responsibility to provide written 

justification to the Charter Institute at Erskine's Assistant Director of Finance for removal of the 

inventory out of the Institute’s Masterfile. If item(s) are reported stolen, then local authorities should 

be contacted immediately, and a police report should be filed with a copy being attached to the Fixed 

Assets Disposals form.  
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Fraud Prevention Policy 
Board Approved March 19, 2019 

 

This policy applies to employees, contractors, vendors, and their respective employees, 

contractors, subcontractors, or agents (collectively "Relevant Parties") that are employed by, 

contracted, provide services to, or work with SCVCS. 

 

This policy defines corruption as dishonest activity in which a Relevant Party acts contrary to the 

interests of SCVCS and abuses his/her position of trust in order to achieve some personal gain or 

advantage. 

 

This policy defines fraud as the use of deception or misrepresentation to obtain an unjust advantage 

or to cause a disadvantage or loss to SCVCS, including benefiting another, and includes theft or 

misappropriation of SCVCS’s assets or finances.   Fraud can also involve misuse of confidential 

information, abuse of discretion, redirection of goods or services for personal use and inappropriate 

arrangements with contractors and other third parties. 

 

SCVCS is committed to ensuring that fraudulent or corrupt activity is prevented, conflicts of 

interest are avoided, and auditing systems are in place to deter and/or identify corrupt activities. 

 

SCVCS may dismiss or terminate a Relevant Party's agreement or contract in the event of a finding 

of corruption or fraud and report internal and/or external fraudulent or corrupt activity to law 

enforcement.   SCVCS may choose to pursue recovery of any financial loss through civil 

proceedings. 

 

Authority to investigate and terminate contract 
If the Executive Director receives a report of alleged fraudulent activity, he or she will notify the Board 

of the allegations at the next regularly called Board meeting, or earlier if circumstances warrant a 

special-called meeting.  Upon receipt of a report of suspected fraudulent and/or corrupt conduct of a 

Relevant Party, the Board has the authority to investigate the report and hire a third­ party audit of the 

relevant records.  SCVCS will work with legal counsel to decide if the contractor or vendor should be 

terminated and/or reported to the applicable law enforcement. 

 

Recovery of losses 
In each case where there is clear evidence of fraud or corruption, the Board, in consultation with legal 

counsel, will consider all reasonable avenues available for recovering any funds lost or compensation 

for other fraud losses. Due consideration will be given to the likely benefits of recovery action 

exceeding the funds and/or resources required for the recovery action. 
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Media Relations 
 

Definition 

Media includes newspapers, electronic print, radio stations, television stations or any other forms of 
public communication. 

Procedures 

Direct media inquiries must be referred to the Head of School so that consistent, clear, concise 
information be provided regarding SCVCS. Staff members should refrain from “no comment” or “off 
the record” statements. 

SCVCS reserves the right to use school pictures and information of staff to promote the school. 

 


