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I. INTRODUCTION 

 

 These policies governing the management and operations of Thomas Edison Charter 

School (“TECS”) have been adopted by the Board of Directors of TECS and are intended 

to contribute to the fulfillment of the mission of TECS – to educate children to excel 

academically and socially.  With the guidance of talented and caring teachers, our 

students will develop the ability to achieve success in a demanding and highly 

competitive global society. 

 The TECS Personnel Policy Manual is designed to accomplish several objectives: 

(1) To clarify the responsibilities of TECS employees; 

(2) To define TECS’s responsibilities regarding the welfare of its employees; 

(3) To assure that the policies are in compliance with the State of Delaware 

Laws relating to Charter Schools; and 

(4) To incorporate all TECS personnel policies and procedures in one 

convenient reference manual. 

 Notwithstanding anything in this Manual to the contrary, this Personnel Policy does 

not create a contract of employment for any employee.  All employees are employed at-

will and can be dismissed immediately at any time, for any reason, without notice, unless 

such immediate dismissal is prohibited by a written individual employment agreement 

requiring prior notice or cause for dismissal. 

 The TECS Board may amend this Manual and/or issue other rules, policies and 

regulations from time to time at its discretion.  Even though such rules, policies or 

regulations may not be included in this Personnel Policy; they will nevertheless have the 

same force and effect as all the provisions included in this Personnel Policy.  The Board 

of Directors of TECS reserves the right to unilaterally change all provisions of any rules, 

policies and regulations it issues, including the provisions contained in this Personnel 

Policy and its Appendices, at any time, in its sole discretion. 

HEAD OF SCHOOL’S INTERPRETATION 
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 In order to implement, facilitate or clarify these rules and regulations, the Head of 

School (H.O.S.) or his/her designee may issue interpretations that are consistent herewith.  

However, no employee (H.O.S. included) has the right to commit to an action that is 

inconsistent with, or to amend policies within the Personnel Manual, either through 

written or verbal communications.  Any amendments or exceptions within this Personnel 

Manual must be approved by the Board of Directors of TECS. 

NATURE OF EMPLOYMENT/ EMPLOYMENT AT-WILL 

 This Personnel Manual is not an employment contract.  This manual is a general 

statement of policies and benefits.  For all employees who do not have an employment 

contract, employment at TECS is "at-will," which means that any such employee may 

voluntarily leave employment upon proper notice and may be discharged by TECS at any 

time for any reason.  The policies and procedures contained herein may be changed from 

time to time at the sole discretion of TECS.  No such modification will change the “at-

will” nature of employment for such employees.   

 Any employment relationship other than at-will must be set out in writing and signed 

by TECS’ Board of Directors or Head of School. 

EQUAL EMPLOYMENT OPPORTUNITY/NON-DISCRIMINATION 

 It is the policy of the TECS to provide equal employment opportunity to all 

employees and applicants for employment without regard to race, color, religion, sex, 

sexual orientation, national origin, age, disability, marital status, military status, genetic 

information, or any other characteristic protected by law.  This policy applies to all 

aspects of the employment relationship, including recruitment, hiring, compensation, 

promotion, transfer, disciplinary action, training, benefits and termination. All such 

employment decisions will be made without unlawfully discriminating on any prohibited 

basis. 

 Subject to the provisions of federal and state law, TECS will provide reasonable 

accommodation for qualified individuals with known disabilities unless doing so would 

result in an undue hardship.  TECS will also provide reasonable accommodation for the 

sincerely held religious beliefs of an employee or applicant, as required by law.  Any 
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questions about reasonable accommodation should be directed to the Human Resources 

Specialist.   

 At TECS we have a duty to promote Equal Employment Opportunity.  While it is our 

legal responsibility to comply with applicable state and federal statutes and regulations, 

the pursuit of diversity and fairness is, more importantly, grounded in the educational 

goals of our institution. 

 Just as knowledge gained in the classroom helps to prepare students for future 

success, understanding and appreciation of differences among people, cultures, and 

thought, will help to prepare students for our increasingly diverse world.  We seek to 

achieve this end in part through our students’ experience with our diverse workforce and 

community.  We are also committed to reflecting the diversity of local, regional and 

global communities among those we employ.  We strive to attain these goals through the 

following means: 

 Proactive recruitment of faculty, staff, and students to ensure that all individuals 

have an opportunity to benefit from our programs and services; 

 Development of policies and procedures that ensure fairness and equity and which 

contribute to success, retention and equal opportunity for employees and students; 

 Creation and preservation of an environment that supports and celebrates 

diversity; and 

 Working in partnership with the communities we serve to develop solutions and 

strategies for addressing their needs. 

 TECS is committed to these principles both as an essential part of our institutional 

mission and as a basic element of sound educational practice.  We will continue to 

actively work to achieve these goals and outcomes through all of our institutional 

endeavors. 

ADOPTION BY BOARD OF DIRECTORS 

Pursuant to authority vested in TECS’ Board of Directors under the Delaware General 

Corporation Law, the Articles of Incorporation, and the corporate Bylaws, the Board has 
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prescribed and adopted the following rules and regulations, which will be collectively 

known as the Personnel Policy of TECS.  In the event of conflict with State or Federal 

laws in existence or hereafter to be enacted, the State or Federal laws will take 

precedence over these rules and regulations. 

 

II. ADMINISTRATIVE ORGANIZATION 

TECS’ Board of Directors is the governing body of TECS.  The Head of School is the 

Chief Executive Officer within TECS’ administrative structure. 

A. Organization Plan 

All employment positions will be created in accordance with a plan clearly 

establishing areas of responsibility, decision-making and lines of authority. The school’s 

organization will be designed to promote consensus building, coordination of activities 

and a supportive environment with the goal of ensuring that the educational mission of 

the school is primary. 

  B. Position Descriptions 

TECS will maintain written job descriptions for every position, setting forth the 

duties to be performed and the required qualifications. The position descriptions are 

designed specifically to provide employees an understanding of the primary 

responsibilities and essential functions of their job. 

Employees may be assigned duties and responsibilities beyond the express terms 

of their position descriptions as determined by the Head of School based upon the 

operational needs of TECS. 

 All positions descriptions will be reviewed and updated at least annually by the 

Head of School or his/her designee. Each new employee will be given the appropriate 

position description at the time he or she assumes the duties of his/her position. 

III. TYPES OF EMPLOYMENT 

A. Regular Employee 
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A regular employee is an individual who occupies a position, on either a full- time 

or part-time basis, with the expectation of being in that position for at least one year. 

B. Temporary Employee 

A temporary employee is an individual who occupies a position, on either a full-

time or part-time basis, with the expectation that it will be for less than one year. If a 

temporary employee becomes a regular employee, his/her date of employment for 

calculating entitlement to all employee benefits will be the date he or she became a 

regular employee. 

C. Full-Time Employee 

Employment category of an employee working thirty (30) hours or more per 

week. 

D. Part-Time Employee 

Employment category  of an employee working less than thirty (30) hours per 

week.  Part-time employees are not eligible for health benefits. 

 

IV. COMPENSATION AND WORKING HOURS 

A. General 

It is a basic principle of TECS’s Personnel Policy to establish salaries and benefits 

for TECS employees that are competitive in our market place.  Compensation may 

also include incentive or bonus amounts under plans that may be developed by the 

Board of Directors from time to time. 

B. Pay Increases 

Subject to the availability of funds, employees may be eligible to receive a pay 

increase yearly.  Additionally, teachers may be eligible for merit pay based upon 

performance and accountability measures as established by the Head of School and 

approved by the Board of Directors. 

C. Working Hours 
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Working hours for professional and teaching staff (teachers, para-professionals, 

nurse, etc.) will be 8.0 hours per day.  The working hours for other TECS employees 

will be established for the various positions by the Head of School or his/her 

designee.  Work hours may vary depending upon the operational needs of TECS. 

D. Overtime Hours 

Only employees who are paid on an hourly basis (i.e., non-exempt employees) are 

entitled to overtime pay for hours worked in excess of 40 hours per week.  Overtime 

hours may be worked only with the specific, prior approval of the Head of School or 

his/her designee.  Hourly employees will be paid for such pre-approved overtime 

hours at a rate of one and one half times their normal hourly rate. 

E. Paydays 

Employees are paid in accordance with the schedule of the State of Delaware 

Finance Department. Payroll (salary, hourly rate or contract obligation) is disbursed 

every two weeks or 26 times per year. Unless the employee requests otherwise, all 

payments will be made through direct deposit into the employee’s personal checking 

account. 

F. Payroll Deductions 

The School is required to make payroll deductions for federal, state and local 

income taxes, as well as social security (FICA) taxes.  Additionally, the School will 

comply with court orders or other legal process requiring payroll deductions, to the 

extent required by law. 

The School will also make deductions for the employee’s share, as authorized in 

writing by the employee, for participation in certain benefit plans.  Employees may 

occasionally authorize additional payroll deductions for such items as tax deferred 

annuities, United Way contributions, or other miscellaneous obligations approved in 

advance. 

In accordance with the Fair Labor Standards Act, exempt employees paid on a 

salaried basis may not have their pay reduced for variations in the quality of work 

performed, except under certain circumstances.  The School makes every effort to 
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ensure that compensation is handled properly and consistently with both legal and 

School policy guidelines.  Any employee who feels their pay amount is in error 

should immediately contact the Human Resources Specialist for an explanation or 

correction.  If not satisfied with the response, the concern should be reported to the 

Head of School. 

G. Travel Policy 

All School-related travel must be approved in advance by the Head of School or 

his/her designee. 

1. Expense Reporting:  Authorized travelers must submit, for approval, an 

expense report to the Head of School or his/her designee within one week 

of return from each travel assignment.  The expense report must be 

accompanied by the following: 

1.) Receipts for all expenses where receipts are routinely provided; 

2.) The original or copy of the stub from any travel advance check; 

and 

3.) A trip report which would include: 

 The location and means of travel; 

 The nature or reason for the trip; 

 Personal vehicle beginning and ending mileage; and 

 A brief description of the trip’s benefit to TECS. 

2. In General: 

a. Incurring Expenses - The dollar amounts identified in this policy 

are maximums.  Each authorized traveler should exert extreme 

prudence in spending TECS funds. 

b. Reporting Expenses - Each authorized traveler should make daily 

notation of his/her expenses to avoid unnecessary mistakes or 
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confusion when completing expense reports upon return from the 

assignment. 

c. Documenting Trip - A copy of a trip report must be submitted 

with the expense report to the traveler’s supervisor who authorized 

the trip.  

d. Reimbursements - For travel assignments less than twenty-four 

(24) hours in duration, payment will be made for subsistence 

expenses incurred under the following conditions: 

1.) When six or more hours elapse between the employee’s 

departure and return to his or her regular office location. 

2.) Reimbursement for meals during non-overnight travel 

assignments will be on a per diem basis up to a maximum 

of $50.00. No reimbursement will be made for meals 

consumed before departure or after return. 

3.) Mileage expense for out of town travel of less than twenty-

four (24) hours will be paid at the rate per mile authorized 

from time to time by the State of Delaware for personal 

auto use. 

4.) Hotels will be reserved and paid for prior to departure by 

the Business Manager or other appropriate person. 

 

 

 

 

 

 

V. EMPLOYEE HIRING – DEVELOPMENT – EVALUATION 
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 Qualifications and experience will be the primary determining factors in selecting 

new personnel to fill available positions.   

A. Criminal and Employment Background Check 

As required by the State of Delaware for individuals working in school districts, 

all prospective and current employees must undergo a national background check for 

criminal activity, previous employment references and personal reference checks.  

The results must be satisfactory, in the opinion of the School administration and 

consistent with Delaware law, prior to commencing employment at TECS.  A driving 

record check, proof of a valid driver’s license and minimum personal auto liability 

insurance will also be required for individuals who may be required to use their 

personal vehicle on behalf of TECS or are hired into positions that require a valid 

driver’s license. 

The criminal background check(s) are conducted for the sole purpose of 

employment or service only and will not be used for discriminatory purposes.  TECS 

reserves the right to withdraw an offer of employment from individuals who fail to 

complete the background check process in a timely manner. 

B. Immigration Law Compliance 

TECS is committed to employing only United States citizens and aliens who are 

authorized to work in the United States.  TECS does not unlawfully discriminate on 

basis of citizenship or national origin.  In compliance with federal law, each new 

employee, as a condition of employment, must complete the Employment Eligibility 

Verification Form I-9 and present documentation establishing identity and 

employment eligibility.  Former employees who are rehired must also complete this 

form if they have not provided TECS an I-9 within the past three years or if their 

previous I-9 is no longer retained or valid. 

C. Employment Procedure 

The Head of School or his/her designee is authorized to fill positions.  Positions 

may be considered regular or temporary, full time or part time, and salaried or hourly. 

D. Notice of Employment 
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The Head of School or his/her designee will notify an applicant of his/her 

selection, confirm his/her acceptance of the position and notify other applicants that 

the position applied for has been filled as soon as practical.   

E. Date of Hire  

An employee’s date of hire will be the date (i.e. month and number of day in the 

month) on which an employee commenced employment. 

F. Employee Orientation 

The Head of School or his/her designee will be responsible for the orientation of 

all new employees before they begin employment.  This orientation will include an 

explanation of benefits and personnel policies, the signing of appropriate forms and 

documents, and an introduction to daily duties, goals and expectations of the Head of 

School and TECS. 

G. Other Employment 

TECS expects to receive the full commitment of its full-time employees’ work 

time and energy.  Any additional employment outside TECS is to be made known to 

the Head of School or his/her designee.  Part-time employees may hold a job with 

another organization as long as he or she satisfactorily performs his or her job 

responsibilities with TECS.  All employees will be judged by the same performance 

standards and will be subject to TECS’ scheduling demands, regardless of any 

existing outside work requirements.  If TECS determines an employee's outside work 

interferes with performance or the ability to meet requirements of TECS as they are 

modified from time to time, the employee may be asked to terminate the outside 

employment if he or she wishes to remain with TECS.  In all such cases, the best 

interests of TECS must be of paramount concern. 

H. Outside Activities/Conflicts of Interest 

Outside activities should in no way present a conflict of interest nor have the 

potential for one to develop. Regular employees cannot participate in an activity that 

competes with TECS or diverts income opportunity away from it.  Even the 

appearance of a conflict of interest should be avoided. An employee should obtain 
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approval from the Head of School before engaging in an activity which may create or 

appear to create a conflict of interest. 

I. Professional Development 

TECS will assist all regular, full-time employees in further developing their skills 

to enable them to become more proficient in performing their duties and 

responsibilities for TECS.  Professional development may include, but not be limited 

to, in-service training sessions conducted by TECS personnel, in-service training 

conducted by outside consultants, professional workshops, seminars and conferences, 

and courses at colleges and technical schools.  Application for any such assistance 

shall be made on forms available from the Head of School.  The provision of 

assistance with professional development will be administered by the Head of School 

and will be subject to the availability of funds.  Reimbursement for expenses will 

only be granted for expenses approved in writing in advance and only upon 

successful completion of the approved activity (which in the case of graded courses 

shall mean a grade of C or better). 

J. Performance Evaluations and Review Procedure 

Performance evaluations are a continuous part of the supervisory process within 

TECS.  The purpose and objective of performance evaluations are as follows: 

 To recognize and communicate to employees their accomplishments, 

performance strengths, and weaknesses; 

 To identify specific employee development needs; and 

 To develop a specific plan of action to improve employee performance 

and identify professional development programs designed to enhance their 

professional skills. 

Each employee will be rated on current performance based on the requirements 

and standards of his/her job.  Such evaluation will be given at least annually. 
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Evaluations are retained in an employee’s personnel file and may be reviewed at 

appropriate times by making arrangements with the Head of School or his/her 

designee. 

Professional staff (teachers, nurse, administrators, etc.) will be evaluated in 

accordance with the regulations set forth by the State of Delaware and other 

instruments selected by the Head of School. 

K. Employee Personnel File 

Complete records are maintained in each employee’s personnel file regarding 

each employee’s service with TECS including but not limited to the following: 

 Employment applications, 

 Performance evaluations, 

 Changes in status, 

 Special training needs, 

 Letters or memoranda of recommendation(s); and 

 All other documents which pertain to the employee’s history of 

employment. 

An employee is required to immediately notify the Head of School and his/her 

designee of any changes in his/her personal data such as street address, phone 

number, status of drivers’ license, criminal charges, emergency information or change 

in the number of dependents.  All information provided to TECS by the employee or 

applicant will be made a permanent part of the employee’s personnel file.  If it is 

determined that an employee made false or misleading statements or did not furnish 

complete information, an employee may be immediately terminated. 

Personnel records will be maintained at all times in a confidential and secure 

manner.  Any employee has a right to review his/her personnel file at any appropriate 

time upon making a written request to the Head of School or his/her designee.  

Personnel files may not be removed from the premises. 
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L. Hiring Relatives 

The employment of relatives within the School may cause serious conflicts and 

problems with favoritism and employee morale.  Relatives of employees will be hired 

only if they are qualified for the position and go through the normal application 

procedures.  An employee may not occupy a position that is supervised by a relative.  

In the event of actual or potential problems in this area, TECS will take prompt 

action, which can include reassignment or, if necessary, termination of employment 

for one or both of the individuals involved. 

For the purposes of this policy, relatives are defined to include spouses, parents, 

children, brothers, sisters, brothers- and sisters-in-law, fathers- and mothers-in-law, 

stepparents, stepbrothers, stepsisters and stepchildren.  This policy also applies to 

individuals who are not legally related but who reside with another employee. 

M. Dating in the Workplace 

We have found that work relationships are usually more productive and rewarding 

if these relationships remain business oriented.  In addition to claims of partiality in 

treatment at work, personal conflicts from outside the work environment can be 

carried into day-to-day working relationships.  Supervisors and employees under their 

supervision are strongly discouraged from forming romantic or sexual relationships. 

Such relationships can create the impression of impropriety in terms and conditions of 

employment and can interfere with productivity and the overall work environment.  

Accordingly, any such relationships must be promptly reported to the Head of School. 

If situations arise that are a concern to School administration, they will be 

addressed individually. In the event of actual or potential problems in this area, TECS 

will take prompt action, which can include reassignment or, if necessary, termination 

of employment for one or both of the individuals involved. 

N. Zero Tolerance for Workplace Violence 

TECS has a zero-tolerance policy concerning threats, intimidation and violence of 

any kind in the workplace either committed by or directed to our employees. 
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Employees who engage in such conduct will be disciplined, up to and including 

immediate termination of employment. 

Employees are not permitted to bring weapons of any kind onto School premises 

or to School functions. Any employee who is suspected of possessing a weapon will 

be subject to a search at the School's discretion. Such searches may include, but not 

be limited to, the employee's personal effects, desk and workspace. 

If an employee feels he or she has been subjected to threats or threatening conduct 

by a coworker or student, the employee should notify his or her supervisor or the 

Head of School immediately. Employees will not be penalized for reporting such 

concerns. 

 

VI. CHANGES IN EMPLOYMENT STATUS 

A. Resignation 

Resignation is the voluntary separation of an employee from TECS.  In order to 

maintain continuity of TECS operations, employees intending to resign should give 

written notice to the Head of School or his/her designee no less than four (4) weeks 

prior to, but as early as possible in advance of, the expected departure date.  

Employees with contracts must comply with the terms of their contracts. 

B. Transfer 

Transfer is the assignment of an employee from one position to another position 

without a change in salary or hourly rates.  Transfers may be effectuated at the 

request of any employee or to accommodate the operational needs of TECS.  

Employees will be transferred within TECS, as far as practical, to positions where 

their skills can best be utilized. 

C. Reduction of Personnel 

An employee is considered laid-off when his/her employment is terminated for 

budgetary reasons, lack of work, abolishment of a position or other reasons set forth 

in the layoff notification.  If it becomes necessary to reduce the number of personnel, 
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all employees who are laid-off will be given a written notice clearly stating the 

effective date of the layoff and the reason for the layoff.  Employees also will be 

furnished information concerning their benefits.  In any event, all employees are “at-

will” employees unless otherwise specifically provided in a written contract. 

D. Demotion 

Demotion is the assignment of an employee to a lower salaried position or to one 

with a lower hourly rate of pay.  Demotions may occur when an employee requests to 

be demoted to a position with a lower paying salary or hourly rate, or for 

administrative reasons, such as a disciplinary measure or when an employee is 

demoted rather than laid off due to lack of work or lack of funds. 

E. Suspension 

Suspension is the administrative and supervisory action taken to remove an 

employee from duty with TECS for a period not to exceed three (3) calendar days 

(unless a longer period specifically is authorized by the Head of School or his/her 

designee) pending investigation of grounds for dismissal, or as a disciplinary measure 

for any misconduct on the part of an employee.   

In such cases where the investigation is being conducted in connection with or at 

the same time as a judicial proceeding, the suspension may be extended until the 

completion of the judicial proceeding.  If such an investigation does not substantiate 

the charges, the suspension may be lifted and the employee will be paid for the period 

of suspension, if suspension was without pay.  Notwithstanding the outcome of any 

judicial proceeding, TECS reserves the right to make the final determination of 

whether to retain or dismiss an employee who may have engaged in misconduct to 

which TECS is or is not a party.   

Written notice of the suspension signed by the Head of School or his/her designee 

with the reasons therefore, and the period of duration, will be given to the suspended 

employee or mailed to his/her last known address.  A copy of the notice to the 

employee will be included in the employee’s personnel file.   
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Under certain conditions, for example, when the continuation of an employee in 

duty status would adversely affect the health and welfare of students, staff, or TECS 

operations, the Head of School or his/her designee may immediately suspend an 

employee with only verbal notice pending written notice. 

F. Termination of Employment 

Reasons for dismissal may include, but are not limited to: 

 Unsatisfactory performance; 

 Action contrary to the best interest of TECS; 

 A change in mission requiring different credentials and/or training; or 

 Any reason or no reason as determined by TECS.  (Employees are at-will 

employees unless otherwise provided in a written contract.) 

Whenever an employee is to be dismissed, TECS will give him/her written notice 

of the ground(s) for termination.   

Employees who believe that they were wrongly terminated may appeal the 

dismissal by submitting a request for review (RFR) form to the Board of Directors 

within three (3) business days following their dismissal.  The final decision of the 

Board of Directors will be mailed to the employee within a reasonable time of the 

Board’s final determination. 

G. Clearance of Separating Employees 

All employees leaving the employment of TECS following resignation, dismissal, 

layoff or for any other reason(s) must receive clearance from the Head of School prior 

to their final work day.  The following procedure will be followed in the clearance of 

separating employees: 

1. When an employee's employment with TECS terminates, for whatever 

reason, the employee is required to return to his/her immediate supervisor 

all School-owned property used during his/her employment, and all 

documents, disks, and other materials containing proprietary or 

confidential information belonging to the School. This includes without 
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limitation, keys, credit cards, computers, vehicles, communication 

devices, uniforms, identification cards or badges, and any other 

equipment, materials, or items purchased, leased, owned, or otherwise 

belonging to TECS. 

2. TECS will advise and collect or make arrangements for the collection of 

any indebtedness the employee may have to TECS at the time of 

separation. 

3. The Head of School and his/her designee will be responsible for the final 

interview, which includes the explanation of any separation benefits. 

H. Payment of Wages and Leave Upon Separation 

TECS will pay all wages due an employee at the time of his/her separation on the 

next regularly scheduled payday following separation (including appropriate pro 

ration in the case of an employee being paid on the basis of 26 biweekly payments.)  

If the employee has any indebtedness to TECS the Head of School or his/her designee 

will make arrangements with the employee for repayment of the debt. 

In the event of termination for any reason, TECS will pay regular, full-time 

employees for any earned, but unused vacation time accumulated up to the date of 

separation.  TECS will not pay employees for any unused personal or  sick days prior 

to separation or termination. 

I. Current and Former Employee Reference 

All requests for employment references or other information must be directed to 

the Head of School or his/her designee.  Upon request of an employee or former 

employee, the Head of School will provide a reference with regard to that employee’s 

service with the School. 

 

 

 

VII. EMPLOYEE LEAVE 
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A. Holidays 

Please refer to the school’s annual calendar for the Holiday Schedule. 

B. Vacation Time 

Regular, Full-Time twelve (12) month employees will earn ten (10) paid vacation 

hours per month, which may be used after providing two weeks’ prior written 

notice to and approval of the Head of School.   

Temporary and Part-Time employees are not entitled to paid vacation time. 

 

 

C. Bereavement 

Regular, Full-Time employees are permitted up to three (3) consecutive days off 

with pay to attend the funeral of an immediate family member, which includes a 

spouse, child, brother, sister, or parent. 

Eligible employees may be permitted one (1) day off with pay for the death of a 

relative who is not an immediate family member, including an aunt, uncle, 

nephew, niece, grandparent, brother-in-law, sister-in-law, parent-in-law or first 

cousin. 

Your supervisor must approve all bereavement time, and TECS may request 

verification of the facts surrounding the leave and grant or deny the leave as 

deemed appropriate. Bereavement leave will not be paid if it occurs when the 

employee is on vacation or leave of absence, absent due to illness or injury, or not 

working due to a paid holiday. 

D. Sick or Personal Leave 

All Regular, Full-Time salaried employees will accrue one (1) paid sick day per 

month.  Any sick leave which extends past three days must be accompanied by a 

doctor’s note.  Sick leave may also be used for personal purposes.  However, no 

more than three sick days may be used for personal purposes.   
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Temporary and Part-Time employees are not entitled to paid sick or personal 

leave. 

E. Extraordinary Personal Leave 

The Head of School will have discretion in allowing unpaid personal leave for 

any Regular, Full-Time, salaried employee for extraordinary circumstances.  In no 

case will such leave exceed five (5) working days. 

F. Sick Leave and Vacation Accumulation 

Any employee may accumulate his/her sick and vacation time to be used in the 

event of a serious illness or accidental injury.  However, as stated in Section V, no 

accumulated time(s) will be paid out in the event of any termination or separation.  

Sick time may be carried from state agency to state agency and can be carried 

over towards pension. 

G. Military Leave 

TECS complies with federal and state laws applicable to military leave.  

Employees who are members of the National Guard or military reserves, will be 

allowed time off from work to attend weekend training and annual training.  For the 

two-week annual training requirement, employees may elect to obtain a leave of 

absence or use their vacation time.  If a leave of absence is elected, employees will be 

entitled to their unused vacation and should provide as much notice as possible to 

their supervisor. 

For all military leave, employees shall give advance written notice of the active 

service, unless such notice is precluded by military necessity. Such notice should 

include a copy of the signed orders or authorization mandating the absence. 

Employee must inform the Head of School or his/her designee of an absence for 

National Guard or Military Reserve Leave as far in advance as possible. During 

military leave, the law does not require TECS to continue an employee’s salary.  

TECS will offer a Regular, Full-Time employee on military leave the option to 

continue health benefits in accordance with state and federal laws applicable to 

military leave.  
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Following a military leave, TECS follows state and federal law as to when an 

employee must report back to work and the requirements for reinstating an employee. 

H. Time Off From Work In Connection With Court Cases 

We recognize that an employee might be subpoenaed or otherwise required to 

serve as a witness in a court case or arbitration. If you are called to serve as a witness, 

notify your supervisor as soon as possible.  Unless otherwise required by state or 

local law, employees called to testify will not be paid for the time they are away from 

work as a result of their participation in a court case or arbitration, but may use 

available vacation and personal days to cover their time away from work.  Employees 

will not be terminated solely for their absence if they are testifying as a victim or 

representative of a victim in a criminal case or participating in the preparation of a 

criminal case. 

 

 

 

 

 

 

 

 

 

 

 

 

 

VIII.  BENEFITS FOR REGULAR, FULL-TIME SALARIED EMPLOYEES  
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A. Insurance and Other Programs 

TECS currently offers to all Regular, Full-Time, salaried employees the benefit 

programs listed below.  Part-Time and Temporary employees are not entitled to the 

benefits outlined in this section.   

Employees may be required to pay a portion of the benefit programs.  

Participation in all plans is subject to the eligibility requirements for each plan as 

offered by the State of Delaware.  Any employee who wishes to participate in a group 

plan must, before coverage under the plan can begin, complete membership 

enrollment forms and submit dependent verification, i.e., marriage license and birth 

certificates for children if applicable, and social security cards for all dependents.  If 

the appropriate forms are timely submitted, coverage under the group plan will 

commence the first day of the month following or coincident with the ninetieth (90
th

) 

day after the Date of Hire. 

1.) Health Insurance 

2.) Dental Insurance 

3.) Group Life Insurance 

4.) Dependent Life Insurance 

5.) Blood Bank 

6.) Home and Auto Insurance 

7.) FLEX Payment Plan for uncovered medical expenses 

8.) Disability Insurance; and 

9.) Employee Assistance Program (EAP) 

B. Retirement and Savings Plans 

1.) Pension Plan 

All Regular, Full-Time, salaried employees of TECS are required as a condition 

of employment to participate in the State of Delaware’s Pension Plan which requires 
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mandatory contributions by the employee.  Refer to the Summary Plan Description 

for details regarding the provisions of the Pension Plan. 

2.) Savings Plans 

Regular, Full-Time employees are eligible to participate in any savings plans 

offered by the State of Delaware. 

C. Worker’s Compensation 

All employees of TECS are covered under Delaware’s Workers’ Compensation 

Laws in the event of occupational injury or illness.  Should any injury or illness 

(treatable or not) be incurred on account of and in the performance of assigned tasks 

at TECS an employee must notify the Head of School or his/her designee 

immediately.  Failure to report a work related illness or injury within ten (10) days 

may result in loss of workers’ compensation benefits. 

 

IX.  CODE OF CONDUCT AND PROFESSIONAL RESPONSIBILITY 

A. Sexual Misconduct Policy 

 Consistent with its longstanding commitment to creating an environment of 

respect for all persons, TECS has a zero tolerance policy towards acts of sexual 

misconduct by its faculty, staff and administrators.  Sexual misconduct includes any 

and all conduct of a sexual nature that offends, intimidates, exploits or harms others.  

Sexual misconduct may involve acts of a verbal nature, while more serious acts of 

sexual misconduct usually involve conduct that is both verbal and physical.  Such 

behavior is contrary to the mission and goals of TECS, and will not be tolerated.  If a 

faculty or staff member, or administrator, is found to have engaged in any sort of 

sexual misconduct involving a student at TECS, that faculty or staff member, or 

administrator, will be subject to immediate discipline, up to and including termination 

of employment. 

 Faculty, staff and administrators hold positions of trust and authority within the 

School community.  Even if a faculty or staff member, or administrator believes that 

behavior constituting sexual misconduct with a student is consensual, or non-
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offensive to the student, such behavior is damaging to the student and the School 

environment.  TECS does not condone or tolerate romantic relationships of any kind 

between faculty, staff or administrators and students. 

 Students are not allowed to be alone with a faculty member, staff or administrator 

unless in a professional capacity.  In such cases, faculty, staff and administrators are 

required to notify his/her supervisor that such meetings are taking place, and of the 

purpose of such meetings. 

B. Policy Against Discrimination and Harassment 

Discrimination or harassment based on other protected characteristics, such as 

race, color, religion, sex, sexual orientation, national origin, age or disability, is a 

violation of state and/or federal law and is strictly forbidden by TECS.  All 

employees are responsible for ensuring that the School is free from all forms of 

discrimination and harassment. Any employee or other member of the School 

community who believes that he or she or that any other person has been subjected to 

discrimination or harassment has a responsibility to report the discrimination or 

harassment as soon as possible to an administrator.  

TECS will not tolerate sexual or other harassment by supervisors, co-workers or 

third parties.  Unwelcome sexual advances, requests for sexual favors, and other 

verbal or physical conduct based on gender constitutes sexual harassment when: (a) 

submission to such conduct is made either an explicit or implicit term or condition of 

employment; (b) submission to or rejection of such conduct is used as a basis for an 

employment decision affecting the harassed employee; or (c) any other form of 

harassment that substantially interferes with an employee’s ability to work or creates 

an intimidating, hostile or offensive work environment. 

Any employee or applicant who feels that he or she has been the victim of sexual 

or other harassment must immediately report such incidents to the Head of School.  

TECS policy forbids any reprisal against a victim of sexual harassment or individuals 

who assist in the investigation of harassment reports and all such reports will be 

considered confidential and TECS management will make every reasonable effort to 

keep it so.   
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The Head of School is responsible for immediately investigating (in as 

confidential a manner as possible), documenting and, when appropriate, consulting 

with TECS’s legal counsel to resolve complaints of discrimination or harassment.  In 

determining whether harassment has occurred, the Head of School will consider the 

totality of the circumstances, the nature of the harassment, and the context in which 

the alleged incidents occurred, alleged offenders’ statements and those by any 

witnesses or individuals who have information relevant to the complaint.  Any  

employee, or other member of the School community who, as a result of a proper 

investigation, is determined to have engaged in discrimination or harassment in 

violation of this Policy will be subject to appropriate disciplinary action, up to and 

including termination of employment. 

C. Retaliation Prohibited 

Retaliation in any form against an employee or other member of the School 

community who exercises his or her right to make a good faith complaint under the 

school’s policies prohibiting harassment is strictly prohibited.  Retaliation in any form 

is a violation of this policy and should be reported immediately to the Head of 

School.  Any employee or other member of the School community who retaliates 

against another employee for making a complaint of discrimination or harassment 

will be subject to disciplinary action, which may include termination of employment.   

D. Drug and Alcohol-Free Workplace Policy 

TECS strictly prohibits the possession, use, manufacture, distribution, or 

dispensation of illegal drugs, drug paraphernalia or alcohol on its property, or while 

engaged in business for TECS off premises.  All employees and other School 

community members are required to report to work free of illegal drugs or alcohol 

and remain free of illegal drugs or alcohol while on the job, or during any service 

period provided to TECS.  It is also a violation of this policy for any employee to use 

prescription drugs illegally (although nothing in this policy precludes the appropriate 

use of legally prescribed medications).   

Possession, use, sale, or transfer of illegal drugs, drug paraphernalia or alcohol by 

any employee, or other member of the School community, on school property may 
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result in disciplinary action, up to and including termination of employment. The 

administration of TECS shall take responsible measures to assure that drug or alcohol 

abuse by an employee does not jeopardize the well being of the employee, the staff, 

and the students or adversely affect the school community. 

TECS will, however, offer help and encouragement to any employee who seeks 

assistance to overcome a drug abuse or alcohol problem.  It is School policy to 

provide an awareness program to educate employees about alcohol, drug abuse and 

addiction, and to offer employees help, counseling, and assistance.  Although it is not 

the responsibility of management to diagnose personal problems, supervisors should 

advise employees who may have a drug or alcohol problem about available resources 

for getting help.  Everyone shares in the responsibility for maintaining a safe work 

environment and co-workers should encourage anyone who may have a drug problem 

to seek help. 

Any employee who is convicted of a drug violation is required to notify the 

School within five (5) days of such conviction. The School is required to notify the 

federal compliance office within ten (10) days of such notification by an employee.  

Records of notifications will be kept in a confidential file separated from the 

employee’s main personnel record.  The School is required by law to notify the 

compliance office that the School will comply with the provision of the Drug Free 

Workplace Act of 1988. 

E. Smoking Policy 

Smoking is not permitted on the School campus. 

F. Personal Misconduct 

Negligent or fraudulent handling of TECS funds, neglect of duties, incompetence 

or insubordination, discourteous treatment of the school community or public or any 

other personal conduct which adversely affects the best interest of TECS are 

considered as grounds for dismissal of an employee. 
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G. Confidentiality 

Many faculty and staff members come in contact with confidential information 

about TECS, its employees, students, alumni, and donors. Examples of confidential 

information include, but are not limited to: salaries, performance evaluations, student 

grades, databases, and charitable donations. Faculty or staff having access to this 

information must respect its confidentiality, and refrain from using it for personal 

gain or disclosing it to people who do not have a need to know, including other 

employees of TECS or family members. Unauthorized disclosure of confidential 

information relating to TECS is considered a serious offense, and may be cause for 

disciplinary action up to and including termination of employment. 

H. Non-Solicitation 

In an effort to assure a productive and harmonious work environment, persons not 

employed by TECS may not solicit or distribute literature in the workplace at any 

time for any purpose. TECS recognizes employees may have interests in events and 

organizations outside the workplace.  However, employees may not solicit or 

distribute literature concerning these activities during working time.  (Working time 

does not include lunch periods, work breaks, or any other periods in which employees 

are not on duty.) 

I. Medical Privacy (HIPAA) 

The school nurse, school counselors or physical education teachers may maintain 

personal health information on current students.  This information is shared on a 

need-to-know basis among certain faculty and staff of TECS and with outside 

medical service providers.  TECS  makes every effort to maintain the privacy of the 

personal health information of its students.  TECS faculty and staff should refrain 

from discussing and sharing any student’s personal health information. 

J. Reporting Cases of Child Abuse or Neglect  

The laws of the State of Delaware and Chapter 9, Title 16 of the Delaware Code 

require school employees to report cases of suspected child abuse or neglect to the 

Division of Family Services.  If a TECS employee has reason to suspect that a student 
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is being abused (either by admission of the student or by obvious physical or 

behavioral evidence), he or she shall use the following procedure. 

1. Immediately report concerns to the Head of School.   

2. The Head of School will consult with the Board of Directors. 

3. School administration will gather the appropriate information and make a 

report to the Division of Family Services. 

4. A decision will be made regarding notification of the parents by the school 

that a referral is being made (in most cases, it is best not to notify parents). 

5. When calling the Child Abuse/Neglect Report Number (800-292-9582; 

this is a 24 hour response number), the following information will be requested: 

a. Name, address, age and sex of student. 

b. Name and address of parents/caretaker. 

c. Nature and extent of injuries or description of neglect (also risk of 

injury). 

d. Any other information that might be helpful in establishing the 

cause of injury. 

e. Names and ages of other children in the home. 

f. Other information related to the safety of the child. 

6. A written report should be made on the Mandatory Reporting Form as a 

follow-up to the telephone report and sent to the Division of Family Services 

within 72 hours.  (A copy of the Mandatory Reporting Form is in the 

Administrative Office.) 

7. Those making reports in good faith shall be immune from civil or criminal 

liability. 

8. The law requires that the school assist the Division of Family Services as 

much as possible in the investigation. 

9. The law pertains to children from birth to 18 years of age. 
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K. Investigating Employee Misconduct 

TECS reserves the right to investigate employee misconduct by searching, at its 

discretion, any and all persons, locations and items on TECS-owned property, and all 

TECS-owned or operated property.  Such locations and items will include, but not be 

limited to, the following: offices, lockers, files, furniture, briefcases, purses, lunch 

bags, personally owned vehicles on TECS property, e-mail, and voice-mail.  All 

searches will be conducted in as private a manner as practicable at the time. 

All offices, lockers, furniture, vehicles, computer systems, e-mail and voice-mail 

that are owned by TECS are the property of TECS.  A copy of any keys, 

combinations or passwords for personal locks, offices, furniture, TECS operated 

vehicles and TECS owned computer systems, e-mail and voice-mail must be provided 

to the Head of School or his/her designee before they are used or put in place. 

L. Whistleblower Protection 

All employees are encourage to come forward with, and are protected from 

reprisal of any kind if they make, good faith reports of or participate in any 

investigation or inquiry regarding (1) a violation by any member of the School 

community of a local, state of federal law, rule, or regulation designed to protect 

employees or others from health, safety, or environmental hazards while on the 

School’s premises or elsewhere; or (2) conduct by any member of the School 

community that is inconsistent with, and a serious deviation from, financial 

management or accounting standards adopted by the School or required by local, 

state, or federal law to protect any person from fraud, deceit, or misappropriation of 

funds or assets under the control of the School.  Any employee with concerns 

regarding misuse of financial resources should contact the Head of School directly 

with such concerns.  Should the nature of the concerns be such that discussion with 

the Head of School would not be comfortable or appropriate, then the employee 

should contact the Chair of the Personnel Committee of the Board of Directors.  All 

employees are protected from reprisal of any kind, and there will be no discipline, 

negative action, or recrimination toward any employee if she or he makes a good 
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faith report of, or participates in, any investigation or inquiry regarding such 

matters. 

M. Acceptable Use of Technology Policy 

Use of the School’s technology network, including Internet access and electronic 

mail, is provided for staff and students to conduct research and communicate with 

others.  The following rules govern the use of the school’s technology network 

system and are intended to help employees use the network appropriately.  

Employees are expected to follow the rules listed below at all times. 

Property of TECS 

All electronic files that are created, sent, or received using the school’s 

technology systems are the property of the school, and remain such beyond the term 

of employment.  TECS reserves the right to access and disclose all information 

created, stored, sent, or received via its systems.  

User Agreement 

Employees are personally responsible for the following provisions at all times 

when using school technology networks.  

• Generally, the use of school networks is intended to be in support of 

education, research, or personal and professional development.  

• Responsible, personal use of school equipment is permitted.  Such files 

become the property of the school and are subject to the same conditions as school 

files.  

• Keep in mind that you are a representative of your school on a public system, 

and all email messages identify you as a member of TECS. 

• Transmission of any material in violation of school policies and federal, state, 

and local statutes and regulations is prohibited.  This includes, but is not limited to, 

copyrighted material, threatening or obscene material, material protected by trade 

secret, or private student or personnel information. 
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• The use of another school’s or organization’s networks or computing 

resources must comply with these rules as well as rules appropriate to that network. 

• TECS will not be responsible for any unauthorized charges/fees resulting from 

access to its computer networks. 

• Students may not access inappropriate resources.  Employees must apply 

the same standards of educational suitability used for other educational resources 

when providing or requiring student access to Internet informational sources. By 

signing this document, you are agreeing to take responsibility for supervising students 

in your classroom or location.  Employees must be familiar with and enforce 

appropriate use rules with students. 

Be familiar with these rules and how to use the Internet before getting on-line.  If 

you have any questions about these rules, please contact the School’s technology 

representative.  Be aware that the inappropriate use of electronic information 

resources can be a violation of school rules, local, state, and federal laws and that you 

can be prosecuted for violating those laws. 

Network Etiquette and Privacy 

You are expected to abide by the generally accepted rules of network etiquette.  

These rules include but are not limited to: 

• Use appropriate language: Be polite and only send appropriate and non-

abusive messages using the school’s email system. 

• Privacy:  Do not reveal the addresses or phone numbers of friends or 

colleagues without written permission.  Employees should be mindful when sharing 

confidential information about students or other employees because electronic 

messages are not entirely secure.  Private information regarding students may not be 

shared or transmitted on social networking sites or other public sites unless directly 

related to school business. 

• Disruptions:  Always use the network in appropriate ways so as not to disrupt 

the use of the network by others.  Take good care of both hardware and software. 
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• Representations: All correspondence should be clearly identifiable as to its 

originator. 

• Appropriate Use:  Do not use the network for commercial purposes, which 

include promoting or soliciting private business.  Do not use the network for any 

transmission or use which has the purpose or effect of promoting hatred or 

harassment. 

• Use appropriate capitalization:  Typing in all caps when using email is 

considered shouting. 

Security 

If you identify a security problem in the school, notify the School’s technology 

representative at once.  Never demonstrate a problem to other users.  Never use 

another individual’s account.  Never tell anyone your password.  Any user identified 

as a security risk will be denied access to the network, and may be liable for 

disciplinary action or prosecution. 

Electronic Monitoring  

TECS reserves the right to and may monitor and/or record any electronic use or 

communication, whether internal or external, including e-mail, internet use, 

telephone, voice-mail, facsimile, or the like, that is created, sent, received or stored in 

or using TECS property.  The School also has a “firewall” installed within the 

School’s computer network.  Periodic checks may be made of all terminals to monitor 

official usage of internet and e-mail.  You should not expect privacy with regard to 

these School-owned assets and should use them in accordance with School policies.   
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X.  PROCEDURE ON REQUEST FOR REVIEW (RFR) 

A. Purpose 

This procedure is established to provide a method by which TECS employees can 

formally file a complaint they might have regarding any conduct by the 

administration of TECS or any application of any TECS policy.  Unless the matter 

involves personal misconduct of the Head of School, the employee’s complaint must 

first be directed to the Head of School.  If the employee is not satisfied with the 

resolution of the matter by the Head of School, the employee may file a request for 

review (“RFR”) with the Board of Directors to be considered as indicated below. 

B. Procedure 

1.) An RFR will be directed to the Chair of the Board’s Personnel Committee.  

If the Chair of the Personnel Committee is unable to resolve the complaint to the 

satisfaction of the employee, the Chair of the Personnel Committee will issue a report 

to the Board with a recommendation as to resolution.  The Board, in its discretion, 

may invite the employee to make a presentation to the Board, it may call for 

testimony by others and it may otherwise conduct such investigation as it determines 

to be appropriate. 

2.) The Board shall render its decision as soon as practicable and normally 

within 30 days of the complaint being presented to it.  The Board’s decision shall be 

final. 

 

XI. ADMINISTRATION HANDLING OF SCHOOL FUNDS 

Only individuals authorized by school protocols may handle any school funds. 
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XII. DRESS POLICY 

The image of the Thomas A Edison Charter School is reflected in the 

professionalism of its employees.  Appropriate attire is an important part of this 

professionalism.  In order to maintain this standard of professionalism, the school has 

adopted and enforces a “Business Professional” code of dress.  Failure to dress in 

accordance with “Business Professional” guidelines will result in the employee being 

requested to immediately make the necessary corrections.  Questions on attire should be 

directed to the Head of School.  The Head of School reserves the right to modify this 

policy as is deemed necessary.  The following are acceptable standards of personal attire 

that define “Business Professional”: 

PROFESSIONAL ATTIRE FOR MEN: 

 Shirt and tie (recommended) 

 Suit /Sport Jacket/Sweater (optional) 

 No jeans or sneakers 

PROFESSIONAL ATTIRE FOR WOMEN: 

 Dresses or skirts 

 Blouse and slacks 

 Jacket/Sweater (optional) 

 No mini skirts, strapless dresses or tops, jeans or sneakers 

 No plunging necklines 

 Spaghetti-strapped dresses must be with jacket or sweater 

Physical Education teachers are expected to dress appropriately for their position.  

Teachers attending trips will be allowed to adjust their attire with administrative 

approval. 
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ACKNOWLEDGEMENT 

I acknowledge that I have received the Thomas A. Edison Charter School 

Personnel Manual and that I have read and understand the policies.  I understand that this 

Personnel Manual represents only current policies and benefits, and that it does not create 

a contract of employment.   

Thomas A. Edison Charter School retains the right to change these policies and 

benefits, as it deems advisable. 

Unless expressly proscribed by statute or contract, my employment is "at-will." I 

understand that I have the right to terminate my employment at any time, with or without 

cause or notice, and that TECS has the same right. I further understand that my status as 

an "at-will" employee may not be changed except in writing and signed by the Head of 

School. 

 

Signature:  _______________________________  

 

Print Your Name: __________________________ 

 

Date: ____________________________________ 
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Thomas A. Edison Charter School 
2200 North Locust Street 
Wilmington, DE 19802 
302.778.1101 fax 302.778.2232 
Mr. Salome Thomas-EL, Principal/Head of School 
info@tecs.k12.de.us, www.thomasedison.charter.k12.de.us 
 
 
 

 

March 2012 

 

 
To The Parent/Guardian of: _____________________________________________ 

 

Thank you for submitting an application for admission to Thomas Edison Charter School. We are writing to 

inform you that your application is complete and we are currently in the process of reviewing all applications to 

determine grade-level assignments. We will be mailing our official acceptance letter soon and you should 
receive it by the end of June. Please do not hesitate to contact our main office if you have any questions.  

 

We have a few new and exciting initiatives that we would like to share with you. First, all students will be 

served a healthy, all-natural breakfast and lunch each day through the Revolution Foods company, an 
organization supported by First Lady Michele Obama. (http://www.revfoods.com/). Also, all students will 

participate in the 100 Book Challenge Reading Program, where students read for a minimum of one hour per 

day (http://www.americanreading.com/products/100bc/). Research shows that students who make reading a 

daily habit perform better in school and become more successful in life. Thomas Edison is also a Leader in Me 
school (www.theleaderinme.org), where students will learn about and experience Franklin Covey’s Seven 
Habits of Highly Effective Students. Finally, we have an all-star chess program at our school where students 

learn all aspects of chess, both during the day as well as in our after-school program, and compete nationally in 

tournaments.  

 

We are very excited about all of these initiatives and we hope your child gets to experience all that we have to 
offer. Thank you for choosing Thomas Edison Charter School. We hope to see you soon! 

 

 

Sincerely, 
 

 

Salome Thomas-EL 

Head of School 
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Thomas A. Edison Charter School 
2200 North Locust Street 
Wilmington, DE 19802 
302.778.1101 fax 302.778.2232 
Salome Thomas-EL, Principal/Head of School 
info@tecs.k12.de.us, www.thomasedison.charter.k12.de.us 
 
 

Acceptance Letter 
 
Date: ___________________ 
 
 
Dear Parent or Guardian: 
 
Congratulations! We are writing to inform you that your child ______________________, 
has been accepted for enrollment in grade ________ at Thomas A. Edison Charter School. 
We look forward to having your child here at our school! We are required by law to have your 
signature indicating that you plan to have your child attend our school. Without your signature, 
this acceptance letter is not valid. 
 
If your child will attend our school, please check “YES” and sign below. You must return this 
form to the school’s main office within seven (7) days. 
 
If your child will not attend our school, please check “NO”. We wish you much luck in the 
future. 
 
 
_________* YES! My child, ___________________________, will attend Thomas A. Edison 
Charter School for the upcoming 2012-13 school year.  By checking above, I understand that I 
intend for my child to attend Thomas Edison for the entire school year.  
 
_________ * NO, my child will not attend Thomas A. Edison Charter School.  
 
 
 
 
Parent’s Signature: ______________________________________  Date: ________________ 

Please return this form to the school’s main office within seven (7) days. 

 
Sincerely, 
 
 
 
 
Salome Thomas-EL 
Head of School 
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