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Note: This is for eligible applicants seeking to open, replicate, or expand a charter public school in all districts in
lllinois. Applicants who are seeking to open, replicate, or expand beyond their enrollment cap in their existing charter
agreement within Chicago Public Schools may submit their completed CPS RFP in lieu of completing the INCS CSP
Subgrant Application. Please consult with INCS for further instruction.

Eligibility Questionnaire

1. Your Name:

Laura Miller

2. Email:

Imiller@legalprep.org

3. Please select the initiative for which you are applying:

To significantly expand a high-quality charter public school in lllinois. Significant expansion is defined as adding at

least 60 students or 15% of a school's total enrollment.

Please upload charter contract (only for expansion or replication) schools:

This should be your most recent, signed charter contract.

Legal Prep Charter Academies - (07.01.2024-06.30.2028) CPS Charter School Renewal Agreement.pdf

Filename: Legal Prep Charter Academies - (07.01.2024-06.30.2028) CPS Charter School Renewal

Agreement.pdf.pdf Size: 12.0 MB
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https://incscsp.smapply.us/protected/rg/3348821/113972366/Legal%20Prep%20Charter%20Academies%20-%20(07.01.2024-06.30.2028)%20CPS%20Charter%20School%20Renewal%20Agreement.pdf

Please use_this template to fill out Projected Enrollment Data and then upload the template.

Legal Prep - Enrollment _Template At Time of Application.xlsx

Filename: Legal Prep - Enroliment_Template_At_Time_of_Application.xIsx.xIsx Size: 12.0 kB

4. Name of school campus that is starting, replicating, or expanding:

Legal Prep Charter Academies

5. Have you applied for authorization from an authorized lllinois public chartering agency to open, replicate, or

significantly expand a high-quality charter school?

No: your school has the capacity to expand your school’s enrollment without exceeding the enrollment cap in your

charter school's agreement

6. Your school or proposed school is/will be governed by a specific State statute authorizing the granting of charters
to schools and is exempt from significant State or local rules that inhibit the flexible operation and management of

public schools, but not from any rules relating to the other requirements below.

Yes

7. Your school or proposed school is/will be created by a developer as a public school or is/will be adapted by a

developer from an existing public school and is/will be operated under public supervision and direction.

Yes

8. Your school or proposed school operates/will operate in pursuit of a specific set of educational objectives

determined by the school's developer and agreed to by the authorized public chartering agency.

Yes
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9. Your school or proposed school provides/will provide a program of elementary or secondary education, or both.

Yes

10. Your school or proposed school is/will be nonsectarian in its programs, admissions policies, employment practices,

and all other operations, and is not affiliated with a sectarian school or religious institution.

Yes

11. Your school or proposed school does not/will not charge tuition.

Yes, we do not/will not charge tuition

12. Your school or proposed school complies/will comply with the Age Discrimination Act of 1975, title VI of the Civil
Rights Act of 1964, title IX of the Education Amendments of 1972, section 504 of the Rehabilitation Act of 1973, the
Americans with Disabilities Act of 1990 (42 U.S.C. 12101 et seq.), section 444 of the General Education Provisions
Act (20 U.S.C. 1232g) (commonly referred to as the “Family Educational Rights and Privacy Act of 1974"), and part B

of the Individuals with Disabilities Education Act.

Yes

13. Your school or proposed school is/will be a school to which parents choose to send their children, and that— (i)
admits students on the basis of a lottery, consistent with section 4303(c)(3)(A), if more students apply for admission
than can be accommodated; or (i) in the case of a school that has an affiliated charter school (such as a school that
is part of the same network of schools), automatically enrolls students who are enrolled in the immediate prior grade
level of the affiliated charter school and, for any additional student openings or student openings created through
regular attrition in student enrollment in the affiliated charter school and the enrolling school, admits students on the

basis of a lottery as described in clause.

Yes
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14. Your school or proposed school agrees to comply with the same Federal and State audit requirements as do
other elementary schools and secondary schools in the State, unless such State audit requirements are waived by

the State.

Yes

15. Your school or proposed school meets/will meet all applicable Federal, State, and local health and safety

requirements.

Yes

16. Your school or proposed school operates/will operate in accordance with State law.

Yes

17. Your school or proposed school has/will have a written performance contract with the authorized public chartering
agency in the State that includes a description of how student performance will be measured in charter schools
pursuant to State assessments that are required of other schools and pursuant to any other assessments mutually

agreeable to the authorized public chartering agency and the charter school.

Yes

18. Your school or proposed school may serve students in early childhood education programs or postsecondary

students.

No

New school applicants can skip the following section. Applicants for replication or expansion ARE REQUIRED
to complete the following section. Federal guidelines mandate that an applicant who is applying for a
replication or expansion grant must be a "high-quality charter school” based on the definitions below. In your
application, you will be asked to provide evidence of the following guidelines. Please use your best judgement

here to estimate if your school meets the following "high-quality school” definitions.
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19. Your school has a rating of “Exemplary” or “Commendable” on the lllinois State Report Card for 2025 ( based on
spring 2025 test administration), it can meet the federal "high-quality charter school" definition. If your school does
not meet the criteria above due to incomplete, non-existent, or unreliable state data, in your application please
present interim assessment data that shows an upward trend in student performance and growth towards the

definition of high-quality for approval of eligibility.

School is “Exemplary” or “Commendable”

20. Your school can show evidence of strong academic results, which may include strong student academic growth,

as determined by a State.

Yes

21. Your school has no significant issues in the areas of student safety, financial and operational management, or

statutory or regulatory compliance.

Yes

22. Your school has demonstrated success in significantly increasing student academic achievement, including

graduation rates where applicable, for all students served by the charter school.

Yes

5/59



23. Your school has demonstrated success in increasing student academic achievement, including graduation rates
where applicable, for each of the following subgroups of students, economically disadvantaged, children with
disabilities, migrant students, English learners, neglected or delinquent students, homeless students, and
students who are in foster care, except that such demonstration is not required in a case in which the number of
students in a group is insufficient to yield statistically reliable information or the results would reveal personally

identifiable information about an individual student.

Yes

24. Your school received a CSP grant from ISBE after June 16, 2019.

No

25. For schools that have received a CSP grant from ISBE within the last five years the individual charter school must
demonstrate at least 3 years of improved educational results to be eligible for this round of subgrants as specified
under ESEA 8§ 4303. Improved education results is defined for the purposes of this grant to be the following:
Proficiency rates for the last 3 years must have increased in ELA, Math OR both; OR In the scores for at least 3 of
the 5 subgroups (Low income, Black, Latinx, EL and SPED) in ELA and Math, the students at the school must be
overperforming students in similar schools, according to ISBE data for IAR or SAT. All grant spending must be spent

on the new students so as not to “double dip.” Please upload documentation providing this evidence.

Thank you for completing this Eligibility Questionnaire. Review could take up to 5 business days. Access to the full
application will be received once the eligibility review is complete. If you have additional questions, please email

cspgrant@incschools.org.

Cover Page and Checklist

Completed - Feb 12 2026
Cover Page and Checklist

School Name:

Legal Prep Charter Academies
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Contact Person for Grant:

Samuel Finkelstein

Title:

CEO and Founder

Expected Date School Will Open, Expand, or Replicate:

23/08/2027

Application Type:

Expand

Applicant UEI:

GF9JK99NDNG5

Proposed Charter Address:

4319 W WASHINGTON BLVD, Chicago, IL 60624

Applicant Address (if different than proposed):

NA
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Applicant Telephone:

773-922-7802

Applicant Email:

sfinkelstein@legalprep.org

Fiscal Contact

Fiscal or Financial Contact for Applicant:

Melissa Almazan

Telephone:

773-922-7804

Email:

malmazan@legalprep.org,

Charter Public School Board Contact

Board President:

Oscar Romero
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Email:

oerlic@gmail.com

Phone Number:

312-285-1496

Authorizer Contact Information

Authorizing Agency:

Board of Education of the City of Chicago

Authorizing agency contact person:

Zabrina Evans, Chicago Public Schools, Office of Innovation & Incubation

Telephone:

773-553-1530

Email:

zmevans2@cps.edu

Address:

42 W. Madison Street, Third Floor, Chicago, IL 60602
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Projected Growth for Year of Grant Implementation:

10

11

12

Grade Levels to be Served

Baseline Enroliment
at Time of

Application

37
48
49

45

Projected enroliment

SY25-26

37

48

49

45
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Projected enrollment

SY26-27

75
55
50

49

Projected enrollment

SY27-28

90
90
60

50



Please fill in Student Demographics Datalndicate if actual or expected percentage of the total student population:

Percentage (%)

Free/Reduced Price Lunch: 98.9% (actual)
Special Education: 22.3% (actual)
English Learners: 1.7% (actual)
Black: 97.7% (actual)
Native Hawaiian or Other Pacific Islander: 0%

Hispanic: 2.3% (actual)
American Indian: 0%

Multiracial: 0%

Asian: 0%

White: 0%

Male: 44% (actual)
Female: 56% (actual)

Management Organization Information

Will the school work with a charter or educational management organization?

No

Short Answer Form

Completed - Feb 12 2026

The rubric has criteria that will be used by reviewers to evaluate the application as a whole for a total of 115 points.
Competitive Preference Priority points will be applied for applicants demonstrating they meet the criteria for each. In
order for the application to be recommended for funding, applicants must score at least 92 points out of the possible
115 points and all required parts must be addressed.

If more schools meet the criteria to be funded than there are funds available, applications will be ranked to make final
decisions about which schools are funded.

Please respond to each applicable question. Some questions ask for a required attachment, which is submitted in a
separate file.
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Short Answer Form
Section 1: Executive Summary
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Please include an executive summary narrative:

Identify 3-5 grant project goals and justify each goal in terms of its value in supporting the planning and
implementation of your proposed school or expansion. Be sure to align your budget to your project and ensure that
all planned grant spending, including future revisions to your budget, fit clearly within one of your stated project

goals. Please include performance measures, and rationale and approach to meeting those goals with CSP funding.

» The Executive Summary must outline how the CSP subgrant goals are aligned to INCS’ CSP grant goals. These

goals are:
* Increase the number of high-quality charter schools in lllinois educating traditionally underserved students; and,

» Improve the overall quality of lllinois’ charter sector

Executive Summary and Grant Project Goals

Legal Prep Charter Academy seeks Charter Schools Program (CSP) funding to support a strategic enrollment
expansion that will increase access to a high-quality, college-preparatory charter school for students from
historically underserved communities while preserving the rigor, culture, and outcomes that have defined the
school's success over fourteen years of operation. CSP funds will be used to support planning, implementation,
and early-stage sustainability of this expansion by strengthening recruitment systems, academic supports, staffing

capacity, and facilities readiness.

The proposed project advances both INCS CSP grant goals by (1) increasing the number of high-quality charter
school seats available to traditionally underserved students in lllinois and (2) strengthening the overall quality and
sustainability of the charter sector through disciplined growth of a proven educational model. The identified grant
project goals are specific, measurable, time-bound, and directly aligned to both the school's mission and the

proposed CSP budget.

Each grant project goal directly corresponds to specific budget line items and planned expenditures. CSP funds
are intentionally allocated to time-limited planning and implementation activities that expand access, strengthen
instructional quality, and build sustainable capacity, while ongoing staffing needs beyond the grant period will be

supported through increased per-pupil revenue generated by enrollment growth.

Collectively, these goals advance INCS’s CSP priorities by increasing the number of high-quality charter school
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seats available to traditionally underserved students and strengthening the long-term quality and sustainability of

the lllinois charter sector through the disciplined expansion of a proven educational model.

14 /59



Goal 1

Goal:

By the end of the CSP
implementation period
(2027-2028), Legal Prep
Charter Academy will
increase total student
enrollment by at least 60
students or 15% of
baseline enrollment,
expanding access to its
college-preparatory, law-
themed educational model
while maintaining
enrolliment patterns
reflective of historically
underserved communities.
Aligned to INCS CSP
Grant Goal 1.

Performance Measures:

+Increase total enrollment
by at least 60 students or
15% during the
implementation period.

+Ensure that at least 85%
of enrolled students reside
in historically underserved
Chicago neighborhoods or
meet the definition of at-
risk or educationally
disadvantaged under
ESEA §1115(c)(2).

+Maintain enrollment of at
least 80% of students
qualifying for free or
reduced-price lunch.

+Establish a sustainable
recruitment pipeline
capable of generating a
waiting list for the
freshman class annually.

15/59

Rationale:

Access to high-quality,
college-preparatory charter
schools remains limited for
families in historically
underserved communities.
CSP funds will support the
expansion of Legal Prep’s
enroliment by funding
time-limited planning and
implementation activities
that lower barriers to
access while maintaining
academic rigor.
Investments in recruitment
staffing, community
outreach, and enrollment
systems will allow the
school to build awareness
of its distinctive law-
themed program and
ensure that families across
the city have equitable
access to enrollment
opportunities.

CSP-supported activities
aligned to this goal include
staffing for recruitment and
family engagement,
targeted outreach and
informational advertising,
enrollment system
supports, and facilities
readiness necessary to
safely serve additional
students. These
investments ensure that
increased access is
intentional, equitable, and
sustainable, directly
advancing INCS'’s goal of
expanding high-quality



Goal 2

By the conclusion of the
CSP implementation
period, Legal Prep will
demonstrate measurable
improvements in student
academic growth,
attendance, and
persistence through the
expansion of data-driven
instructional systems,
academic intervention
capacity, and aligned
professional development.
Aligned to INCS CSP
Grant Goal 2.

+Demonstrate year-over-
year improvement in ACT
proficiency and growth.

+Achieve annual student
growth that meets or
exceeds growth outcomes
of geographically
proximate traditional public
schools.

+Increase average daily
attendance by at least
10% over baseline and
reduce rates of chronic
absenteeism year over
year.

+Implement quarterly
interim assessment cycles
with documented
instructional adjustments
for all student subgroups.
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charter school options for
underserved students.

As enrollment expands,
maintaining strong
academic outcomes
requires intentional
investment in instructional
systems and student
supports. CSP funds will
support evidence-based
curriculum implementation,
data systems, and
academic intervention
staffing to ensure
instruction remains
rigorous, responsive, and
aligned to high
expectations for all
students. Professional
development and
coaching will reinforce
consistent instructional
practices and support
teachers in using data to
differentiate instruction
effectively.

CSP-supported
expenditures aligned to
this goal include academic
intervention staffing,
instructional technology
subscriptions, professional
development, and data
systems that enable
progress monitoring and
continuous improvement.
These investments ensure
that expansion
strengthens and does not
dilute academic quality
and supports INCS’s goal
of improving the overall
quality of Illinois’ charter
sector.



Goal 3

Goal 4

Goal 5

By the start of the 2027-
2028 school year, Legal
Prep will complete all
organizational, facility, and
technology readiness
activities necessary to
safely and effectively
serve an expanded
student population while
maintaining program
guality and compliance.
Aligned to INCS CSP
Grant Goals 1 and 2.

+Complete all required
building code, health,
safety, and accessibility
upgrades prior to the start
of the implementation
year.

+Ensure instructional
spaces are fully equipped
with appropriate furniture,
technology, and materials
to support expanded
enrollment.

+Successfully onboard
and support grant-funded
planning and
implementation staff by
the start of the
implementation period.

+Maintain compliance with
all local, state, and
authorizer facility and
operational standards.

Sustaining high-quality
outcomes during growth
requires strong
organizational
infrastructure and facilities
that support rigorous
instruction and student
services. CSP funds will
support time-limited
investments in facility
readiness, technology
acquisition, leadership
planning time, and
operational systems
necessary to manage
expansion without
compromising instructional
guality or school culture.

CSP-supported
expenditures aligned to
this goal include building
code remediation,
instructional technology
and equipment, leadership
planning allocations, and
operational systems that
enable safe, compliant,
and effective service to
additional students. These
investments ensure that
growth is responsibly
managed and that
increased enrollment is
supported by a stable and
sustainable foundation.

Section 2: Educational Philosophy, Key Design Elements, and

School Culture
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Fully describe and justify the design of the academic program in terms of the educational philosophy, key elements of
the program, and how school culture is developed. Be sure to include key design elements, and rationale for why this
education model was chosen and how it will produce strong outcomes for the unique community and student
population the school will be located within. Describe how the applicant will use the autonomy and flexibility granted

to it, and how that is consistent with the definition of a charter school in ESEA 8 4310 (2).

(This value must be between 1 and 1500 words)

Educational Philosophy and Rationale for the Model

Legal Prep Charter Academy’s educational philosophy is grounded in the belief that students from historically
underserved communities thrive when academic rigor is paired with relevance, strong relationships, and intentional
preparation for postsecondary success. Legal Prep was founded to address persistent opportunity gaps by
offering a college-preparatory public education that integrates rigorous academics with a distinctive, law-themed
instructional model designed to build critical thinking, communication, and civic leadership skills. After fourteen
years of operation, this philosophy has proven effective in producing strong academic growth, high graduation

rates, and postsecondary persistence for students who are often underserved in traditional systems.

As Legal Prep expands enrollment from 179 students to a target of 330 students during the CSP implementation
years, this same philosophy will guide programmatic growth. Expansion will not alter the core design of the
academic program. Rather, CSP funding will allow Legal Prep to deepen and scale a model that has already

demonstrated success while maintaining fidelity to its mission, culture, and instructional quality.

Legal Prep’s educational philosophy is rooted in three core principles: rigor with purpose, relationships as the
foundation for learning, and preparation for postsecondary success beginning in early adolescence. Academic rigor
is most effective when it is connected to meaningful, real-world contexts. By integrating law, advocacy, and civic
engagement into core academic instruction, Legal Prep makes learning relevant and intellectually demanding.
Students engage in complex texts, structured argumentation, analytical writing, and problem-solving tasks that
mirror the skills required in college and professional environments, building both academic skill and academic

identity.

Strong relationships between students and adults are central to the model. Small advisories, consistent mentoring,
and a culture of high expectations and support ensure that students are known well and held accountable. This
relational approach is especially important in an expansion context, as maintaining school culture while growing

enrollment requires intentional structures that preserve connection and belonging.

Finally, Legal Prep is intentionally designed to prepare students for postsecondary success in college, career, and

18 /59



civic life. Academic instruction, enrichment, and student supports are aligned to long-term outcomes, including high
school graduation, college enrollment, and persistence. Expansion will allow Legal Prep to extend these

opportunities to more students without diluting the coherence or intensity of the program.

Academic Program Design and Key Educational Elements

Legal Prep’s academic program is defined by a set of key design elements that work together to produce strong

outcomes and are well-suited to the community the school serves.

A. Instructional Model and Enrichment Programs (Law-Themed Integration)

Legal Prep delivers a rigorous, standards-aligned curriculum that is intentionally integrated with law, advocacy, and
civic engagement through sustained partnerships with the legal and professional community. This law-themed
integration is not an enrichment add-on; it is a core instructional strategy designed to deepen academic rigor,

increase engagement, and build postsecondary readiness through authentic application.

Across grade levels, Legal Prep partners with law firms, corporate legal departments, courts, and individual legal
professionals. Attorneys, judges, and legal practitioners serve as regular guest lecturers and instructional partners,
supporting lessons in argumentation, writing, constitutional analysis, ethics, and problem-solving. These

experiences are aligned to grade-level standards and learning objectives.

A signature element of the model is a monthly off-site law program in which all students participate in structured,
grade-level programming hosted by partner law firms, corporate legal departments, or civic institutions.
Programming is sequenced developmentally and includes activities such as mock negotiations, case simulations,
policy debates, and legal writing workshops. This universal exposure is a critical equity lever, ensuring that all

students have consistent access to professional environments and mentors.

In the upper grades, law integration becomes credential-bearing. Eleventh- and twelfth-grade law courses are
taught by licensed attorneys, allowing students with qualifying GPAs to earn dual credit. Students may also
participate in legal externships, including placements with judges and public-sector legal offices, applying

classroom learning in authentic professional contexts.

Importantly, law-themed instruction is vertically aligned across grade levels. Early grades emphasize foundational
literacy, argument structure, and civic concepts, while upper grades demand increasingly sophisticated analysis,
writing, and oral advocacy. By graduation, students are prepared to engage in college-level coursework and

professional environments with confidence and competence. As enrollment expands, CSP funding will support the
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coordination and staffing needed to scale these partnerships responsibly.

B. Data-Driven Instruction and Academic Intervention

Legal Prep uses frequent data analysis to inform instruction and intervention. Universal screening, formative
assessments, and interim benchmarks allow teachers to identify student needs early and respond through targeted
supports. CSP funds will support expanded academic intervention capacity, including staffing, instructional

materials, and professional development, ensuring individualized support is maintained as enrollment grows.

C. Supports for Diverse Learners and Special Populations (MTSS)

Legal Prep employs a comprehensive Multi-Tiered System of Supports that integrates academic, behavioral, and
social-emotional interventions. Students receive tiered supports aligned to need, with progress monitored regularly.
Expansion will include additional special education capacity and coordinated supports to ensure equitable

outcomes for a growing and diverse student population.

D. College and Career Readiness and Postsecondary Persistence

College and career readiness is embedded across grade levels through rigorous coursework, advisory
programming, experiential learning, and individualized guidance. Advisory emphasizes goal-setting, self-advocacy,
academic planning, and executive functioning, while upper-grade students engage in dual credit coursework,

externships, and capstone experiences that mirror college-level rigor and workplace demands.

Recognizing that postsecondary success extends beyond high school graduation, Legal Prep will use expansion
to strengthen its alumni support infrastructure. As the number of graduates increases, the school will add a
dedicated alumni support staff member, sustained by increased per-pupil revenues once CSP-supported growth is
in place. This role will focus on college persistence, completion, and early career navigation, particularly for first-
generation college students, and will provide individualized coaching, assistance with academic planning and
financial aid renewal, and connections to campus-based resources and professional networks. Alumni outcomes

will be tracked systematically to support continuous improvement.

School Culture, Behavioral Expectations, and Student Leadership

Legal Prep’s school culture reinforces academic excellence, belonging, and student agency. High expectations are
paired with strong support through advisory, mentoring, and restorative practices. Student voice is emphasized

through leadership opportunities and law-aligned programming, fostering confidence, engagement, and
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persistence.

Behavioral Expectations and Restorative Practices

School culture is grounded in clear behavioral expectations and restorative practices that emphasize accountability,
reflection, and community. A key component of this work is Legal Prep’s Peace Warriors program, a student
leadership initiative that empowers students to promote positive peer relationships, support conflict resolution, and
model restorative practices. Peace Warriors receive training in communication, mediation, and leadership skills and

play an active role in maintaining a safe, inclusive learning environment.

Student Voice, Leadership, and Enrichment

Students are encouraged to take on leadership roles through advisory, Peace Warriors, and law-aligned
enrichment opportunities. These structures promote ownership, agency, and engagement while reinforcing

professional norms and civic responsibility.

Family, Student, and Staff Satisfaction and Engagement

Legal Prep regularly gathers feedback from students, families, and staff to assess school climate, instructional
quality, and overall satisfaction. Data sources include annual climate surveys, family engagement feedback, staff
retention trends, and ongoing advisory check-ins. Results consistently demonstrate strong student—adult
relationships, a sense of belonging, and high expectations paired with support. Feedback is reviewed by school
leadership and used to inform professional development, culture-building strategies, and student supports,

ensuring responsiveness as enrollment expands.

As Legal Prep grows, intentional onboarding structures for new students and families, including advisory
placement, mentoring supports, and clear communication of expectations, ensure that students entering through
expansion experience the same sense of belonging, accountability, and support that has characterized Legal

Prep’s culture for over a decade.

Charter Autonomy and Alignment with ESEA §4310(2)

Legal Prep operates as a public, nonsectarian, tuition-free charter school with autonomy over curriculum, staffing,
scheduling, budgeting, and program design. This autonomy allows Legal Prep to implement its law-themed
curriculum, allocate resources strategically toward expansion priorities, design staffing models aligned to student

needs, and implement systems that support continuous improvement. Expansion under the CSP will leverage this
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autonomy to scale a proven model responsibly while maintaining accountability and quality.

Rubric Alignment Summary

Educational Philosophy and Rationale: Legal Prep articulates a clear educational philosophy centered on rigor,

relevance, relationships, and postsecondary preparation, supported by fourteen years of demonstrated success.

Academic Program Design: The program integrates standards-aligned instruction with law-themed enrichment,
including guest lecturers, monthly off-site programming, dual credit coursework taught by licensed attorneys, and

legal externships.

Supports for Diverse Learners: A comprehensive MTSS framework and data-driven interventions ensure equitable

outcomes as enrollment expands.

School Culture and Behavioral Expectations: A strong culture is reinforced through advisory, restorative practices,

and the Peace Watrriors student leadership program.

Student, Family, and Staff Satisfaction: Surveys, feedback mechanisms, and retention data demonstrate a positive

school climate and inform continuous improvement.

Charter Autonomy: Legal Prep uses charter flexibility to align resources, staffing, and program design with student

needs and responsible growth.

Section 3: Curriculum, Instructional Strategies, and
Technology
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Fully describe and justify the instructional practices and curriculum that will be utilized to meet the school’s
performance objectives, while also demonstrating alignment to state and Federal requirements. Be sure to include
the use of technology and how it will assist with producing strong outcomes for the uniqgue community and student

population the school will be located within.

(This value must be between 1 and 750 words)

Core Curriculum Materials and Alignment to State and Federal Standards

Legal Prep implements a rigorous, standards-aligned curriculum designed to ensure students meet or exceed
lllinois Learning Standards and applicable federal requirements, including the Common Core State Standards. The
school intentionally selects high-quality, research-based curriculum materials that emphasize grade-level mastery,
coherence across grades, and accessibility for a diverse student population, including students who enter with

academic gaps.

English Language Arts

Legal Prep uses myPerspectives (Savvas) as its core ELA curriculum. myPerspectives is aligned to the Common
Core State Standards and emphasizes close reading of complex texts, evidence-based writing, academic
discourse, and integrated literacy skills. The curriculum supports deep comprehension and analytical thinking while
providing scaffolds for diverse learners. Research on knowledge-rich, text-centered curricula demonstrates positive

impacts on reading comprehension for students from historically underserved communities.

Mathematics

Legal Prep implements a mathematics curriculum aligned to UnboundEd principles and the Common Core State
Standards. This curriculum emphasizes conceptual understanding, procedural fluency, and mathematical reasoning
through problem-based instruction and academic discourse. Research on standards-aligned, conceptually focused
mathematics instruction shows improved student understanding and achievement when instruction is coherent and

well facilitated.

Science
Legal Prep uses OpenSciEd for high school science, a research-based curriculum aligned to the Next Generation
Science Standards. OpenSciEd emphasizes inquiry, real-world phenomena, and sensemaking, while reinforcing

literacy and analytical skills aligned to the school's broader academic goals.

In addition to ELA, mathematics, and science, Legal Prep implements standards-aligned curricula across all subject
areas, including social studies, civics, world languages, physical education, and enrichment courses, ensuring a

comprehensive academic program aligned to state requirements.
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Instructional Practices and Alignment to Curriculum Design

Instructional practices at Legal Prep are intentionally aligned to curriculum design and grounded in research-based
pedagogy. Teachers implement a consistent instructional framework that includes clear learning objectives, explicit
instruction, guided practice, structured academic discourse, and opportunities for application. Lessons are

designed to be intellectually rigorous and accessible, with embedded scaffolds to support diverse learners.

Legal Prep'’s literacy instruction is informed by the science of reading, emphasizing explicit and systematic
development of foundational skills, vocabulary, reading comprehension, and writing. Across content areas,
students engage regularly with complex texts and are taught to analyze, synthesize, and communicate ideas using
evidence. Instruction prioritizes academic language, argumentation, and metacognition, ensuring strong alignment

between curriculum and pedagogy.

Differentiation is embedded within daily instruction through flexible grouping, scaffolded tasks, and targeted
supports aligned to curriculum structure. As enrolliment expands, CSP funding will support instructional coaching

and professional development to ensure consistent, high-quality implementation.

Instructional Technology and Digital Learning Supports

Technology is used strategically at Legal Prep to enhance curriculum implementation, support differentiated
instruction, and promote equity of access. The school operates a 1:1 Chromebook environment, ensuring all

students have consistent access to digital tools necessary for learning, research, and writing.

Teachers utilize instructional technology platforms to supplement curriculum materials and reinforce standards-
aligned instruction. Tools such as IXL and Khan Academy provide adaptive, skill-based practice in mathematics
and literacy, while platforms such as CommonLit, NewsELA, and Desmos support close reading, current-events
literacy, and conceptual understanding in mathematics. These tools are selected intentionally to deepen learning,

support differentiation, and provide actionable instructional data rather than replace teacher-led instruction.

Legal Prep also emphasizes responsible and ethical technology use. Teachers guide students in appropriate use
of emerging tools such as artificial intelligence to support research, drafting, and revision while reinforcing academic
integrity, critical thinking, and digital citizenship. CSP funding will support additional devices and classroom

technology to ensure instructional technology scales equitably with enrollment growth.

Alignment to State and Federal Requirements
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Legal Prep’s curriculum, instructional practices, and technology use are aligned with Illinois Learning Standards
and federal requirements. Instructional materials support grade-level mastery and college and career-ready
outcomes, while technology implementation complies with privacy, accessibility, and student protection
requirements. Charter autonomy allows Legal Prep to refine curriculum, instructional strategies, and digital tools in

response to student needs while remaining accountable for results.
Rubric Alignment Summary

Key Curriculum Materials: High-quality core curricula identified for ELA (myPerspectives), Math (UnboundEd-

aligned), and Science (OpenScikEd), with standards-aligned curricula across all subject areas.

Standards Alignment: Curriculum meets or exceeds lllinois and federal requirements, including Common Core

alignment in ELA and math.

Instructional Alignment: Research-based instructional methods align directly to curriculum design and are informed

by the science of reading.

Research-Based Justification: Curriculum selections reflect published research supporting rigorous, coherent

instruction for similar student populations.

Technology Integration: A 1:1 Chromebook model and targeted instructional platforms (including IXL and Khan

Academy) support differentiation, engagement, and equitable access.

Section 4: Assessment and Data
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Fully describe and justify how your school will have rigorous goals and adequate performance management to
ensure students’ academic success. Describe your assessment choices, data collection and analysis, and use of

data to inform instruction, differentiate and evaluate the school as a whole.

(This value must be between 1 and 750 words)

Performance Management Framework and Academic Goals

Legal Prep maintains a comprehensive performance management system designed to ensure rigorous academic
goals, continuous monitoring of progress, and strong student outcomes. This system aligns assessment, data
analysis, instructional decision-making, and organizational oversight to support students, staff, and school

leadership.

Academic performance goals are established annually and aligned to state accountability measures, internal
growth targets, and long-term postsecondary outcomes. Progress toward these goals is monitored throughout the
year using interim benchmarks and disaggregated data to ensure equitable outcomes for all student subgroups. As
enrolliment expands, Legal Prep will maintain this framework to ensure that growth does not dilute accountability or

instructional quality.

Assessment Portfolio: Formative, Interim, and Summative Measures

Legal Prep uses a balanced portfolio of formative, interim, and summative assessments that is well understood by

staff and consistently used to inform instruction.

Formative assessments are embedded within daily instruction and include curriculum-aligned checks for
understanding, performance tasks, exit tickets, and writing samples. In subjects where a common, high-quality
curriculum is used, Legal Prep adopts the research-based assessments embedded within those curricula, ensuring

strong alignment between instruction and assessment.

Interim assessments are administered quarterly and aligned to instructional pacing and grade-level standards.
Legal Prep administers interim assessments through a formal agreement with the Noble Network of Charter
Schools, allowing the school to leverage validated assessment tools and benchmark student performance against
comparable populations. Interim data is disaggregated by student subgroup and used to monitor progress toward

annual goals. Benchmarks are reviewed and adjusted annually based on outcomes and instructional needs.

Summative assessments include state-required assessments and end-of-course measures aligned to Illinois

standards. Legal Prep also opts into fall Pre-ACT testing, allowing staff to measure growth since the previous
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spring and providing students with early exposure prior to the high-stakes spring administration.

Data Collection, Analysis, and Roles

Legal Prep collects academic, behavioral, and attendance data to inform instruction and leadership decisions.
Data sources include classroom assessments, curriculum-embedded assessments, quarterly interim assessments,

Pre-ACT and ACT results, attendance records, and intervention progress monitoring.

Data practices are guided by the Driven by Data framework (Paul Bambrick-Santoyo), which structures regular data
cycles focused on analysis, reflection, and action. Teachers analyze classroom-level data to identify strengths and
gaps and adjust instruction accordingly. Instructional leaders facilitate structured data meetings to examine interim
results, identify priority standards, and plan targeted instructional responses. School leadership monitors trends to

inform policy, resource allocation, and professional development priorities.

Teacher performance is monitored through a combination of classroom observations, student performance data,
and participation in data cycles. These measures inform coaching, professional development, and instructional

support to ensure alignment between teaching practice and student outcomes.

Interim Benchmarks and Continuous Improvement

Quarterly interim assessments serve as key benchmarks for monitoring progress toward annual performance goals.
These benchmarks allow Legal Prep to identify students who are on track, approaching proficiency, or in need of
additional support. Benchmark targets are reviewed annually and refined based on historical data, student

performance trends, and projected enrollment changes.

Leadership uses assessment data to inform management decisions related to staffing, professional development,

instructional materials, and intervention design, reinforcing a culture of accountability and continuous improvement.

Data-Driven Instruction, Differentiation, and MTSS

Legal Prep fosters a strong culture of data-driven instruction in which teachers use multiple data sources to
differentiate instruction and support individual learners. Classroom and interim assessment data inform Tier 1

instructional differentiation, including flexible grouping, scaffolded tasks, and targeted skill practice.

Students requiring additional support receive Tier 2 or Tier 3 interventions through Legal Prep’s Multi-Tiered

System of Supports (MTSS). Progress is monitored regularly, and intervention plans are adjusted based on data.
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For upper-grade students, Legal Prep supplements instruction with targeted supports such as ACT tutoring through

Academic Approach for juniors, funded by a board member, to strengthen college readiness outcomes.

MTSS structures are implemented consistently across grade levels to ensure coherence, equity, and timely

intervention as enrollment expands.
Rubric Alignment Summary

Performance Management: A comprehensive system monitors progress toward academic goals and ensures strong

student outcomes.

Assessment Choices: A balanced portfolio of formative, quarterly interim, and summative assessments aligned to

standards and pacing.

Data Collection and Analysis: Clear processes identify what data is collected, how it is analyzed, and by whom,

using the Driven by Data framework.

Benchmarks and Subgroup Monitoring: Quarterly interim benchmarks track progress for all student subgroups and

are reviewed annually.
Data-Driven Culture: Structured data cycles inform instruction, professional practice, and management decisions.

Differentiation and MTSS: Assessment data drives differentiated instruction and multi-tiered interventions for

individual learners.

Section 5: Effectively Serving All Students
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Charter schools are obligated to take specific actions to ensure an open, fair, non-selective method of attracting and
enrolling students, and all charter schools need to be ready to serve the group of students that choose to attend.

Fully describe and justify your plan to offer a continuum of services for all types of students, including those that are
educationally disadvantaged (such as low-income, special education, English learners, homeless, migrant and other

at-risk students) and gifted and talented.

(This value must be between 1 and 1500 words)

Open, Fair, and Non-Selective Enrollment Practices

Legal Prep is committed to an open, fair, and non-selective enrollment process that ensures equitable access for
all students. As a public, tuition-free charter school, Legal Prep does not screen or select students based on
academic ability, disability status, language proficiency, socioeconomic status, or any other protected characteristic.
Enrolliment practices fully comply with state and federal requirements and are intentionally designed to remove

barriers for historically underserved families.

Legal Prep conducts inclusive outreach and recruitment efforts targeted toward the communities it serves,
particularly low-income neighborhoods and populations historically underrepresented in high-quality public school
options. Enrollment materials are accessible, family-friendly, and available in languages reflective of the community.

Students are admitted through transparent, non-selective processes consistent with charter law.

As enrollment expands, Legal Prep will continue to prioritize equitable access and clear communication to ensure

that growth increases opportunity rather than restricts it.

Framework for Serving a Diverse Student Population

Legal Prep is intentionally designed to serve a diverse student population that includes low-income students,
students with disabilities, English learners, students experiencing homelessness or housing instability, migrant
students, and other at-risk populations. The school’s instructional model, staffing structures, and student supports
are organized around providing a continuum of services that respond to varied academic, social-emotional, and

linguistic needs.

Legal Prep’s philosophy is grounded in the belief that all students can succeed in a rigorous, college-preparatory
environment when provided with strong relationships, inclusive instructional practices, and targeted supports. This
belief is reflected in program design and ensures that compliance obligations are integrated into a cohesive,

student-centered model rather than treated as isolated requirements.
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Special Education Services and Least Restrictive Environment (IDEA)

Legal Prep provides a full continuum of special education services in compliance with the Individuals with
Disabilities Education Act (IDEA) and applicable state requirements. Approximately 22% of Legal Prep’s students
have an Individualized Education Program (IEP), exceeding the district average. Families frequently choose Legal
Prep because of the school's demonstrated strength in serving students with disabilities and its commitment to the

least restrictive environment (LRE) as a guiding principle.

Students with disabilities are identified through Child Find procedures and evaluated in a timely manner. IEPs are
developed collaboratively and implemented with fidelity. Special education services are delivered primarily through
inclusive practices, with students educated alongside their general education peers to the greatest extent
appropriate. Service models include co-teaching, push-in support, small-group instruction, and individualized

interventions.

To ensure access to rigorous coursework, Legal Prep embeds the opportunity for honors credit within every class
through additional rigor and assignments. This structure allows students with IEPs to access advanced coursework
even when service minutes or scheduling considerations limit their ability to enroll in separate honors sections. This

approach supports equity, avoids exclusionary tracking, and maintains high expectations for all learners.

As enrollment expands, Legal Prep will increase special education staffing and service capacity while preserving
inclusive practices. Weekly collaboration time is allocated for general education and special education co-teachers,
and staff receive ongoing professional development to ensure strong implementation of accommodations,

modifications, and co-teaching strategies.

English Learners and Language Access

Legal Prep is committed to effectively serving English learners (ELs) and ensuring meaningful access to instruction.
ELs are identified through appropriate screening procedures, and services are provided in alignment with state and

federal requirements.

Instructional supports include sheltered instruction strategies, language development embedded in content
instruction, and targeted interventions as needed. Teachers receive professional development focused on
academic language development, differentiation, and culturally responsive practices. Language access for families

is ensured through translated materials, interpretation services, and clear communication.

As enrollment grows, EL services will scale accordingly, ensuring that expanded access is matched with appropriate
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instructional and staffing supports.

Academic Interventions and Multi-Tiered System of Supports (MTSS)

Legal Prep employs a comprehensive Multi-Tiered System of Supports (MTSS) to address academic, behavioral,
and social-emotional needs. Universal screening and classroom data inform Tier 1 instruction, while Tier 2 and Tier

3 interventions provide targeted support for students who require additional assistance.

Interventions are evidence-based, progress is monitored regularly, and plans are adjusted based on student
response. MTSS structures are coordinated across instructional, special education, and student support teams to
ensure coherence and effectiveness. This system allows Legal Prep to respond flexibly to student needs while

maintaining high expectations.

Understanding Student Needs, Staff Training, and Retention-Focused Practices

Legal Prep systematically evaluates the needs of its educationally disadvantaged students using multiple data
sources, including enrollment data, prior academic records, diagnostic assessments, attendance trends, behavioral
data, and special education documentation. This information is reviewed at entry and throughout the year to
ensure that academic, behavioral, and social-emotional supports are responsive and appropriately matched to

student needs.

High expectations are maintained for all students through inclusive access to rigorous coursework, embedded
honors opportunities, and consistent instructional expectations, regardless of disability status or background.
Academic and behavioral interventions are coordinated through MTSS and reinforced by restorative practices that

prioritize learning continuity and student engagement over exclusionary discipline.

Staff are intentionally trained to support these systems. In addition to specialized credentials, teachers receive
ongoing professional development in intervention strategies, co-teaching models, restorative practices, and
effective classroom management. Weekly coaching cycles reinforce consistent implementation, while collaboration
time ensures alignment between general education and special education staff. These structures promote

retention by reducing unnecessary removals from the classroom and ensuring timely, appropriate supports.

Supporting Advanced Learners and Equitable Access to Rigor

Legal Prep is equally committed to supporting advanced learners and students demonstrating exceptional

academic potential. As noted, honors-level rigor is embedded within all core classes, ensuring broad access to
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advanced coursework without exclusionary prerequisites.

In addition, dual credit law courses are available to any student with a qualifying GPA, as determined by Legal
Prep’s postsecondary partners at the City Colleges of Chicago. Dual credit eligibility is transparent and merit-based,
ensuring equitable access while maintaining academic standards. Law-themed coursework, externships, and

advanced projects further provide enrichment and extension for students ready for higher-level work.

School Culture, Restorative Practices, and Student Leadership

Legal Prep maintains a strong, inclusive school culture grounded in restorative practices, high expectations, and
student agency. The school provides school-wide training in restorative practices and effective classroom

management, supported by ongoing coaching and professional development.

All teachers receive weekly classroom observations and coaching meetings aligned to the Leverage Leadership
framework (Paul Bambrick-Santoyo). Coaching focuses on instructional practice, classroom culture, and inclusive
strategies that support diverse learners. Two days of Legal Prep’s two-week summer professional development are

dedicated to restorative practices and deep review of student IEPs to ensure readiness at the start of the year.

A cornerstone of Legal Prep’s culture is the Peace Warriors program, a student leadership initiative focused on
conflict resolution, peer accountability, and community building. Peace Warriors complete a two-day certification
training, and currently 20% of students and 25% of staff have received full training. Peace Warriors play an active

role in reinforcing positive culture and restorative responses across the school.

Student Supports: Meals, Transportation, and Basic Needs

Legal Prep ensures that students’ basic needs are met so they can fully engage in learning. All students are
eligible for free breakfast and free lunch through the National School Lunch Program, operated in partnership with
Chicago Public Schools. Students participating in extracurricular activities also receive a free after-school snack.

Additional snacks are available for students who need them during the school day.

When food assistance was briefly suspended earlier this year, Legal Prep operated an emergency food pantry out
of the school, supported by donations from community partners and supporters, ensuring continuity of support for

families.

Transportation access is also prioritized. Most students arrive via public transportation using free CPS bus passes

through the STLS program. Students who require transportation through an IEP or 504 receive district-provided
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transportation. Legal Prep has also provided free bus passes to students who do not qualify for STLS when there

is demonstrated need, ensuring that transportation is not a barrier to attendance.

Scaling Services with Responsible Growth

As Legal Prep expands enroliment, the school will intentionally scale staffing, systems, and partnerships to

maintain a robust continuum of services. Expansion funding will support additional personnel, professional

development, and infrastructure to ensure compliance and quality across all student populations.

Growth will be guided by data, ongoing evaluation, and feedback from students, families, and staff to ensure that

expansion strengthens—rather than strains—the school’s ability to serve all learners effectively.

Rubric Alignment Summary

Open and Non-Selective Enrollment: Transparent, equitable enrollment practices ensure access for all students.

Continuum of Services: Comprehensive supports serve low-income students, students with disabilities, English

learners, homeless and migrant students, and other at-risk populations.

Special Education and LRE: IDEA-compliant services prioritize inclusion; 22% of students have IEPs, exceeding

district averages.

Access to Rigor: Honors-level work embedded in all classes and dual credit law courses available based on GPA.

School Culture and Discipline: Restorative practices, Peace Warriors leadership, and ongoing coaching support

positive culture.

Basic Needs: Universal meals, transportation access, and emergency supports remove barriers to learning.

Scalability: Systems and staffing are designed to scale responsibly with enrollment growth.

Section 6: Staffing and Professional Development Plan

33/59



Fully describe and justify your approach to staffing, inclusive of ratios, positions, etc. required for effective
implementation of the chosen education model. Further, describe the process in which all staff will be supported in

their ongoing professional development.

(This value must be between 1 and 800 words)

Staffing Model and Organizational Structure

Legal Prep’s staffing model is intentionally designed to deliver its rigorous, inclusive academic program while
providing the student supports necessary for strong outcomes. Staffing decisions are aligned to enroliment,

instructional needs, and the school's ability to operate at a high level over time.

The core instructional team currently includes 12 general education teachers and 3 special education teachers,
one of whom serves as a dedicated special education case manager.

This staffing structure supports inclusive service delivery, co-teaching, and individualized student supports.
Instructional staff are supported by a Principal, Director of Curriculum & Instruction, Director of Peace Strategies,
Head Dean of Culture, two Assistant Deans, and a College Counselor / Alumni Support Coordinator. The school is
further supported by an operations team including an Operations Manager, Operations Assistant, Business
Manager, and front-desk staff. Network-level leaders, including the CEO and Development Director, remain actively

involved in Chicago campus operations.

As part of CSP-supported expansion, staffing will scale intentionally. During the planning period, Legal Prep will
add a Student Recruitment / Family Engagement Coordinator, an Academic Interventionist, and a non-teaching
Director of Legal Programming to expand experiential learning opportunities and prepare for increased enrollment.
During the implementation years, the school will add three additional teaching positions, one social-emotional
counselor, and one additional Assistant Dean, ensuring instructional quality, culture, and student supports remain

strong as enrollment increases.

This staffing structure is feasible, aligned to the school's education model, and sufficient to support both current

operations and planned growth.

Recruitment, Selection, and Retention of High-Quality Staff

Legal Prep leverages the autonomies granted to charter schools to recruit, select, and retain outstanding staff

aligned to the school's mission and instructional expectations. Recruitment prioritizes candidates with strong

content knowledge, a commitment to equity, and the ability to build strong relationships with students.
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Candidate selection is conducted through a hiring committee that includes a cross-section of administrators,
teachers, and support staff. The process includes structured interviews, mission-alignment screening, and
demonstration lessons where appropriate. All hires complete required background checks in compliance with state

law and district requirements.

These practices have contributed to teacher retention consistently above 90%, supporting instructional continuity
and a strong professional culture. Legal Prep’s ability to attract and retain talent is evidenced by its 14-year track
record of strong performance, including a commendable state rating and a recent four-year charter renewal, the

longest term granted during that cycle.

Professional Development Framework and Annual Cadence

Professional development at Legal Prep is coherent, ongoing, and tightly aligned to instructional priorities and
student needs. All staff participate annually in an All Staff Retreat, a multi-day off-site experience focused on

culture, instructional foundations, collaboration, and team alignment.

New staff also participate in two days of onboarding, followed by two weeks of summer professional development
prior to the first day of school. Summer PD focuses on curriculum implementation, instructional planning, classroom
management, restorative practices, and review of student needs, including IEPs. Two full days are dedicated to

inclusive practices and special education collaboration to ensure readiness from day one.

During the school year, professional development continues through a consistent cadence. Legal Prep has an
early release every Wednesday, which is used for department meetings, grade-level collaboration, IEP team
meetings, instructional planning, and culture-focused professional learning. This structure ensures professional

development is embedded into the weekly schedule.

Instructional Coaching, Feedback, and Staff Evaluation

Legal Prep’s coaching and evaluation model is grounded in the Leverage Leadership and Get Better Faster

frameworks (Paul Bambrick-Santoyo). Every teacher is assigned an instructional coach and participates in frequent

observation and feedback cycles.

Teachers receive weekly classroom observations followed by timely, actionable feedback. Coaching emphasizes

high-leverage action steps, modeling, and practice informed by student performance data. Each teacher sets

annual goals that include both instructional growth and classroom management or culture development.
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This coaching system supports continuous improvement, instructional consistency, and strong outcomes across

classrooms.

Supporting Inclusion, Culture, and Continuous Improvement

Professional development at Legal Prep emphasizes inclusive instruction, restorative practices, and effective
classroom management. Staff receive school-wide training in these areas, reinforced through coaching and
leadership support.

Collaboration time is intentionally built into the schedule to support co-teaching, intervention planning, and
alignment between general education and special education staff. This structure ensures professional learning
translates into improved classroom practice, supports student retention, and reduces reliance on exclusionary
discipline as enrollment expands.

Rubric Alignment Summary

Staffing Structure: A feasible, mission-aligned staffing model supports instructional quality, student services, and

planned growth.

Recruitment and Retention: Charter autonomies support strong recruitment, high retention, and long-term staff

stability.
Professional Development: A coherent, year-round PD plan supports fidelity of implementation across grade levels.

Coaching and Feedback: Weekly observations and coaching grounded in research-based frameworks support

continuous improvement.

Innovation and Inclusion: Professional learning emphasizes inclusive practice, restorative culture, and

collaboration.

Section 7: Financial Management and Monitoring_Plan
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As independently governed public schools, charters are fully responsible for ensuring quality financial management
practices and ongoing financial stability. Fully describe your school’s plan to be compliant, strategic, and responsible

with finances and business services.

(This value must be between 1 and 1000 words)

Financial Oversight, Governance, and Compliance

Legal Prep operates under a layered financial oversight structure that balances rigorous accountability with
efficient, school-based decision-making. The financial management team includes the CEO, Business Manager,
Board Treasurer, and Board Finance Committee. The CEO brings more than a decade of experience managing
multi-million-dollar charter school budgets and overseeing federal and state funding streams, including CSP and
Title funds. The Business Manager, with more than fifteen years of experience in CPS compliance and charter
finance, oversees daily financial operations, including budget monitoring, purchasing, vendor management, and
grant reimbursement tracking. The Board Treasurer and Finance Committee provide independent oversight to

ensure expenditures align with GAAP, Board-adopted fiscal policies, and federal Uniform Grant Guidance.

Legal Prep contracts with an experienced external accounting firm to support bookkeeping, payroll, monthly
reporting, and year-end closeout. Budget-to-actual reports are reviewed monthly by school leadership and the
Finance Committee, with quarterly reviews focused on revenue trends, expenditures, cash flow, and grant

compliance. Legal Prep has a history of clean independent audits with no material findings.

Key internal controls include segregation of duties across purchasing, authorization, and payment; CEO
authorization for check issuance; monthly bank reconciliations; Finance Committee oversight; and annual

independent audits.

Multi-Year Budget, Financial Viability, and Sustainability

Legal Prep has developed a conservative, enrollment-driven, multi-year operating budget that demonstrates
financial viability and sustainability through sound assumptions related to enroliment, revenue growth, inflation,
compensation, and reserves. The budget reflects charter autonomies in staffing and procurement while maintaining

fiscal discipline and positive cash flow.

Recurring revenues are aligned with ongoing operational costs, while CSP funds are reserved exclusively for time-
limited planning and implementation activities. As reflected in the attached five-year operating budget, Legal Prep’s
financial model demonstrates sustained positive cash flow and balanced operations beyond the conclusion of the

CSP grant period, ensuring that CSP-funded expenditures do not create long-term financial obligations.
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Alignment of CSP Budget, Project Goals, and Implementation

The completed CSP Budget Template aligns directly with the project goals and expenditures described in the
budget narrative. CSP funds are allocated only to allowable, allocable, and necessary activities that support
expansion and quality improvement. All CSP expenditures will be tracked using separate accounting codes and
reviewed by leadership and the Finance Committee. Reimbursement requests and performance reports will be

submitted accurately and on time.

The budget narrative and CSP Budget Template identify responsible personnel and target timelines for purchasing
and activity completion. The CEO and Business Manager oversee grant compliance and reporting, while the
Principal and leadership team lead execution of grant-funded activities. Progress and expenditures are monitored

quarterly and reported to the Board.

Additional Funding Sources

In addition to CSP funding, Legal Prep receives ongoing public funding through CPS allocations based on the Per
Capita Tuition Charge, special education funding, federal Title funds, and patrticipation in the National School
Lunch Program. These sources support core instructional and operational costs, while CSP funds supplement,
rather than supplant, existing funding. Legal Prep also receives limited private grants and philanthropic support,

which collectively represent less than ten percent of the school's annual operating budget.

Facilities Plan and Financial Feasibility

Legal Prep has a viable and stable facilities plan supported by ownership of its building and land, providing long-
term cost predictability. The facility is located in a historically underserved neighborhood, within walking distance for

many students, and is accessible to the intended student population.

The facility provides an adequate learning environment aligned to the school's educational model and meets the
needs of students receiving special services, including students with disabilities and English learners. The existing
building has sufficient capacity to accommodate the proposed expansion. CSP funds will support one-time,
compliance-related facility improvements, including code and safety upgrades. Facility-related costs remain feasible
and consistently below 20 percent of the school's annual operating budget. In the current fiscal year, facility-related
costs represent approximately 16.3 percent of total revenue and are projected to decline to approximately 12

percent as enrollment increases and fixed mortgage costs are spread across a larger student base.
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Investment in At-Risk Students and Risk Mitigation

The school's budget includes sufficient resources to support educationally disadvantaged and at-risk students
through targeted academic interventions, instructional technology, student supports, and professional
development. These supports are reflected in specific budget allocations for academic intervention staffing,

instructional technology subscriptions, and professional learning designed to accelerate student growth.

Financial risk associated with enrollment variability is mitigated through conservative projections, scenario modeling,
maintenance of operating reserves, and the ability to adjust staffing and discretionary spending as needed while

continuing to meet student needs.

Ongoing Monitoring and Accountability

The Board maintains ultimate fiscal oversight, adopts the annual budget, approves major contracts, and ensures
compliance with applicable requirements. The Board, CEO, and independent auditors annually evaluate financial
governance and management. Budgets are reviewed regularly and updated to reflect enroliment, funding, and

operational conditions.

Through these comprehensive financial management, monitoring, and facilities practices, Legal Prep demonstrates
the operational and fiscal capacity to successfully and sustainably implement the proposed CSP-funded expansion

while advancing equitable, high-quality educational outcomes.

Rubric Alignment Summary: Financial Management and Monitoring

Operational and Financial Capacity: Legal Prep demonstrates strong operational and financial capacity through a
conservative five-year operating budget, disciplined use of charter autonomies, positive cash flow, and alignment

between CSP expenditures, project goals, and implementation timelines.

Facilities Plan and Financial Feasibility: The school's owned facility provides long-term stability, accessibility, and
capacity for expansion. CSP-supported facility costs are one-time, compliance-related, and remain below 20

percent of annual operating expenses.

Support for Educationally Disadvantaged Students and Risk Mitigation: The budget prioritizes value-added

investments for educationally disadvantaged students and mitigates financial risk through conservative projections,

reserve maintenance, and sustainable alignment of recurring costs to per-pupil revenue.
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Section 8: Board Capacity and Governance Structure
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A competent, trained governing board is essential to the success of a public charter school. Fully describe how your
school has developed a strong governing board with a diverse set of skills. Be sure to include how board members
understand their roles and responsibilities and have developed a transition plan and ongoing professional

development to maintain board strength going forward.

(This value must be between 1 and 750 words)

A competent, trained governing board is central to Legal Prep’s success. Legal Prep has intentionally developed a
governing board that is diverse in background, expertise, and perspective, and that is equipped to provide strong
fiduciary oversight, strategic guidance, and accountability for academic, financial, operational, and legal

performance.

Board Composition, Size, and Structure

Legal Prep’s governing board is composed of a diverse group of professionals, including individuals with expertise
in education, law, finance, real estate, business strategy, management, and external relations, as well as a parent
representative. This mix of skills ensures the Board has the capacity to oversee all core aspects of the school's

operations and mission while supporting a robust committee structure.

The Board operates through standing committees, including an Academic Excellence Committee, Finance
Committee, Governance Committee, and Community Ambassador Committee. Committees include Board members

and, where appropriate, non-board subject matter experts to deepen oversight capacity.

The Board annually assesses its collective skill set to identify strengths and gaps. When gaps are identified, the
Board addresses them through targeted recruitment of new members or through focused professional
development and external technical assistance. This approach ensures the Board maintains adequate expertise in

education, law, finance, real estate, strategy, management, and community engagement.

Board Recruitment, Selection, and Onboarding

The Governance Committee oversees a structured recruitment and onboarding process designed to ensure strong
alignment with Legal Prep’s mission and fiduciary responsibilities. Prospective Board members demonstrate
sustained engagement with the school prior to nomination, including service through Legal Prep’s law program,
mentoring initiatives, guest teaching, advisory or associate boards, or provision of strategic support in business,

legal, or financial areas.

Prospective members receive a comprehensive Board Welcome Packet outlining the school's mission, governance
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structure, policies, and Board member roles and responsibilities. All candidates are interviewed by Board members

and school leadership to confirm understanding of fiduciary duties and commitment to effective governance.

Roles, Responsibilities, and Policies

The Board has established clear policies and procedures that define its oversight role and ensure compliance with
all legal and regulatory requirements. These responsibilities include approval of the annual budget, oversight of
academic performance, financial and operational monitoring, legal compliance, and strategic planning. The Board
annually reviews and updates its academic, financial, operational, and governance policies to ensure alignment
with state and federal law and best practices. It also receives periodic training on its oversight and fiduciary

responsibilities.

The Board ensures compliance with the Open Meetings Act and Open Records Law. All Board members receive
training on these requirements, and the Board designates a FOIA Officer annually. Board members also complete

annual Conflict of Interest disclosures and attestations.

Performance Monitoring and Accountability

The Board monitors academic, financial, operational, and legal performance of the school at its Board meeting
through reports from school leadership and committee members. The Academic Excellence Committee works with
school leadership to monitor student outcomes and recommend instructional or policy adjustments. The Finance
Committee reviews current and projected financials, supports budget development, and provides oversight of fiscal
health, including real estate and facilities considerations. The Board conducts an annual evaluation of the CEO

and receives regular updates on the performance of the Principal and senior leadership team.

Transition Planning and Ongoing Development

Board sustainability is supported through a clear transition plan designed to balance continuity with new
perspectives. Board members are encouraged to commit to four-year terms, with annual elections and self-
evaluations. Members are encouraged to transition off the Board after eight consecutive years of service or when

unable to meet expectations.

All Board members complete required annual compliance training mandated by the authorizer and are encouraged
to participate in ongoing professional development offered by organizations such as INCS and other charter
support organizations. This continuous learning approach ensures the Board remains informed, effective, and

responsive to the evolving needs of the school.
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Rubric Alignment Summary

Board Composition and Selection: Legal Prep’s governing board is intentionally structured to provide expertise in
education, law, finance, real estate, strategy, management, and community engagement. A formal recruitment,
onboarding, and self-assessment process ensures appropriate skills coverage and addresses gaps through

targeted recruitment or professional development.

Policies, Oversight, and Compliance: The Board maintains clear policies governing academic, financial, operational,
and legal oversight, including compliance with Open Meetings and Open Records laws. Annual policy review,

Conflict of Interest disclosures, and CEO evaluation ensure accountability and continuous improvement.
Board Development and Sustainability: The Board prioritizes ongoing training, annual self-evaluation, and

thoughtful succession planning to maintain long-term governance strength, continuity, and responsiveness to the

school’s evolving needs.

Section 9: School Leadership and Management
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Fully describe and justify the intended leadership structure of your school. Share a strong leadership and staffing

plan that ensures high-quality implementation and sustainability of the school.

(This value must be between 1 and 750 words)

Leadership Structure and Organizational Design

Legal Prep operates under a clear leadership structure designed to ensure high-quality implementation, regulatory
compliance, and long-term sustainability. The model combines strong school-based instructional leadership with
experienced network-level oversight, enabling effective daily management while maintaining strategic alignment

and accountability.

The Chicago campus is led by a cohesive leadership team with deep institutional knowledge, instructional
expertise, and charter school-specific operational experience. Responsibilities for academics, compliance,

operations, finance, legal programming, and sustainability are clearly defined and effectively managed.

Roles and Responsibilities of the Leadership Team

Samuel Finkelstein, Founder & Chief Executive Officer (CEO)

The CEO provides overall strategic leadership, including vision-setting, organizational strategy, financial oversight,
fundraising, external partnerships, and board relations. He ensures compliance with charter agreements and state
and federal requirements and oversees long-term sustainability, growth planning, and risk management, while

remaining actively involved in Chicago campus operations.

Marquan Morrison, Principal

The Principal serves as the school’s instructional and cultural leader, overseeing academic performance, staff
supervision, student outcomes, and school culture. An alumnus of Legal Prep’s first graduating class and a former
student teacher at the school, he brings deep institutional knowledge and credibility. He leads the instructional

leadership team and ensures alignment between daily practice and academic goals.

Heather Davis, Director of Curriculum

The Director of Curriculum leads curriculum selection, alignment, and implementation across content areas. Heather
began her teaching career at Legal Prep as a Teach For America corps member and brings extensive classroom
experience to this role. She is completing a doctoral program in educational leadership, strengthening instructional

coherence, professional learning, and research-based practice.

Robert Barz, Director of Legal Programming
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The Director of Legal Programming, currently a teaching position, oversees Legal Prep’s law-themed curriculum
and experiential learning partnerships. A licensed attorney and former law firm partner, Robert joined Legal Prep
eight years ago as a law teacher and now leads program design and partnerships with law firms, courts, and

corporate legal departments.

Melissa Almazan, Business Manager
The Business Manager oversees budgeting, payroll, procurement, and financial compliance. Melissa has served in
this role since before the school opened in 2012, providing continuity, institutional knowledge, and deep expertise

in charter school finance and compliance.

Laura Miller, Chief Development Officer
The Chief Development Officer leads fundraising, donor relations, and grant development. Laura is an attorney
who began as a volunteer law program partner, served nearly a decade on the board, and joined staff four years

ago, strengthening sustainability and external partnerships.

Together, this team provides comprehensive expertise across instruction, compliance, finance, operations, legal

programming, and sustainability.

Governance, Accountability, and Oversight

Legal Prep benefits from a strong and engaged board of directors that provides rigorous oversight and holds
leadership accountable. The board includes long-serving and newer members, attorneys and other professionals,

and a parent representative, ensuring both expertise and stakeholder voice.

The Board evaluates the CEO and school leadership through regular performance reviews aligned to academic
outcomes, financial health, compliance benchmarks, and strategic priorities. Established protocols guide feedback,
support, and corrective action. This governance structure has supported consistent performance, sound financial

management, and successful charter renewals.

Leadership Capacity, Risk Management, and Sustainability

Legal Prep’s leadership team demonstrates strong capacity to identify and mitigate key operational risks, including

staffing stability, enrollment management, financial sustainability, compliance obligations, and preservation of

school culture during growth. These risks are addressed through intentional staffing plans, conservative financial

management, clear compliance systems, and continuous performance monitoring.
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The school's 14-year operating history, consistent positive state accountability ratings, and recent multi-year charter

renewal reflect leadership capable of operating soundly, strategically, and transparently.

Leadership Design for Expansion and Long-Term Success

As Legal Prep expands enroliment through CSP support, leadership responsibilities are intentionally distributed.
School-based leaders focus on instructional quality and student outcomes, while network-level leadership supports
compliance, finance, risk management, and sustainability.

Leadership priorities and decision-making structures are communicated clearly through regular leadership
meetings, written guidance, and professional learning structures. This transparency supports consistent
implementation, staff confidence, and accountability as the school scales.

Rubric Alignment Summary

Defined Leadership Roles: Leadership structure covers instructional leadership, operations, finance, compliance,

legal programming, and sustainability.

Management and Accountability: Board provides rigorous oversight and evaluates leadership based on academic

outcomes, financial health, and compliance.

Charter-Specific Expertise: Leadership demonstrates deep experience managing charter school compliance,

finance, legal obligations, and operations.

Risk Management and Sustainability: Leadership proactively mitigates operational risks and has a proven record of

stability and renewal.

Capacity for Expansion: Distributed leadership ensures the school can scale responsibly while maintaining quality

and accountability.

Section 10: Needs Analysis
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Required Attachment: Needs Analysis & any additional supporting documents for the Needs Analysis

As part of the subgrant application, eligible applicants must complete a comprehensive needs analysis that will
explain in detail their family and community engagement plan, how they have garnered local community support,
determined potential enrollment and student demographics, and how charter school operations will reflect the needs
of the community (Application Requirement (a)(3)(ii)(G)). Provide a needs analysis and description of the need for the
new school, replication, or expansion; including how the proposed project would serve the interests and meet the
needs of students and families in the communities the charter school intends to serve. Applicants may submit
information and documents previously submitted to an authorized public chartering agency to address needs as an

attachment.

Legal Prep - Needs Analysis.pdf

Filename: Legal Prep - Needs Analysis.pdf.pdf Size: 564.4 kB

Section 11: Growth Plan
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Describe how the charter school will grow its enroliment and how it intends to implement its growth plan. The

applicant will include current recruitment and enrollment practices.

(This value must be between 1 and 800 words)

Overview of Growth Strategy

Legal Prep’s growth plan is designed to responsibly expand enrollment while maintaining academic quality, school
culture, and operational stability. The school will grow by adding additional sections within existing grade levels
rather than opening new grades, allowing Legal Prep to scale a proven instructional model without altering its core

design.

The growth plan is intentionally phased, with a planning period (16.5 months) focused on infrastructure, staffing,

and systems, followed by an implementation period (16.5 months) in which enrollment increases are realized. This

approach aligns with the goals of the CSP by ensuring that growth is community-informed, data-driven, and

supported by adequate capacity.

Enrollment Growth Targets and Timeline

Legal Prep’s enroliment growth targets are specific, measurable, and timebound:

+Current Enrollment (2025-2026): 179 students

+Planning Period (April 1, 2026 - August 22, 2027): Enrollment begins increasing while recruitment and capacity

are scaled

+Implementation Period (August 23, 2027 - December 31, 2028): Expansion to 330 students

Growth will be driven primarily by increasing the size of the incoming freshman class to approximately 90 students
annually, supported by improved recruitment, retention, and feeder school engagement. These targets are

conservative, feasible within the existing facility, and aligned with demonstrated demand.

Recruitment and Enrollment Practices

Legal Prep participates fully in GoCPS, Chicago Public Schools’ citywide enroliment system, and will continue to do
so throughout the expansion period. Recruitment and enrollment practices emphasize transparency, accessibility,

and relationship-based engagement.
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Current and expanded practices include:

+Targeted outreach to feeder middle schools, including classroom presentations and counselor engagement

+Family information sessions offered during evenings and weekends

+Individualized enrollment support for families navigating GoCPS

+Clear, accessible information shared online and through community locations

+Engagement of current families, students, alumni, and partners as ambassadors

A recent outreach pilot, sending Legal Prep’s law teacher into 8th grade classrooms, resulted in more than 100

applicants ranking the school among their top three GoCPS choices, validating the effectiveness of direct,

program-based recruitment.

Community Engagement as a Driver of Growth

Community engagement is central to Legal Prep’s growth strategy. The school's Parent Advisory Council, alumni

network, and community partners play an active role in recruitment, feedback, and outreach, ensuring that growth

reflects genuine community interest. To support enrollment targets, Legal Prep will implement the following specific

recruitment benchmarks during both the planning and implementation years:

+Deliver at least 15 law-themed classroom experiences annually in 8th grade feeder schools, building on a pilot

that demonstrated strong enrollment yield.

+Host a minimum of six family-facing recruitment events per year, including evening and weekend sessions, to

ensure accessibility for working families.

+Maintain a consistent digital outreach presence by publishing at least two social media posts per week across

school-managed platforms, highlighting academic programming, student experiences, and enrollment timelines.

Progress toward these benchmarks will be monitored quarterly, with adjustments made as needed to ensure

alignment with enroliment goals.

Implementation Plan Aligned to Growth Goals
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Legal Prep’s implementation plan is intentionally aligned to its enrollment targets and the goals of the CSP.

Staffing and Capacity Building

+Planning Period hires: Student Recruitment / Family Engagement Coordinator and Academic Interventionist

+Implementation Period hires: Three additional teachers, one social-emotional counselor, and one assistant dean

These positions ensure that increased enrollment is matched with adequate instructional, social-emotional, and

operational support.

Systems and Infrastructure

+Development of data systems to track recruitment, enrollment, and retention

+Expansion of academic intervention and MTSS structures

+Professional development to support staff during expansion

Academic and Cultural Fidelity

+Preservation of small advisories, mentoring structures, and restorative practices

+0ngoing monitoring of academic outcomes and student experience to ensure quality is maintained

This alignment ensures that growth strengthens—rather than strains—school performance.

Sustainability and Continuous Improvement

Legal Prep’s growth plan is grounded in long-term sustainability. Increased enrollment generates additional per-

pupil funding that will sustain new positions and systems beyond the grant period. Leadership will review

enrollment, retention, and academic performance annually and adjust targets as needed to ensure responsible

scaling.

The school's fourteen-year operating history, consistent accountability performance, and successful charter renewal
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demonstrate the capacity to grow thoughtfully while maintaining strong outcomes.
Rubric Alignment Summary

Specific and Timebound Growth Plan: Clear enroliment targets and measurable recruitment benchmarks are

established for both the planning and implementation years.

Measurable Recruitment Strategy: Feeder school outreach, family engagement events, and digital visibility goals

are clearly defined and monitored.

Community-Driven Growth: Family and community engagement are central to recruitment, enrollment, and retention

efforts.

Aligned Implementation Plan: Staffing, systems, and professional development are intentionally aligned to

projected enrollment growth.

Support for Performance Goals: Growth investments reinforce academic quality, student supports, and school

culture in alignment with CSP goals.

Conflict of Interest Questionnaire

Completed - Feb 12 2026
OVERVIEW

Each board member of a charter governing board must complete this form as part of a school’s application to the
INCS CSP grant program. It is meant to identify any actual or potential conflicts of interest in the school.

DEFINITIONS

1. Employee. The school leader and all other employees of the charter, regardless of classification and regardless of
whether employed on a full time or part time basis.

2. Entity. Any individual, corporation, proprietorship, partnership, firm, association, trade union, trust, estate and/or
group, as well as parent, or subsidiary of any of the listed entities, whether or not operated for profit.

3. Board. The governing board of the charter school.

4. Management Organization. Any organization, regardless of for- or non-profit status, that holds a contract with the
Board to provide educational or school management services. The Management Organization may be an
Educational Management Organization or Charter Management Organization.
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5. Not-for-Profit Corporation. A corporation subject to the lllinois General Not for Profit Corporation Act of 1986 (805
ILCS 105/) and organized solely for one or more of the purposes authorized by Section 103.05 of the Act.

6. Relative. Any Spouse, Domestic Partner, Partner to a Civil Union, child, step-child, parent, step-parent,
grandparent, grandchild, sibling, step-sibling, half-sibling, parent-in-law, brother-in-law, sister-in-law, son-in-law,
daughter-in-law, aunt, great-aunt, uncle, great-uncle, niece, nephew, or first cousin and shall include any similar
relationship created by blood, legal adoption, in loco parentis status, marriage, Domestic Partnership, Partnership to
a Civil Union, or parenting relationship.

7. School. The charter at which the individual completing this form serves as a governing board member.

Conflict of Interest Questionnaire

CONFLICT-OF-INTEREST QUESTIONNAIRE

Please use this template to complete this questionnaire in its entirety for board members. The Personal Information
section requires narrative responses. For all other sections (Nepotism, Gifts, Conflicts of Interest), please check Yes
or No and enter a written explanation if directed. The purpose of the narrative is to provide sufficient detail to assess

whether a conflict may exist.

Attach all conflict of interest questionnaires and additional sheets as necessatry.

Legal Prep - BOD COI forms (signed).pdf

Filename: Legal Prep - BOD COI forms (signed).pdf.pdf Size: 2.9 MB

Proof of Notification to Authorizer of Application to CSP Competition

Completed - Feb 12 2026
ESEA § 4310 (6) requires all Charter School Program (CSP) grant applications must be provided to the charter school

authorizer and the authorizer must verify that the CSP applicant charter school has notified them of application
submission. Please provide email proof of notification to Authorizer of Application to CSP Competition.

Legal Prep Email - Notification to Authorizer of CSP Grant Application

Filename: Legal Prep Email - Natification to Authorizer of CSP Grant Application.pdf Size: 235.0 kB

Evidence of Nonprofit Designhation

Completed - Feb 12 2026

Please upload evidence of your nonprofit designation.

Legal Prep - Tax Exempt Letter - Federal

Filename: Legal Prep - Tax Exempt Letter - Federal.pdf Size: 68.0 kB

Student Discipline Policy & Plan

Completed - Feb 12 2026
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https://incscsp.smapply.us/protected/r/FkmBTc_C-GJ6iD28zx8OmFMjk7f8EbSyIBKp5t5o6MJBgVBCJzb60ngfM7wMRJSZK1jS_YlDGVDusBO75_s8Qw==/COI_statement_INCS_CSP.docx
https://incscsp.smapply.us/protected/rg/3349003/129676346/Legal%20Prep%20-%20BOD%20COI%20forms%20(signed).pdf
https://incscsp.smapply.us/protected/tr/5820029/499871/983bf33d983a4a3ebcf9b89750a0bb23.pdf
https://incscsp.smapply.us/protected/tr/5820030/497834/3c316577a0d94abf90344aa51aaa4ac4.pdf

Please upload your schools student discipline policy and plan.

Legal Prep - 2025-2026 Legal Prep Student Handbook inc

Filename: Legal Prep - 2025-2026 Legal Prep Student Handbook inc.pdf Size: 402.3 kB

Transportation plan for all students

Completed - Feb 12 2026

Please upload a transportation plan for all students.

Legal Prep - Transportation Policy FY26

Filename: Legal Prep - Transportation Policy FY26.pdf Size: 152.8 kB

RFA Budget

Completed - Feb 12 2026

Please create your budget using the RFA Budget template and upload the task to complete — the budget should
align to and address how it will support the school in meeting their stated project goals

Instruction for filling out the Budget tab:

Please fill out the budget line items in the 7 categories: personnel, fringe benefits, travel, equipment, supplies,
contractual and other. For each budget line item, fill out the estimated cost for the planning year, implementation year
1 and implementation year 2 of the grant. The Department of Education recommends 50% of total funds spent in the
planning period, 25% spent in implementation year 1 and 25% spent in implementation year Your budget submission
should be within 5% of this range for each category to be considered for funds.

For each budget line item, add in a justification/calculation and explain the budgeted items role in achieving grant
outcomes. For the Calculation Formula: provide a brief rationale behind the proposed expenses ($100,000 annual
salary x 9 months; Math textbooks @$100 each x 200 students, etc.). For the Role in Achieving Grant Outcomes:
provide a brief description as to how this expenditure will support the school in reaching grant outcomes. Please
review the sample budget for an example before completing the Budget tab.

Please reach out to the INCS team at cspgrant@incschools.org with any questions.

Legal Prep - RFA Budget INCS CSP Grant

Filename: Legal Prep - RFA Budget INCS CSP Grant.xIsx Size: 44.8 kB

Budget Narrative

Completed - Feb 12 2026

Write a detailed project narrative explaining how the funds will be used to meet the project goals; the budget
narrative should address each budget period — planning and implementation. The narrative should provide a
description of planned activities and expenditures through each budget period, along with a justification for those
activities and expenditures. The Planning Period may be no more than 18 months. The Implementation Period
begins on the first day of school. Total grant lengths are up to 36 months, inclusive of the Planning period with the
option, upon approval, to extend for up to 60 months total. In no instance will a grant period exceed 60 months.

Legal Prep - CSP Budget Narrative

Filename: Legal Prep - CSP Budget Narrative.pdf Size: 443.1 kB
Five-year Budget
Completed - Feb 12 2026
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https://incscsp.smapply.us/protected/tr/5820031/497835/c799eff17f9848c4b5ae857b578b3c5a.pdf
https://incscsp.smapply.us/protected/tr/5820032/497837/0e75584f53b345819c2b6ec0f186f010.pdf
https://incscsp.smapply.us/protected/r/FkmBTc_C-GJ6iD28zx8OmFMjk7f8EbSyIBKp5t5o6MJBgVBCJzb60ngfM7wMRJSZUfKVXuCGmQFuM_UkmNzvYg==/RFA_Budget_Template.xlsx
mailto:cspgrant@incschools.org
https://incscsp.smapply.us/protected/tr/5820033/498217/be73936e4f6944c0bde945553a47afb0.xlsx
https://incscsp.smapply.us/protected/tr/5820034/497847/27ce33b91a6b403fa47aaca207c4a356.pdf

Provide a five-year operational budget based on the school application type — New School, Replication, or
Expansion.

Legal Prep - 5 year budget (INCS CSP)

Filename: Legal Prep - 5year budget (INCS CSP).xlsx Size: 21.1 kB

List of Governing Board Members & Affiliations
Completed - Feb 12 2026

Legal Prep - List of Board of Directors & Affiliations

Filename: Legal Prep - List of Board of Directors & Affiliations.pdf Size: 185.4 kB

Governing Documents (Bylaws)
Completed - Feb 12 2026

Legal Prep - Bylaws (as amended March 19 2024)

Filename: Legal Prep - Bylaws (as amended March 19 2024).pdf Size: 339.0 kB

Organizational Chart
Completed - Feb 12 2026

Legal Prep - Org Chart (2025-2026)

Filename: Legal Prep - Org Chart (2025-2026).pdf Size: 264.1 kB

Description of key staff responsible for administering and overseeing the
subgrant, including their responsibilities and duties

Completed - Feb 12 2026

Legal Prep - Description of Key Staff Responsible For Subgrant

Filename: Legal Prep - Description of Key Staff Responsible For Subgrant.pdf Size: 48.7 kB

Resumes of Leadership Team
Completed - Feb 12 2026

Legal Prep - School Leadership Resumes

Filename: Legal Prep - School Leadership Resumes.pdf Size: 611.9 kB

A description of the roles and responsibilities of partner organizations and
charter management organizations, including the administrative and
contractual roles and responsibilities of such partners.

Completed - Feb 12 2026

Legal Prep - Description of CMO

Filename: Legal Prep - Description of CMO.pdf Size: 121.4 kB
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https://incscsp.smapply.us/protected/tr/5820035/498218/71f56d927bf44b6c9b512f84810f4c58.xlsx
https://incscsp.smapply.us/protected/tr/5820036/497839/d7bcd71334c14e75b0e4b11f5f11441f.pdf
https://incscsp.smapply.us/protected/tr/5820037/497840/21d8a8aeef194c68b2c0bed0b89411c8.pdf
https://incscsp.smapply.us/protected/tr/5820038/497842/908615c72ab24500a3cf05ab9c22eb2d.pdf
https://incscsp.smapply.us/protected/tr/5820039/497841/4a42ca3a6b5f413d929b036bd0fa7e4e.pdf
https://incscsp.smapply.us/protected/tr/5820040/497843/d260557fc3a944bcaab57bde6478d0d7.pdf
https://incscsp.smapply.us/protected/tr/5820041/497848/c48d2f92c7cb42f18f529d4814b6afc1.pdf

CSP Certification & Assurances Document

Completed - Feb 12 2026

Please fill out the CSP _Cettification & Assurances document using the attached template and upload when
complete.

Legal Prep - CSP Certification and Assurances (fully signed)

Filename: Legal Prep - CSP Certification and Assurances (fully signed).pdf Size: 1.8 MB

Board Approved Financial Policies and Standard Operating Procedures
(Required for replication and expansion only)

Completed - Feb 12 2026

Legal Prep - Financial Policies and Procedures Manual

Filename: Legal Prep - Financial Palicies and Procedures Manual.pdf Size: 283.6 kB
Copy of Lease or Facilities contract (if applicable)
Completed - Feb 12 2026

Legal Prep - Property Deed

Filename: Legal Prep - Property Deed.pdf Size: 243.1 kB

Competitive Preference Priorities

Completed - Feb 12 2026

In addition to the up to 115 points that may be assigned in the required components of this application, applicants
have the opportunity to earn up to 14 Competitive Preference Priority Points. Competitive Preference Priority points
will be applied for applicants demonstrating they meet the criteria for each of the following sections. Please fill out the
competitive preference priorities that fit the new, replicating or expanding school you are proposing. This portion of
the application is optional.

Competitive Preference Priorities
Competitive Preference Priority 1: Serving Rural Students

2 Additional Points may be awarded for schools that recruit from rural or unincorporated regions. Applicant must
demonstrate that it intends to locate in or near rural or unincorporated regions and how it intends to meet the unique

needs of the student population that it recruits from there.

NA
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https://incscsp.smapply.us/protected/nr/ptrZF/INCS_CSP_Certification_and_Assurances.pdf
https://incscsp.smapply.us/protected/tr/5820042/497926/944b3d821d1840c68eb48cdc1b93494b.pdf
https://incscsp.smapply.us/protected/tr/5820043/497983/7446349a2f694523a8ade559f7262e1f.pdf
https://incscsp.smapply.us/protected/tr/5820044/497844/9fda11cd559b4acb864386fea57e7d70.pdf

Competitive Preference Priority 2: Serving High School
Students

2 Additional Points may be awarded for schools that intend to serve high school students. Applicant must

demonstrate how its new, replicated, or expanded school will serve high school students (grades 9 through 12).

Legal Prep is a public charter high school, serving grades 9 through 12. Its expansion plans are designed to
expand the number of students served in each of these grades, as reflected in the Grade Levels to Be Served

chart in this application.

Competitive Preference Priority 3: Utilizing_Diverse School

Models
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2 Additional Points may be awarded for schools that intend to use diverse school models (such as a Montessori
school, a STEM school, medical arts school, etc) . Applicant must demonstrate how its school model(s) will meet the

needs of students.

Legal Prep’s unique educational model is designed to meet the academic, social, and civic needs of students from
historically underserved communities while responding directly to priorities identified by families and community
partners. Grounded in fourteen years of demonstrated success, Legal Prep combines rigorous academics, a
distinctive law-themed curriculum, and a culture of high expectations to close opportunity gaps and prepare

students for postsecondary success.

Legal Prep’s legal-themed approach integrates advocacy, civic engagement, and real-world problem solving into
core academic instruction. Students engage in complex texts, analytical writing, and evidence-based
argumentation, building critical thinking and communication skills essential for college, careers, and civic life. This

relevance increases engagement and strengthens academic identity.

Strong relationships are central to the model. Small advisories, consistent mentoring, and individualized supports
ensure students are known well and held to high expectations. Family and student surveys consistently affirm the
value families place on rigorous academics, personalized support, safety, and college preparation, priorities that

guide ongoing program refinement.

Legal Prep’s model is further strengthened through partnerships with community-based organizations, law firms,
legal aid groups, and civic institutions that provide mentorship, enrichment, and real-world learning opportunities.
As Legal Prep expands enrollment, it will maintain fidelity to its proven program design while extending these high-

quality opportunities to more students and strengthening its positive impact on the community.

Competitive Preference Priority 4: Partnering with Traditional
Public Schools
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3 Additional Points may be awarded for schools that intend to serve at-risk populations. Applicant must demonstrate

evidence how it will serve at-risk student populations. Proof of partnering with traditonal public school will be required.

Legal Prep is the only charter school in Chicago that is a part of the district Career and Technical Education (CTE)
program. This involves partnering with district schools on professional development and joint events, such as Law

Day activities.

In addition, Legal Prep has plans to partner with traditional public schools through its relationship with the U.S.
District Court for the Northern District of lllinois (“District Court”). Legal Prep has partnered with judges and other
staff of the District Court and employees of the U.S. Attorneys’ Office assigned to that District Court, for a number
of years, including through Legal Prep’s law program and experiential learning opportunities. Legal Prep has been
in discussions with the Public Services Administrator for the District Court to bring experiential learning modules to
middle school students from traditional public schools who do not have regular exposure to civic education.The
program would be offered by the District Court in collaboration with Legal Prep and potentially others in the legal
community. The experiential learning modules for middle schoolers (4-5th graders and 7-8th graders) would be
created and presented by Legal Prep and could be used as either stand-alone 90-min interactive lessons or as
part of a larger civics education program offered by the District Court to schools, including CPS schools serving at-
risk student populations. In these learning modules students (i) learn the mechanics of a trial and present a closing
argument using trial evidence provided to them (e.g. 4th and 5th graders) or (ii) learn a substantive law topic, such
as search and seizure, and then are provided with a fact scenario that students use to argue a motion based on
the law and facts (e.g. 7th and 8th graders). This type of programming would foster a deeper understanding and
appreciation of the legal system among students who traditionally do not have access to this type of legal

education.

Competitive Preference Priority 5: Serving At-Risk Populations
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3 Additional Points may be awarded for schools that intend to serve at-risk populations. Applicant must demonstrate
that the school is serving at least 80% of students who qualify as at risk. For the purposes of this requirement,
schools should use the definition of at risk or educationally disadvantaged as described in section 1115(c)(2) of the
ESEA: a student in one or more of the following categories - economically disadvantaged, children with disabilities,
migrant students, English learners, neglected or delinquent students, homeless students, and students who are in

foster care.

Legal Prep serves a student population that closely mirrors the demographics of the surrounding community. The
demographics of the school’'s current population: over 98% of students qualify for free or reduced-price lunch,
nearly 100% of students identify as students of color, and approximately 95% are aspiring first-generation college
students. Expansion is not anticipated to significantly change these demographics. In addition, a significant
proportion of students enter Legal Prep performing four or more grade levels below proficiency in reading and
mathematics, underscoring the need for rigorous academic programming paired with intensive supports. Despite
serving an at-risk student population with significant academic and economic need, Legal Prep’s high school
graduation and college enrollment rates are on par with statewide averages, demonstrating the effectiveness of

the school’'s model in expanding postsecondary opportunity for students from historically underserved communities.

Competitive Preference Priority 6: Opening or Replicating
Charter Schools in Designated Priority Areas

3 Additional Points may be awarded for schools that intend to open or replicate charter schools in designated priority
areas. Applicant must demonstrate where it will open or replicate a charter school in one of the following designated
priority areas: Cahokia, Champaign, Decatur, DeKalb, East St. Louis, Kankakee, Peoria, Proviso Township, Rock

Island, Rockford, Urbana, and Waukegan in greater lllinois and CPS Networks 3, 11, 12, 13, 15, 16, and 17.

Legal Prep’s location falls within a designated priority area, namely CPS Network 15, which includes a number of
neighboring district high schools on Chicago’s west side. Legal Prep is located at 4319 W. Washington Blvd.,

Chicago, IL 60624. This is the location where expansion will occur.
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Re: Legal Prep - CSP Grant Application

1 message

Sam Finkelstein <sfinkelstein@legalprep.org>

To: Zabrina Evans <zmevans2@cps.edu>

Cc: "Washington, Rochelle" <rwashington1@cps.edu>
Bcc: Imiller@legalprep.org

Hi Zabrina,

Laura Miller <Imiller@legalprep.org>

Mon, Feb 9, 2026 at 2:03 PM

I hope you had a nice weekend. We have completed the draft of our INCS CSP grant application. | have attached the

application, including the related Excel files, to this email for your review.

Our CSP application is for expansion, and our enrollment target for this expansion is within our existing enroliment cap
and does not require any material modification of our charter agreement (we will serve the same grade levels as our

existing charter permits).

Can you please confirm that Legal Prep has your permission to move forward with submitting this CSP grant? Thank you!

Best,
Sam

an Samuel Finkelstein
Founder & CEO

Legal Prep Charter Academies

773-922-7802 | www.legalprep.org
sfinkelstein@legalprep.org

i Joging /]

On Tue, Feb 3, 2026 at 6:03 PM Sam Finkelstein <sfinkelstein@legalprep.org> wrote:

Hi Zabrina,

I hope all is well with you. | wanted to give you a heads up that Legal Prep is planning to apply for a Charter School
Program grant through INCS in this upcoming cycle. We are applying under their definition of expansion, as we have
plans in place to go from our current enroliment up to around 300 students. This CSP funding would allow us to make
some strategic investments to hit that goal. We need authorizer approval in order to submit our grant, and | will send it
your way once it is complete. But | wanted to give you a heads up that it is in the works. Please let me know if you have

any guestions or concerns.

Best,
Sam

an Samuel Finkelstein
Founder & CEO
Legal Prep Charter Academies

773-922-7802 | www.legalprep.org
sfinkelstein@legalprep.org


https://www.legalprep.org/
https://www.legalprep.org/
mailto:sfinkelstein@legalprep.org
https://facebook.com/legalprep
https://instagram.com/legalprepwildcats
https://linkedin.com/company/legal-prep-charter-academy/
https://twitter.com/legalprep
mailto:sfinkelstein@legalprep.org
https://www.legalprep.org/
https://www.legalprep.org/
mailto:sfinkelstein@legalprep.org
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3 attachments

@ Legal Prep - Downloaded INCS CSP Grant Application.pdf
20324K

@ Legal Prep - 5 year budget (INCS CSP).xIsx
21K

@ Legal Prep - RFA_Budget_INCS CSP Grant.xIsx
44K


https://facebook.com/legalprep
https://instagram.com/legalprepwildcats
https://linkedin.com/company/legal-prep-charter-academy/
https://twitter.com/legalprep
https://mail.google.com/mail/u/0/?ui=2&ik=56baeba635&view=att&th=19c43fff563e5186&attid=0.1&disp=attd&realattid=f_mlflar8q0&safe=1&zw
https://mail.google.com/mail/u/0/?ui=2&ik=56baeba635&view=att&th=19c43fff563e5186&attid=0.1&disp=attd&realattid=f_mlflar8q0&safe=1&zw
https://mail.google.com/mail/u/0/?ui=2&ik=56baeba635&view=att&th=19c43fff563e5186&attid=0.2&disp=attd&realattid=f_mlfli7sw1&safe=1&zw
https://mail.google.com/mail/u/0/?ui=2&ik=56baeba635&view=att&th=19c43fff563e5186&attid=0.2&disp=attd&realattid=f_mlfli7sw1&safe=1&zw
https://mail.google.com/mail/u/0/?ui=2&ik=56baeba635&view=att&th=19c43fff563e5186&attid=0.3&disp=attd&realattid=f_mlfli7t42&safe=1&zw
https://mail.google.com/mail/u/0/?ui=2&ik=56baeba635&view=att&th=19c43fff563e5186&attid=0.3&disp=attd&realattid=f_mlfli7t42&safe=1&zw

INTERNAL REVENUE SERVICE DEPARTMENT OF THE TREASURY
P, 0. BOX 2508
CINCINNATI, OH 45201

o Empioyer Identification Number:
Date: BRI B 27-1071296
DLN:
17053296334029
LEGAL PREP CHARTER ACADEMICS Contact Person:
C/0 SAMUEL FINKELSTEIN DEBRA JOHNSON ID# 75126
702 S LYTLE ST Contact Teiephone Number:
CHICAGO, IL 60607-4120 (8777 829-5500
Accounting Period Ending:
June 30
Pubtic Charity Status:
170y (DY (A (vi)
Form 990 Required:
Yes
Effective Date of Exemption:
October 15, 2009
Co§tribut10n Deductibitity:
s
Addendum Applies:
NG

Dear Applicant:

We are pleased to inform you that upon review of your appiication for tax
exempt status we have determined thaet you are exempt from Federal income tax
under section 501(c)(3) of the Internal Revenue Code. Contributions to you are
deductible under section 170 of the Code. You are also qualified to receive
tax deductible bequests, devises, transfers or gifts under section 2055, 2106
or 2522 of the Code. Because this letfer could help resolve any questions
regarding your exempt status, you should keep it in your permanent records.

Organizations exempt under section 501(c)(3) of the Code are further classified
as either public charities or private foundations. We determined that you are
? nublic charity under the Code section(s) 1isted in the heading of this

elter.

Please see enclosed Publication 4221-PC, Compiiance Guide for 501(c)(3) Public

Charities, for some helpful information about your responsibilities as an
exempt organization.

Letter 947 (DG/CG)



LEGAL PREP CHARTER ACADEMICS

" Sincerely,

rRobert Chod
Director, Exempt Organizations
Rulings and Agreements

Enclosure:  Publication 4221-PC

Letter 947 (DO/CG)



T
17 LEGAL PREP

CHARTER ACADEMIES

4

STUDENT AND FAMILY HANDBOOK
2025- 2026



TABLE OF CONTENTS

MISSION

VISION

PROMOTION AND GRADUATION POLICY.

ADVISORY

SOCIAL WORK

GRADING POLICY.

ACADEMIC GOALS AND TRACKING

STUDENT CODE OF CONDUCT (SCC) AND DISCIPLINE POLICY.

LEGAL PREP SCHOOL-YEAR DRESS CODE

LEGAL PREP SUMMER SCHOOL DRESS CODE

ACADEMIC DISHONESTY.

HOW DO WE MEASURE ACHIEVEMENT?

WORKING WITH OUR FAMILIES

CODE OF CONDUCT FOR COMPUTER USE

SNOW DAYS/SCHOOL CANCELLATION

FIRE AND SAFETY DRILLS

TEXTBOOKS

STUDENT FEES

LOCKERS AND LOCKS

SPORTS ELIGIBILITY.

GUESTS

MEDICAL POLICIES

POLICY ON MANDATED REPORTING OF ABUSE/NEGLECT




Please note that information in this handbook is subject to changes or updates during the school
year. Changes or updates will be provided to students.

MISSION

The mission of Legal Prep Charter Academy is to use its unique, law-themed curriculum and culture of
high expectations to cultivate compassion, self-motivation, and reflection in young adults who will be
prepared to succeed at outstanding four-year colleges and universities.

VISION

Legal Prep Charter Academy strives to be the premier open enrollment high school on the West Side of
Chicago and an exemplar for the entire country. Our students will use their academic and civic education
to grow in their professional careers, be advocates for disadvantaged communities, and positively impact
our society.

PROMOTION AND GRADUATION POLICY

Only students who have completed all graduation requirements are eligible to receive a diploma and
participate in graduation ceremonies.

1. Academics: At Legal Prep, each semester-long course is equal to one half of a credit hour. Students
take classes totaling 7 units each year and must earn at least 24 units to graduate. These credits must
include the following:

4 English

3 science

4 math

3 history

2 foreign language
4 law

2 electives

Students must be on track to graduate in order to be promoted to the next grade level. Ninth grade
students must earn 5 credits before becoming sophomores and must pass the core courses of English,
math, science, and law. Sophomores must earn at least 11 credits and pass the core courses of English,
math, science, history, and law before they are promoted to the eleventh grade. Juniors must earn at least
16 credits and pass English, math, history, science, and law and have at least 1 foreign language credit
before being promoted to the 12th grade. Alternative course credits, enrichment, credit recovery, and
college coursework credit will be given at the discretion of the Principal. Whenever possible, students
must make up credit at Legal Prep.



2. Attendance:

Students are to arrive on time every morning to school. We also want to limit the amount of early
dismissals students receive so that students get a full day of learning and not miss key concepts and/or
skills necessary for them to master.

When a student has 11 or more unexcused absences for a semester in a course, they are considered
chronically truant. Students who miss that many days of school are falling behind academically and are
not ready for the next grade level. We will work with students and parents to correct attendance issues
and provide support, as needed. Students who miss more than 18 days of school during the year must
attend summer school.

Legal Prep is a closed campus: Students are not permitted to leave campus once they are inside the
building.

Early dismissals or late arrivals: If at all possible, students must make medical or other appointments
after school hours or on weekends. If a student is to be out sick, the parent/guardian should inform the
main office before 8:00 a.m., if possible. In the rare event that a student needs an early dismissal or late
arrival, the following procedures must be followed:

1. The legal guardian must come and sign the student in or out of school.
2. The student must make up all missed work.
3. No early dismissals are permitted in the last 30 minutes of the school day.

Note: Students who do not meet all the academic and attendance requirements at least one week
before the subsequent school year must complete credit recovery.

ADVISORY

Every child will have an advisor who will stay with them for four consecutive years, be a mentor to them
when they embark to college, and give them their diploma upon graduating high school.

The advisor is the conduit between the student's family and the school.

e Advisors ensure that the student is organized, has a strategic plan for classes that are
challenging, and praises them constantly for the hard work that they do.

e Restorative accountability will be taught and practiced on a weekly basis to promote
community support and care for advisees.

e Advisory at Legal Prep is a family, and we are thrilled to have the honor to watch your
student grow and flourish to reach their fullest potential.

This pivotal relationship is critical to students having a friendly face that they come to know on a very
personal level who pushes them academically, socially, and emotionally.

At Legal Prep Charter Academy each student will be in a group of same sex students. The purpose of
advisory is to have a touch-point with families regarding their student's progress and success at school.
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What You Can Expect From Your Child’s Advisor

Communicate with families of advisees.

Facilitate restorative processes with advisees to celebrate successes and address conflicts or concerns.

Check each advisee's uniform for correct attire, worn in a precise manner.

Check advisee's binder for proper organization.

Keep advisor grades in Gradebook up-to-date.

Conference with advisees daily against promotion benchmarks.

Ensure 100% attendance of advisees’ parents/guardians at Parent Teacher Conferences.

SOCIAL WORK

We understand at Legal Prep the importance of our students’ social and emotional well-being. We have
assembled the best Social Work Team in the country to aid in students' social and emotional development
and give them a safe space to express themselves and learn self-control.

GRADING POLICY

Grading periods:

* Legal Prep Charter Academy operates on a 40-week school year. There are two semesters per
year. To mirror the college experience of having the semester end at winter break, Semester 1 is
18 weeks and Semester 2 is 22 weeks long.

* Students and parents/guardians will have access to the PowerSchool Parent Portal for immediate
reports on student grades.

» Parents are strongly encouraged to attend report card pick-up / conferences at the end of the first
and third quarters.

* Students receive credits at the end of each semester for classes they have passed. (See graduation
requirements above).

Grading Scale:

Legal Prep Charter Academy uses the following grading scale:

A+ 97-100 C+ 77-79
A 93-96 C 73-76
A- 90-92 C- 70-72
B+ 87-89 D 60-69
B 83-86 F 0-59
B- 80-82

Pass / Fail classes are issued “P” or “F” and earn credit; however, they do not factor into grade point
averages. Students must have a 70% to earn credit and pass a pass/fail class.




GPA Scale:

Regular Honors Dual Credit
A =40 A =45 A=35.0
B=3.0 B=3.5 B=4.0
C=20 C=25 C=3.0
D=1.0 D=1.5 D=2.0

Make-up Exams ot Quizzes:

At Legal Prep we are focused on having our students hone their skills as hard workers and be prepared for
a rigorous college environment. In college the expectation is that students budget their time and complete
all assignments.

Students will have the number of days absent to turn in any missing assignments. Teachers may provide
additional time for make-up work, if warranted.

Students still have to turn in work if they do not receive credit because it teaches the lesson that all work
is important to their learning and failure to complete and turn in an assignment diminishes their
opportunity to practice, learn, and grow.

ACADEMIC GOALS AND TRACKING

To ensure that students are learning and maximizing their potential, teachers will track student progress
and student success. This model of tracking student achievement allows for teachers to create goals, set
benchmarks, and reassess students so that they learn 100% of the content taught in classrooms.

Student's Responsibility

Go to Office Hours to receive extra help to learn material that was not mastered

Go to Tutoring for extra assistance in English and Math

Do all Homework

Study with Advisory Groups

What Can Families Do?

Check PowerSchool for Assessments where students did not perform well

Check student work, making sure that students complete all homework every night

Conference with Teachers and Advisors on your student's goals and performance

Have students go to Tutoring and Office Hours

Check and Keep Progress Reports




Office Hours: Teachers will have office hours at least once each week where they will have opportunities
to tutor and conference with students. Office Hours will be one hour long so that students can come in for
quick help or stay for the entire duration.

Homework: Students at Legal Prep may receive homework every night. Homework is an opportunity to
reinforce lessons taught in the classroom, help students practice, and hold students to high academic
expectations.

Homework at Legal Prep

Purposeful and able to complete in its entirety.

Take students two hours to complete all homework from the day.

Turned in the following day, every day.

Students receive homework over long holiday breaks and have an assignment that they can do alone or
with parental assistance every night that they are not in school.

Homework will be visibly written on the board.

Students will be given time during the class period to write their homework down in their agenda.

Teachers will check homework every day during the first five minutes of class.

What Can Families Do?

Check homework every night for completion.

Look at student’s agenda for homework being written clearly and legibly.

Email individual teachers to ensure homework assignments are accurate and complete.

STUDENT CODE OF CONDUCT (SCC) AND DISCIPLINE POLICY

The Board of Directors (“Board”) of the Legal Prep Charter Academies is responsible for establishing
policies under which Legal Prep Charter Academy operates. Legal Prep follows the Chicago Public
Schools Student Code of Conduct (SCC). The SCC can be found in its entirety at this link." The SCC has
been designed to provide a positive and safe environment for student learning. It has been designed to be
used as an instructional and corrective tool. The goal of this policy is to provide students with the
necessary tools to develop a sense of self-discipline, self-understanding, self-direction, and successful
interpersonal skills as well as a sense of self-worth. The academic as well as the discipline expectations
of Legal Prep are high, and the SCC is designed to give students the best chance to be prepared for
college or a career and to feel safe and happy at school.

The SCC governs all misconduct at Legal Prep. In order to address lower level behavior issues, Legal
Prep has a referral system that is followed by all staff members. The referral system provides the
opportunity for students to correct behaviors before a consequence is issued.

Referral - A student can be issued a referral for a rule infraction. The social emotional team and the
culture team work together to determine the consequence for the individual infraction. Any consequence
issued is not an academic punishment and does not impact a student’s grade or promotion status.

! https://www.cps.edu/about/policies/student-code-of-conduct-policy/
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Redirections — A student will receive a redirection for behaviors that are inappropriate, undesired, or not
authorized inside a classroom environment. A student will be instructed how to correct their behavior by
an adult and given the opportunity to comply with the instruction. Further inappropriate behavior will

receive a demerit.

Examples of student choices that do not meet the expectations of LPCA:

Student Choice

Student Consequence

Eating or drinking outside of the lunchroom or drink
visible outside of the lunchroom

Redirection + 4 demerits, student required to immediately
give food or drink to an adult for disposal.

Tardy to class (not in assigned seat when the bell rings)

e 1-2 minutes late: Class entry + tardy pass + 2 demerits

e 3 -4 minutes - 4 demerits + Culture Team/Teacher
escort

e 5+ minute CA Check-in + Tardy pass back to class

(Automatic Detention)

Talking during expectation during level 0

Redirection, then 1 demerit

Sleeping in class

Redirection, then SET

Off task/not completing work

Redirection, then 1 demerit

Entering a restricted area (teacher’s lounge, empty
classroom, back stairwell, elevator, staff bathrooms,
etc.) without permission

8 demerits (automatic detention)

Leaving/Walking out a classroom without Permission

8 demerits (automatic detention)

Using a cell phone, iPod, laptop, or other electronic
devices without express permission from a teacher or
adult.

Step 1: Redirection
Step 2: Automatic detention + Confiscation until EOD

If escalated, notify the culture team - Director of Culture
will follow up

Visible or use of personal headphones when not part of
a teacher’s lesson

Step 1: Redirection
Step 2:Automatic detention + Confiscation until EOD

If escalated, notify the culture team - Director of Culture
will follow up

Dress code violations that cannot be corrected
immediately (no khaki pants, no closed toe/heel shoes,
no LPCA polo)

Implement Uniform in the switchboard, Culture Team
member will address

Failure to comply with staff member’s direction

2 demerits

Foul language, including curse words and ethnic or
other slurs

2 demerits

Bullying or verbal harassment

Automatic referral

Horseplay or play fighting

Automatic referral

Inappropriate public displays of affection

Refer to SET

Throwing with an intent to harm

Automatic Detention

Talking during a fire or emergency drill

Automatic Detention

Academic dishonesty, cheating or plagiarism

Referral to Davis + Morrison




Property damage Automatic referral

Removal from detention Automatic referral + Pickett will address

Any infraction that is eligible for suspension is entirely governed by the SCC, and would supersede any

demerits that are given.

Demerit Cycles — A student earns a detention each time they earn eight demerits in one week.

Detention— Detentions will be held (T,W,Th). Completing a detention is not optional. Students must
complete every detention that they earn. Students may complete multiple detentions. If a student does not
complete their earned detention on that day, the Director of Culture will follow up with a parent phone

call. If it continues, another detention would be issued along with a parent meeting.

Merits - Students can earn merits for positive behavior choices. The merit system, and examples of

rewarded behavior, are outlined below:

Student Choice Student Reward
Perfect Attendance for a one week period 10 merits
Demerit free for a one week period (min. 4 days attended) 15 merits
Student arrived on time to class every day for a week 7 merits

tstanding Student of th arter
Each teacher will select one deserving student per week based on the
following criteria:

e (lass participation

e Student completing all class/homework assignments

e No demerits received

e Perfect attendance for the week

Automatic Raffle Ticket

Legal Prep Swag

Student displayed leadership, perseverance, character, or advocacy
*This merit is at the discretion of the teacher. Student may be rewarded
for (but not limited to) any of the following acts:
e Student was seen being extraordinarily kind to peer or staff.
e Student may have shown improvement and/or a commitment to
improving.
e Student may have helped a peer better understand the lesson or
assignment.

1 - 5 merits

Remember: Every 15 Merits = 1 Merit ticket




LEGAL PREP SCHOOL-YEAR DRESS CODE

Dress code: Faculty and staff strictly enforce the dress code and have final say on what constitutes a
violation. The dress code is in effect any time students are in the school building and at most school
functions. Students deemed to be out of dress code will be sent to the Culture Team’s office and their
individual situation will be assessed. Parents need to ensure that their students have all necessary uniform
items before they leave their homes for school each morning.

1. Shirts and outerwear
a. Students must wear an unaltered official Legal Prep shirt each day (this does not include
the PE uniform shirt). Any shirt or sweatshirt found to have pen/highlighter/marker
writing or coloring would be considered ruined and not worn again. It will need to be
replaced by purchasing a new item from the main office.

b. Students may wear a short-sleeve T-shirt underneath their school shirts and nothing over
them except an LPCA sweatshirt or sweater.
c. Coats, non-school sweaters, or any other outerwear are not permitted to be worn in school
or taken anywhere in the building at any time and must be left in the locker all day.
d. Students must wear their school ID on a lanyard around their neck.
2. Pants
a. Students must wear non-ripped khaki colored dress pants.. No sweatpants or athletic

pants are permitted. Pants must be worn above hip bones and may not sag. Pants must
have belt loops and a belt must be worn.

b. No underwear may be visible at any time.
3. Shoes
a. All shoes must be close-toed/closed heel shoes. Crocs, slides or house shoes are not
allowed.

4. Head Coverings
a. No hats or other head coverings are permitted, including scarves, hairnets, athletic
sweatbands, and bandanas anywhere inside the building at any time, except where
mandated by legitimate religious requirements.

6. Body Modifications:
a. Tattoos that represent violence or gang affiliation will need to be covered at the school’s
request.

LEGAL PREP SUMMER SCHOOL DRESS CODE

Same as the school-year dress code except:

1. Students may wear tailored shorts, skirts, dresses or jeans. No cut-offs, pants with holes
in them, spandex, or short-shorts.
2. Students may wear gym shoes.
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3. Students must wear an unaltered, official Legal Prep shirt and student ID.
LOCKERS AND LOCKS

Lockers and locks: Students and parents must be aware that a student's locker is school property and
may be searched by school officials at any time without notice or warning. No additional locks may be
placed on the locker — any other lock will be removed without notice

ACADEMIC DISHONESTY

Academic Dishonesty. Students must learn that in order to grow academically, they will be judged on
their own work. We expect students to honor other people's work by giving credit in the form of
reference and/or footnote for any borrowed words, ideas, or opinions, and by including quotation marks
when copied exactly. When working on a team project, credit must be given to each person who
contributes.

Students must understand that copying the words, ideas, or opinions of someone else without giving
credit to that person in the form of footnotes or references is considered plagiarism. Whether deliberate
or accidental, plagiarism is a serious and punishable offense. Students must always be responsible for
their own work and not engage in any manner of cheating.

These types of academic dishonesty will result in loss of credit for the assignment or test according to the
discretion of the teacher. Students will also receive an automatic SIM (first offense), or more severe
penalty if their cheating continues.

Deliberate plagiarism:
* Copying of a phrase, sentence or a longer passage from a source and passing it off as one’s own.
*  Summarizing or paraphrasing someone else's ideas without acknowledging that the work is not
one’s own.
* Buying a term paper and handing it in as one’s own.

Accidental Plagiarism:
*  Forgetting to place quotation marks around another writer's words.
*  Omitting a source citation for another's idea because one is unaware of the need to acknowledge
the idea.

heating:

* Obtaining a copy of tests, quizzes or scoring devices.

* Copying another student's answers during a test, quiz or homework assignment.

* Providing another student questions or answers to, or copies of, actual test or quiz questions.

* Having or using non-permitted materials during tests.

*  Duplicating another student's project or work for submission as one's own work.

* Having someone other than the student prepare the student's homework, paper, project, laboratory
report or take-home test.

* Permitting another student to copy one’s own homework, paper, project, laboratory report, or
take-home test. Representing as one's own work the product of someone else's creativity.
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The following consequences may occur for students who engage in acts of academic dishonesty.
* Student required to make up the assignment or the equivalent as determined by the teacher
*  Automatic 4 demerits earned
*  Teacher/Student/Dean of Students/Parent Conference
* Removal or disqualification from Legal Prep or summer programs
* Homework must be handed in to the office

HOW DO WE MEASURE ACHIEVEMENT?

Through these assessments, we are able to see what kids know and figure out plans to close knowledge
gaps. These tests inform our instruction to make the best decisions in the interest of putting students, and
their education, first.

Quizzes: Students will take quizzes in all of their classes to show what they have learned and to have
teachers prioritize what needs to be retaught.

Unit Tests: Teachers will be giving content to children in the form of units. At the end of each unit, the
students will take unit tests to show how much they learned in that unit and how much they retained.

Midterms: In the middle of the year, students will take a benchmark assessment that is aligned to the
Final Exam students will take at the end of the year. Midterms will show how much progress they are
making towards their goals and what shifts need to happen instructionally.

Final Exams: Students will take exams at the end of the year that will be on all of the material that they
learned over the course of the year. Final exams show how much the student has retained and what
interventions the teacher will need to put in place next year for individual students.

SAT: All high school students in Chicago participate in the SAT suite of assessments. The three tests are
PSAT-9 (9th grade), PSAT-10 (10th grade), and SAT (11th grade). Students take the test at the end of
each of their first three years of high school, and it shows whether the student is on pace to be college
ready when they graduate from Legal Prep.

What Can Families Do?

Have students retake assessments that they do not master.

Have students make early morning appointments with their teachers.

Come to Parent Teacher Conferences to learn about students’ goals and progress.

Check regularly on PowerSchool for updated assessment grades.

WORKING WITH OUR FAMILIES

Staying in Contact: We believe that you should know everything going on with your student’s
development at Legal Prep. We want to hear your voices and share our thoughts and plans for what we
will do to ensure your student’s success at Legal Prep. Teachers and parents will be in regular
communication regarding the development of your student.
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How We Will Communicate!

Advisory Phone Calls home

Through PowerSchool, where you can check your student’s grades and GPA

Parent Advisory Council Announcements

Automated Calls

Quarterly Town Halls

Quarterly Parent Teacher Conferences

We would love to have you do the following:

Families and Legal Prep Partnership

Contact teachers on a regular basis regarding any questions, comments, or concerns.

Come to any and all school-sponsored events to show support for your child and their education.

Complete surveys and give feedback to the school.

Join our PAC (Parent Advisory Council) to create systemic change for our students and their education
by creating programs and tutoring for our students who need extra assistance.

Parent Advisory Council: To close the achievement gap and have students at Legal Prep become
well-rounded citizens, the school and community must work together. The PAC is an opportunity for the
school and families to regularly meet to discuss culture, academics, and opportunities to make Legal Prep
Charter Academy the best school on Chicago's west side.

The second Tuesday of every month, Legal Prep’s PAC will meet to discuss the State of the School,
projects they would like to oversee, and assisting the school with events.

What Can Families Do?

Come to every PAC Meeting

Recruit other families to attend PAC Meetings

Join a subcommittee PAC Meeting

Plan and execute an event for Legal Prep

Attend all Town Halls

CODE OF CONDUCT FOR COMPUTER USE

The goal of computer access at school is to build technology skills, information gathering skills and
communication skills. Students have the privilege to use computer workstations, laptops, the school
network, e-mail, and the Internet for monitoring academic progress and school assignments only.

Student Responsibilities: In order for the school to provide sound educational opportunities via its
computer network, each student must use computers and the network responsibly.

Responsible students use computers, other hardware, and printers carefully. Students will leave a
computer working in the same condition as they found it; namely, making no setting changes that alter the
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computer’s appearance or function; avoiding damage to the mouse, keyboard, printers, and furniture; and
keeping the computer, monitor, keyboard, mouse, and furniture clean.

Responsible students use the Internet appropriately. The student is responsible for all web pages
accessed. Students must earn Internet authorization by studying the Acceptable Use Policy.

Students are not allowed to access, use or possess pornographic, gang-related, violent, or illegal material;
inappropriate or offensive text via e-mail, chats, blogs, or other means; or files deemed dangerous to the
integrity of the Legal Prep Charter Academy network system (e.g., viruses, worms, or other harmful
programs designed to disrupt or alter a computer’s functions). In addition, students may not access, use,
or possess unauthorized or illegally obtained hardware, software or data.

Students must comply with the following safety rules for Internet use. Students should not give out any
personal information such as address, telephone number, parent’s work address or telephone number, or
any other person’s address or telephone number without parental permission. Students should tell their
teacher, principal, or parent/guardian immediately if they experience an uncomfortable situation.
Students should never agree to meet or to send any picture to someone they have communicated with
online.

Students must check their email accounts on a regular basis. Teachers often communicate to their
students and request assignments via e-mail.

Responsible students respect the privacy and rights of others. Students must keep their computer
account and password private. If students have a group project, they will arrange with their teacher to
create a shared folder for that particular assignment. Students may not access student records of other
students. Students may not alter any network address or identifiers. Students may not copy software from
computers, or destroy or damage another person's files or messages. Students must not attempt
unauthorized entry to any area of the network or interfere with or disrupt any computer, network, source
or equipment, regardless of who may own, operate or supervise it. Students must create their own work
and properly cite research sources. Copying someone else’s work is plagiarism and will result in a failing
grade and disciplinary action. Students may not use school computers, the school network, or the Internet
to make inappropriate or negative comments about other students, teachers, administrators, or the school.

Responsible students maintain the integrity of the school network. Students have the responsibility to
report all violations of privacy. Students are accountable for all e-mail sent or received under their user
accounts. Students may not use the network or labs for wasteful or frivolous purposes including, but not
limited to; playing games, using chat programs, listening to music, watching videos unrelated to a school
assignment, writing non-academic blogs, participating in online chats, or engaging in any for-profit
commercial activities including advertising or sales. It is the student's responsibility to follow all
computer lab rules and obey supervisors of the labs.

Students should not expect that files stored on school-based computers or servers will be private.

Electronic messages and files stored on school-based computers or stored outside the school using the

school’s Internet account may be treated like school lockers. The school reserves the right to monitor any

and all emails/messages sent on or within school property. All administrators and teachers have access to

stored files and e-mail. Administrators and teachers may review files and messages at any time to
14



maintain the integrity of the system, to ensure that students are acting responsibly, to conduct the business
of the school, and to comply with legal requirements.

Failure to comply with the Code of Conduct for Computer Use may result in loss of computer privileges
as well as other penalties. Students observing or knowing of any violation of these guidelines or of a
security problem on the network/Internet must notify a teacher or administrator.

SNOW DAYS/SCHOOL CANCELLATION

Legal Prep Charter Academy follows the Chicago Public Schools (“CPS”) with respect to snow days or
other weather related issues. If CPS cancels school because of weather, so will Legal Prep. Call CPS at
773-553-1000 to find out if they have cancelled school.

FIRE AND SAFETY DRILLS

Posted in every room is a map and safety sheet detailing the required evacuation and lockdown protocols.
In the event of an evacuation, students are to follow their teacher according to that map and to stay with
their class. In the event of a fire drill or fire, students must not stop at bathrooms or lockers. They must
go directly outside and stay as a class in the designated outside location until given further instruction.
For any fire drill during a non-class time, immediately proceed outside to the designated waiting area for
your advisory section. Any student violating this procedure is jeopardizing the safety of the school and
will face consequences including possible suspension. There is to be no talking whatsoever during a
fire or safety drill.

TEXTBOOKS

Students are responsible for keeping their textbooks in the condition in which they received them.
Students may print their name in ink on the inside of the cover, but should not otherwise write in their
textbook. Students will be charged the cost to replace any textbooks that are abused or lost.

STUDENT FEES

There may be student fees, books fees, fees for sports participation and other fees. Students whose
families cannot afford any of the fees may see the office or the Business Manager for assistance.

LOCKERS AND LOCKS

Lockers and locks: Each student is provided a locker and lock for the school year. Students and parents
must be aware that a student's locker is school property and may be searched by school officials. All
locks must be school locks; any other lock will be removed without notice.

Additionally, students must keep their locker locked at all times. If a locker is not secure, the items in a

locker are subject to theft or destruction by others. Failure to keep an assigned lock on an assigned locker

will result in loss of locker usage.

No locker contents should be visible when the locker is closed. No open food or beverage or combustible

material is permitted to be stored in a locker. Each student is responsible for any item found within
15



his/her locker. Students are not permitted to share lockers or provide their locker combination to other
students. In doing so, the student assumes responsibility for anything another student leaves in his/her
locker, or for items that are missing because of such a breach of security.

SPORTS ELIGIBILITY

Students are eligible to be active members of a school sports team only if:
* They have a cumulative GPA of at least 2.25.
* Are not currently failing any courses based on the most recent progress report.
*  They meet additional requirements that an individual coach requires, if any.
*  They meet IHSA requirements.

GUESTS

Guests must always obtain a visitor’s pass from the Main Office and must be authorized by a staff
member. Guests should be greeted politely in the hallways or when knocking on the door of a classroom.

MEDICAL POLICIES

Records and Physical Exams - In order to enroll at Legal Prep, every student must have an up-to-date
physical, health records, including immunizations. Students may be excluded from school until that
record is provided or until record of an upcoming medical appointment is provided by parent/guardian.

Medications - If a student requires medication during school hours, the distribution of the medications
will be supervised by the Office Manager or Nurse under the following guidelines required by state law:

*  Prescription medications must be supplied in the original pharmacy container.

* The container must be identified with the following information: Student name, Name of
Medication, Doctor’s Name and Phone Number, Pharmacy and Phone Number.

* Parents/guardians must sign the appropriate administration forms.

*  Non-prescription medications must also be supplied in the original container and must be
accompanied by written instructions from a physician and consent from parent/guardian.

Legal Prep will designate employees as the primary person and back-up person authorized to administer
medication in the absence of the school nurse. All medication must be placed in a locked box in the main
office. In order to administer any prescribed medication to a student or child, there must be a doctor’s
note on file. For any over the counter medication, a note signed by the parent with directions must be
present. Furthermore, a log will be kept on file that indicates the following: Name of Student/Child,
Name of Medication, Date, Time, and Who Dispensed Medication.

Students are responsible for coming to the main office to receive their medications at the appropriate time.

Students are not allowed to have medications in their possession or in their lockers. This includes any
over-the-counter medications.
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POLICY ON MANDATED REPORTING OF ABUSE/NEGLECT

All school personnel are mandated reporters of suspected abuse and/or neglect. Mandated reporters are
required to report suspected child maltreatment immediately when they: "have reasonable cause to
believe that a child who is under 18 years old known to them in a professional or official capacity has
been harmed or is in danger of being harmed — physically, sexually, or through neglect and that a
caregiver either committed the harm or should have taken steps to prevent the child from harm."

1. Once any staff member becomes aware that a student may be the victim of abuse or neglect, they must:

a. Call the DCFS hotline at (800) 25-ABUSE,
b. Notify the Dean of Students or Social Worker, and
c. Complete a NSCS incident report.

2. When calling the hotline, the staff member must have the following information (or as much as is
known): the name, birthdate, and address of the alleged victim; the name, address, age or birth date, and
relationship of the alleged perpetrator; what type of injury or harm was allegedly done to the victim; and a
description of the incident (time/date, place in which it occurred, and indication of intention to harm).
The staff member should also have the names and ages of other children in the household, information as
to whether or not English is fluently spoken by the parents and the work phone number of the alleged
perpetrator.

3. While these steps are taking place, the social worker will assist both the faculty member and student in
understanding the ramifications of the call. The social worker will debrief the student and, when
appropriate, will contact the parent(s)/guardian.

4. No one in the workplace, even a supervisor, is permitted to suppress, change, or edit a report of abuse.
A mandated reporter who willfully fails to report suspected incidents of child abuse or neglect is subject
to license suspension or revocation, and commits a misdemeanor. Falsely reporting information to the
hotline is also a misdemeanor.

5. Physical abuse is defined as occurring when a parent or person responsible for the child's welfare
"inflicts or allows to be inflicted upon such child physical injury, by other than accidental means."
Common injuries include bruises, human bite marks, bone fractures, and burns. Physical abuse also
occurs when the caregiver or parent creates a substantial risk of physical injury by shaking, throwing,
choking, smothering, or pushing the child into fixed objects. Act of torture are defined as "deliberately or
inflicting cruel or unusual punishment which results in physical or mental suffering." When reporting
physical abuse, it is important to document the presence of any injuries.

6. Sexual abuse is defined as occurring when a person responsible for the child's welfare commits sexual
penetration, sexual exploitation, sexual molestation, or when a young child contracts a sexually
transmitted disease. A child's disclosure of sexual abuse will be handled sensitively. When a student
attempts to disclose sexual abuse, the teacher or staff member will listen attentively while maintaining a
calm demeanor. The mandated reporter will pay very careful attention to the disclosure of sexual abuse,
but will not encourage the student to disclose information in addition to what is being given voluntarily.
Staff will take very careful notes, writing the student's words verbatim as much as possible. The student
will be referred immediately to the school social worker and the Principal will be informed.
17



7. Neglect occurs when a person responsible for the child “deprives or fails to provide the child with
adequate food, clothing, shelter, or medical treatment,” or when an adult “provides inadequate supervision
of a child (particularly small children).”
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Legal Prep Transportation Policy
PURPOSE:

The objectives of this policy are to establish methods for Legal Prep to meet the transportation needs of its
pupils, specifically addressing the transportation needs of low-income pupils, at-risk students, diverse
learners, and students in temporary living situations. Legal Prep prides itself on the inclusion of all students
and makes every effort possible to ensure all students and families that apply and are accepted are welcome
at our school.

POLICY:

I. GENERAL METHODS

Legal Prep does not typically provide transportation for the general student population. However, Legal
Prep will make every attempt to ensure families and students are taken care of by all reasonable means
when it comes to transportation, and we will evaluate on a case-by-case basis.

Il. SPECIFIC METHODS

A. Students in Temporary Living Situations and Diverse Learners — Legal Prep will ensure that
Students in Temporary Living Situations and students with relevant IEPs are provided transportation. Once
Legal Prep is made aware of a student living in temporary living, the homeless liaison reaches out to the
family and schedules a time with the social worker to talk with the student’s parent or guardian regarding
transportation and any other needs or concerns. The homeless liaison stays in close contact with the family
to make sure the educational environment is not disrupted. For the students with an IEP that require
transportation, the Legal Prep case manager works with the transportation department at CPS to establish
transportation for the student.

B. Low-Income Students — Legal Prep does not typically provide transportation for low-income
students. However, Legal Prep will make every attempt to ensure families and students are taken care of
by all reasonable means when it comes to transportation, and we will evaluate on a case-by-case basis.

C. At Risk Students — Legal Prep does not typically provide transportation for at risk students.
However, Legal Prep will make every attempt to ensure families and students are taken care of by all
reasonable means when it comes to transportation, and we will evaluate on a case-by-case basis.

Legal Prep will make every attempt to ensure families and students are taken care of by all reasonable
means when it comes to transportation. Legal Prep stays in constant communication with its families and
asks that they let us know if their living situation changes in any way so that we can address any
transportation issues, among other things.

Any other issues that arise from transportation that are not addressed in this policy can be directed to our
Operations Department at 773-922-7800 and the Operations Manager for further discussion.

4319 W. Washington Blvd, Chicago, IL 60624 | 773-922-7800 | www.legalprep.org | info@legalprep.org
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LEGAL PREP CHARTER ACADEMY - CSP Budget Narrative

Legal Prep Charter Academy respectfully requests $1,200,000 in Charter Schools Program
(CSP) subgrant funds to support a strategic enroliment expansion that will increase the number
of students served from 179 to approximately 290 students during Implementation Year 1, with
continued growth to 330 students in Implementation Year 2. The proposed budget is designed
to front-load investments during the Planning Period to ensure that systems, staffing, facilities,
and instructional supports are in place to sustain high-quality implementation during the
Implementation Period and beyond. All proposed expenditures are allowable under CSP
guidelines and directly aligned to the project’s goals of increasing access, strengthening
recruitment and retention, and maintaining academic quality as enrollment grows. All proposed
expenditures are allowable under the Charter Schools Program as outlined in the 2025 Round 4
INCS CSP Request for Applications, are reasonable, allocable, and necessary to support the
planning and implementation of the proposed expansion, and are directly aligned to the project’s
goals and activities.

Planning Period (16.5 months): April 1, 2026 — August 22, 2027

The Planning Period represents the foundational phase of the expansion and includes the final
guarter of the 2025-2026 school year until the day before the first day of school in the 2027-
2028 school year (a 16.5 month period that includes the allowable pre-award period). During
this time, CSP funds will be used to establish staffing capacity, facilities readiness, instructional
infrastructure, and recruitment systems necessary to support successful implementation.

Personnel and Fringe Benefits

The largest share of Planning Period funds is allocated to personnel, reflecting Legal Prep’s
belief that high-quality staffing is the most critical driver of successful expansion. CSP funds will
support full-time salaries and benefits for a Director of Legal Programming and a Recruitment
and Family Engagement Coordinator beginning in April 2026, during the allowable pre-planning
period. These roles are essential to scaling Legal Prep’s signature law-themed programming,
deepening community partnerships, and executing a more robust, citywide recruitment strategy.

CSP funds also partially support the salaries and benefits of the Principal and Chief Executive
Officer during the Planning Period. These allocations reflect the significant time these leaders
will dedicate to expansion planning, including staffing design, compliance, financial oversight,
facilities coordination, and implementation readiness. In addition, CSP funds support an
Academic Interventionist during the Planning Period to strengthen instructional supports and
ensure that incoming students are prepared to succeed academically.

Facilities and Other Costs

Planning Period funds include a one-time allocation for building code remediation required to
safely accommodate additional students. These upgrades are necessary to ensure compliance
with applicable building and safety codes and to prepare the facility for increased enrollment.
CSP funds also support the purchase of a mini bus and associated maintenance costs to
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expand access to experiential learning opportunities, recruitment activities, and community-
based programming aligned with Legal Prep’s educational model.

Technology and Equipment

To ensure instructional readiness prior to the Implementation Period, CSP funds are used
during the Planning Period to purchase and configure technology equipment. This includes
Chromebooks for additional students, staff laptops for new and expanded instructional and
student support roles, classroom peripheral technology, and device setup and configuration.
Front-loading these purchases allows sufficient time for acquisition, deployment, and staff
training before the start of the Implementation Period.

Professional Development, Travel, and Contractual Services

Planning Period funds support professional development through a combination of travel and
contractual expenses. These funds allow staff to participate in off-site training, retreats, and
coaching aligned with Legal Prep’s instructional framework and expansion needs. Additional
contractual funds support recruitment and enroliment data tools that strengthen tracking, follow-
up, and analysis during the planning phase.

Marketing and Outreach

Planning Period funds also support initial marketing and outreach activities, including print
materials, family engagement events, recruitment events,and paid advertising such as social
media ads, billboards, bus ads, and direct mail. These investments are designed to build
awareness early and establish momentum leading into the Implementation Period.

Implementation Period (16.5 months):
Year 1 - August 23, 2027 — August 22, 2028
Year 2 - August 23, 2028 — December 31, 2028

The Implementation Period begins on the first day of school in the 2027-2028 school year and
represents the year in which increased enrollment starts. During this phase, CSP funds shift
from infrastructure and planning toward sustaining core expansion supports while the school
leverages increased per-pupil revenues generated by enrollment growth to fund permanent
staffing additions.

Personnel and Fringe Benefits

During the Implementation Period, CSP funds continue to support the salaries and benefits of
the Director of Legal Programming, Recruitment and Family Engagement Coordinator, and
Academic Interventionist. These positions are essential to expanded legal programming,
maintaining strong recruitment pipelines, and providing targeted academic supports as
enrollment increases, and are non-sustained costs that cannot be met from other sources and
are necessary for the purpose of the grant.

Additional staffing required to support increased enrollment, including three additional teachers,
a social-emotional counselor, and an assistant dean of culture, will be funded through the
school’'s operating budget using increased per-pupil revenue generated by expansion, rather
than through CSP funds. This approach ensures that ongoing personnel costs are sustainable
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beyond the grant period while allowing CSP resources to remain focused on time-limited
expansion activities.

Instructional Supports and Subscriptions

Implementation Period CSP funds support increased technology subscription costs aligned to
the larger student population. These include instructional and intervention platforms such as IXL
and Imagine Learning, which provide differentiated practice, credit recovery, and targeted
academic support. CSP funds also support student supplies necessary to maintain instructional
guality as enrollment grows.

Professional Development and Marketing

CSP funds continue to support professional development through travel and contractual
services to ensure staff receive ongoing coaching and training aligned with Legal Prep’s
instructional framework. Marketing and outreach funds during the Implementation Period are
focused on sustaining recruitment pipelines and supporting long-term enroliment stability.

Alignment to Project Goals and Sustainability

Across both budget periods, CSP funds are intentionally aligned to the project’s core goals:
increasing enroliment by more than 15 percent, strengthening recruitment and retention
systems, expanding academic and legal programming, and maintaining high academic
outcomes for a student population with significant needs. The budget is designed to front-load
investments that build lasting capacity while ensuring that ongoing costs can be sustained
through increased per-pupil revenues once expansion is fully realized.

By the conclusion of the Implementation Period, Legal Prep will have the staffing, systems,
facilities, and instructional infrastructure necessary to sustain growth without continued reliance
on CSP funds. The proposed budget reflects a responsible, strategic use of federal funds to
expand access to a high-quality public charter school while preserving the integrity and
effectiveness of Legal Prep’s educational model.
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Legal Prep Board of Directors - January 2026

Jason Brown

General Counsel/Association of Corporate Counsel
J.brown@acc.com

Skill set: Governance, Legal, Finance

Kalia Coleman

Partner/Riley, Safer, Holmes & Cancila LLP
kcoleman(@rshc-law.com

Skill set: Legal, Compliance, Community
Engagement, Mentoring

Mark DeMonte

Partner/Whitt Sturtevant LLP
demonte@whitt-sturtevant.com

Skill set: Legal, Compliance, Volunteerism,
Mentoring

Ryan Dunigan

Director /Corning Optical Communications
dunigan.ryan@gmail.com

Skill set: Government Relations, Compliance, Risk
Management

Heather Fine — Board Vice President
Partner/Major Lindsey & Africa

heather_fine@hotmail.com
Skill set: Children’s Rights, Business Management,

Matt Furton
Partner/Troutman Pepper Locke

Matthew.furton@troutman.com

Skill set: Insurance, Legal, Business Management

Patrick Hendricks

Vice President/World Business Chicago
patrick.hendricks@gmail.com

Skill set: Community Engagement,
Communications, Project Management

Jose Isasi

Partner/Jones Day LLP

jisasi(@jonesday.com

Skill set: Legal, NFP Governance, Community
Engagement

Kristopher Keys

Partner/Quintaros, Prieto, Wood & Boyer, P.A.
kristopher.keys@qpwblaw.com

Skill set: Ethics, Privacy, Community Empowerment

Paula Moreno — Board Secretary
Executive Director/Synopsys Inc.

paula.morenol2(@gmail.com

Skill Set: Corporate Governance, Transactions

Alejandro Ortega

Associate General Counsel/Priovant Therapeutics
alejandro.g.ortega@gmail.com

Skill set: Legal, Teaching, Volunteerism, Mentoring

Oscar Romero — Board President
Attorney

oerllc@gmail.com

Skill set: Contracts, Strategic Planning, Risk
Management

Yushica Thomas — Parent Rep
lamajene@yahoo.com
Skill set: Community Engagement, Student Needs

Ross Van Beek — Board Treasurer
Sr. V.P. Commercial Lending
JVanBeek@firstambank.com
Skill set: Finance, NFP Governance

Courtney Welton

Formerly Sr.VP/General Counsel/Allstate
Courtneyvwelton@gmail.com

Skill Set: Governance, Compliance, Talent
Management, Fundraising

Bryan Westhoff

Shareholder/ Polsinelli
bwesthoff@polsinelli.com

Skill set: Legal, Corporate Transactions, Finance

Elie Zenner

Assistant U.S. Attorney/NDIL

eliezenner@gmail.com

Skill set: Legal, Education, Public School Governance,
NFP Governance, Community Outreach
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OF
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ARTICLE 1
Powers

Except as provided otherwise by the Articles of Incorporation or by these By-Laws, the Corporation
shall have all powers which a not for profit corporation may have if organized under the Illinois
General Not For Profit Corporation Act of 1986, as amended, and shall have such additional powers
as are permitted by any applicable law.

ARTICLE 2
Office and Agent

The Corporation shall have and continuously maintain in the State of Illinois a registered office and a
registered agent whose business office is identical with such registered office, and may have other
offices within or without the State of Illinois as the Board of Directors may from time to time
determine.

ARTICLE 3
Members
The Corporation shall have no Members.
ARTICLE 4
Board of Directors

Section 4.1. General Powers. The affairs of the Corporation shall be managed by or under the
direction of its Board of Directors.

Section 4.2. Number and Qualifications. The number of voting directors of the Corporation shall be
no less than three (3) and may be increased to any number from time to time by resolution of the
Board of Directors. Directors need not be residents of Illinois. As of July 1, 2024, and thereafter, no
one person shall hold a directorship and an executive position or other position with substantial
financial decision-making authority within the Corporation. Employees of the Corporation may not
hold a directorship. However, they may serve as non-voting (ex officio) Directors. To the extent
required by law, the Board of Directors shall include at least one parent or guardian of a pupil
currently enrolled in the charter school (hereafter the “parent representative””) who may be selected
through the charter school or a charter network election, appointment by the charter school's board of



directors or other governing body, or by the charter school's Parent Teacher Organization or its
equivalent and shall be a voting member of the Board.

Section 4.3. Election and Tenure. Except as provided by law with respect to the parent representative,
Directors shall be elected by the Board of Directors at its annual meeting which shall take place in
May of each calendar year, and each director shall hold office effective as of July 1 of that year until
July 1 of the following year and until a successor has been elected at the next annual meeting of
directors and qualified. If the election of directors shall not be held at such meeting, such election
shall be held as soon thereafter as conveniently possible. Elections of directors may be conducted by
mail, email or other agreed upon electronic correspondence. Newly elected directors may request
from the presiding officers information including but not limited to meeting minutes and financial
statements from past meetings of the Board of Directors.

Section 4.4. Resignation. A director may resign at any time by written notice delivered to the Board
of Directors or to the President or Secretary of the Corporation. A resignation is effective when the
notice is delivered unless the notice specifies a date later than the date of delivery.

Section 4.5. Removal of Directors. (a) One or more directors may be removed, with or without cause,
including for conflict of interest. A director may be removed by the affirmative vote of two-thirds of
the Board of Directors. (b) No directors shall be removed at a meeting of directors unless written
notice of such meeting is delivered to all of the directors. Such notice shall state that a purpose of the
meeting is to vote upon the removal of one or more directors named in the notice. Only the named
director or directors may be removed at such meeting.

Section 4.6. Vacancies. Any vacancy occurring in the Board of Directors and any directorship to be
filled by reason of an increase in the number of directors may be filled by the Board of Directors. A
director elected or appointed, as the case may be, to fill a vacancy shall be elected or appointed for
the unexpired term of his or her predecessor in office or, if the director is elected or appointed
because of an increase in the number of directors, the term of such director shall expire at the next
annual meeting of the Board of Directors.

Section 4.7. Regular Meetings. A regular annual meeting of the Board of Directors shall be held
without other notice than these By-Laws. The Board of Directors may provide by resolution the time
and place, within State of Illinois, for the holding of additional regular meetings of the Board without
other notice than such resolution.

Section 4.8. Special Meetings. Special meetings of the Board of Directors may be called by or at the
request of the President or any two directors, and such person or persons may fix any place, within
the State of Illinois, as the place for holding any special meeting of the Board so called.

Section 4.9. Notice of Meetings. Notice of any special meeting of the Board of Directors shall be
given in accordance with these By-Laws at least two (2) days in advance thereof by written notice to
each director at the address shown for such director on the records of the Corporation. Notice of any
special meeting of the Board of Directors may be waived in a writing signed by the person or persons
entitled to such notice either before or after the time of the meeting. Attendance of a director at any
meeting shall constitute a waiver of notice of such meeting except where a director attends a meeting
for the express purpose of objecting to the transaction of any business because the meeting is not
lawfully called or convened. Except in the case of a special meeting called for the purposes of
removing a director, neither the business to be transacted at, nor the purpose of, any regular or



special meeting of the Board of Directors need be specified in the notice or waiver of notice of such
meeting, unless specifically required by law, the Articles of Incorporation or these By-Laws.

Section 4.10. Action Without a Meeting. Subject to the requirements of the Open Meetings Act, as
applicable, any action required by law to be taken at a meeting of the Board of Directors, or any other
action which may be taken at a meeting of the Board of Directors or a committee thereof, may be
taken without a meeting, if a consent in writing setting forth the action so taken shall be signed by all
directors or by all the members of such committee entitled to vote with respect to the subject matter
thereof, as the case may be. The consent shall be evidenced by one or more written approvals, each
of which sets forth the action taken and bears the signature of one or more directors or committee
members. All the approvals evidencing the consent shall be delivered to the Secretary to be filed in
the records of the Corporation. The action taken shall be effective when all the directors or the
committee members, as the case may be, have approved the consent unless the consent specifies a
different effective date. Any such consent shall have the same force and effect as a unanimous vote.

Section 4.11. Attendance by Telephone. Subject to the requirements of the Open Meetings Act, as
applicable, Directors or nondirector committee members may participate in and act at any meeting of
such board or committee through the use of a conference telephone or other communications
equipment by means of which all persons participating in the meeting can communicate with each
other. Participation in such meeting shall constitute attendance and presence in person at the meeting
of the person or persons so participating.

Section 4.12. Quorum. One-third of the directors then in office shall constitute a quorum for the
transaction of business at any meeting, provided if less than one-third of the directors are present, a
majority of the directors then present may adjourn the meeting to another time without further notice.
Withdrawal of directors from any meeting shall not cause failure of a duly constituted quorum at that
meeting.

Section 4.13. Action at a Meeting. The act of the majority of the directors present at a meeting at
which a quorum is present shall be the act of the Board of Directors, unless the act of a greater
number is required by law, by the Articles of Incorporation or by these By-Laws.

Section 4.14. Proxy Prohibited, Presumption of Assent. No director may act by proxy on any matter.
A director who is present at a meeting at which action on any corporate matter is taken by the Board
of Directors, or by a committee thereof acting on its behalf, is conclusively presumed to have
assented to the action taken unless such director's dissent is entered in the minutes of the meeting or
unless such director files his or her written dissent or abstention to such action with the person acting
as the secretary of the meeting before the adjournment of such meeting or forwards such dissent or
abstention by registered or certified mail to the Secretary immediately after the adjournment of such
meeting. Such right to dissent or abstain does not apply to a director who voted in favor of such
action.

Section 4.15. Compensation. The Board of Directors shall not receive any salaries for their services;
provided that nothing herein contained shall be construed to preclude any director serving the
Corporation in any other capacity and receiving compensation therefore, subject to the preclusions in
Section 4.2.

Section 4.16. Interested Directors. The presence of an interested director, as defined by the Conflict
of Interest Policy, or of a director who is otherwise not disinterested may be counted in determining



whether a quorum of the members, the Board of Directors or a committee of the Board is present but
may not be counted when action is taken on the transaction.

ARTICLE 5
Committees

Section 5.1. Committees of the Board of Directors. A majority of the Board of Directors, by
resolution, may create one or more committees of the Board and appoint directors or such other
persons as the Board shall designate to serve on the committee or committees. Each committee may
exercise the authority of the Board of Directors to the extent permitted by law and as specified by the
Board of Directors or in the Articles of Incorporation or these By-Laws, but the designation and
appointment of any such committee and the delegation thereto of authority shall not operate to
relieve the Board of Directors, or any individual director, of any responsibility imposed upon it or
him or her by law. Each such committee shall have two or more directors as members, a majority of
its membership shall be directors, and all committee members shall serve at the pleasure of the
Board.

Section 5.2. Action of Committees. A majority of a committee of the Board of Directors shall
constitute a quorum. The act of a majority of committee members present and voting at a meeting at
which a quorum is present shall be the act of the committee. A committee may act by unanimous
consent in writing without a meeting or may participate in and act at any meeting through the use of a
conference telephone or other similar communications equipment in the manner provided by these
By-Laws for written consents and for meetings of the Board of Directors. No member of such
committee of the Board may act by proxy. Subject to these By-Laws and to action by the Board of
Directors, a majority of the members of a committee of the Board shall determine the time and place
of meetings and the notice required for meetings.

Section 5.3. Advisory Committees. The Board of Directors may create one or more advisory
committees or other advisory bodies and appoint persons to such advisory committees or bodies who
need not be directors. Such advisory committees or bodies may not act on behalf of the Corporation
or bind it to any action but may make recommendations to the Board of Directors or to the officers.

ARTICLE 6
Officers

Section 6.1. Enumeration. The officers of the Corporation shall be a Chief Executive Officer, a
President who shall serve as Chairman of the Board, one or more Vice-Presidents, a Secretary, a
Treasurer, and such other officers or assistant officers as may be elected or appointed by the Board of
Directors. Officers whose authority and duties are not prescribed in these By-Laws shall have the
authority and perform the duties prescribed from time to time by the Board of Directors. Any two or
more offices may be held by the same person. Except with respect to the office of Chief Executive
Officer, a director may be an officer.

Section 6.2. Election and Term of Office. The officers of the Corporation shall be elected annually at
the annual meeting of the Board of Directors, or as soon thereafter as conveniently possible. Each
officer shall hold office until a successor is elected and qualified or until such officer's earlier death,
resignation or removal in the manner hereinafter provided. VVacancies may be filled or new offices



created and filled at any meeting of the Board of Directors. Election or appointment of an officer or
agent shall not of itself create any contract rights.

Section 6.3. Resignation and Removal. (a) Any officer may resign at any time by giving notice to the
Board of Directors, the President, or the Secretary. A resignation is effective when the notice is
delivered unless the notice specifies a date later than the date of delivery. The resignation of an
officer need not be accepted in order to be effective.

(b) The Board of Directors may remove any officer, either with or without cause, whenever in its
judgment the best interests of the Corporation would be served thereby.

Section 6.4. Vacancies. A vacancy in any office, however caused, may be filled by the Board of
Directors for the unexpired portion of the term.

Section 6.5. Compensation. The Board of Directors, by affirmative vote of a majority of directors
then in office and irrespective of any personal interest of any director and in full compliance with
Section 4.15 hereof, shall have authority to establish reasonable compensation of all corporate
officers for their services.

Section 6.6. Chief Executive Officer. Subject to the directions and supervision of the Board, the
Chief Executive Officer shall be the principal executive officer of the Corporation, shall be
responsible for the operation of and exercise control over the business and affairs of the Corporation,
including negotiation, execution and implementation of agreements, contracts and other instruments
on behalf of the Corporation, except in cases in which execution of said instruments has been
reserved by the Board. The Chief Executive Officer may delegate this authority to other employees
of the Corporation.

Section 6.7. President. Subject to the directions of the Board of Directors, the President shall be the
Chairman of the Board and shall in general supervise the business and affairs of the Corporation and
shall perform all duties incident to the office of President and such other duties as may be assigned to
him or her from time to time by the Board of Directors. The President may sign, alone or with the
Secretary or any other proper officer of the Corporation thereunto authorized by the Board of
Directors, any deeds, mortgages, bonds, contracts, or other instruments which the Board of Directors
has authorized to be executed, except in cases in which the execution thereof shall be expressly
delegated by the Board of Directors or by these By-Laws to some other officer or agent of the
Corporation, or shall be required by law to be otherwise executed. The President may vote all
securities which the Corporation is entitled to vote except as and to the extent such authority shall be
vested in a different officer or agent of the Corporation by the Board of Directors. When present, the
President shall preside at all meetings of the members and of the Board of Directors.

Section 6.8. Vice President. In the absence of the President or in the event of the President's inability
or refusal to act, the Vice President (or, if more than one Vice President, the Vice Presidents in the
order determined by the Board of Directors or, in lieu of such determination, in the order of their
seniority) shall perform the duties of the President. When so acting, such Vice Presidents shall have
all the powers of and be subject to all the restrictions upon the President. The Board of Directors may
also designate by resolution certain Vice Presidents as being in charge of designated operations of the
Corporation and may add an appropriate description to their titles and further specify such Vice
Presidents' duties and powers. Any Vice President shall perform such duties as the Board of
Directors or the President may assign from time to time.



Section 6.9. Treasurer. If required by the Board of Directors, the Treasurer shall give a bond (which
shall be renewed regularly) in such sum and with such surety or sureties as the Board of Directors
shall determine for the faithful discharge of his or her duties and for the restoration to the
Corporation, in case of such Treasurer's death, resignation, retirement or removal from office, of all
books, papers, vouchers, money and other property of whatever kind in such Treasurer's possession
or under such Treasurer's control belonging to the Corporation. The Treasurer shall: (a) have charge
and custody of and be responsible for all funds and securities of the Corporation; (b) receive and give
receipts for moneys due and payable to the Corporation from any source whatsoever, deposit all such
moneys in the name of the Corporation in such banks, trust companies or other depositories as shall
be selected in accordance with these By-Laws; (c) disburse the funds of the Corporation as ordered
by the Board of Directors or as otherwise required in the conduct of the business of the Corporation
and render to the President or the Board of Directors, upon request, an account of all his or her
transactions as Treasurer and on the financial condition of the Corporation. The Treasurer shall in
general perform all the duties incident to the office of Treasurer and such other duties as from time to
time may be assigned to him or her by the President or by the Board of Directors.

Section 6.10. Secretary. The Secretary shall (a) keep the minutes of meetings of members and of the
Board of Directors and committees of the Board of Directors in one or more books provided for that
purpose; (b) see that all notices are duly given in accordance with the provisions of these By-Laws or
as required by law; (b) be custodian of the corporate records and of the seal of the Corporation; (c)
affix the seal of the Corporation or a facsimile thereof, or cause it to be affixed and, when so affixed,
attest the seal by his or her signature, to all documents the execution of which on behalf of the
Corporation under its seal is duly authorized by the Board of Directors or otherwise in accordance
with the provisions of these By-Laws (provided, however, the Board of Directors or the President
may give general authority to any other officer to affix the seal of the Corporation and to attest the
affixing by his or her signature); (d) keep a register of the post office address of each member,
director or committee member, which shall be furnished to the Secretary by such member, director or
committee member; and (e) in general perform all duties incident to the office of Secretary and such
other duties as from time to time may be assigned to him or her by the President or the Board of
Directors.

Section 6.11. Assistant Treasurers and Assistant Secretaries. The Assistant Treasurers shall,
respectively, if required by the Board of Directors, give bonds (which shall be renewed regularly) for
the faithful discharge of their duties in such sums and with such sureties as the Board of Directors
shall determine. The Assistant Treasurers and Assistant Secretaries shall, in general, perform such
duties as shall be assigned to them by the Treasurer or the Secretary, respectively; but such
assignment or delegation shall not relieve the principal officer of the responsibilities and liabilities of
his or her office. In the absence of the Secretary or in the event of his or her inability or refusal to act,
the Assistant Secretaries in the order determined by the Board of Directors (or if there be no such
determination, then in the order determined by the President) shall perform the duties and exercise
the powers of the Secretary. In addition, the Assistant Treasurers and Assistant Secretaries shall, in
general, perform such duties as may be assigned to them by the President or the Board of Directors.

ARTICLE 7
Contracts and Financial Transactions

Section 7.1. Contracts. The Board of Directors may authorize any officer or officers, agent or agents
of the Corporation, to enter into any contract or execute and deliver any instrument in the name of



and on behalf of the Corporation, and such authority may be general or confined to specific
instances.

Section 7.2. Loans. No loans shall be contracted on behalf of the Corporation and no evidences of
indebtedness shall be issued in the name of the Corporation unless authorized by a resolution of the
Board of Directors or by action of a duly empowered committee of the Board. Such authority to
make loans may be general or confined to specified instances. No loan shall be made by the
Corporation to a director or officer of the Corporation.

Section 7.3. Checks, Drafts, Etc. All checks, drafts or other orders for the payment of money, notes
or other evidence of indebtedness, issued in the name of the Corporation, shall be signed by such
officer or officers, agent or agents of the Corporation and in such manner as shall from time to time
be determined by resolution of the Board of Directors. In the absence of such determination, such
instruments may be signed by the Treasurer or an assistant treasurer and countersigned by one other
officer.

Section 7.4. Deposits. All funds of the Corporation shall be deposited from time to time to the credit
of the Corporation in such banks, trust companies, or other depositories as the Board of Directors
may select.

Section 7.5. Gifts. The Board of Directors may accept on behalf of the Corporation any contribution,
gift, bequest or devise for the general purposes or for any special purpose of the Corporation.

ARTICLE 8
Records

The Corporation shall keep correct and complete books and records of account and shall also keep
minutes of the proceedings of its members, Board of Directors and committees having any authority
of the Board of Directors, and shall keep at its registered office or principal office a record giving the
names and addresses of the members entitled to vote. All books and records of the Corporation may
be inspected by any director, any member entitled to vote, or any director's or such member's agent
or attorney, for any proper purpose at any reasonable time.

ARTICLE9

Fiscal Year

The fiscal year of the Corporation shall begin on the first day of July and end on the last day of June
in the succeeding year.

ARTICLE 10
Seal

The Board of Directors may provide a corporate seal which shall be in the form of a circle and shall
have inscribed thereon the name of the Corporation and the words "Corporate Seal” and "lllinois."



ARTICLE 11
Notices

Section 11.1. Manner of Notice. Whenever under the provisions of law, the Articles of Incorporation
or these By-Laws, notice is required to be given to any member, director or member of any
committee designated by the Board of Directors, it shall not be construed to require personal
delivery. Such notice may be given in writing by depositing it in a sealed envelope in the United
States mails, postage prepaid and addressed to such member, director, or committee member at his or
her address as it appears on the books of the Corporation, and such notice shall be deemed to be
given at the time when it is thus deposited in the United States mails; or such notice may be given in
writing by any other means and if given by such other means, shall be deemed given when received.
Such requirement for notice shall be deemed satisfied, except in case of meetings of members with
respect to which written notice is required by law, if actual notice is received orally or in writing by
the person entitled thereto as far in advance of the event with respect to which notice is given as the
minimum notice period required by law, the Articles of Incorporation or these By-Laws.

Section 11.2. Waiver of Notice. Whenever any notice is required to be given by law, by the Articles
of Incorporation or by these By-Laws, a waiver thereof in writing signed by the person or persons
entitled to such notice, whether before or after the time stated therein, shall be deemed equivalent to
the giving of such notice.

ARTICLE 12
Indemnification and Insurance

Each person who at any time is or shall have been a director, officer, employee or agent of the
Corporation or is or shall have been serving at the request of the Corporation as a director, officer,
employee or agent of another corporation, partnership, joint venture, trust or other enterprise, shall be
indemnified by the Corporation in accordance with and to the full extent permitted by the General
Not For Profit Corporation Act of Illinois as in effect at the time of adoption of this by-law or as
amended from time to time, and by any subsequent Illinois not for profit corporation law. The
foregoing right of indemnification shall not be deemed exclusive of any other rights to which a
person seeking indemnification may be entitled under any by-law, agreement, vote of members or
disinterested directors, or otherwise. If authorized by the Board of Directors, the Corporation may
purchase and maintain insurance on behalf of any person to the full extent permitted by the General
Not for Profit Corporation Act of Illinois as in effect at the time of the adoption of this by-law or as
amended from time to time, and by any subsequent Illinois not for profit corporation law.

ARTICLE 13

Amendment
A majority of the Board of Directors at a meeting at which a quorum is present may alter, amend, or
repeal the By-Laws or adopt new By-Laws. Such action may be taken at a regular or special meeting

for which written notice of the purpose shall be given.

Adopted by the Board of Directors
March 19, 2024
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Description of Key Legal Prep Staff Responsible for Subgrant

The key Legal Prep staff members responsible for administering and overseeing the CSP grant
include the following individuals:

Sam Finkelstein, CEO, will oversee overall grant implementation, including establishing
performance monitoring criteria, tracking of progress of key activities and deadlines, reviewing
expenditures and budget reports, monitoring of performance metrics, reporting progress to the
Board and Finance Committee, and timely submitting performance reports to INCS as required.

Melissa Almazan, Business Manager, will be responsible for the day-to-day financial
management of the CSP funds, by tracking CSP expenditures using separate accounting codes,
reconciling spending on a monthly basis, and generating reports to be reviewed by the CEO, the
Board and the Finance Committee. Ms. Almazan also will be responsible for creating
reimbursement requests to be reviewed by the CEO.

Marguan Morrison, Principal, with support from the Leadership Team, will lead execution of
CSP-funded activities, implement performance monitoring criteria, track progress and generate
reports to be reviewed by the CEO, the Board and the Finance Committee.

4319 W. Washington Blvd, Chicago, IL 60624 | 773-922-7800 | www.legalprep.org | info@legalprep.org



Melissa Almazan
5701 S. Kenton, Unit 2N | Chicago, IL 60629 | (773) 593-0550 | Melly 26@yahoo.com

Detail-oriented Business Manager with extensive experience in budget management, payroll administration, procurement, human
resources, and compliance within the education sector. Proven ability to manage multimillion-dollar budgets, streamline financial
operations, and enhance organizational efficiency. Skilled in payroll processing and ensuring compliance with state, CPS, and federal
regulatory requirements.

PROFESSIONAL EXPERIENCE
June 2012 — Present Legal Prep Charter Academy
Business Manager

e Manage financial operations, including budget planning, expense tracking, and forecasting

e Oversee procurement and vendor management, ensuring cost-effective purchasing and contract negotiations.

e Handle human resources functions, including employee onboarding, benefits management, and compliance

e Monitor CPS and state compliance requirements and ensure all reports, audits, and documentation are submitted timely.

e Oversee payroll administration, ensuring accurate processing and compliance with policies
July 2009 — November 2011 Chicago Public Schools (CPS) Office of New Schools (ONS)
Operations and Management Coordinator

e Obtain, organize, and present student enrollment/projection data on several Charter and Contract Schools to Demographics
and Office of Management and Budget (OMB) over the past four years.

e Collaborate with the office of P12 Management and Information Technology Services — IMPACT Support Team to ensure
that students are released from CPS schools and into Charter and Contract Schools in a timely manner.

e Liaise with OMB, Charter, and Contract schools regarding their fiscal year allocations.
e Work closely with ONS staff and CPS departments to resolve budgetary issues at Charter and Contract schools.
e Manage all expenditures and transfers related to ONS and City-wide budget lines worth $3 million.

e Create requisitions for purchase order generation, process payments for consultants and vendors, submit reimbursements for
staff, order and maintain office supplies, and manage PCard expenditures and payments.

® Process new employees on behalf of ONS’s HR over the past eight years.
e Facilitate the execution of Renaissance Schools Fund (RSF) grant agreements for six Performance schools.

e Continue to serve as back-up Payroll clerk for CPS over the past eight years.
October 2007 — June 2009 Chicago Public Schools (CPS) Office of New Schools (ONS)
Business Service Coordinator

e Managed all expenditures and transfers related to ONS and City-wide budget lines worth $6.7 million.

e Created requisitions for purchase order generation, processed payments for consultants and vendors, submitted
reimbursements for staff, ordered and maintained office supplies for ONS unit, and managed PCard expenditures and

payments.

e Managed and reviewed $1.1 million of incubation funds for Performance and Turnaround schools.
e  Organized annual Business Service Center trainings for new Performance and Turnaround schools during incubation phase.
e Facilitate the execution of Renaissance Schools Fund (RSF) grant agreements for six Performance schools.

e Managed the Charter school payment process for the National Board Certified Teacher Stipends.
July 2006 — October 2007 Chicago Public Schools (CPS) Office of New Schools (ONS)
Administrative Assistant IV

e Managed all expenditures and transfers related to ONS and City-wide budget lines worth $7.7 million.

e Created requisitions for purchase order generation, processed payments for consultants and vendors, submitted
reimbursements for staff, and ordered and maintained office supplies.

e Executed conference registrations and travel arrangements for 40 plus ONS staff.
e Provided administrative support to Office Manager and ONS staff,

e Screened, logged and delegated incoming phone calls for all ONS Senior Management.
January 2003 — June 2006 Chicago Public Schools (CPS) Chief Education Office (CEdO)
Administrative Assistant I



® Provided administrative support to the Chief Education Officer, Executive Assistant, and CEdO staff.
e Managed CEdO budget lines, and also processed requisitions, purchase orders, and reimbursements for staff.
e Assisted with HR functions, including the processing of all new employees.
e Maintained and organized incoming departmental correspondence.
e Managed the interdepartmental referral process.
® Screened, logged, and delegated incoming phone calls for all CEdO Senior Management
SKILLS & EXPERTISE
e Payroll Processing & Administration
e Budget Management & Financial Oversight
e Procurement & Vendor Relations
® Human Resources & Compliance
e State & CPS Regulatory Compliance
e Expense Tracking & Cost Control
e Operational Efficiency & Process Improvement - Data Analysis & Reporting
e Leadership & Team Collaboration
REFERENCES
e Rather A Stanton - ratherstanton@hotmail.com
e (Claudia Quezada Beltran - cquezada(@chicagointl.org




Partner, K&L Gates LLP

Chicago, iL — 2014-2017

Associate, K&L Gates LLP/Bell, Boyd & Lloyd LLP
Chicago. IL — 2005-2014

Intellectual property attomey specializing in IP advocacy, technology portfolio management, licensing, and litigation

e Successfully managed and litigated patent cases in the fields of medical devices, biotechnology, healthcare, wireless
technology, software, chemical products, oil and gas, and consumer goods.

e Developed and managed multi-year, multi-million-dollar budgets that included staffing allocations, third party
vendors, supplies and materials, expert fees, consulting fees, technology costs, etc.

# Responsible for client interface and management of multiple case teams that included partners, associates,
paralegals, support staff, experts and vendors.

Founder, Team Emma (An Illinois 501(c) Charity)
Eimhurst, IL — 2019-Present

¢ Founded Team Emma to raise funding and awareness for pediatric brain cancer.

John Marshall Law School (J.D., cum laude)
Chicago IL — 2002-2005

s [Editor of the Review of Intellectual Property Law Joumnal (2004-2005).

Northwestern University (B.S., Biomedical Engineering)
Evanston, IL — 1998-2002

e Recipient of the Frey Prize, awarded to the most innovative and creative senior engineering project, for the design
of a highly sensitive pedometer wearable in socks of rehabilitating stroke patients.

¢ Four-year member of the varsity football team, including a big ten championship in 2000.

Youth Sports
Elmhurst. IL — 2016-Present

® Coached football, baseball, softball, and basketball.

REFERENCES

Available upon request.



Robert J. Barz

188 S. Rex, Elmhurst, IL 60126
T: (773)791-7808 E: rbarz@legalprep.org

EXPERIENCE
Director Of Legal Programming, Legal Prep Charter Academy
Chicago, L — 2020-Present

Curriculum innovator; experiential learning creator; legal career trailblazer; legal community and secondary education
unifier; expert in student engagement through the law

e Built relationships with government, businesses, non-profits, and other organizations in the community that provide
unique opportunities to students through legal related jobs, internships, extemships, mentorships, and instruction.

e Created exceptionally engaging, novel legal based curricula for 6 through 12! graders that leverage contemporary
real-world problems to challenge students to apply learned concepts to create solutions.

e [Established the Legal Prep Law Society that provides students who are interested in legal careers unique
opportunities in the legal community, extra academic support, and continued guidance through undergraduate
studies to ensure students receive the best law school and career opportunities available.

e Partnered with judges, public defenders, prosecutors, law firms, law enforcement, and community organizations to
construct experiential learning opportunities for students to engage with real-world cases and issues in criminal

justice as they unfold.

ELA and Law Department Head, Legal Prep Charter Academy
Chicago, IL — 2020-Present

Department leader; instructional leadership team member; curriculum aligner; CTE standards innovator, PD creator,
assessment guru; teacher mentor

e Advocated for and led the ELA and Law department into a novel standards-based teaching model by integrating
original CTE/Law standards and common core ELA standards to provide unique, engaging leaming opportunities.

e Mentored, coached, and led a team of new and veteran teachers in development of curricula, standards alignment,
vertical alignment, formative and summative assessments, unit plans, lesson plans, and best practices.

®» Created and delivered school wide professional development on standards-based grading, formative and summative
assessments, technology integration in the classroom; and, department PD on CTE standards integration.

e Met weekly with school administration and department heads as part of the instructional leadership team to review
data trends, identify instructional and management weaknesses, and develop solutions.

Law Teacher, Legal Prep Charter Academy
Chicago, IL — 2017-Present

High school law and criminal justice teacher; mock trial coach; curriculum builder; and student advisor

e Instructed Criminal Law, Criminal Procedure, Mock Trial, Criminology, Issues in Criminal Justice, and Constitutional
Law courses, acting as an adjunct college professar for dual-credit courses.

e Built novel curricula incorporating current events with a focus on critical thinking, problem solving, advocacy,
collegiate skills, and written and oral communication, aligned to lllinois’ ELA Standards.

e Differentiated for students with IEPs and 504s to ensure that every individual education need was met.
® Coordinated mock trial curriculum for Sophomores and founded honors Interscholastic Mock Trial Team.

e Designed and implemented curricula to promote e-leaming during the COVID-19 remote learning period.



Heather Davis

p Director of Instruction

( EDUCATION

)

Life-long learner and dedicated educator aspiring
to enhance their ability to foster growth and
improvement within their school community with

the ultimate goal of improving learning outcomes
for students within the urban education system.

University of Arkansas

Ed.D. - Educational Leadership Education

June 2024 - Present (expected
graduation: May 2027)

C EXPERIENCE )

Director of Curriculum and Instruction
Legal Prep | July 2022 - Present

Spearhead grades 8-12 curriculum and
instruction, leading professional development,
coaching instructional staff, and leveraging data
to improve teaching quality and schoolwide
alignment.

Special Education Teacher
Legal Prep | August 2017 ~ July 2021

Designed and delivered culturally responsive,
standards-aligned instruction, collaborated on
differentiated supports and accommaodations,
and monitored student progress and caseloads to
promote academic growth, independence, and
self-advocacy.

Relay Graduate School of

M.A.T. - Special Education
July 2017 - June 2019

University of North Texas
B.A. English

B.S. Sociology
August 2013 - May 2017

Director of Special Education
Legal Prep | July 2021 - September 2025

Led special education programming and
compliance, guided IEP development and

accommodations, and supervised staff to ensure
effective, student-centered interventions.

CONTACT

)

(o

214-937-1946

K&

hdavis@legalprep.org

www.linkedin.com/in/teach
-heather-davis

3.



Samuel A. Finkelstein
10552 S. Leavitt St. « Chicago, IL 60643 - (312) 375-9828 - sfinkelstein@legalprep.org

WORK EXPERIENCE

Legal Prep Charter Academies, Founder & CEO 9/2009 — present

¢ Led a design team to create a legal-themed charter high school for a high-need Chicago community,
modeled after the highly successful Noble Network of Charter Schools

e Recruited an outstanding team of educators and support personnel to launch Legal Prep in fall of 2012

Lead Legal Prep’s fundraising efforts, including the initial campaign to raise over one million dollars to

cover start-up expenses

Manage a growing non-profit organization with a current annual operating budget of over $4.5 million

Lead a team that provides a quality public high school education in a high-need Chicago community

Consistently rated by the CPS rating system as the top open enrollment school within a two mile radius

One of only three charter school leaders appointed to serve on the Chicago Public Schools CEO’s

Principal Advisory Council in the 2016-2017 and 2017-2018 school years

e Served on the CPS Charter CEO Advisory Group, which meets directly with the CPS CEO

Just The Beginning Foundation (“JTB¥”), Program Director 8/2008 — 9/2009

e Designed and implemented programming to encourage traditionally underrepresented students to enter
the legal profession, with the long-term goal of diversifying the legal profession and the judiciary

o Created programs — such as a legal learning institute, legal education workshops, speaker panels, and
student mentor programs — for students in middle school through law school

e Led JTBF’s pilot expansion efforts to replicate its programming nationally, bringing programs to four
new cities in 2009

Northwestern University School of Law, Clinical Assistant Professor 82007 — 872008
Designed and taught weekly curriculum for Communication and Legal Reasoning course

Participated in strategic planning for the Communication and Legal Reasoning department

Student Bar Association Faculty Appreciation Award Recipient

Received the highest student evaluations out of the nine professors in the department

Taught Ethics, Civility and Professional Responsibility module

Locke Lord LLP, Associate Attorney 5/2004 — 7/2007

¢ Elected twice by peers to “Associates Committee,” serving as a liaison between firm management and
lawyers; served as chair of the committee addressing family leave policies and diversity initiatives

e Counseled clients on a variety of general litigation and employment law matters

e Represented client in federal religious discrimination trial; received favorable jury verdict

e Lead attorney on several pro bono matters, including a political asylum application, an employment
discrimination case, a child support action, a tort claim, and a DUI criminal defense

EDUCATION

University of Michigan Law School J.D., Dec. 2003, cum laude
e Student Attorney, Family Law Project, providing free legal assistance to domestic violence victims
e Wolverine Street Law (founding member), teaching practical legal principles to greater community

Western Michigan University B.A., 2001, magna cum laude
e B.A., Majors: Political Science and Psychology, Minor: English with a writing emphasis

e Mock Trial Team Captain — Regional Competition, Outstanding Attorney Award recipient

¢ Successfully defended thesis: “The Right to Privacy: Implied or Invented?”



EDUCATION
B.A., University of Virginia

J.D., The College of William and Mary,

Marshall Wythe School of Law

University of Exeter, Exeter, England,
International Law Program:
International Law and European
Economic Community

University of lilinois -Chicago,
Advanced coursework in chemistry,
biology and biochemistry

LICENSES
State of lllinois (Attorney)
USPTO, Registered Patent Attorney

BAR ADMISSIONS

lllinois Supreme Court

U.S. Supreme Court

U.S. Court of Appeals, 7th Circuit

. Court of Appeals, Fed. Circuit
. Dist. Court, E.D. Wisconsin

. Dist. Court, N.D. illinois

. Dist. Court, S.D. Indiana

. Dist. Court, W.D. Michigan

. Patent & Trademark Office

LANGUAGES

English — native language

Spanish — Intermediate level, working
knowledge

Mandarin — novice, beginner
knowledge

Laura Beth Miller
322 W. Goethe
Chicago, IL 60610
Imiller@legalprep.org
312-622-3480

QUALIFICATIONS AND EXPERIENCE

As Chief Development Officer at Legal Prep, Laura is responsible for
fostering and maintaining the relationships Legal Prep has with its many
community partners, grant writing and private fundraising. She also is
responsible for ensuring proper corporate govemance and for advising
the CEO and school leadership team on a variety of business activities.
She also serves as the school’'s FOIA officer.

When in private practice, Laura Beth Miller was recognized as a highly
successful and experienced trial attorney in federal and state court and
before the ITC. In addition to practicing in the traditional areas of
intellectual property including patent, trademark, unfair competition, trade
secret and copyright law, she has extensive commercial litigation
experience in the areas of contract, antitrust, product liability, RICO
violations, and bankruptcy. She also is a registered patent attorney. While
at BGL, she served on the firm's Board of Directors, Executive
Committee, and as various business and practice chairs, including
Business Development. As a former Assistant Public Guardian for Cook
County, Laura represented abused and neglected children. In her pro
bono activities, Laura represented clients in need of housing/eviction and
child custody assistance. She also assisted clients filing petitions with
U.S. Citizenship and Immigration Services.

EMPLOYMENT HISTORY
Legal Prep Charter Academy — Director of Development, June 2022 —
Present

Haynes & Boone, LLP — Administrative Managing Partner - Chicago
Office, 2019 — June 2022

Brinks Gilson & Lione — Shareholder, April 1996 - 2019
Davis McGrath, LLP — Litigation Attorney, 1990 — 1996

Cook County Public Guardian’s Office — Attorney/Guardian ad litem,
Juvenile Division, 1989 — 1990

Chadwell & Kayser — Attorney, 1985-1989

John Marshall Law School, University of lllinois Chicago - Adjunct
Professor (multiple semesters) — patent litigation and procedure courses
in the LLM and patent track programs

PROFESSIONAL RECOGNITION
Leading Patent Practitioner, Intellectual Asset Management, "IAM Patent
1000,” Globe Business Media Group, 2014-2023



Chambers USA, Chambers and Partners, 2004-2023

Chicago's Notable Women Lawyers, Crain's Custom Media, Crain
Communications, Inc., 2018

The Best Lawyers in America, Woodward/White, Inc., Litigation - Patent,
2010-2015, 2019

Named in Euromoney’s Expert Guide to the World's Leading Patent Law
Practitioners, 2017

Leading Lawyers Network: Leading Intellectual Property Lawyer, 2004-
2007, 2009-2016; Ranked No. 2 in Top 10 Women Intellectual Property
Lawyers in lllinois, 2015; Top 100 Women Business Lawyers in lllinois,
2009; Top 50 Women Business Lawyers in lllinois, 2007

Illinois Super Lawyers, Thomson Reuters, Intellectual Property Litigation,
2005-2017; Top 50 Female Attorneys, 2007-2008, 2012-2013

REFERENCES
Randi Cigelnik — cigelnik@gmail.com; 312-525-9039
David Lindner — dlindner@crowell.com; 312- 222-8123



Marquan E. Motrison, M.Ed
(Cell) 312-478-1150 (Email) marquanmorrison@gmail.com

EDUCATION
Concordia University, Master of Educational Leadership, M.Ed
Clark Atlanta University Bachelor of Educational Studies, B.A.

PROFESSIONAL SKILLS:

=> Curriculum Development & Planning

=> Creating Academic Interventions

=> Experience in Evaluating and Analyzing Curriculum

-> Ability to Build and Foster Positive Teacher/Student Relationships
EXPERIENCE

Legal Prep Charter Academy - Resident Principal, July 2025 - Present

O Co-lead instructional planning for SY25-26, including curriculum priorities, assessments,
and academic systems.

[J Serve as the lead driver of the school’s instructional coaching system, ensuring
high-quality teacher development through weekly observations, feedback cycles, and data
analysis.

[J Manage the school’s coaching calendar and facilitate regular coaching debriefs focused
on instructional improvement.

[J Implement and refine the school’s instructional vision with a focus on rigor, student
ownership, and data-driven practices.

O Oversee the school’s postsecondary advising program, ensuring all students have
individualized and actionable college and career plans.

(J Lead postsecondary planning meetings and collaborate with the counseling team to
monitor progress toward college and career readiness benchmarks.

O Co-lead staff onboarding, with a focus on academic systems, professional culture, and
high-impact instructional practices.

[J Design and facilitate ongoing staff development aligned to school goals, instructional
priorities, and teacher needs.

[J Begin managing teacher support structures, including growth plans, intervention support,
and leadership development pathways.

[0 Co-lead the Instructional Leadership Team (ILT), driving strategic planning and progress
monitoring.

[J Facilitate consistent family engagement efforts, including events, communications, and



support strategies that promote student achievement and partnership.

[0 Co-lead weekly staff meetings and contribute to key school decisions alongside the
Managing Principal.

O Actively participate in leadership reflection and capacity-building as part of a succession
plan toward full principalship

Perspectives Charter School -  Instructional Leader July 2023 - June 2025

[J Coach and mentor teachers through classroom observations, feedback cycles, and
individualized professional development plans.
O Design and implement curriculum enhancements that align with state standards
and improve ACT/SAT performance.
[J Develop and manage goals and objectives for curriculum alignment
O Analyze teacher progress and performance; provide formal and informal
evaluations
O Develop and facilitate professional learning communities (PLCs) focused on
data-driven instruction, culturally relevant pedagogy, and best teaching practices
Perspectives Charter School, A Disciplined Life Teacher | Grade Level Lead | Teacher Mentor August 2020
[ Train, evaluate, and support new teachers in backward design curriculum planning
and classroom management strategies.
O Coordinate and facilitate bi-weekly grade-level meetings focused on student
achievement and academic interventions.
[J Teach the 26 principles of A Disciplined Life (ADL) through Perspectives’ ADL
" curriculum
Legal Prep Charter Academy -Science & Credit Recovery Teacher May 2017 - July 2020

OJ Developed and implemented meticulous lesson plans that executed
student achievement

[ Create a Physics curriculum that aims toward meeting all ISA testing
standards



([ )
¥
l’ LEGAL PREP Educating the next generation of lawyers and leaders

CHARTER ACADEMIES

| )
v
LEGAL PREP CHARTER ACADEMY — PARTNER ORGANIZATIONS AND CMOS

Legal Prep does not utilize partner organizations or charter management organizations to
operate or manage the School.

4319 W. Washington Blvd, Chicago, IL 60624 | 773-922-7800 | www.legalprep.org | info@legalprep.org



ILLINOIS IMPACT INITIATIVE

lllinois’ CSP Grant - Subgrant Requests for Applications

A. Certification and Assurances
Certifications & Assurances

¥ 1. Subgrant funds will be expended during the specified grant period; standard accounting
procedures will be utilized by subgrant recipients and records of all subgrant expenditures willbe

maintained in an accurate, thorough, and complete manner.

X 2. Subgrant recipients confirm their understanding that funds for implementation activities will be
awarded only if they are an open and operating school or have an approved charter public school
petition from an lllinois authorizer and plan to open within 18 months, or if they have a letter of
interest signed by their public chartering agency authorizer and approved by INCS.

X 3. Subgrant recipients will participate in all data reporting and evaluation activities asrequested
or required by the U.S. Department of Education, INCS, and the school's authorizer, including on-
site and desktop monitoring conducted by INCS, annual independent audits required by the state
that are publicly reported and include financial statements prepared with generally accepted
accounting principles, annual reports, and a final expenditure report for the use of subgrant funds.
This section includes participation in any federal or state-funded charter public school research or
evaluations. Failure to submit required information may result in a withholding of grant funds ora
non-renewal of subsequent year funding within the project period.

X4. Subgrant recipients will expend implementation funds only for the purpose of implementation
activities in a charter public school which is nonsectarian in its programs, admissions, policies,
employment practices, and all other operations, and which will be in compliance with all lllinoislaws
and administrative rules regarding staff certification and licensure.

X_S. Subgrant Recipients will be aware of and comply with federal laws including, but not limited to,
complies with the Age Discrimination Act of 1975, title VI of the Civil Rights Act of 1964, title IX of the
Education Amendments of 1972, section 504 of the Rehabilitation Act of 1973, the Americans with
Disabilities Act of 1990 (42 U.S.C. 12101 et seq.), section 444 of the General Education Provisions
Act (20 U.S.C. 1232g) (commonly referred to as the “Family Educational Rights and Privacy Act of
1974"), and part B of the Individuals with Disabilities Education Act, and federal regulations
applicable to the federal Charter Schools Program, including the Education Department General
Administrative Regulations in 34 CFR parts 75-77, 79, 81, 82, 84, 97, 98, and 99, the Office of
Management and Budget Guidelines to Agencies on Governmentwide Debarment and Suspension
(Non-procurement) in 2 CFR part 180, as adopted and amended as regulations of the U.S.
Department of Education in 2 CFR part 3485, and The Uniform Administrative Requirements, Cost
Principles, and Audit Requirements for Federal Awards in 2 CFR Part 200, as adopted andamended

in 2 CFR part 3474.

XG. Subgrant recipients will comply with all state and local laws and health and safetyrequirements
applicable to charter public schools, including but not limited to all laws related to student admissions
and enrollment, non-discrimination, data reporting, compulsory student attendance, and
accountability.

lllinois Network of Charter Schools (INCS) Charter School Program (CSP) Subgrant Application
Page 2 of 65



ILLINOIS IMPACT INITIATIVE
lllinois’ CSP Grant - Subgrant Requests for Applications

‘X_7. Subgrant recipients will comply with all provisions of the Public Charter Schools Program of the
U.S. Department of Education, including compliance with activities allowable for implementation
funds. This section requires compliance with the Nonregulatory Guidance for CSP funds.

_KS. Subgrant recipients ensure that the charter public school will receive funds through programs
administered by the U.S. Department of Education under which funds are allocated on a formulary

basis.

X_Q. Subgrant recipients shall include important information on the website of the school to help
parents and the community to make informed decisions about the education options available to
their children, including information on the educational program, student support services, parent
contract requirements (including any financial obligations or fees and information regarding textbook
assistance), enrollment criteria, and state report card results This section requires the school to
provide annual performance and enrollment data for the student body and subgroups of students to
INCS or its designator researcher in order to share through research and grant reports.

_2{1 0. It is the responsibility of each charter public school that receives funds under this grant to
comply with all required federal assurances. Any Charter public school that is deemed to be in
noncompliance with federal or state statute and fails to address areas of noncompliance will notbe
funded. Funded schools will be expected to cooperate with INCS in the development of certain
reports to meet state and federal guidelines and requirements. Funded projects will be required to
maintain appropriate fiscal and program records. Funded schools will be required to participate in
desktop and on-site monitoring activities. If any findings of misuse of funds are discovered, project
funds must be retured to INCS. INCS may terminate a grant award upon thirty days’ notice if it is
deemed by INCS that the school is not fulfilling the funded program as specified in the approved
project or has not complied with the signed assurances.

X 11. ltis the responsibility of each Charter School that receives funds under this grant to provide
INCS with evidence of criminal background checks for board members and school staff.

X1 2. For any school receiving E-rate, the recipient school’s board certifies that the charter school is
in compliance with the requirements of the federal Children’s Internet Protection Act.

X13. Recipient schools and their authorizer will be aware of and comply with Executive Order
13513, “Federal Leadership on Reducing Text Messaging While Driving,” October 1, 2009, by
acknowledging that grant recipients and their personnel are prohibited from text messaging while
driving a government-owned vehicle, or while driving their own privately owned vehicle during official
grant business, or from using government-supplied electronic equipment to text message or email

when driving.

X14. The recipient school and their authorizer certify that student achievement is the most
important performance factor when considering renewal or revocation, and the authorizer reserves
the right to revoke or not renew a school’s charter based on financial, academic, or operational
factors involving the management of the school.

X15. Recipient schools and their authorizer certify that a high degree of autonomy, such as
autonomy over operations, budget, and personnel, is built into its charter contract consistent with the

Ilinois Network of Charter Schools (INCS) Charter School Program (CSP) Subgrant Application
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requirements of ESEA § 4310 (2) and ESEA § 4303 (f)(2)(A), and that they have sought, or will
seek, all the appropriate automatic and other waivers to support the level of autonomy negotiated in
their charter contract.

X 16. The recipient school and their authorizer certify that any CSP subgrant deliverable created in
whole, or part, with federal CSP funds will be openly and publicly licensed, unless otherwise
excepted, per 2 CFR part 3474.20(c).

¥ 17. The recipient school is required to adhere to Executive Order 12549, Debarment and
Suspension, as implemented as 2 CFR 180.200, which requires that recipients do not employ or use
contractors that are indicated on the federal debarment listing.

X_18. The recipient school and their authorizer certify that, if applying under expansion, that the
recipient school has not received a previous subgrant under this funding. If the recipient schoolhas
received funding under a previous subgrant, the recipient school and its authorizer certify that the
school has at least three years of improved educational results, meets high-quality definition
components ESEA § 4303 (8) A and D, and acknowledges that funds used cannot not be for the
same activities.

Financial Controls and Audits

X1.The recipient school shall maintain accounting records and procedures in accordance with
state and federal requirements that ensure proper disbursement of, and accounting for, federal
funds, including evidence pertaining to costs incurred, with the provision that the records shall be
kept available by the grantee during the grant period and thereafter for five full years from the date of
final payment. The school agrees to submit upon request for audit, review, and inspection of its
activities, books, documents, papers and other records relating to the expenditures of CSP subgrant
proceeds.

_&2. Recipient schools will use an independent auditor for annual financial audits that is different
from their authorizer’s auditor.

13. The authorizer is required to review the independent annual audits of financial statements
prepared in accordance with generally accepted accounting principles and ensure that such audits
are publicly reported.

_)(:4. Recipient schools and their authorizer will be aware of and comply with ESEA, title V, part B
[20 USC 7221c. section 5204, (e)(4)(B)], which states, “A local educational agency may not deduct
funds for administrative fees or expenses from a subgrant awarded to an eligible applicant unless
the applicant enters voluntarily into a mutually agreed-upon arrangement for administrative services
with the relevant local educational agency. Absent such approval, the local educational agencyshall
distribute all subgrant funds to the eligible applicant without delay.”

KS. Recipient schools will ensure that the awarded grant funds will be spent or encumbered by the
end of each grant period unless extenuating circumstances warrant an extension request. Recipients

llinois Network of Charter Schools (INCS) Charter School Program (CSP) Subgrant Application
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understand that any such extension request must be made to INCS no later than 30 days before the end of the respective grant year
and that if an extension request is not approved by on the grounds that extenuating circumstance have not been established the
recipient school will be held to the original deadline.

Km. Recipient schools are required to keep and maintain all equipment purchased with grant funds in accordance with federal law
and regulation. Should the charter school close, the authorizer agrees to notify INCS of the reason for the closure and agrees to notify

INCS regarding the appropriate disposition of assets purchased under this grant.

M.\. Recipient schools are required not to have expenditures that exceed the approved budget line items by more than a total of 10
percent of the total project period award. If they wish to deviate beyond 10 percent in any budget object core category, they must
seek a revision of their budget prior to expenditure or legal obligation of those funds, or they should not be reimbursed for the excess
amount.

| have read the above and agree to all terms and assurances.

2/7/2¢

Signature of Project Contact, Subgrantee Date Signed

7N

_February 8 2026
Signature of Chair, School/Network Board of Directors Date Signed

lllinois Network of Charter Schools (INCS) Charter School Program (CSP) Subgrant Application
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A. POLICIES

Purpose

These Financial Policies and Procedures establish internal controls and fiscal
management practices to ensure the responsible stewardship of public funds,
compliance with applicable laws and regulations, and transparency in financial
operations for Legal Prep Charter Academy (the “School”).

Governing Authority

The School operates as a public charter school authorized by Chicago Public Schools
(CPS) pursuant to the lllinois Charter Schools Law (105 ILCS 5/27A). The School is
subject to all applicable federal and state laws and regulations, the CPS Charter
Agreement, CPS Financial Oversight and Compliance requirements, and guidance
issued by the CPS Office of Innovation and Incubation (1&l) and Office of Finance. The
Board of Directors (the “Board”) has ultimate fiduciary responsibility for the School.

Roles and Responsibilities

The Roles and Responsibilities for the Financial Management are set forth in the
School’'s Charter Agreement and Corporate Bylaws. A summary of those
responsibilities are set forth below:

e Board of Directors: Approves the annual budget, reviews financial reports,
adopts financial policies, and ensures appropriate internal controls.

e Treasurer/Chief Executive Officer: Oversees day-to-day financial operations,
ensures compliance with policies, and reports regularly to the Board.

e Business Manager/Finance Staff: Maintains accounting records, processes
transactions, prepares financial reports, and supports audits.

Budgeting

e An annual operating budget shall be prepared prior to the start of each fiscal
year.

e The budget must be approved by the Board.

e Material budget amendments shall require Board approval.

Page 3
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Accounting and Financial Reporting

The School shall maintain its books in accordance with Generally Accepted
Accounting Principles (GAAP) and the authorizer’s financial reporting
requirements.

Financial records shall be maintained on an accrual basis unless otherwise
required by the authorizer or applicable law.

Monthly or quarterly financial statements shall be provided to the Board.

Cash Management

All School funds shall be deposited to the credit of the School in such banks,
trust companies, or other depositories as the Board may select.

Checks and electronic payments shall require appropriate authorization and

segregation of duties where practicable.

Bank accounts shall be reconciled regularly by an individual independent of

cash disbursement duties.

Revenue and Receipts

All receipts shall be recorded promptly and deposited intact.

Cash handling procedures shall minimize the use of cash and ensure
appropriate documentation.

Restricted grants and funds shall be tracked separately and used only for
authorized purposes.

Expenditures

Expenditures must align with the approved budget, the School’s mission, and
any applicable local, state and federal law.

Documentation (e.g., invoices, contracts, purchase approvals) for expenditures
shall be maintained and be available for review by the Board, and authorized
authorities and individuals.

Page 4
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Payroll

e Payroll shall be processed in accordance with applicable laws and employment
agreements.

e Changes to pay rates or positions must be properly authorized.

e Payroll records shall be maintained securely and confidentially.

Internal Controls

e Duties related to authorization, custody, and recordkeeping shall be segregated
when feasible.

e The School shall implement controls to prevent fraud, waste, and abuse.

e Conflicts of interest must be disclosed and managed in accordance with Board
policy and the policy of the authorizer.

Audits and Reviews

e The School shall engage an independent auditor to conduct an annual financial
audit in accordance with authorizer requirements, state law, and applicable
federal regulations.

e Audit results, management letters, and corrective action plans shall be
reviewed by the Board, and as required, submitted to the authorizer and other
required agencies by applicable deadlines.

e Management shall address any auditor findings in a timely manner and report
progress to the Board.

Record Retention

e Financial records shall be retained in accordance with the Bylaws, and
applicable authorizer, state and federal law and requirements.

Policy Review

e These Financial Policies shall be reviewed periodically and updated as
necessary.
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B. PROCEDURES

PETTY CASH

Procedure:

1. A petty cash fund of no more than $500.00 will be maintained at Legal Prep in
a secure location and managed by the Business Manager for the purpose of
paying small out-of-pocket expenses.

2. Petty cash fund requests are typically limited to no more than $50.00 per
request. If a request exceeds $50.00, the Business Manager must approve the
request.

3. The custodian of the petty cash fund will prepare an expense reimbursement
form to document all petty cash transactions.

4. All requests must be accompanied by an original itemized receipt, proper
allocation to the expense account(s), and proper approval.

5. No reimbursement will be made without a receipt. Credit card statements or
non-itemized receipts will not be accepted as proper documentation.

6. Any exceptions to the above will require approval from the CEO.

7. It is the responsibility of the employee requesting reimbursement to provide
proper documentation.

8. The CEO may authorize the set-up of an additional petty cash imprest account
and/or authorize an increase in the imprest amount.

9. Reconciliation of the petty cash account will be performed on a monthly basis.
A reconciliation is also required immediately prior to and following the extended
absence of the custodian. The fund is replenished when needed, in amounts
not to exceed $500.
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a. A reimbursement form should be filled out to replenish petty cash funds.

10. Any shortages or losses from the petty cash fund and the responsibility thereof
is at management’s discretion.
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ACCOUNTS PAYABLE

Procedure:

1. A check request is required to be filled out for all invoices and requests for funds
before being sent to the accounting department.

a. Exception: If the invoice is on the Pre-Approved Payment List no check
request is required, rather the amount to be paid should be circled and the
original invoice should be entered into the Billpay system to be processed.

2. Legal Prep staff are not only responsible for filling out a check request form for all
invoices received, they must also obtain proper approval, provide the expense
code, and distribution instructions.

3. Proper approval must be obtained before accounting can process the invoice. It is
the responsibility of the person(s) approving the invoice to ensure the expense is
not a duplicate payment.

a. Invoices below $1000 need the Business Manager’s signature of approval.

b. Invoices greater than $1,000 require the Chief Executive Officer’s signature
of approval.

4. All accounts payable batches must be submitted to the Business Manager every
Tuesday by 5pm.

5. Allinvoices sent to the Business Manager before 5pm Tuesday will be entered into
the Billpay system every Thursday by 5pm.

6. The accounting department will log into the Billpay system every Friday morning to
upload and process the invoices into Quickbooks.

a. Invoices received after 5pm Thursday will be processed with the following
week’s batch.

7. Approved check signers will log into the Billpay system every Friday to select the
checks to be printed that week.

8. Selected checks will be printed remotely by the outsourced Billpay system Friday
afternoon and mailed out per the instructions given on the request form.

9. Please take care to ensure all files uploaded are legible, have proper approval,
and proper expense coding in order to avoid delays in processing and payments.
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PURCHASE ORDERS

Scope:

Purchase Orders should be used if the vendor requires it to initiate a purchase.
Procedure:

1. Legal Prep’s staff will fill out the PO form, sign it, and obtain the proper approval
from their Supervisor.

a. Proper approval requirements for Purchase Orders are the same as all
other invoices, see Accounts Payable section.

2. Supervisors approving Purchase Orders must ensure the Purchase Order has
been filled out correctly and follow their budget appropriately.

3. The PO will be submitted to the Business Manager who will place the order with
the vendor provided that the purchase order form is filled out correctly and
completely.

a. Any incomplete forms received will be returned to the employee and will
not be processed.

4. Once the packing slip is received, Legal Prep staff will need to verify that all items
listed on the PO have been received and submit the packing slip to the Business
Manager who will attach it to the original PO.

5. When the invoice is received from the vendor for the completed PO, the Business
Manager will fill out a check request and attach the PO and packing slip as
documentation.

6. Once all of the above steps are complete the invoice will be processed along with
the weekly AP batch.
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PAYROLL PROCESSING

Procedure:

1.

Payroll is processed semi-monthly using ADP. ADP handles all payroll tax filing
and payment requirements. Employees are paid 24 times during the
twelve-month period. Any changes to employee salary, withholding, or
deductions should be documented by the CEO approved similarly to other
expense approvals. Employees are encouraged to use direct deposit of their
payroll.

Time sheets are provided for any hourly employees, which are to be completed
and signed by the employees, approved by their supervisors and turned into
the Business Office by 9 am at least four days prior to the pay-date.

Journal entries are prepared from the ADP reports and entered into the general
ledger system for each payroll.

Quarterly payroll reports are obtained from ADP for the 941 tax work papers,
which are reconciled quarterly.

Pension, 403(b)
a. All full-time employees are eligible to enroll in the Legal Prep 403(b) Plan. The

school contributes a matching amount equal to 5% of the employee’s salary
into the plan for non-certified employees, up to an annual maximum of $4,000.
Certified employees are able to participate in the plan but are not matched by
the company. Employee contributions are strictly voluntary. Both the employee
withheld amounts and the employer portions are remitted to the 403(b) provider
on a bi-weekly basis. Employees who are in the pension are not eligible for the
employer contribution because they receive a retirement contribution from
Legal Prep into their pension.
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b. Legal Prep certified teachers are part of the Chicago Teachers Pension Fund,
in lieu of social security. Participation in the pension requires a 9% of salary
contribution. The employee is required to pay 2% of their salary into the plan;

the employer pays 7% into the plan. Employee withheld amounts are remitted
semi-monthly; employer portion is also remitted semi-monthly.
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EMPLOYEE REIMBURSEMENT

Purpose:

Employees will be reimbursed for valid travel, entertainment and other business
expenses incurred out-of-pocket where appropriate and allowable. Requests for
reimbursement of business expenses must be entered onto the Employee
Reimbursement Form and have the proper approval, as dictated by the Payables
Process. The organization must comply with IRS regulations, which require that all
business expenses be substantiated with adequate records, including the amount of
the expenditure, the date and place of the expenditure, the business purpose of the
expenditure, relevant client detail/information and original itemized receipts. Legal
Prep is a non-profit organization and is exempt from paying sales taxes in the state of
lllinois. Therefore, the organization will not reimburse employees for lllinois sales
taxes, unless authorized by the CEO.

Procedure:

1. Reimbursable Expenses

The following are examples of reimbursable expenses that may be associated
with an employee’s responsibilities and are assumed to be in compliance with
the policy.

a.) Mileage

b.) Parking/tolls

c.) Hotel or motel

d.) Airfare

e.) Business-related meals (no alcoholic beverages)

f.) Conference and convention fees

g.)  An out-of-town per diem rate is specified by destination

No policy can anticipate every situation that might give rise to legitimate
business expenses. Reasonable and necessary expenses, which are not listed
above, may be incurred. Each employee and supervisor must use their best
professional judgment in determining if an unlisted expense is reimbursable as
implied by this policy. Submitting fraudulent receipts or falsifying expense
reports may result in the loss of reimbursement privileges and may be subject
to disciplinary action. Receipts are not required for reasonable expenses
incurred for parking meters, bus fares, or tolls, though the expenses must still
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be documented on the expense report. Credit card statements will not be
accepted as evidence of a receipt.

2. Timely submission of Mileage and Expense Reimbursements
In order for the Accounting Department to charge expenses to the correct
month, every month, expense/mileage reimbursement requests should be
submitted to the Accounting Department no later than five business days after
the end of the month for which the expense was incurred.

All expenses submitted more than 60 days after they have been incurred may
be submitted but risk not being reimbursed.

Employee reimbursement requests will be processed along with all other
payables in accordance with the Payable Policy.

Guidelines for Mileage Reimbursement

Commuting to your starting destination and commuting from your ending
destination to home generally will not be reimbursable. An employee cannot
be reimbursed for both gasoline and mileage for their vehicle as the mileage
rate is meant to represent reimbursement for gasoline and average wear and
tear on the vehicle. The mileage reimbursement rate is based on the current
IRS dictated rate.

Example:

Reimbursable: Office to off-site meeting and off-site meeting to office.

If you drive directly from home to an off-site meeting and from an off-site
meeting to home, you must subtract your normal daily roundtrip commute as
this is not reimbursable.

3. Approval
a. See Payables Process for approval guidelines.

i. Persons approving Reimbursement Request reports are
responsible to ensure the following:
1. Expenses reported are proper and reimbursable under this

policy.
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2. Expenses reported are allowable under the approved
budget.

3. The expense report has been filled out accurately and has
the required documentation, including original itemized
receipts. Credit card statements are not approved
documentation.

4. The expenses are reasonable and necessary.

5. The employee reimbursement form has been filled out with
the proper G/L coding.

4. Employees should always keep a copy of their receipts for their own record.

5. Reimbursement requests will be processed through the Legal Prep check
system.
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PROCUREMENT

Purpose:

The purpose of this procedure is:

To ensure expenditures being incurred are reasonable and allowable per
funding agency rules and regulations (where applicable), and within the
approved budget.

To ensure execution of contracts or leases that are in the best interest of the
Organization and its clients, are fiscally responsible to the financial position of
the Organization, and adhere to funding agency rules and regulations where
appropriate.

Procedure:

The Organization consolidates purchases of products and services on an agency wide
basis, to the extent possible, in an effort to obtain the lowest cost available.

1)

2)

3)
4)

5)

All computer hardware and software purchases are to be approved through the
CEO to ensure compatibility with the Organization’s information technology
infrastructure and support services. Computer hardware and software
purchases for government funded programs must receive prior management
approval prior to submission to ensure costs are included in funding agency
budgets where applicable and are allowable per funding agency rules and
regulations.
Purchase contracts and leasing agreements are to be reviewed and approved
by the CEO, unless otherwise noted.
a. Leasing agreements for all new or renewals of equipment rentals (i.e.
copiers) are to be reviewed and approved by the CEO.
All service contracts are to be approved by the CEO, as appropriate.
All financial details of all contracts and leasing agreements are to be reviewed
prior to execution. This review is to ensure that the Organization is not being
committed to financial obligations that may cause a hardship on the
Organization as a whole, as well as to ensure the contracts and leasing
agreements adhere to funding agency rules and regulations where appropriate.
Language of all service contracts must include a start and end date, description
of the services to be received or provided, amounts to be paid for the service,
and termination of services.
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6) Purchase contracts as it relates to the day to day operations of programs (i.e.
day care providers, psychiatric consultation, etc.) may be executed by the
Business Manager, as appropriate following the agency approval policy.

7) Multiple competitive price quotations must be obtained for purchase contracts
in amounts of $ 20,000 or more. Any contracts in the amount of $20,000 or
above must be authorized by the CEO, regardless of the contract nature.

8) Other general purchasing guidelines:

a. All purchases should be included in the program’s funding agency
budget where appropriate and operating budget to the extent possible.
If a potential purchase is not included in either the funding agency
budget or programmatic operating budget, the requestee must explain
the necessity of the expense(s) being incurred and obtain the approval
of the CEO.

b. All purchases should be an arm’s length transaction and no preferential
treatment shall be given to any Trustee, employee, volunteer, or
consultant of the Organization in the application for or receipt of services
in accordance with the Conflict of Interest Policy.
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CASH RECEIPTS

Purpose:

The purpose of this procedure is to ensure timely and accurate processing of all cash
receipts.

Procedure:

1.

8.

9.

Student fees, student activity fees, food service fees, grants, and donations
raised by the development department are expected to be collected at the
school site or via the website. Whenever possible, all efforts for EFT payments
to be received in lieu of checks or cash will be made.

Parent fees are tracked and collected at the school. Cash, checks, money
orders, and Paypal payments can be expected to be received.

Receipts will be issued to parents by the school staff for money received.
Copies of these receipts should be maintained by the staff at the school.
Deposits should be made when the amount collected reaches $1,000 in cash,
$10,000 in checks, or every Friday, whichever occurs first.

The Business Manager should fill out the electronic deposit slip and make
copies of all checks.

Once the Electronic deposit form is filled out, the Deposit Recording Form will
be filled out with the date and total. In the check information section, write “see
attached”.

The Business Manager will then give both Deposit forms, the checks, and the
copies of the checks to the CEO.

The CEO will verify the deposit is received in full and forms are completed
correctly.

The Business Manager will then take the deposit to the bank.

10. After the deposit has been made, the Business Manager will attach the deposit

receipt to the rest of the documentation and submit back to the CEO.

11. The Business Manager will then fill out the Deposit Recording Form, noting the

revenue accounts to be charged including any restrictions that have been
imposed by the donor.
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12.0nce all of these steps are completed, the following documents should be
scanned and uploaded to Quickbooks within 2 days of the deposit being made.

Copy of the deposit receipt (received from bank)
Electronic Deposit Form
Electronic Deposit Recording Form
Copies of checks
e. Copies of any additional supporting documentation
13. Deposits will be entered into Quickbooks by the business manager within one
week upon receipt.

o0 oo

CREDIT CARD PROCESSING

Purpose:

The purpose of this procedure is to ensure timely and accurate processing of all credit
card expenses.

Procedure:

1. The CEO, Samuel Finkelstein, Chief Development Officer, Laura Miller, and Business
Manager, Melissa Almazan may be issued a Corporate Credit Card. The Business
Office maintains a list of who is issued a card and the specified limit. Anyone who is
issued a card must submit receipts to the Business Office for all purchases made using
the card within 30 days of the expense. The Business Office reconciles the Corporate
Card statement to the expenses submitted on a monthly basis.
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AUDIT, AUDIT WORK PAPERS, AND YEAR-END PREPARATION

Procedure:

1.

A certified audit and compliance audit (for authorizer requirements) and grant
audits, as needed, are performed by an external audit firm, currently ORBA, for
each fiscal year ended June 30. The Audit Committee of the Board of Directors
is responsible for engaging the services of the auditors. Audit drafts and
management letters are communicated directly to the Chair of the Audit
Committee or to the Board Chair. Copies of the audit are sent to all Board
members, Finance and Audit Committee members.

Audit schedules are maintained and updated routinely (prior to year-end).
Expenses & revenue during the last quarter of the year are reviewed to verify if
they should be accrued or deferred. Reconciliations are maintained to
document that temporarily and permanently restricted revenue is segregated
from unrestricted revenue.

JOURNAL ENTRIES

Purpose:

The purpose of this procedure is to ensure financial transactions are entered into the
system (Quickbooks) correctly.

Procedure:

1.

=

The Accountant reviews the monthly financial reports to identify any transfers,
reclassifications, or corrections and compiles any adjustments for the Business
Manager and CEO.

Once adjustments are agreed upon, the Accountant then creates a journal entry for
these adjustments.

The journal entry is given to the Business Manager who enters them into Quickbooks.
This journal entry process occurs on a quarterly basis.
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