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CHARTER OFFICE OVERVIEW 
 

With more than 150 schools, including 27 charter schools, Metro Nashville Public Schools (MNPS) is one 
of the nation’s largest school districts. As the most diverse district in Tennessee, the consolidated city-
county district covers Nashville and Davidson County, an area of about 525 square miles.   

A nine-member elected Board and its appointed Director of Schools leads the school district.  The 
Metropolitan Nashville Board of Education represents the public’s voice in public education, providing 
oversight for what the school system needs and what the community wants. 

 

MISSION AND VISION 
The mission of the MNPS Charter Schools Office is to authorize excellent public schools that change 
lives. 

The vision of the MNPS Charter Schools Office is a world where all children and communities are 
empowered through exemplary public schools.  

 

GUIDING PRINCIPLES AND POLICIES  
National Association of Charter School Authorizers  

MNPS Charter Schools Office has developed authorizing practices aligned with the National Association 
of Charter School Authorizers’ (NACSA) Principles and Standards.  Through this process, the stage is set 
for strategic integration of new schools through this approach to quality authorizing. 

 

Board Policies  

All MNPS authorized charter schools shall comply with the requirements of applicable federal law, Tenn. 
Code. Ann. Title 49, Chapter 13, the rules of the Tennessee State Board of Education, the rules of the 
Tennessee Public Charter School Commission, MNPS Board of Education Policy 1.900-
1.901(Appendices A, B), and the MNPS Charter School Authorization Handbook. 
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MNPS CHARTER SCHOOLS OFFICE STAFF 
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MNPS Charter Schools Office Core Team 

 

 

 

 

 

 

 

 

MNPS Charter Schools Office Core Team 

Director Shereka Roby-Grant Shereka.Roby@mnps.org 629-910-6128 

Coordinator Amy Leslie  Amy.Leslie@mnps.org  629-999-7114 

Compliance Coordinator Steven Crawford  Steven.Crawford@mnps.org  629-999-7082 

Accountant Gwendolyn Shanks Gwendolyn.Shanks@mnps.org 615-259-8578 

Admin. Assistant Belinda Hardrick Belinda.hardrick@mnps.org 615-259-8624 

Funded Extended Team 

Special Education Ricky Caldwell ricky.caldwell@mnps.org 615-298-3278 

Special Education Diane Denny diane.denny@mnps.org 615-259-8698 

Data Coach Sinha Sudhir Sudhir.Sinha@mnps.org 615-259-8624 

Unfunded Extended Team 

School Counseling Laseanda Sanders  Laseanda. Sanders@mnnps.rog 615-259-8539 

Strategic Investments Melissa Meadows 

Sandra Jarreau 

Melissa.Meadows@mnps.org 

Sandra.Jarreau@mnps.org 

629-999-7117  

629-910-6570 

Human Resources and 
Benefits 

Judith Hawkins mnpscharterbenefits@mnps.org 615-259-8519  

English Language Learners Coach – vacant 

Molly Hegwood 

Juan Seda 

 

molly.hegwood@mnps.org 

juan.seda@mnps.org 

 

615-259-9041 

615-259-9040 

mailto:Shereka.Roby@mnps.org
mailto:Amy.Leslie@mnps.org
mailto:Steven.Crawford@mnps.org
mailto:Gwendolyn.Shanks@mnps.org
mailto:Belinda.hardrick@mnps.org
mailto:ricky.caldwell@mnps.org
mailto:diane.denny@mnps.org
mailto:Sudhir.Sinha@mnps.org
mailto:Laseanda.%20Sanders@mnnps.rog
mailto:Melissa.Meadows@mnps.org
mailto:Sandra.Jarreau@mnps.org
mailto:mnpscharterbenefits@mnps.org
mailto:molly.hegwood@mnps.org
mailto:juan.seda@mnps.org
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MNPS AND TDOE CONTACTS 
 

 

 

MNPS and TDOE Contact Information 

Title/Responsibilities Name Email Address 
MNPS Safety and Security  Reginald Young Reginald.Young@mnps.org/security@mnps.org 
MNPS Benefits (billing) Ashley Blake John.Blake@mnps.org 
MNPS Benefits (questions about TCRS) Judith Hawkins Judith.hawkins@mnps.org 

MNPS Director of Student Health Services Nicole Boyle nicole.boyle@mnps.org 
MNPS Coordinator of Student Health Services  Reba Bryant Reba.Bryant@mnps.org 
MNPS Data Quality and Integrity Becky Hampton becky.hampton@mnps.org 
MNPS Data Warehouse Access  Services For You https://servicepro.mnps.org/ 

MNPS Data Warehouse Questions Data Warehouse Team datawarehouse@mnps.org 
MNPS ELL Molly Stovall-Hegwood molly.stovall@mnps.org 
MNPS ELL Melissa Bentley melissa.bentley@mnps.org 
MNPS Enrollment/Registration Rebecca Ballou rebecca.ballou@mnps.org 
MNPS Exceptional Education – general info. EE Help Desk 615-394-1892 
MNPS Exceptional Education  Ricky Caldwell ricky.caldwell@mnps.org 
MNPS Exceptional Education Diane Denney diane.denney@mnps.org 
MNPS Federal Programs Michael White michael.p.white@mnps.org 
MNPS Federal Programs – Charters Melissa Meadows  Melissa.Meadows@mnps.org 
MNPS Federal Programs – Charters Sandra Jarreau Sandra.Jarreau@mnps.org 
MNPS Federal Programs – Special Populations Laura Lamb Laura.Lamb@mnps.org 
MNPS Federal Programs – Foster Care and Migrant Maya Young maya.young@mnps.org 
MNPS Federal Programs – Title VI and Title IX Ashley Collins Ashley.Collins2@mnps.org 
MNPS Food Service Braina Corke braina.corke@mnps.org 
MNPS Guidance and Counseling Megan Cusson-Lark megan.cusson@mnps.org 
MNPS HERO Office Catherine Knowles catherine.knowles@mnps.org 
MNPS Human Capital-PIRS Report James Witty James.witty@mnps.org 
MNPS Human Capital-PIRS Report Andrew Swinson Andrew.Swinson@mnps.org 
MNPS Infinite Campus Melissa McMahon melissa.mcmahon@mnps.org 
MNPS Infinite Campus Katrina Anderson katrina.anderson@mnnps.org 
MNPS Grading Sarah Vinson sarah.vinson@mnps.org 
MNPS Technology and Information Services Carol Brown carol.brown@mnps.org 
MNPS Research, Assessment and Evaluation – 
Executive Director 

Tina Stenson Christine.Stenson@mnps.org 

MNPS Research, Assessment and Evaluation – State 
Assessments 

Jan Lineberger jan.lineberger@mnps.org 

MNPS Research, Assessment and Evaluation – 
District Assessments 

Jody McClarey jody.mcclarey@mnps.org 

MNPS Student Assignment-School Choice Ryan Latimer ryan.latimer@mnps.org 
MNPS TN Compass Katy Enterline katherine.enterline@mnps.org 
MNPS Transportation Michael Lee michael.d.lee@mnps.org 
State Board, Office of Charter Schools Ali Reid Ali.Reid@tn.gov 
TDOE, Office of Charter Schools Shelby Goodfriend Shelby.goodfriend@tn.gov 
TCRS – State Tennessee Dept. of Treasury http://treasury.tn.gov/contact.html 
TDOE – Teacher Licensure Office of Educator Licensure Educator.licensure@tn.gov 

mailto:John.Blake@mnps
mailto:Judith.hawkins@mnps.org
mailto:nicole.boyle@mnps
mailto:becky.hampton@mnps
https://servicepro.mnps.org/
mailto:molly.stovall@mnps
mailto:melissa.bentley@mnps
mailto:rebecca.ballou@mnps
mailto:ricky.caldwell@mnps
mailto:diane.denney@mnps
mailto:quache.spencer@mnps
mailto:maya.young@mnps
mailto:braina.corke@mnps
mailto:megan.cusson@mnps
mailto:catherine.knowles@mnps
mailto:James.witty@mnps
mailto:melissa.mcmahon@mnps
mailto:katrina.anderson@mnnps
mailto:sarah.vinson@mnps
mailto:carol.brown@mnps
mailto:jan.lineberger@mnps
mailto:jody.mcclarey@mnps
mailto:katherine.enterline@mnps
http://treasury/
mailto:Educator.licensure@tn


 
 

7 

 
ENROLLMENT CENTERS 

 

Antioch and Cane Ridge Clusters  

1900 Hobson Pike,  
Antioch, TN 37013 
Phone: 615-687-4011  
Email: antiochenrollcenter@mnps.org  
 

McGavock Cluster  

3150 McGavock Pk,  
Nashville, TN 37214 
Phone: 615-885-8850 Option 7 
Fax: 615-232-2821 
Email: mcgavockenrollcenter@mnps.org  

Glencliff Cluster 

160 Antioch Pike, Nashville, TN 37211 
Phone: 615-333-5070, Option 7 
Fax: 615-333-5073 
Email: glencliffenrollcenter@mnps.org  
 

Overton Cluster  

835 Robertson Academy Road,  
Nashville, TN 37220 
Phone: 615-333-5067 Ext. 2224, 2223, 2222 
Fax: 615-333-5176 
Email: overtonenrollcenter@mnps.org  
 

Hillwood Clusters 

400 Davidson Rd, Nashville, TN 37205  
Phone: 615-353-6000  
Fax: 615-353-2036  
Email: hillsboroenrollcenter@mnps.org 
Email: hillwoodenrollcenter@mnps.org 
 

Pearl-Cohn @ McKissack  

915 38th Ave N,  
Nashville, TN 37209  
Phone: 615-329-8170 Option 4 
Fax: 615-321-8371 
Email: pearlcohnenrollcenter@mnps.org 

Hunters Lane and Whites Creek Clusters  

1150 Hunters Ln, Nashville, TN 37207 
Phone: 615-860-1401 Option 7 
Fax: 615-860-1434 
Email: hunterslaneenrollcenter@mnps.org  

Maplewood and Stratford Clusters  

401 Walton Ln, Nashville, TN 37216 
Phone:  615-262-6770 Option 7 
Fax: 615-226-2056 
Email: maplewoodenrollcenter@mnps.org 

 

 

 

 

  

 

 

 

tel:615-885-8850
mailto:mcgavockenrollcenter@mnps.org
tel:615-333-5070
mailto:glencliffenrollcenter@mnps.org
tel:615-333-5067
mailto:overtonenrollcenter@mnps.org
tel:615-353-6000
mailto:hillsboroenrollcenter@mnps.org
mailto:hillwoodenrollcenter@mnps.org
tel:615-329-8170
mailto:pearlcohnenrollcenter@mnps.org
tel:615-860-1401
mailto:hunterslaneenrollcenter@mnps.org
tel:615-262-6770
mailto:maplewoodenrollcenter@mnps.org
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SCHOOL BOARD REPRESENTATIVES 
 

DISTRICT SCHOOL BOARD REPRESENTATIVE SCHOOL 

1 Sharon Gentry Explore Community School 

  KIPP Academy Nashville 

  KIPP Academy Nashville Elementary School 

  KIPP Nashville College Prep 

  KIPP Nashville College Prep Elementary 

  KIPP Nashville Collegiate High School 

  RePublic High School 

  Rocketship Nashville Northeast Elementary 

 
3  Emily Masters  East End Preparatory School 
  Liberty Collegiate Academy 
  Nashville Classical 
  Smithson Craighead Academy 
   
4 Berthena Nabaa-McKinney STRIVE Collegiate Academy 

 
5  Christiane Buggs Cameron College Preparatory 
  LEAD Academy High School 
  Nashville Prep 
  Purpose Prep 
  STEM Prep Academy 
  STEM Prep High School 

 
6 Cheryl Mayes  Intrepid College Preparatory 
  KA At The Crossings 

 
7  Freda Player Aventura Community School 
  LEAD Prep Southeast 
  Rocketship United Academy 
  Valor Flagship Academy 
  Valor Voyager Academy 
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CHARTER SCHOOL CONTACT 
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MNPS ORGANIZATIONAL CHART 
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MNPS DISTRICT CALENDAR 
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ASSESSMENT CALENDAR  
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MTSS SCREENING PROCESS 
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 CHARTER SCHOOL ACCESS TO MNPS SYSTEMS 
 

ACCESSING YOUR MNPS USERNAME AND PASSWORD 
An MNPS username and password will be generated for each charter school employee once updated in 
our system. In order to obtain this username and password, new employees may create a Services For 
You ticket. The only thing the school is provided is the employee ID number. HR does not provide 
username or passwords for other systems.  

 

ACCESSING SERVICE FOR YOU  
In order to access Services For You, (formerly Service Pro), use the link below.   

https://servicesforyou.mnps.org/  

Each school has a unique username and password that all staff associated with that school can 
use.   

 

ACCESSING THE CHARTER SCHOOL SHAREPOINT SITE 
 

Each charter school should have SharePoint site users designated based upon the level of 
access needed.  Users should be assigned to the following categories:  

• Assessment 
• Behavior 
• English Learners 
• Exceptional Education  
• Federal Programs 
• HR & Benefits 

The SharePoint site can be accessed using the link below: 

https://k12mnps.sharepoint.com/sites/035-TEMG-TEAM-NashvilleCharters 

Users will need their MNPS username and password to access the site.  Once logged in, users 
will have access to the portions of their school’s folder to which they have been assigned 
access.  

Additionally, users will be able to access announcements relevant to charter schools as well as a 
calendar updated throughout the year.   

https://servicesforyou.mnps.org/
https://k12mnps.sharepoint.com/sites/035-TEMG-TEAM-NashvilleCharters
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ACCESSING THE MNPS DATA WAREHOUSE 
 

The MNPS Data Warehouse hosts important student information, such as previous state and 
district-mandated assessment scores, student attendance history, and student demographic 
information.  Though the Data Warehouse is housed on the MNPS server, charter school users 
can access information either by logging in through a computer connected to the MNPS server 
or through VPN access on a computer not directly connected to the MNPS server.   

To access the Data Warehouse, users will need their MNPS username and password.   

Access rights to the Data Warehouse are dependent upon the user’s assigned role and school-
based decisions.  

Should users need to obtain VPN rights, they can submit a Services For You ticket explaining the 
download is necessary for data warehouse access.   

Questions regarding Data Warehouse can be directed to datawarehouse@mnps.org.  

 

mailto:datawarehouse@mnps.org
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CHARTER SCHOOL ACCESS TO HCM LEARNING – PROFESSIONAL 
DEVELOPMENT 
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INFINITE CAMPUS ACCESS INFORMATION FOR CHARTER SCHOOLS 
Business Rules 

*Automated business rules are created by following FERPA suggested guidelines. 
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Summary of Exception Process 

*Automated business rules are created by following FERPA suggested guidelines. 

The steps below list the process for requesting roles for personnel who do not fall into the business 
rules for MNPS assignment. 

1. End user requests permission for needed role (tool right) or additional calendar from Principal at 
school level. 

2. Upon approval at school level, the Principal submits a help ticket for the requested role, by 
completing the “Role Request Form”.  Completion of the Role Request form automatically 
creates a Service Pro ticket.   

3. SIS department receives request, including “Role Request Form” from Principal via help ticket.   
4. Verify that the staff member does not have the role already that is being requested.   
5. SIS will verify staff’s title in Active Directory. 
6. SIS will verify staff’s calendar rights in Infinite Campus. 
7. SIS will verify staff’s security groups in Infinite Campus. 
8. SIS will verify required training has been marked “Completed” in HCM Learning. 

 

If all of these areas align, the staff member should already have been granted access to the role.   

 

*Census and Enrollment - Only 2 users per school are granted this access.  These role requests must be 
managed by the designated “Approver” for the charter school.  (See next section.) 

 

**Master Scheduling - Tool right is removed every year and must be retaken. New hires are required to 
take instructor led training.  

 

Approver list for each school 

*Approvers are managed by Director of Charter Schools 

 

 

Steps for Access 
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New employees 

New employees • Send the Charter employee information form to the SharePoint site designated for 
New Hires. Once the employee record is created, an Active Directory account will be created which is a 
prerequisite to access. 

• All job titles that start with “Charter” are granted access to the following security groups after 
the required training is completed: 

 

o Charter Academic Planner 
o Charter Attendance 
o Charter Behavior Audit 
o Charter Counselor 
o Charter Grading Admin 
o Charter Scheduler 
o Charter School Admin 
o Charter Support and Intervention 
o Charter Walk-in Scheduler 

 

• Charters are limited to 2 people per school for Census and Enrollment access.  A signed Data Use 
Agreement on file is required for this access.  Role exception requests for Census and 
Enrollment must be submitted by the designated Approver for each school. 

 

o Role Exception Process 
 Complete the electronic Role Request form.  The link is located on the home 

page of Infinite Campus.  With the completion of the role request form, a 
Service Pro ticket will be automatically created for you.  Online Role & Location 
Exception Form  

o Location Changes/Additions 
 Follow the Role Request process described above. 

 

• Data Use Agreement for Census and Enrollment access: 
o To see a tutorial on how to complete the DUA, click here. 

 

 

Other valuable information for charter schools 

 

Course Registration 

• Instructor led training 
o HCM Learning at  HCM Learning 

https://forms.office.com/Pages/ResponsePage.aspx?id=V4KCxhBkfkC1V7XcchHeVWh4XQW5FVFAj5VLk1ohJZdUOVVMN1ZYVVpUU0FBRUtTQTRURlFSMTZSNS4u
https://forms.office.com/Pages/ResponsePage.aspx?id=V4KCxhBkfkC1V7XcchHeVWh4XQW5FVFAj5VLk1ohJZdUOVVMN1ZYVVpUU0FBRUtTQTRURlFSMTZSNS4u
https://www.iorad.com/player/1753679/Sign-the-new-DUA-in-HCM-Learning-
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/HCM-Learning.aspx
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 Currently Master Scheduling for new users is the only instructor-led course 
available. 

• Online training 
o Schoology at https://mnps.schoology.com/  
o Access code to courses available can be found on the Campus Resource Portal 

Change to access 

• To request additional tool rights or additional locations, the designated Approver of your school 
must complete the required Role Request Form.  The electronic Role Request Form is located on 
the home page of Infinite Campus and will create a Service Pro ticket automatically for you.  One 
designated Approver for each school is assigned by the Director. 

For new hire access 

For new hire access • Upload the employee information to the HR & Benefits folder located on the 
SharePoint site.  

Charter staff termination 

• Immediately notify HR at MNPSCharterBenefits@mnps.org with name and termination date.  
 

Current training options available (Campus Training Catalog) 

Behavior 
Management 

Master 
Scheduling 

Walk in 
Scheduling 

Family Portal 
Liaison 

Data Use Agreement 

Census Counselor Health  

Principal Support & Intervention 

Attendance Teacher Ad Hoc Basics 

Grading Admin *Support Cafe's* 

 
Password Reset 

The password for the MNPS AD account requires a change every 59 days. So, depending on how 
regularly you access Infinite Campus, HCM Learning, or Schoology you may need to contact the MNPS IT 
helpdesk for a reset at 615-269-5956.  

https://mnps.schoology.com/
http://idlearningtech.org/ICTeach/index.html
https://forms.office.com/Pages/ResponsePage.aspx?id=V4KCxhBkfkC1V7XcchHeVWh4XQW5FVFAj5VLk1ohJZdUOVVMN1ZYVVpUU0FBRUtTQTRURlFSMTZSNS4u
mailto:MNPSCharterBenefits@mnps.org
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Behavior-Management.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Behavior-Management.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Master-Scheduling.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Master-Scheduling.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Walk-in-Scheduling.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Walk-in-Scheduling.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Family-Portal-Liaison.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Family-Portal-Liaison.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Data-Use-Agreement.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Census.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Counselor.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Health.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/School-Administrator.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Support-%26-Intervention.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Attendance.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Teacher.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Ad-Hoc-Basics.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Grading%20Administrator.aspx
https://k12mnps.sharepoint.com/sites/007-CMSG-STAFF-MNPSTechSupport/SitePages/InfiniteCampus/Infinite-Campus-Support-Cafe%27s.aspx
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PROCEDURES FOR NEW AND TERMINATED EMPLOYEES 
CHARTER NEW HIRE FORM 
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CERTIFICATED VS. SUPPORT 
Teachers MAY NOT be entered into the benefits main system as “certificated” until a TN 
educator license has been obtained.  Please notify MNPSCharterbenefits@mnps.org as soon as the 
license is confirmed. Until the receipt of the license, teachers must be entered as “support” 
employees.  For accurate calculation of teacher retirement benefits, the charter school must 
notify MNPS Charter Benefits when the teacher obtains their license.  Failure to notify MNPS of 
a change in teacher licensure status can result in inaccurate benefits calculations and charges 
for charter schools and staff members.   

For questions regarding benefits, please contact the appropriate benefits representative.  

 
mnpscharterbenefits@mnps.org 

mailto:MNPSCharterbenefits@mnps.org
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EMPLOYEE CLASS CHANGE FORM 
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CHARTER TERMINATION FORM 
 

 
 
 
 



 
 

27 

PROCEDURES FOR BENEFITS 
Support Benefits:  
 
Kelsey Marshall – Kelsey.Marshall@mnps.org 
Phone# 615-259-8462 Fax# 615-214-8665 
 
 
In the first two weeks of work each support staff employee should review the Support New Hire 
Orientation Presentation and complete the benefit election forms. Please encourage staff to keep 
the guide for their records.  
 
You will also see below a form for life event changes. Should you have a staff member 
experience a life changing event that falls within the approved time frame, please provide them 
the form below. Forward the completed information to the Benefits office for processing. We 
have also included information regarding support retirement as well. This can be included with 
the guide for the staff.  
 
Orientation 
Presentation:  https://filetransfer.nashville.gov/portals/0/sitecontent/HumanResources/docs/Empl
oyeeBenefits/New%20Hire%20PPT%20--%20CHARTER%20SCHOOLS%202020-11-2.pdf 
 
Guide: https://www.nashville.gov/sites/default/files/2022-
09/2023_Charter_Guide_FINAL.pdf?ct=1664380072 
 
Benefit 
Forms:  https://filetransfer.nashville.gov/portals/0/sitecontent/HumanResources/docs/EmployeeB
enefits/New%20Hire%20Enrollment%20BLANK%20Forms%20-
%20CHARTER%20SCHOOLS.pdf 
 
 
Support retirement: https://www.nashville.gov/sites/default/files/2023-
02/RetirementGuide_DivBCHARTERSCHOOLSv2023_02_13.pdf?ct=1676306013 
 
 
 
Certificated Benefits: 
 
Hayat Shemssulldin- Hayat.Shemssulldin@mnps.org 
Phone# 615-259-8463 Fax# 615-214-8665 
 

mailto:Kelsey.Marshall@mnps.org
https://www.nashville.gov/sites/default/files/2022-09/2023_Charter_Guide_FINAL.pdf?ct=1664380072
https://www.nashville.gov/sites/default/files/2022-09/2023_Charter_Guide_FINAL.pdf?ct=1664380072
https://filetransfer.nashville.gov/portals/0/sitecontent/HumanResources/docs/EmployeeBenefits/New%20Hire%20Enrollment%20BLANK%20Forms%20-%20CHARTER%20SCHOOLS.pdf
https://filetransfer.nashville.gov/portals/0/sitecontent/HumanResources/docs/EmployeeBenefits/New%20Hire%20Enrollment%20BLANK%20Forms%20-%20CHARTER%20SCHOOLS.pdf
https://filetransfer.nashville.gov/portals/0/sitecontent/HumanResources/docs/EmployeeBenefits/New%20Hire%20Enrollment%20BLANK%20Forms%20-%20CHARTER%20SCHOOLS.pdf
https://www.nashville.gov/sites/default/files/2023-02/RetirementGuide_DivBCHARTERSCHOOLSv2023_02_13.pdf?ct=1676306013
https://www.nashville.gov/sites/default/files/2023-02/RetirementGuide_DivBCHARTERSCHOOLSv2023_02_13.pdf?ct=1676306013
mailto:Hayat.Shemssulldin@mnps.org
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Metro Human Resources – Benefit Enrollment Change Form 

 
 Date:_______________  Information taken 
by:_______________________________________________ 

Name:___________________________  SSN:______________________________  
DOB:__________________________ 

Address:______________________________  City:__________________________  
State:_______  Zip:______________ 

Dept:_________________________________ 

Number:_____________________________________________________ 

Reason for Change: 

� Gained other coverage    
� Marriage     
� Divorce      
� Death  
� Loss of coverage 
� Birth 
� Adoption 
� Other     

� New Coverage Level:    Not in Pre-Tax Premium Plan 

Dependents to Add, Delete or Change: 

Make Change To: 

� Medical 
� Dental 
� Vision 
� Short Term Disability 
� Long Term Disability 
� Supplemental Life 
� Dependent Life 

 

Plan Enrollment: 

� Cigna Medical 
� BCBS Medical 
� Vision Basic 
� Vision Enhanced 
� Dental Flexible 
� Dental Limited 
� Dependent Life   Amount:__________________________ 
� Supplemental Life  Amount:__________________________ 
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In the first two weeks of work, certificated staff should review the Certificated New Hire 
Orientation Presentation and follow directions to enroll. Please see below for presentation. This 
presentation will provide plan information and enrollment instructions. Log in to 
www.MNPSBenefits.org  to make your elections within 30 days of your hire date. Please have 
documents, to show proof of relationship for your dependent(s), ready to upload (birth 
certificate, marriage certificate, tax documents, etc.). 

 
Introduction to MNPS Certificated Employee Benefits 2023 - YouTube 
 
Handbook- 2023 Certificated Benefits Handbook 1-1-23 (1).pdf 
 
Benefits Guide: https://www.mnpsbenefits.org/benefits  
 

 
 
 
 
 
Support Pension Uploads:  
Ashley Blake – John.Blake@mnps,org 
Phone# 615-259-8438 Fax# 615-214-8665 
 
 
The Charter Billing and Pension upload files are due by the first (1st) day of each month, for 
pensionable earnings incurred in the previous month, without any observance of a weekend 
(Saturday/Sunday) or holidays.  
 

http://www.mnpsbenefits.org/
https://www.youtube.com/watch?v=VgAaI3QUjkQ
https://www.mnpsbenefits.org/benefits
mailto:John.Blake@mnps,org
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When submitting your files, include employee identification numbers for all employees. As 
always, please do not include certificated employees on the pension upload files. The pension 
upload file is only for support employees working at least 20 hours per week.  
Please report all certificated employees to Tennessee Consolidated Retirement System (TCRS) 
for pensionable credit. 
 
Outlined below is the process flow of Support Pension Upload:  
 

Activity  Who is Responsible  
Run bi-weekly Payroll  Payroll Vendor  
Run Interface  Payroll Vendor  
Transmit file  Payroll Vendor  
File moved for Oracle processing  Metro ITS  
Oracle processing upload  Metro ITS  
Error handling  MNPS Benefits & Charter  
Feed from Oracle to Pension system  Metro Benefits  

  
MNPS Benefits will receive the Processing Log which contains successful and erroneous 
records.  They will coordinate the proper repair of the transaction with the 
appropriate Charter.  It will be the responsibility of the charter to correct information contained 
in your payroll system, so the error condition does not persist.  The information below outlines 
the Error Handling process.  
  
Error Handling  
 

1.    Oracle Processing Upload occurs  
2.    Processing Log generated from the Upload  
·        Log sent to MNPS Benefits - Triage errors   

o   MNPS Benefits handles error corrections  
o   Missing or bad Employee numbers, or other incorrect data will be 
communicated to the Charter for correction in your payroll system  

  
We encourage you to audit the Metro Employee Numbers loaded into your Payroll system to 
ensure they are accurate, as this appears to be the biggest concern for rejected transactions.  The 
Employee number is the key to an accurate upload.    
  
For questions about this new process or regarding Employee Numbers, please contact MNPS 
Benefits.   
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SCHOOL DATA ENTRY RESPONSIBILITIES AND TIMELINES 
RESPONSIBILITIES AND TIMELINES 
 

All calendar information is to be provided to Howard McAdory at 
howard.mcadory@mnps.org. The data quality and integrity department has created a 200-
day accountability form that will report the following information: 

• School year 
• Calendar number 
• Instructional calendar 
• Scheduled days 
• Stockpile inclement weather days 
• Stockpile professional days 
• Inservice days 
• Parent/teacher conference days 
• Teacher vacation days 
• Abbreviated days 
• Discretionary teacher vacation days 
• Discretionary in-service days 
• Discretionary administrative days 
• Discretionary instructional days 
• Discretionary other days 
• Event date 
• Event type 
• School day type 
• Event duration 

 
 
 
 
 
 
 
 
 

mailto:howard.mcadory@mnps.org
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200-DAY ACCOUNTABILITY REPORT INSTRUCTIONS FROM THE DATA 
QUALITY AND INTEGRITY OFFICE 
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School Name- The School name 

Telephone- telephone contact at school to discuss calendar concerns. 

Number of days with students – the number of instructional days with students present. There 
must be at least 180 days. Stockpiled Professional Development days count toward this number 
of days. A school may have more than 180 instructional days through funding by the local board 
of education. 

Number of days teachers’ vacation with pay. There must be at least 10 days of paid vacation 
per year. There may be more than 10 days of paid vacation through finding by the local board 
of education. 

Number of In-service days. The total number of teacher in-service days. There must be at least 
five in-service days. There may be more than 5 in-service days through finding by the local 
board of education.  

Teacher-Parent Conference. The number of days for teacher-parent conference. There must be 
at least 1 day. A district may have more than 1 day for teacher-parent conference through 
finding by the local board of education. 

Discretionary Days (Other). The number of days this district is using as its discretionary (other) 
days if those days are not already identified. There may not be more than 4 of these days. An 
example of this would be intercession or days where all students are not required to be 
present. 

Total Days. The total number of days listed must add up to at least 200 days.  

Stockpiling  
The school/district is stockpiling in accordance with T.C.A. 49-6-3004(e)(1).  

1. A local board of education or private or church-related school which exceeds the full 
six and one-half (6 1/2) hours instructional time required by law by at least one-half 
(1/2) hour daily for the full academic year shall be credited with such additional 
instructional time. The excess instructional time shall be accumulated in amounts 
up to but not exceeding thirteen (13) instructional days each year and applied 
toward meeting instructional time requirements missed due to dangerous or extreme 
weather conditions. This excess accumulated instructional time may be used for early 
student dismissal for faculty professional development under rules promulgated by the 
board of education. Such time may be used in whole day (six and one-half (6 1/2) 
hour) increments and may be used for faculty professional development, M-team 
meetings, S-team meetings, parent-teacher conferences, or other similar meetings. 
The board shall consult with the commissioner in developing the rules. All proposals 
for use of excess time for professional development shall be approved by the 
commissioner.  
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2. Any unused accumulated days for excess instructional time shall not carry over to a 

school year other than the year in which such time was accumulated. 
Rule 0520-1-3.02(1)(b) designates the options for districts or schools to use for 
stockpiling.  
 
•   School Stockpile. Indicate whether the school is stockpiling days.  
•   Stockpile-Professional-Development. The number of days that will be used for 
professional development. Maximum 13 days total when added with Stockpile-
Inclement-weather-Days.  
•   Stockpile-Inclement-Weather-Days. The number of days that may be 
used for inclement weather.  
Maximum 13 days total when added with Stockpile-Professional-
Development.  

 
Calendar  

 
1.  Student Open Date. The first instructional day of school for all students.  
2. Christmas Break Days. The total number of school days for Christmas break     
and the first day of Christmas break when students are not present. 

3. Spring Break Days. The total number of school days for Spring break and the 
first day of Spring break when students are not present. 

4. Student Closing Date. The last day of instruction. (The last day when students 
are in school.) 
5. In-service dates. The dates planned for in-service education for the district 
(whole days or partial days.) Time should be the amount of time devoted to in-service 
on that date/day. One whole day of in-service (6 hours) should be entered as 01.00.  
Half days should be entered as 00.50. One third day (such as two hours after school 
should be entered as 00.33. Do not break the day into smaller segments than  

                       one-third days. The “time” entered in item 5 must total a minimum of five full days.  
 
6. Abbreviated dates. The attendance accounting policy allows districts to have 3 
abbreviated dates. 

7. Teacher-parent conference. The date(s) planned for teacher-parent 
conferences (whole or partial days should be shown). 

8. Discretionary Days (Other). All days in Discretionary Days (other) at the top of 
the form for 200 Day Accountability Report should be accounted for here. 
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Dates, duration, and type of activity should be indicated.  For instance, if the 
day is       to be a day for teachers to work in their classrooms, please identify 
the day as “A”,     Administrative.  If the day is to be an in-service day, please list 
it only if it is not already listed under item 5. 

Note:  Any calendar changes requested after the initial school calendar has been uploaded must 
be approved by the TNDOE and sent to the Office of Charter Schools.  Schools may not decide to 
alter the calendar without making the necessary official changes.  
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1. Instructional Program – Information provided to Howard McAdory for each charter 
school by March 15.  

•   Student day (in minutes) 
• Teacher day (in minutes) 
•   School stockpile PD days (total number) 
• Block schedule 
• Spring block begin date 
• Report period number 
• Report period begin date 
• Event date 
• Event type 
• School day type 
• Event duration 

Note:  Any calendar changes requested after the initial school calendar has been uploaded must 
be approved by the TNDOE and sent to the Office of Charter Schools.  Schools may not decide to 
alter the calendar without making the necessary official changes.  

 

2. Class Section (information received upon entry of master schedule and from course 
catalog) – Due in summer 

• Course code 
• Local class number 
• Class type 
• Teaching method 
• Class begin date 
• Class end date 
• Honors class indicator 
• Statewide dual credit 
• Local dual credit 
• Dual enrollment 
• Postsecondary institution ID 
• Test administration window 

 
3. Class Section Schedule (information received upon entry of master schedule) – Due in 

summer 
• M-F duration 
• M-F assigned period 
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4. Student Enrollment (Entry into Infinite Campus required within 24 hours of student 
enrollment) 

• Student SSN 
• Student PIN 
• Local student number (system generated) 
• First name 
• Middle name 
• Last name 
• DOB 
• Previous SSN/PIN 
• Previous first/middle/last 
• Gender 
• Immigrant student 
• Date first enrolled in US schools 
• Year entered 9th grade 
• Native language 
• Mother’s maiden name 
• Student’s city of birth 
• Student’s county of birth 
• Student’s state of birth 
• Student’s country of birth  
• Hispanic 
• Race indicator 
• English language background 
• Instructional period type of service 
• Enrollment date 
• Enrollment reason (code) 
• Course of study 
• Instructional grade assignment 
• Instructional grade assignment date 
• Student classification 
• Student classification begin date 
• Student classification end date 

 
5. Student Disciplinary Action (Entry of all ISS, OSS, remandments and expulsions must 

be entered into IC within 24 hours of disposition.  These data must be reported by 
MNPS to the Tennessee Department of Education.) 

• Disciplinary action type 
• Disciplinary action begin date 
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• Disciplinary action end date 
• Disciplinary primary reason (discipline code) 
• Disciplinary offense date 

 
6. Student Class Assignment (information received upon entry of master schedule) – as 

scheduled or change in schedule. Note:  All students must be scheduled in order to be 
counted within the schools ADM for funding purposes.  

• Local class number 
• Student class begin date 
• Student class end date 

 
7. Student Attendance (all attendance exceptions) – must be updated daily in Infinite 

Campus 
• Attendance date 
• Attendance type (code) 
 

8. Student Withdrawal – must be updated in Infinite Campus within 24 hours  
• Withdraw date 
• Withdraw reason code 
• Withdraw reason explanation 

 
9.  Student End of Service May to June 10 

• End of service action (promoted, retained) 
• Completion document date (graduation date, 12th grade only) 
• Completion document type (type of diploma received, 12th grade only) 
• Completion document period (term in which diploma received, 12th grade 

only) 
 

10.  Student Final Grade (grades 5-12, information builds from student schedule and 
report card grades or backfilling to transcript) – one week after school ends 

•  Credits earned 
• Alpha grade 
• Numeric grade 
• Quality points 

  
 

      11.Staff Member Upon Hiring 
• Staff SSN 
• Staff license number 
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• First, middle, last name 
• DOB 
• Previous SSN/License/Name 
• Gender 
• Ethnicity 
• Licensure check 
• Staff status 
• Staff work email address 
• Current assignment 
• Current assignment begin date 
• Current assignment end date 
• Class begin date (information received upon entry of master schedule) 
• Class end date (information received upon entry of master schedule) 
• Teacher of record (information received upon entry of master schedule) 
• Federally funded class (information received upon entry of master 

schedule) 
 

11. Bus Information Reporting  
• EE information reporting (done through Easy IEP if done by district) 

 

For Those Schools Not Using the MNPS Enrollment Platform:   

If your organization does not take advantage of the MNPS enrollment platform, data from the 
organization’s enrollment system of choice must be uploaded to Smart Choice. Non-
participating charters will receive excel files from MNPS to upload new students and to use to 
withdrawal students. An MNPS analyst will review the Non-participating charter’s file and only 
load completed files as specified in the procedure template from Smart Choice. Non-
participating charters will receive an email confirmation from the school options email that will 
notify you of a successful upload or a non- successful upload from confirmation that MNPS 
School Options department receives back from Smart Choice. Parents will have to accept the 
seat on the MNPS Smart Choice Portal. If a parent has accepted a previous seat selection at 
another school, they will have to confirm they no longer want the previously accepted seat. You 
will receive an invoice for every upload to the SFTP site as per guidelines from Smart Choice. 
Outstanding invoices that are not paid will result in students not loaded until balances are paid. 
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CHARTER SCHOOL PAYMENT 
Tennessee Investment in Student Achievement (TISA) Formula 

The TISA Act was passed by the Tennessee General Assembly on April 28, 2022, and was signed into law 
by Governor Bill Lee on May 2, 2022. Through the passage of the TISA Act, Tennessee’s K-12 public 
schools will now transition to a student-based funding approach. 

 About TISA 

In accordance with Tennessee Code Annotated, Title 49, Chapter 3, Part 1 and rules under TDOE 0520-
12-05, beginning with the 2023-2024 school year, the Department of Education shall implement the 
student-based funding formula known as the Tennessee Investment in Student Achievement (TISA) 
formula as the system for funding education for kindergarten through grade twelve (K-12) public 
schools. The Tennessee Investment in Student Achievement (TISA) public school funding formula marks 
a significant change in how Tennessee invests in public education. The TISA funding formula updates the 
way Tennessee funds public education for the first time in over 30 years to empower each student to 
read proficiently by third grade, prepare each high school graduate for postsecondary success, and 
provide resources needed to all students to ensure they succeed.  

It is important to note that the TISA funding formula relies on the prior year data to drive subsequent 
year allocations. This means data from the 2022-2023 school year generates the funding to be allocated 
for the 2023-2024 school year.  

 

The TISA Formula 

Average Daily Membership (ADM) 

For almost all elements of the funding formula, a calculation called Average Daily Membership (ADM) is 
used to capture student counts. Rather than measuring raw numbers of students, ADM considers a 
student’s enrollment and daily class assignment for each of nine reporting periods throughout the year, 
each lasting approximately 20 instructional days of each LEA’s school calendar. Funding is a cumulation 
of a three-step process. 

Step 1 – TISA Calculation-Base Funding 

The first step is the only step tied directly to the Tennessee Investment in Student Achievement (TISA) 
funding formula. The base funding amount is subject to annual appropriations by the Tennessee General 
Assembly. For the 2023-24 TISA allocations, the base funding amount is $6,860 per ADM. This results in 
the per pupil ADM multiplied by the base funding amount. Under step 1, additional funding is generated 
based on Unique Learning Needs-ULN per student. These ULN’s have specific weights and percentages 
of funding as stipulated in TDOE Rule 0520-12-05(04). 

 

Step 2 – TISA Calculation- The LEA’s calculated Per Pupil Rate-PPR for additional funding 
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The second step is based on current year data. This step determines how much of the LEA funding 
body’s investment in education is considered additional local funds, or above the local required 
contribution of TISA. It begins with Geographic District’s Maintenance of Effort amount and submitted 
and approved by the district and funding entity (ePlan budget). Local required contribution is deducted 
from the total local revenues, resulting in the additional local funds amount. The total ADM of the 
geographic LEA is divided by the additional local amount, resulting in the PPR for additional local funds 
amount.  Clarifying information will be forthcoming from MNPS Finance Department. Funding is 
calculated by multiplying step 2 PPR by the charter school’s prior year ADM. 

 

Step 3 – Current Year Enrollment Adjustments 

Based on specific current year enrollment: 

This step is based on current year enrollment and may be used if a charter school anticipates a change in 
enrollment, either increase or decrease, to project the funding change, adding a grade to an existing 
school, significant decrease in projected enrollment, or new charter schools. The increase/decrease in 
enrollment is multiplied by PPR that was calculated in step 2. 

 

As we interpret and seek a better understanding on this new funding model, we will update and send to 
all schools ASAP. 
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ENROLLING/WITHDRAWING STUDENTS 
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CRISIS/EMERGENCY RESPONSE SCHOOL SAFETY AND SECURITY 
 

 

 

 

 

 
To: Charter Schools 

Re:  2023-2024 Safety Drills 

From: Charter Schools Office 

Date: August 30, 2023 

 

Safety drills are required by state law and are designed to prepare students and staff in the event of a 
school fire, emergency, or natural disaster. The safety of our students and staff are imperative, as we 
must be prepared for their safety. All schools are expected to perform required drills within the month 
designated and submit completion immediately to Navigate360.  
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BEHAVIOR AND DISCIPLINE 
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OVERVIEW OF STUDENT-PARENT HANDBOOK 
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DISCIPLINARY INVESTIGATIONS AND DOCUMENTATION 
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 MNPS DISCIPLINE MATRIX RESPONSES 
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CODE REVISIONS FOR THE SY23-24 
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TITLE IX SCENARIO  
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STUDENT DISCRIMINATION, HARASSMENT, BULLYING, CYBER-BULLYING, 
AND INTIMIDATION POLICY 

 
{N0352627.1}  
Version Date: July 18, 2023 

Metropolitan Nashville Board of 
Education 

 Descriptor Term: 

Student Discrimination, Harassment, 
Bullying, Cyber-bullying, and 

Intimidation 

Descriptor Code: 
6.304 

Issued Date: 
10/13/20 

Rescinds: 
6.304 

Issued: 
07/14/20 

 

1 In order to maintain a safe, civil, and supportive environment in school for students to 
learn and achieve 

2 high academic standards, acts of bullying, cyber-bullying, discrimination, harassment, 
intimidation, 

3 hazing, or any other victimization of students, based on any actual or perceived traits or 
characteristics, 

4 are prohibited.1 

5 This policy shall be disseminated annually to all school staff, students, and 
parent(s)/guardian(s).2 This 

6 policy shall cover employees, employees' behaviors, students, and students' behaviors 
while on school 

7 property, at any school-sponsored activity, on school-provided equipment or 
transportation, or at any 

8 official school bus stop. If the act takes place off of school property or outside of a school-
sponsored 

9 activity, this policy is in effect if the conduct is directed specifically at a student and 
has the effect of 

10 creating a hostile educational environment or otherwise creating a substantial disruption to 
the education 

11 environment or learning process. 

12 The principal/designee is responsible for educating and training respective staff and 
students as to the 

13 definition and recognition of discrimination/harassment.3 

14 The Director of Schools shall develop forms and procedures to ensure compliance with 
the 

15 requirements of this policy and state law. 

16 DEFINITIONS4 



 
 

87 

17 “Bullying/Intimidation/Harassment” is an act that substantially interferes with a student’s 
educational 

18 benefits, opportunities, or performance, and the act has the effect of: 

19 1. Physically harming a student or damaging a student’s property; 
20 
21 2. Knowingly placing a student in reasonable fear of physical harm to the student or 

damage to 
22 the student’s property; 
23 
24 3. Causing emotional distress to a student; or 
25 
26 4. Creating a hostile educational environment. 

 
27 Bullying, intimidation, or harassment may also be unwelcome conduct based on a 

protected class 
28 (race, nationality, origin, color, sex, sexual orientation, gender identity/expression, age, 

disability, 
29 religion) that is severe, pervasive, or persistent and creates a hostile environment. If the 

bullying, 
30 intimidation, or harassment is based on sex the procedures set forth in policy 6.3041 

should be 
31 followed and the Title IX coordinator notified within 24 hours. 

Student Discrimination, Harassment, Bullying, Cyber-bullying, and Intimidation 6.304 
 

1 “Cyber-bullying” is a form of bullying undertaken through the use of electronic 
devices. Electronic 

2 devices include, but are not limited to, telephones, cellular phones or other wireless 
telecommunication 

3 devices, text messaging, emails, social networking sites, instant messaging, videos, web 
sites, or fake 

4 profiles. 

5 “Hazing” is an intentional or reckless act by a student or group of students that is 
directed against any 

6 other student(s) that endangers the mental or physical health or safety of the student(s) 
or that induces 

7 or coerces a student to endanger his/her mental or physical health or safety. Coaches and 
other employees 

8 of the school district shall not encourage, permit, condone, or tolerate hazing activities.5 

9 Hazing does not include customary athletic events or similar contests or competitions 
and is limited to 

10 those actions taken and situations created in connection with initiation into or 
affiliation with any 
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11 organization. 

12 COMPLAINTS AND INVESTIGATIONS 

13 Any individual who has knowledge of behaviors that may constitute a violation of this 
policy shall 

14 promptly report such information to the principal/designee.6 

15 While reports may be made anonymously, an individual's need for confidentiality shall be 
balanced with 

16 obligations to cooperate with police investigations or legal proceedings, to provide due 
process to the 

17 accused, to conduct a thorough investigation, or to take necessary actions to resolve a 
complaint. The 

18 identity of parties and witnesses may be disclosed in appropriate circumstances to 
individuals with a 

19 need to know. 

20 The principal/designee at each school shall be responsible for investigating and resolving 
complaints. 

21 Once a report is received, the principal/designee shall initiate an investigation within 
forty-eight (48) 

22 hours of receipt of the report. If an investigation is not initiated within forty-eight 
(48) hours, the 

23 principal/designee shall provide the Director of Schools with appropriate documentation 
detailing the 

24 reasons why the investigation was not initiated within the required timeframe.7 The 
principal/designee 

25 shall immediately notify the parent(s)/guardian(s) when a student is involved in an act of 
discrimination, 

26 harassment, intimidation, bullying, or cyber-bullying. The principal/designee shall 
provide information 

27 on district counseling and support services. Students involved in an act of 
discrimination, harassment, 

28 intimidation, bullying, or cyber-bullying shall be referred to the appropriate school 
counselor by the 

29 principal/designee when deemed necessary.8 

30 The principal/designee is responsible for determining whether an alleged act constitutes 
a violation of 

31 this policy, and such act shall be held to violate this policy when it meets one of the 
following conditions: 

32 1. It places the student in reasonable fear or harm for the student’s person or property; 
33 
34 2. It has a substantially detrimental effect on the student’s physical or mental health; 
35 
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36 3. It has the effect of substantially interfering with the student’s academic performance; or 
37 
38 4. It has the effect of substantially interfering with the student’s ability to participate 

in or benefit 
39 from the services, activities, or privileges provided by a school. 

 
Page 2 of 4 

Student Discrimination, Harassment, Bullying, Cyber-bullying, and Intimidation 6.304 
 

1 Upon the determination of a violation, the principal/designee shall conduct a prompt, 
thorough, and 

2 complete investigation of each alleged incident. All investigations shall be completed and 
appropriate 

3 intervention taken within twenty (20) calendar days from the receipt of the initial 
report.7 If the 

4 investigation is not complete, or intervention has not taken place within twenty (20) 
calendar days, the 

5 principal/designee shall provide the Director of Schools with appropriate documentation 
detailing the 

6 reasons why the investigation has not been completed or the appropriate intervention 
has not taken 

7 place.7 Within the parameters of the federal Family Educational Rights and Privacy Act,9 a 
written report 

8 on the investigation will be delivered to all involved parties and the Director of Schools. 

9 RESPONSE AND PREVENTION10 

10 The principal/designee shall consider the nature and circumstances of the incident, the age 
of the 

11 individual, the degree of harm, previous incidences or patterns of behavior, or any 
other factors, as 

12 appropriate, to properly respond to each situation. 

13 A substantiated charge against an employee shall result in disciplinary action up to and 
including 

14 termination. The employee may appeal this decision by contacting the Executive 
Director of Civil 

15 Rights. 

16 A substantiated charge against a student may result in corrective or disciplinary action up 
to and 

17 including suspension. The student may appeal this decision in accordance with 
disciplinary policies and 

18 procedures. 
 

19 REPORTS 
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20 When a complaint is filed alleging a violation of this policy where there is physical harm 
or the threat of 

21 physical harm to a student or a student's property, the principal/designee of each middle 
school, junior 

22 high school, or high school shall report the findings and any disciplinary actions taken to 
the Director of 

23 Schools and the Chair of the Board.11 

24 By July 1st of each year, the Director of Schools/designee shall prepare a report of all 
of the bullying 

25 cases brought to the attention of school officials during the prior academic year. The 
report shall also 

26 indicate how the cases were resolved and/or the reasons they are still pending. This 
report shall be 

27 presented to the Board at its regular July meeting, and it shall be submitted to the state 
department of 

28 education by August 1st.12 

29 RETALIATION AND FALSE ACCUSATIONS 
 

30 Retaliation against any person who reports or assists in any investigation of an act alleged 
in this policy 

31 is prohibited. The consequences and appropriate remedial action for a person who engages 
in retaliation 

32 shall be determined by the principal/designee after consideration of the nature, 
severity, and 

33 circumstances of the act.13 

34 False accusations accusing another person of having committed an act prohibited under 
this policy are 

35 prohibited. The consequences and appropriate remedial action for a person found to have 
falsely 

36 accused another may range from positive behavioral interventions up to and including 
expulsion.14 
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Legal References Cross References 

1. TCA 49-6-4503(a), (b)(3); 20 USCA §§ 1681 to 1686 
2. TCA 49-6-4503(b)(11) 
3. TCA 49-6-4503(b)(12) 
4. TCA 49-6-4503(b)(2), (13) 
5. TCA 49-2-120 
6. TCA 49-6-4503(b)(5) 
7. TCA 49-6-4503(b)(6) 
8. TCA 49-6-4503(b)(14) 
9. 20 USCA § 1232g 
10. TCA 49-6-4503(b)(4), (7)-(8) 
11. TCA 49-6-4503(d)(3) 
12. TCA 49-6-4503(c)(2)(B) 
13. TCA 49-6-4503(b)(9) 
14. TCA 49-6-4503(b)(10) 

Appeals to and Appearances Before the Board 
1.404 Section 504 and ADA Grievance Procedures 
1.802 Staff-Student Relations 5.610 
Student Goals 6.100 
Title IX & Sexual Harassment 6.3041 
Code of Conduct 6.300 
Student Concerns 6.305 
Child Abuse and Neglect 6.409 
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General 

In order to maintain a safe, civil, and supportive learning environment, all forms of sexual 
harassment and discrimination on the basis of sex are prohibited.1 This policy shall cover employee 
and student behavior while on school property, at any school-sponsored activity, on school-
provided equipment or transportation, or at any official school bus stop. This policy shall be 
disseminated annually to all school employees, students, and parent(s)/guardian(s).2 The Title IX 
Coordinator as well as any personnel chosen to facilitate the grievance process shall not have a 
conflict of interest against any party of the complaint.3 These personnel shall receive training as to 
how to promptly and equitably resolve student and employee complaints.3 

All employees shall receive training on complying with this policy and federal law.4 

TITLE IX COORDINATOR5  

The Title IX Coordinator shall respond promptly to all general reports as well as formal complaints 
of sexual harassment. The Title IX Coordinator shall be kept informed by school-level personnel 
of all investigations and shall provide input on an ongoing basis as appropriate.   

Any individual may contact the Title IX Coordinator at any time using the information below: 
Name: Title IX Coordinator – Office of Student Services 
Mailing address: 2601 Bransford Ave, Nashville, TN 37204 
Phone number: 615-259-4636 
Email: civilrightscomplaints@mnps.org 

DEFINITONS4 

“Complainant” is an individual who is alleged to be the victim of conduct that could constitute 
sexual harassment.  

“Respondent” is an individual who is reported to be the perpetrator of conduct that could 
constitute sexual harassment.  

“Sexual harassment” is conduct on the basis of sex that satisfies one or more of the following:3 

1. A school district employee conditioning an aid, benefit, or service of an education 
program or activity on an individual’s participation in unwelcome sexual conduct;  
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2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 
objectively offensive that it effectively denies a person equal access to the education 
program or activity; or 

3. Sexual assault,6 dating violence,7domestic violence,8 or stalking9 as defined in state and 
federal law. 

Behaviors that constitute sexual harassment may include, but are not limited to: 

1. Sexually suggestive remarks;  
 

2. Verbal harassment or abuse; 
 

3. Sexually suggestive pictures; 
 

4. Sexually suggestive gesturing; 
 

5. Harassing or sexually suggestive or offensive messages that are written or electronic; 
 

6. Subtle or direct propositions for sexual favors; and 
 

7. Touching of a sexual nature. 

Sexual harassment may be directed against a particular person or persons, or a group. whether of 
the opposite sex or the same sex.   

“Supportive measures” are non-disciplinary, non-punitive, individualized services and shall be 
offered to the complainant and the respondent, as appropriate. These measures may include, but 
are not limited to, the following: 

1. Counseling; 
 

2. Course modifications; 
 

3. Schedule changes; and 
 

4. Increased monitoring or supervision. 

The measures offered to the complainant and the respondent shall remain confidential to the 
extent that maintaining such confidentiality would not impair the ability of the school district to 
provide the supportive measures.  

GRIEVANCE PROCESS 

Upon learning of an instance of alleged sexual harassment, even if no formal complaint is filed, 
the Title IX Coordinator or designee shall: 

1. Inform the complainant of the availability of supportive measures; 
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2. Consider the complainant’s wishes with respect to supportive measures; and 
 

3. Explain the process for filing a formal complaint.10 

While the school district will respect the confidentiality of the complainant and the respondent as 
much as possible, some information may need to be disclosed to appropriate individuals. All 
disclosures shall be consistent with the school district’s legal obligations and the necessity to 
investigate allegations of harassment and take disciplinary action. 

Disciplinary consequences or sanctions shall not be initiated against the respondent until the 
grievance process is complete. Unless there is an immediate threat to the physical health or 
safety of any student arising from the allegation of sexual harassment that justifies removal, the 
respondent’s placement shall not be changed.11 If the respondent is an employee, he/she may be 
placed on administrative leave or suspension without pay consistent with Tenn. Code Ann. 49-5-
511(a)(3) during the pendency of the grievance process.12 The Title IX Coordinator shall keep 
the Director of Schools and the Chief of Human Resources informed of any employee 
respondents so that they can make any necessary reports to the State Board of Education in 
compliance with state law.13 

Complaints 

Any individual who has knowledge of behaviors that may constitute a violation of this policy shall 
report such information to the Title IX Coordinator within 24 hours. Nothing in this policy requires 
a complainant to either report or file a formal complaint within a certain timeframe. If the report 
involves the Title IX Coordinator, the report shall be filed with the Chief of Human Resources.  

If a report involves allegations of child abuse, including child abuse on school grounds, appropriate 
notification shall be made per the board policy on reporting child abuse. 

Upon receipt of a formal complaint, the Title IX Coordinator shall promptly:14 

1. Provide written notice of the allegations and the grievance process to all known parties to 
give the respondent time to prepare a response before an initial interview.  
 

2. Inform the parties of the prohibition against making false statements or knowingly 
submitting false information.  
 

3. Inform the parties that they may have an advisor present during any subsequent meetings; 
and 
 

4. Offer supportive measures in an equitable manner to both parties. 

If the Title IX Coordinator dismisses a formal complaint, written notice, including the reasons for 
dismissal, shall be provided to both parties simultaneously.15  

Investigations16 

For formal complaints of sexual harassment, the Title IX Coordinator shall assign an investigator 
responsible for investigating formal complaints in an equitable manner that involves an objective 
evaluation of all relevant evidence. Any trained investigator may be required by the Title IX 
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Coordinator to participate in the Title IX grievance process. The burden of obtaining evidence 
sufficient to reach a determination, rests on the school district.  

Once a complaint is received, the investigator shall initiate an investigation within forty-eight (48) 
hours of receipt of the complaint. If an investigation is not initiated within forty-eight (48) hours, 
the investigator shall provide the Title IX Coordinator with appropriate documentation detailing 
the reasons why the investigation was not initiated within the required timeframe. 

All investigations shall be handled in a timely manner. In case of delay, the investigator shall 
1provide the Title IX Coordinator with appropriate documentation detailing the reasons why the 
investigation has not been delayed or not completed. 

All investigations shall: 

1. Provide an equal opportunity for the parties to present witnesses and evidence; 
 

2. Not restrict the ability of either party to discuss the allegations under investigation or 
gather and present relevant evidence; 
 

3. Refrain from requiring, allowing, relying upon, or otherwise using questions or evidence 
that seek disclosure of information protected under a legally recognized privilege unless 
such privilege has been waived;17 
 

4. Provide the parties with the same opportunities to have others present during any 
grievance proceeding; 
 

5. Provide to parties whose participation is requested written notice of the date, time, 
location, participants, and purpose of all investigative interviews, or other meetings, with 
sufficient time for the party to prepare to participate; 
 

6. Provide both parties an equal opportunity to inspect and review any evidence directly 
related to the allegations in the formal complaint;  
 

7. Allow each party the opportunity to submit written questions that they want asked of any 
party or witness prior to the determination of responsibility; and 
 

8. Result in the creation of an investigative report that fairly summarizes relevant evidence.  
 

a. Prior to the completion of the investigative report, the investigator shall send to 
each party the evidence subject to inspection and review. All parties shall have at 
least ten (10) days to submit a written response which shall be taken into 
consideration in creating the final report.  

Within the parameters of the federal Family Educational Rights and Privacy Act,18 the Title IX 
Coordinator shall keep the complainant and the respondent informed of the status of the 
investigation process. At the close of the investigation, a written final investigative report will be 
delivered to the parent(s)/guardian(s) of the complainant and of the respondent.  

 
1  
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Determination of Responsibility19 

The respondent is presumed not responsible for the alleged conduct until a determination regarding 
responsibility is made at the conclusion of the grievance process.20 The preponderance of the 
evidence standard shall be used in making this determination.21   

A trained decision-maker shall receive the final investigative report. Any trained decision-maker 
may be required by the Title IX Coordinator to participate in the Title IX grievance process. Within 
ten (10) calendar days of receiving answers to all written questions, the decision-maker shall make 
a determination regarding responsibility and provide the written determination to the parties 
simultaneously along with information about how to file an appeal. 

A substantiated charge against a student may result in corrective or disciplinary action up to and 
including expulsion. A substantiated charge against an employee shall result in disciplinary action 
up to and including termination.  

After a determination of responsibility is made, the Title IX Coordinator or designee shall work 
with the complainant to determine if further supportive measures are necessary. The Title IX 
Coordinator shall also determine whether any other actions are necessary to prevent reoccurrence 
of the harassment. 

APPEALS22 

Either party may appeal from a determination of responsibility based on a procedural irregularity 
that affected the outcome, new evidence that was not reasonably available at the time of the 
determination that could affect the outcome, or an alleged conflict of interest on the part of the 
Title IX Coordinator or any personnel chosen to facilitate the grievance process. Appeals shall be 
submitted to the Title IX Coordinator within ten (10) calendar days of a determination of 
responsibility.  

Upon receipt of an appeal, the Title IX Coordinator shall: 

1. Inform the Appeals Officer within five (5) days of receipt of the appeal; and 
 

2. Notify the parties in writing. 

During the appeal process, the parties shall have a reasonable, equal opportunity to submit 
written statements. Within ten (10) calendar days, the Appeals Officer shall issue a written 
decision describing the result of the appeal and the rationale for the result. The written decision 
shall be provided simultaneously to both parties. 

RETALIATION23  

Retaliation against any person who makes a report or complaint or assists, participates, or refuses 
to participate in any investigation of an act alleged in this policy is prohibited. Retaliation may 
result in further disciplinary action being warranted.  
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Legal References Cross References 

 

1. 34 CFR § 106.1 
2. 34 CFR § 106.8(b),(c) 
3. 34 CFR § 106.45(b)(1)(iii); 34 CFR § 106.45(b)(10)(D) 
4. 34 CFR § 106.30(a) 
5. 34 CFR § 106.8(a) 
6. 20 USCA 1092(f)(6)(A)(v); TCA 36-3-601(10); TCA 40-24-

108 
7. 34 USCA 12291(a)(10) 
8. 34 USCA 12291(a)(8); TCA 40-14-109 
9. 34 USCA 12291(a)(30); TCA 39-17-315; TCA 36-3-

601(11) 
10. 34 CFR § 106.44(a) 
11. 34 CFR § 106.44(c) 
12. 34 CFR § 106.44(d) 
13. TRR/MS 0520-02-03-.09(2); TCA 49-5-417(c) 
14. 34 CFR § 106.45(b)(2) 
15. 34 CFR § 106.45(b)(3) 
16. 34 CFR § 106.45(b)(5); 34 CFR § 106.45(b)(1)(v) 
17. 34 CFR § 106.45(b)(1)(x) 
18. 20 USCA § 1232g 
19. 34 CFR § 106.45(b)(7) 
20. 34 CFR § 106.45(b)(1)(iv) 
21. 34 CFR § 106.45(b)(1)(vii) 
22. 34 CFR § 106.45(b)(8) 
23. 34 CFR § 106.71 

Section 504 and ADA Grievance Procedures 1.802 
Discrimination/Harassment of Employees (Sexual, 
Racial, Ethnic, Religious) 5.500 
Staff-Student Relations 5.610 
Code of Conduct 6.300 
Student Discrimination, Harassment, Bullying, Cyber-
bullying, and Intimidation 6.304 
Child Abuse and Neglect 6.409 
 



 

 
 

98 

STUDENT OR STAFF DEATH RESPONSE AND POSTVENTION PROTOCOL 
 

Sample announcements for Faculty to Read to Students  
After a Sudden Death in the School 

*DO NOT read this over the P.A. system or video monitors 
 
 

Sample Statement (edit based on facts provided by family) 
We want to take some time this morning to talk about something very sad. ___________, an 
eighth grader died unexpectedly last night. At this point, we do not officially know the cause of 
(his/her) death. Death is a difficult issue for anyone to deal with. Even if you did not know 
_________, you might still have some emotional reactions to hearing about this. It is very 
important to be able to express our feelings about ____________'s death, especially our loss 
and sadness. We want you to know that there are teachers and counselors available (location) 
all through the day to talk with you about _________'s death. If you feel you need to talk with 
somebody, you will be given a pass to the (location). 
 
 
For a Suspicious Death Not Declared Suicide (edit based on specific facts provided by family) 
This morning we heard extremely sad news that ___________ died last night from a gunshot 
wound. This is the only information we have officially received on the circumstances 
surrounding the event. I know we are all saddened by ____'s death and send our condolences 
to his family and friends. Counselors will be located (name the locations) for students who 
wish to talk to a counselor. Information about the funeral will be provided when it is available, 
and students may attend with parental permission. 
  
Example Script to Parents in the Death of a Student:  Sample Letter to Parents (edit based on 
specific facts provided by family) 

Dear Parents, 

Over the weekend, the school experienced the sudden death of one of our students.  We are 
deeply saddened by this loss and have our Crisis Response procedures in place to help your 
children with their reactions to this tragedy. Our school resources are supplemented by many 
community resources that are available to talk with you and your children and answer their 
questions. 
 
Your child may have some unresolved feelings that he/she would like to discuss with you.  You 
can help your child by listening carefully, not overreacting, accepting his/her feelings, and 
answering questions honestly according to your beliefs. 
 
Additional information regarding visitation and funeral series are forthcoming.  
 
If you have additional questions or feel the need for further assistance, you may contact the 
school at __________. 
 
Sincerely, 
Administration Team 
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Example Script to Parents in the Death of a Student:  Sample Letter to Parents (edit based on 
specific facts provided by family) 

  Dear Parents and/or Guardians of (name of school) Students, 

 (Describe situation i.e. On Saturday night a third grade student at name of school), (name), 
(describe nature of event – met an untimely death in a car accident). We extend our condolences 
to the (name) family.  Our thoughts, prayers, and support are with them. 

 Our Crisis Response Team met early this morning to help our students with this loss.  Staff and 
students were informed. (name), school counselor, and (name), school psychologist were 
available to talk to students in the classrooms and with individual children.  Parents of absent 
students in (appropriate grade) were informed. Our District Level Response Team was contacted 
to offer support and our staff is helping provide food and money donations to the family.  

  The following may be helpful as you talk with your child: 

• Tell the truth. Talk about death vs. “going to sleep.” 
• Allow for your child to talk about feelings. If this is the first loss your child has experienced, 

your child may not know how to respond and will be looking for your guidance.  
• Affirm all expressions. It is okay to express feelings honestly. Tolerate the expressions rather 

than dismissing them or discouraging the expression of feelings. 
• Encourage written expressions such notes, letters, pictures to the family etc. 
• Reaffirm that your child is safe and that your child is loved. 
• Affirm that your child’s reaction is normal, and you understand the way the child’s feels. 
• Watch for signs of trouble such as aggression, withdrawal etc. 
• Help the children return to a normal routine as possible. 

In addition: 

• Resources are available in our Family Resource Center to help children and families deal with 
death. 

• Continued counseling services are available at school if needed. 

 May apply: 

(At this time funeral arrangements are pending, and memorial choices are not known.)  If you 
have any questions or concerns, please give the school a call at _____________. 

 Sincerely, 

Administration Team 
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Example Script to Parents in the loss of a faculty/staff member: This can be used as a call out 
and official letter to parents 

Dear (School Name) Family, 

It is with a heavy heart that I must share with you the sudden loss of one of our (insert school 
here) family members. (Faculty/Staff Members name) one of our teachers, suddenly passed on 
(date).  (Insert faculty/staff member name) taught (insert subject) here at (insert school name).  
(This is a great place to personalize or be specific about the teacher’s role and __ at the 
school/community).  

As you can imagine, many of our students and teachers were very upset at school today. Metro 
Schools sent a crisis response team with several social workers, counselors and psychologists to 
help us cope with the grief. They will be here as long as we need them and are available to 
speak with any students, teachers, staff members or parents who want to talk.  

We take your child’s emotional well-being very seriously. Our teachers are also here to help 
students process this loss and their feelings about it. We will assure every child at (Insert 
school name here) knows that this is a safe place and that we are all committed to supporting 
them. 

Students will react in different ways to events of this nature.  If you feel that your child is in 
need of additional assistance or having difficulty coping with this loss, please do not hesitate to 
call the school for support. 

Sincerely, 

Administration Team 
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CONSIDERATIONS FOR THE CLASSROOM TEACHER 

GENERAL GUIDELINES 
 

1. After the before school faculty meeting: 
• The classroom teacher needs to evaluate his or her response to the incident and 

determine whether he or she will inform the class or whether the CARE team 
member should facilitate the classroom discussion. 

• If the classroom teacher decides to inform the class, go to Step 3. 
• If the classroom teacher decides not to inform the class, coordinate with the CARE 

team member or the school counselor to inform the class. 
2. As students come into the classroom: 

• Greet each student as he or she comes into the classroom 
3. How to inform the class 

• Read the statement given to you by the executive principal---only share approved 
facts 

• Go through the critical incident debriefing activity with the class 
4. General signs to look for in students: 

• Shock/disbelief 
• Fear 
• Guilt 
• Grief 
• Confusion 
• Shame/loss 
• Anger 

5. Four factors associated with the degree of trauma a child experiences are: 
• the degree and length of time the child is exposed to the traumatic event (i.e., the 

closer the child is to the traumatic event and the longer he or she was exposed, the 
greater the risk). 

• the type of relationship the child had with individuals involved in the traumatic 
event (i.e., the closer the child is to a victim of the traumatic event, the greater the 
risk). 

• the initial response of the child to the traumatic event (i.e., the stronger the 
response, the greater the risk). 

• the child’s interpretation of the event (i.e., if the child perceives the traumatic event 
as very frightening or threatening, the risk is greater). 

Additional considerations related to emotional trauma include: 
• Was the individual a popular student/staff member? 
• Did the incident occur on school grounds? 
• Have other traumatic events occurred at the school recently? 
• Who was the perpetrator? 

6. When to refer students if you have concerns 
• Students who continue to demonstrate an elevated emotional response (e.g., 

crying, worrying, anxiety) after their peers no longer show these signs. 
• Students who are withdrawn or appear depressed. 
• Students who display the symptoms described above or other possible symptoms of 

post-traumatic stress disorder (general numbness, startle response, avoidance of 
reminders of the trauma, re-experiencing the trauma, etc.). 
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• Students who express suicide ideation, homicide ideation, or engage in self-harm 
behaviors (e.g., cutting, scratching). If a child displays intense emotions, such as 
suicidal thoughts or actions or is not coping well, immediately contact the school 
counselor and/or principal. 

• Students who appear distracted and are unable to engage in classroom assignments 
and activities after an ample amount of time has passed. 

• Students who exhibit significant behavioral change from their normal behavior 
(i.e., poor academic performance, weight loss, poor hygiene, distrust of others, risky 
behaviors, etc.). If a child displays intense emotions, such as suicidal thoughts or 
actions or is not coping well, immediately contact the school counselor or principal 
for follow-up services. 

 
***The intensity and ways individuals’ express reactions will vary depending on personal 
experience, general mental health, other stress factors in their lives, coping style, the ability to 
self-monitor and emotional state, and presence of a support network. Please feel free to see an 
administrator, school counselor or other CARE team member at any time if you have a concern 
for yourself or for your students. 
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CONSIDERATIONS FOR THE CLASSROOM TEACHER 
RESPONDING TO STUDENTS IN CRISIS 

 
1. Tell the truth. Allow students to talk about the death and to express their feelings. Do 

not hide death from students. Do not avoid the subject in the classroom or be afraid to 
mention the dead person. 

 
2. Be sensitive. Allow tears or other expressions of grief. Teachers should handle 

children’s expressions of grief or loss to the degree that the teachers feel comfortable. If 
a student seems distraught or needs to talk further, the teacher should refer the student 
to someone else (school counselor, school social worker, CARE team member). 

 
3. Be human. It’s alright for adults to express their emotions or grief in front of children. 

 
4. Listen responsively. Be attuned to nonverbal communication. Let students know that 

people show grief in different ways. 
 

5. Validate feelings. Reassure students that all their feelings are acceptable (e.g., angry, 
sad, scared, confused) 

 
6. Be factual. Refrain from overdramatizing or over-emotionalizing the fact that someone 

has died. 
 

7. Be supportive. Reassure younger students that it is not their fault that a person died. It is 
also alright if they did not like the person or had not always treated the person in the 
best manner. Emphasize that their behavior had nothing to do with the person’s death. 

 
8. Maintain classroom routine. This structure will help students focus. Avoid introducing 

new concepts or materials until the immediate crisis has passed. Keep it simple. 
 

9. Respect beliefs. Keep in mind that religious perspectives are personal and individual. 
Varying beliefs should be respected when students discuss religious, cultural, or 
philosophical aspects of death. 

 
10. Be watchful. Pay special attention to students who have experienced multiple losses. 

Students who have previously experienced death, divorce, illness, separation or 
geographic relocation are very vulnerable during any crisis. 
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CONSIDERATIONS FOR THE CLASSROOM TEACHER 
COMMON QUESTIONS 

 
 
How do we handle spiritual/religious questions, such as questions about heaven? 
With a general comment, such as, "people have different beliefs," encourage children to discuss 
this with their families. School staff should avoid advocating their personal beliefs. 
 
What should we say to students who are expressing feelings of vulnerability and fear? 
Some crises, such as those involving accidents, violence, or health issues, require efforts to 
reassure students of their safety (e.g., precautions taken to provide a safe environment, 
reassurance that risks of an accident or particular health problem are minimal, etc.) 
 
Should we say anything to a class when a student's materials (e.g., desk, cubby, locker, and 
photograph) are removed? 
A general statement to the effect that materials were given to the family, or the desk moved to 
another room where it was needed, is helpful so that students do not feel that their classmate 
was simply "erased." This particularly applies to young children. 
 
A student asked for a memento of his /her classmate. What should I do? 
You can tell the student the school is giving all personal items to the family. 
 
Are students using counseling sessions to avoid class? 
The major counseling efforts occur for one or two days, and often many students attend 
counseling sessions. Although some may not appear so upset as to "need" them, they may 
indeed be having reactions that are not so evident. They may also be supporting friends who 
are more obviously grieving. Although there is a chance a few students may be coming for 
counseling out of curiosity or class avoidance, it seems better to err on the side of providing 
services than withholding them, particularly as this phase of crisis counseling is usually brief. 
 
Are we providing more extensive services and referrals for individuals who need them? 
Yes; notify your school counselor or principal of students who are in need of additional 
support services.  
 
Are we paying enough attention to our faculty and staff? 
In addition to meetings regarding the facts of the crisis and crisis procedures, staff should 
consider the need to provide debriefing or counseling services to staff, as well as allowing for 
respite breaks if needed. 
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CONSIDERATIONS FOR THE CLASSROOM TEACHER 
STUDENT GRIEF REACTIONS 

 
STUDENT’S UNDERSTANDING OF DEATH 
Pre-school child – The pre-school child has difficulty in distinguishing between what is alive 
and what is not. Life and death are incomprehensible abstractions. The child may not relate to 
the loss unless that person was a major caretaker. 
 
 Primary child - The primary child usually understands the word “dead” and is curious about 
the cause of death. Primary children realize they may die, and they begin to accept this. They 
personify death and are afraid of the personifications (ghosts, skeletons, etc.). They may show 
little interest or concern in death and accept the idea without much show of emotion (this 
sometimes causes adults to become angry with the child). 
 
Intermediate child - The intermediate child can understand and accept a mature, realistic 
explanation of death as final and inevitable. Some children of this age want a full medical 
explanation about the cause of death. They are interested in the dramatic and religious points 
of view also. They seek reassurance that death is far in the future. 
 
The late middle school and high school child - By the mid- and upper-teens, children are 
better able to understand the issues of death and they are more aware of death. Grief reactions 
will vary with the individual. Reactions may be delayed and/or prolonged. 
 
The following phases of grief generally occur; however, they may not necessarily be exhibited 
in this order and may occur more than once: 
Protest phase - The child cannot believe the death has occurred and may attempt to "regain” 
the deceased person. 
Pain, despair, and disorganization phase - The child eventually works through these reactions 
and begins to accept the loss. 
Hope phase - The child accepts the death and begins to reorganize his/her life. 
REACTIONS TO GRIEF 

1. Grief is a frustrating emotion that hurts. It is closely tied to love, hate, and fear. 
2. Grief is normal, but a grieving person may behave abnormally. 
3. There are often physical reactions to grief such as headache, upset stomach, heart 

palpitations, not be able to sleep, etc.), which may continue for days or weeks. 
4. There may be emotional reactions to grief such as agitation, talkativeness, idealizing the 

deceased person, withdrawal, feeling guilty or being angry with the deceased. 
 

As a teacher, please complete the collaborative referral process form if a student needs 
additional counseling supports or inclusion in a grief group. 
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Dedication and Memorial Journal Page 

 

This page is dedicated to the memory of: ____________________________________________. 
     Name and Relationship 
 
Things I remember about you that make me smile are: 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Things I find especially hard or painful to remember are: 
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Days that might be especially difficult for me without you here are: (anniversaries, birthdays, 
holidays, etc.)  
 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

If I could write you a letter, I would say: 
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______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Things I want to do to remember our good times are: (memory quilt, balloon release, etc.)  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Though I know I will miss you deeply, 
_______________________________________________ 
     Relationship (exp. my friend, my brother, my mother, etc.)  
 
I know I will cherish the memories we had together. I am better for having loved you. 
I will go on remembering you. Rest in Peace. 
       ____________________________________ 
         Your Name 
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TRANSLATION AND INTERPRETATION SERVICES 
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BEST PRACTICES FOR EXCEPTIONAL EDUCATION MEETINGS WITH 
INTERPRETERS 
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USING ACUTRANS 
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ACUTRANS LANGUAGE CODES 
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TRANSLATION AND INTERPRETATION FEES 
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CIVIL RIGHTS DIVISION (LEP) 
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MEDICAL HOMEBOUND 

 

 

 

 



 

 
 

116 

PROMOTION AND RETENTION 

 
 

 
To Charter Schools 

Re: Promotion/Retention Policy 

From: MNPS Charter Schools Office          

Date: School Year 2023-2024 

 

Charter Schools have the autonomy to provide an academic curriculum of choice to students attending their 

school within the Metro Nashville Public School district. As the LEA, MNPS provides suggested resources for 

charter schools to utilize when considering the retainment or accelerated promotion of a student. The 

following documents contain guidance with vital questions and key assessment data points that should be 

considered, completed, and submitted to the MNPS Charter Schools Office when a charter school is 

considering retaining or accelerating a promotion of a charter student.  Please note, students classified as 

Exceptional Education or English Learner require specific protocols that must be followed.  Charter schools 

are responsible for adhering to these protocols to be in compliance with state law.  Further information, that 

includes guidance and protocols will be provided in the Spring semester.  This documentation should be 

submitted to the MNPS Charter Schools Office before the final decision to retain or accelerate to promote a 

charter student is final.   

 

Regards, 

Shereka Roby-Grant 
Metro Nashville Public Schools Director of Charter Schools 
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STATE BOARD OF EDUCATION PROMOTION AND RETENTION POLICY 
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POLICIES AND PROCEDURES 
INCLEMENT WEATHER PROCEDURE 

 

COMMUNICATIONS PROTOCOL 

Standard Operating Procedure Outline 

Category: Support Services Department: Transportation 

Procedure: Inclement Weather Procedure 

Policy Reference #   Version: 1.1 1.0 (2/22/10) 

Date: January 25, 2017 

 

Operational Objective(s)  

• This procedure serves to educate the public on what will happen in the event of inclement 
weather   

Procedure  

EVENT PROCEDURES:   

1. At 2:30 a.m., the Director of Transportation will begin gathering the latest available 
information by contacting the following: • Local Media Sources for weather information • 
WKRN 2 • WSMV 4 • WTVF 5 • WZTV 17 • Metro Office of Emergency Management (OEM) • 
National Weather Service • Tennessee Highway Patrol • Tennessee Department of Public Safety 
• Metro Public Works • Other School Systems –West and Middle Tennessee • Director of 
Schools by 4:00 a.m. to notify him/her of current weather situations   

2. The Director of Transportation will mobilize the Inclement Weather Team at approximately 
3:45 a.m. to begin checking roads. The Inclement Weather Team will be comprised of 
Transportation staff employees that have access to system owned vehicles.   

3. The staff will check roads and then discuss findings by 4:45 a.m.   

4. The Director of Transportation and the Executive Officer for Operations (EOO) will discuss the 
findings.  The EOO will contact the Chief Operating Officer (COO) via telephone no later than 
5:00 a.m. with a recommendation.    

5. The COO will organize a conference call with the Director of Schools and the other chiefs 
(including Chief of Academics and Schools and Chief of Staff), and the EOO to make a final 
decision. A final decision will be made no later than 5:30 a.m.    
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6. If the decision is made to close school or start late, the EOO will contact the Director of 
Communications or designated communications staff and the Director of Transportation, and 
the MTA.     

7. In the event of a delayed start or early dismissal, MNPS will work with MTA to attempt to 
coordinate services schedules.      

8. The Director of Transportation will contact the transportation staff including dispatch and 
technology, School Crossing Guards, Metro Office of Emergency Management, and the 
Manager of the Family Information Center.    

9. The Manager of the Family Information Center will change the telephone answering systems 
at Transportation and the Information Center if Central Office is also closed.   

10. Whether the decision is to open or close, the Chief of Academics and Schools will contact 
the Executive Officers for High Schools, Middle Schools and Elementary Schools, who will then 
share the decision with Executive Lead Principals, who will then inform Principals.   

11. Once informed of the decision, communications staff will immediately begin to take steps to 
notify families and staff. The announcement will be made through multiple communication 
channels in this order: 1) Social media posts (Facebook and Twitter) 2) Contact the media 3) 
Issue a call out 4) Email to all employees 5) Update the MNPS web site. Social media accounts 
and the MNPS website will be updated whether school will be opened or closed.   

 

LATE START PROCEDURES 

 1. The decision to implement a late start will be made by the Director of Schools with the input 
outlined above.  

 2. A late start due to inclement weather will be used when conditions are expected to improve 
so that travel to school can be done safely after the delay.  The intent of the delay is not to 
delay the decision to close, although a subsequent decision to close may be necessary because 
of the actual conditions. 

 3. The delay will be universal for all schools and programs – i.e., all schools will open with the 
same delay. 

 4. The preferred delay will be two hours. 

 5. Communication to families and staff will follow the same procedures outlined for school 
closures. 

 6. For delays of 2 hours or longer, breakfast will not be served because students will be 
receiving lunch shortly after arrival.  If there are special circumstances involving hungry 
students, the principal should work with the Nutrition Services staff to ensure that the children 
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are fed.  

7. Principals should work with Nutrition Services at the beginning of each school year to ensure 
that they have access to the kitchen and food supplies in the event that Nutrition Services staff 
are not available during a weather- related emergency.  

8. Schools should implement their alternative schedules.  

9. Because the implication of a delay is that conditions are not ideal, twelve-month employees, 
including Principals and other support such as Transportation, Maintenance, and other central 
office staff, should endeavor to report as close as possible to their regularly scheduled time in 
order to ensure that equipment and school facilities are ready to receive and serve students 
and families.   

 

EARLY DISMISSAL PROCEDURES   

1. Early dismissal due to inclement weather will be decided on a case-by-case basis by the 
Director of Schools with the input outlined in the Event Procedures above.   

2. Transportation Department staff will evaluate conditions and make recommendations as far 
in advance as possible in order to communicate with schools and the public.   

3. In the event early release is decided, an end of the semester schedule will be followed. High 
Schools will be dismissed at 10:30 a.m.; elementary schools will be dismissed at 11:30 a.m., and 
middle schools will be dismissed at 12:00 p.m. Bus drivers will be notified to be on standby at 
their assigned high schools for pending dismissal at 10:30 a.m. A decision will be based upon 
current surface conditions and the forecast for the local area.  

4. Communication to families and staff will follow the same procedures outlined for school 
closures.    

5. When the early dismissal schedule permits, the building Principal will work with Nutrition 
Services staff to provide meals to students.    

6. Principals should work with Nutrition Services at the beginning of each school year to ensure 
that they have access to the kitchen and food supplies in the event that Nutrition Services staff 
are not available during a weather- related emergency.    

 

 

RAPIDLY APPROACHING WEATHER EVENING DISMISSAL PROCEDURE   

1. In the event a critical storm is rapidly approaching at school dismissal time, the Director of 
Transportation may contact bus drivers to notify them not to load buses. All principals should 
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be prepared to keep students in the building and wait for an “all clear”. Due to rapidly 
approaching weather, especially in the spring, a quick decision may need to be made to keep 
students at school. Under these conditions, the Director of Transportation will notify bus 
drivers via two-way radio to communicate with principals that buses cannot be loaded until an 
“all clear” has been established. Principals may not override this decision.   

2. The Executive Officer for Operations will notify the Chief Operating Officer that weather 
conditions exist which will prohibit the normal dismissal of school.   

3. The COO will organize a conference call with the Director of Schools and the other chiefs 
(including Chief of Academics and Schools and Chief of Staff), and the EOO to make a final 
decision.   

4. The EOO will contact the Director of Communications or designated communications staff 
and the Director of Transportation, and the MTA.   

5. The Director of Transportation will contact the School Crossing Guards, and the Manager of 
the Family Information Center.   

6. The Chief of Academics and Schools will notify the Executive Officers for High School, Middle 
School and Elementary Schools, who will then share the decision with Executive Lead Principals, 
who will then inform Principals.   

7. Communication to families and staff will follow the same procedures outlined for school 
closures.    

PROCEDURES:   

A. SAFE HARBOR AT ALL MNPS SCHOOLS In the event a bus driver cannot complete his/her 
route due to road conditions, all bus drivers are authorized to seek a “safe harbor” at any 
Metro Public School. All Principals have the responsibility to accept students and drivers during 
an emergency, whether the students are assigned to their local school or are from another 
school. Schools should be prepared to provide shelter, restroom facilities, food if needed, and 
allow students to contact a parent or guardian. Principals should work with Nutrition Services at 
the beginning of each school year to ensure that they have access to the kitchen and food 
supplies in the event that Nutrition Services staff are not available during a weather related 
emergency.   

 

 

B. HAZARDOUS DRIVING CONDITIONS PROCEDURE   

1. Snow and Ice To operate a school bus on snow and/or ice the driver should: 

• Drive at a slow and steady rate of speed.  
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• Accelerate slowly and steadily  

• Apply brakes slowly and intermittently.  

Approach all curves slowly.  

Should you begin to slide or skid:  

• Steer in the direction that the rear end of the bus is sliding. 

• As the bus begins to straighten, straighten the front wheels also.  

• Avoid sudden braking or lifting the foot from the accelerator suddenly. 
Decelerating suddenly increases the skid and can result in locking the 
wheels.  

Note: In freezing weather, the driver should drain air out of the air tanks daily and leave air tank 
empty until route time.   

2. Rain, Fog, Smoke, and Sleet - These conditions usually result in hazardous driving conditions 
because of poor visibility. They also frequently cause slippery road conditions. Drivers should be 
alert to slippery conditions at the start of rain before the oil, soil and other matter, that causes 
slippery conditions have time to wash off.  Never unload/load students when driving conditions 
do not permit motorists to see the students or to safely stop their vehicle if approaching from 
the rear.   

3. The following precautions should be observed when operating under low visibility conditions: 
Reduce speed of bus. Drive as though you have to make an emergency stop in the distance you 
can see.  

• Drive well to the right of the road. Watch road edge carefully so you will not 
drive off the road or hit a pedestrian, parked car or other objects. 

• Watch side roads closely for entering traffic. 

• Beware of patches of wet leaves and smooth black top surface.  

• In fog, use windshield wipers and defrosters continuously.  

• In fog and smoke, use low beam lights.  

• Never look directly at lights of on-coming traffic. 

• Avoid sudden stops. Signal stops by tapping lightly on the brake pedal to make 
the stoplights blink to catch motorist’s attention.  

• It should be noted that the primary cause of skidding is driving too fast for 
conditions. 

• In the event of a tire blow-out, slow the bus, then move to the shoulder of the 
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road only when bus has rolled almost to a complete stop.   

4. Under severe conditions where visibility is restricted to less than a car length:  

• Park the bus in a safe location well off the road.  

• Activate hazard lights.  

• Wait until conditions improve before resuming trip.  

• Notify Dispatch of your location.  

• Do not let anyone off the bus.  

 

SEVERE WEATHER PROCEDURE  

A. Drivers shall observe the following procedures in the event of a tornado or storm.   

1. Pull the bus onto the shoulder of the road out of the traffic and stop the bus. If possible, face 
front or rear of the bus into the wind and away from potential falling tree limbs, power lines 
and other materials.  

2. Keep the engine running.  

3. Set the brake and turn on hazard warning lights.  

4. Driver and students should remain on the bus if shelter is not available. 

5. Have everyone put their head between their legs and cover head with hands.  

6. After storm has passed, proceed with caution.  

7. Students shall not be allowed off the bus to move trees, limbs, and cable or power lines. 

 8. If power lines are down, and across the bus, do not let anyone off the bus, until emergency 
personnel can establish that it is safe to do so.   

 

A. Drivers shall observe the following general safety preparations.   

During inclement weather situations (snow, tornadoes, etc.), drivers must prepare and 
implement a “What If Scenario” plan of action for bus riders. The following procedures will 
assist you in your preparation:  

1. Check the operation of school bus two-way radio daily.  

2. If driver owns a cellular telephone, make sure its battery is fully charged.  

3. Check fuel level before transporting students.  

4. If driver has communicated with parents regarding a different designated bus stop location 



 

 
 

131 

for their child, you must remain at the agreed stop location until the parent arrives and picks up 
the child. 

 5. If the existing conditions are too hazardous to operate the bus, transport students to the 
closest Nashville school. Driver must remain with transported students at the school until the 
last student has been delivered to parents. Driver must communicate location and status to 
Dispatch or Driver Supervisor.  

6. Be prepared to take on additional students; it is beneficial to have Davidson County map on 
the bus at all times.  

7. Maximize the school bus’s weight distribution by allowing students to be seated on and 
behind the rear axle of the school bus at all times (Snow… etc.). 

 8. Stand-by and listen to radio or television for early school dismissal announcements.   

Performance Measure/Accountability  

• Continuous evaluation of procedure to ensure efficiency and compliance with all regulations 
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FERPA 

Family Educational Rights and Privacy Act 

MNPS is required to provide annual notice of The Family Educational Rights and Privacy Act 
(FERPA) and the rights it provides parents and students. The FERPA gives parents, students over 
18 years of age and others certain rights with respect to the student’s education records. These 
rights are:  

1. The right to inspect and review the student’s education records within 45 days of the day the 
school receives a request for access. Parents of eligible students should submit to the school 
principal (or appropriate school official) a written request that identifies the record(s) they wish 
to inspect. The school official will make arrangements for access and notify the parent or 
eligible student of the time and place where the records may be inspected.  

2. The right to request an amendment of the student’s education records that the parent or 
eligible student believes are inaccurate or misleading. Parents or eligible students may ask the 
school to amend a record that they believe is inaccurate or misleading.  

They should write the school principal (or appropriate official), clearly identify the part of the 
record they want changed and specify why it is inaccurate or misleading. If the school decides 
not to amend the record as requested by the parent or eligible student, the school will notify 
the parent or eligible student of the decision and advise them of their right to a hearing 
regarding the request for amendment. Additional information regarding the hearing 
procedures will be provided to the parent or eligible student when notified of the right to a 
hearing.  

3. The right to consent to disclosures of personally identifiable information contained in the 
student’s education records, except to the extent that FERPA authorizes disclosure without 
consent. One exception, which permits disclosure without consent, is disclosure to school 
officials with legitimate educational interests.  

A school official is a person employed by the school as an administrator, supervisor, instructor 
or support staff member (including health or medical staff and law enforcement unit 
personnel); a person serving on the Board of Public Education; a person or company with whom 
the school has contracted to perform a special task (such as an attorney, auditor, medical 
consultant or therapist); a parent or student on an official committee, such as a disciplinary or 
grievance committee, or assisting another school official performing his or her tasks; or an 
attorney from the Department of Law with a legitimate educational interest. A school official 
has legitimate educational interest if the official needs to review an education record in order 
to fulfill his/her professional responsibility. Upon request, the school can disclose education 
records without consent to officials of another school district in which a student seeks or 
intends to enroll. (Note: FERPA requires a school district to make a reasonable attempt to notify 
the parent or eligible student of the records request unless it states in its annual notification 
that it intends to forward records on request.)  
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4. The right to file a complaint with the U.S. Department of Education concerning alleged 
failures by the school to comply with the requirements of FERPA. The name and address of the 
office that administers FERPA are:  

Family Policy Compliance Office  

U.S. Department of Education, 400 Maryland Avenue, SW Washington, D.C. 20202-4605  

Notices and Templates 
 

 NATIONAL MOTTO IN THE CLASSROOM ACT 

TCA 49-6-2502. 

(a) Beginning in the 2018-2019 school year, an LEA shall require all schools within the LEA to 
display the national motto of the United States, "ln God We Trust," in a prominent location in 
each school. 

(b) The display required in subsection (a) may take the form of, but is not limited to, a mounted 
plaque or student artwork. 

(c) For purposes of this section, "prominent location" means a school entry way, cafeteria, or 
common area where students are likely to see the national motto display. 
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National Motto of the United States of America 
 

 

In God We Trust 
 

 

Posted pursuant to T.C.A. 49-6-2502 et seq.  
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NO TRESPASSING PARENT/GUARDIAN LETTER 
 

Subject: Parent Zero Tolerance (ZT) Example 
 

Date 
Mr./Ms.  
Address 
Nashville, TN Zip 
 
Dear: 
 

Thank you for allowing us to serve your child’s educational needs this school year. As you know, 
___________High School has an exceptional staff of instructional and support professionals 
committed to ensuring that your child is successful. I welcome your support and participation 
as we work together for the benefit of your child this school year. 

One of my major responsibilities is to ensure the safety and welfare of the students and staff. I 
am obligated to enforce all applicable laws and regulations related to the operation of our 
school. Additionally, I am required to closely enforce all policies set by the Metropolitan 
Nashville Board of Education. The employees of __________ School work diligently to make our 
campus a welcoming place for you and other visitors. We put great emphasis on providing 
professional and friendly service to our students, their families, and other visitors of 
____________ School. 

Include Details of the event that lead to the parent being ZT’ed from the building. 

Effective immediately, you are no longer permitted to enter the school building without 
arranging to do so in advance with me. This advance notice must be arranged with me 24 hours 
ahead of time and at my convenience. If transporting your child to and from school, you are 
directed to remain in your car at all times while on _____________ School campus. You will not 
be permitted to be in the building or on campus without administrative supervision. You may 
contact teachers and other faculty members by phone, letter or e-mail. 

It is regrettable that you disregarded the impact of your behavior on your child, our students 
and staff. I expect you to do your part to ensure a respectful and responsible environment in 
our school. 

 

Sincerely, 

 

_________________, Executive Principal 
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STUDENT DIRECTORY INFORMATION REQUEST 
 

 

 

 

 

 

Student Directory Information Request 

Requested by: __   __  _____        

Title:           _____________ 

Organization/School: __         ______  

Email:              

Data Requested:             

Purpose of the Request:  

 

 

 

 

 

 

Requestor’s Agreement:  

By signing below, the Requestor, on behalf of him/herself and the requesting organization/school,  

agrees to abide by the applicable provisions of the Family Educational Rights and Privacy Act (FERPA)  

and T.C.A. § 49-13-132. The Requestor agrees not to distribute the student information received to  

outside parties without the written consent from the parent or eligible student. Additionally, the  

Requestor certifies that it has adopted and implemented a policy allowing parents or eligible students to  

decline to receive further information.  

 

Requestor’s Signature:             

Date:       
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