
Victory Charter School 
 

INSTRUCTION 2150P 

 

Copyright Compliance 

 

Authorized Reproduction and Use of Copyrighted Material in Print 

 

In preparing for instruction, a teacher may make or have made a single copy of a chapter from a 

book; an article from a newspaper or periodical; a short story, short essay, or short poem; or a 

chart, graph, diagram, drawing, cartoon, or picture from a book, periodical, or newspaper.  A 

teacher may make multiple copies, not exceeding more than one (1) per pupil for classroom use 

if the copying meets the tests of “brevity, spontaneity and cumulative effect” set by the following 

guidelines.  Each copy must include a notice of copyright. 

 

1. Brevity: 

 

A. A complete poem, if less than 250 words and two (2) pages long, may be copied; 

excerpts from longer poems cannot exceed 250 words; 

 

B. Complete articles, stories, or essays of less than 2500 words or excerpts from 

prose works less than 1000 words or ten percent (10%) of the work, whichever is 

less, may be copied; in any event, the minimum is 500 words.  Each numerical 

limit may be expanded to permit the completion of an unfinished line of a poem 

or prose paragraph; or 

 

C. One chart, graph, diagram, drawing, cartoon, or picture per book or periodical 

issue may be copied.  “Special” works cannot be reproduced in full; this includes 

children’s books combining poetry, prose, or poetic prose. 

 

2. Spontaneity:  Should be at the “instance and inspiration” of the individual teacher. 

 

3. Cumulative Effect:  Teachers are limited to using copied material for only one (1) course 

in the school in which copies are made.  No more than one (1) short poem, article, or 

story or two (2) excerpts from the same author may be copied, and no more than three (3) 

works can be copied from a collective work or periodical issue during one (1) class term.  

Teachers are limited to nine (9) instances of multiple copying for one (1) course during 

one (1) class term.  Limitations do not apply to current news periodicals, newspapers, and 

current news sections of other periodicals. 

 

Performances by teachers or students of copyrighted dramatic works without authorization from 

the copyright owner are permitted as part of a teaching activity in a classroom or instructional 

setting.  All other performances require permission from the copyright owner. 

 



The copyright law prohibits using copies to replace or substitute for anthologies, consumable 

works, compilations, or collective works.  “Consumable” works include:  workbooks, exercises, 

standardized tests, test booklets, and answer sheets.  Teachers cannot substitute copies for the 

purchase of books, publishers’ reprints or periodicals, nor can they repeatedly copy the same item 

from term-to-term.  Copying cannot be directed by a “higher authority,” and students cannot be 

charged more than actual cost of photocopying.  Teachers may use copyrighted materials in 

overhead or opaque projectors for instructional purposes. 

 

Authorized Reproduction and Use of Copyrighted Materials in the Library  

 

A library may make a single copy of an unpublished work which is in its collection; and a 

published work in order to replace it because it is damaged, deteriorated, lost, or stolen, provided 

the unused replacement cannot be obtained at a fair price. 

 

A library may provide a single copy of copyrighted material to a student or staff member at no 

more than the actual cost of photocopying.  The copy must be limited to one (1) article of a 

periodical issue or a small part of other material, unless the library finds that the copyrighted 

work cannot be obtained elsewhere at a fair price.  In the latter circumstance, the entire work may 

be copied.  In any case, the copy shall contain the notice of copyright, and the student or staff 

member shall be notified that the copy is to be used only for private study, scholarship, or 

research.  Any other use may subject the person to liability for copyright infringement. 

 

At the request of a teacher, copies may be made for reserve use.  The same limits apply as for 

single or multiple copies designated in "Authorized Reproduction and Use of Copyrighted 

Material in Print". 

 

Authorized Reproduction and Use of Copyrighted Music 

 

A teacher may make a single copy of a song, movement, or short section from a printed musical 

work that is unavailable except in a larger work, for purposes of preparing for instruction. 

 

A teacher may make multiple copies for classroom use of an excerpt of not more than ten percent 

(10%) of a printed musical work if it is to be used for academic purposes other than performance, 

provided that the excerpt does not comprise a part of the whole musical work which would 

constitute a performable unit such as a complete section, movement, or song.  Printed musical 

works which have been purchased may be simplified provided that the fundamental character of 

the work is not distorted and that lyrics are not added or altered.  

 

A single copy of recordings of performances by students may be made for evaluation or rehearsal 

purposes. 

 

In an emergency, a teacher may make and use replacement copies of printed music for an 

imminent musical performance when the purchased copies have been lost, destroyed or are 

otherwise not available. 

 



Recording of Broadcast Programs 

 

Television programs may be recorded and used for instruction for up to ten (10) days following 

recording.  The recording may be retained for up to forty-five (45) days for teacher evaluation 

purposes.  The recording may only be replayed for educational purposes in the classroom or a 

similar learning environment.  No program may be recorded by or for the same teacher more than 

once and the recording may not be altered.  A limited number of copies may be made for 

legitimate educational purposes.  All copies of off-air recordings must include the copyright 

notice on the broadcast program as recorded.  The Principal will establish appropriate control 

procedures to maintain the integrity of these guidelines. 

 

Authorized Reproduction and Use of Copyrighted Materials on Websites 

 

No information or graphics may be posted on any school official website in violation of any 

copyright laws.  The Principal or web maintenance designee is responsible for maintaining copies 

of permission granted for the use of copyrighted material on any school official website.   

 

Teacher Instruction to Students for Reproduction and Use of Copyrighted Material 

 

Teachers will instruct students to respect copyright laws and to request permission when their use 

of material has the potential of being considered an infringement. 

 

Legal Reference: 17 U.S.C. 101 to 110 Federal Copyright Act 

 

Procedure History: 

Adopted on: 

Revised on: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Victory Charter School 
 
THE BOARD OF DIRECTORS 4260 
 

Records Available to Public 

 

Subject to the limitations provided herein, and as provided by law, full access to public records 

concerning the administration and operations of the Charter School shall be afforded to the 

public.  Public access to Charter School records shall be afforded according to appropriate 

administrative procedures. 

 

Every person has the right to examine and take a copy of any public record at all reasonable 

times.  All Charter School records except those restricted by state and federal law shall be made 

available to citizens upon written request for inspection at the Charter School office. 

 

The Principal shall serve, or designate someone to serve, as “Public Records Coordinator” with 

the responsibility and authority for ensuring compliance with the display, indexing, availability, 

inspection, retention, and copying requirements of federal law, state law, and this policy.  

Responsibility and authority for indexing shall include identifying the general subject matter of 

all public records kept or maintained by the Charter School, the custodian of these records, and 

their physical location.  The identified physical location of the Charter School’s records is 

provided in the Retention of Charter School Records Policy.  The Public Records Coordinator 

shall authorize the inspection and copying of the Charter School's records only in accordance 

with the criteria set forth in this policy and in compliance with state and federal laws. 

 

A written copy of the Board’s minutes shall be available to the general public within a reasonable 

time after the meeting in which they are approved.  Drafts of the Board’s minutes are considered 

to be public records and shall be produced upon request.  However, the Charter School shall 

watermark such public records with the statement “Unofficial Draft Minutes not yet reviewed or 

approved by Board.” 

 

Definitions 

 

A written copy of the Board’s minutes shall be available to the general public within a reasonable 

time after the meeting in which they are approved.   

 

A “Public record” includes any writing containing information relating to the conduct or 

administration of the public's business prepared, owned, used, or retained by any state agency, 

independent public body corporate and politic, or local agency regardless of physical form or 

characteristics.   

 

A "Writing" includes, but is not limited to, handwriting, typewriting, printing, photocopying, 

photographing, and every means of recording, including letters, words, pictures, sounds, or 

symbols, or combination thereof, and all papers, maps, magnetic or paper tapes, photographic 

films and prints, magnetic or punched cards, discs, drums, or other documents.  



 

Public records of the Charter School do not include the personal notes and memoranda of staff 

that remain in the sole possession of the maker and which are not generally accessible or revealed 

to other persons. 

 

Records Exempt from Disclosure 

 

In accordance with Idaho Code, the following records shall NOT be subject to public inspection 

and/or copying:  

 

1. Any public record exempt from disclosure by federal or state law or federal regulations to 

the extent specifically provided for by such law or regulation; 

 

2. Retired employees' and retired public officials' home addresses, home telephone numbers, 

and other financial and non-financial membership records;  

 

3. Records of a current or former employee other than the employee's duration of 

employment with the Charter School, position held, and location of employment. This 

exemption from disclosure does not include the contracts of employment or any 

remuneration, including reimbursement of expenses. All other personnel information 

relating to an employee or applicant including, but not limited to, information regarding 

sex, race, marital status, birth date, home address and telephone number, applications, 

testing and scoring materials, grievances, correspondence, retirement plan information 

and performance evaluations, shall not be disclosed to the public without the employee's 

or applicant's written consent; 

 

4. Records relating to the appraisal of real property, timber, or mineral rights prior to its 

acquisition, sale, or lease by the Charter School;  

 

5. Any estimate prepared by the Charter School that details the cost of a public project until 

such time as disclosed or bids are opened, or upon award of the contract for construction 

of the public project; 

 

6. Records of any risk retention or self-insurance program prepared in anticipation of 

litigation, or for analysis of, or settlement of potential or actual money damage claims 

against the Charter School and/or its employees except as otherwise discoverable under 

the Idaho or federal rules of civil procedure.  These records shall include, but are not 

limited to, claims evaluations, investigatory records, computerized reports of losses, case 

reserves, internal documents, and correspondence relating thereto. At the time any claim 

is concluded, only statistical data and actual amounts paid in settlement from public funds 

shall be deemed a public record unless otherwise ordered to be sealed by a court of 

competent jurisdiction.  Provided however, nothing in this subsection is intended to limit 

the attorney client privilege or attorney work product privilege otherwise available to any 

public agency or independent public body corporate and politic; 

 



7. Computer programs developed or purchased by or for the Charter School for its own use. 

As used in this subsection, "computer program" means a series of instructions or 

statements which permit the functioning of a computer system in a manner designed to 

provide storage, retrieval, and manipulation of data from the computer system, and any 

associated documentation and source material that explain how to operate the computer 

program. Computer program does not include: 

 

A. The original data including, but not limited to, numbers, text, voice, graphics, and 

images; 

B. Analysis, compilation, and other manipulated forms of the original data produced 

by use of the program; or 

C. The mathematical or statistical formulas that would be used if the manipulated 

forms of the original data were to be produced manually. 

 

8. Personal information from any file maintained for students.  Information from student 

records shall be disclosed only in accordance with the requirements of the Family 

Educational Rights and Privacy Act, Idaho Code, and adopted Charter School policy; 

 

9. Test questions, scoring keys, or other examination data used to administer academic tests; 

 

10. Records relevant to a controversy to which the Charter School is a party but which 

records would not be available to another party under the rules of pre-trial discovery for 

cases pending resolution; 

 

11. Records of buildings, facilities, infrastructures, and systems when the disclosure of such 

information would jeopardize the safety of persons or the public safety.  Such records 

may include emergency evacuation, escape, or other emergency response plans, 

vulnerability assessments, operation and security manuals, plans, blueprints, or security 

codes. 

 

However, all personnel records of a current or former public official reflecting public service or 

employment history, classification, pay grade and step, longevity, gross salary and salary history, 

status, workplace, and employing agency are subject to public inspection and/or copying. 

 

If the record requested for inspection and/or copying contains both information exempted from 

disclosure and non-exempt information, the Charter School shall, to the extent practicable, 

produce the record with the exempt portion deleted and shall provide a written explanation for 

the deletion. 

 

Response to Requests 

 

The Charter School may require that a public records request be submitted in writing with the 

requester’s name, mailing address, email address, and telephone number.  A request for public 

records may be conducted by electronic mail.  The Charter School may provide the requester 



information to help the requester narrow the scope of the request or to help the requester make 

the request more specific when the records requested are voluminous or costly. 

 

The Charter School shall either grant or deny a person’s request to examine or copy public 

records within three (3) working days of the date of the receipt of a request for public records.  If 

a longer period of time is needed to locate or retrieve the records, the Charter School shall notify 

the person requesting the records of the same and provide the records to such person not later 

than ten (10) working days following the request.  In the event an individual requests a record be 

provided in electronic format, the Charter School shall provide the record in electronic format if 

the record is available in that format.  If a record is requested in electronic format and the record 

cannot easily be converted to electronic format within ten (10) working days, the Charter School 

shall notify the person requesting the records of this fact and provide them with an estimate of 

the time necessary to complete the conversion.  The documents shall then be provided at a time 

mutually agreeable to the parties giving consideration to any limitations that may exist regarding 

electronic conversion.   

 

If the Charter School fails to respond, the request shall be deemed to be denied within ten (10) 

working days following the request.  If the Charter School denies the request for examination or 

copying the public records or denies in part and grants in part the request for examination and 

copying of the public records, the public records coordinator shall notify the person in writing of 

the denial or partial denial of the request for the public record.  The notice of denial or partial 

denial shall state that the attorney for the Charter School has reviewed the request or shall state 

that the Charter School has had an opportunity to consult with an attorney regarding the request 

for examination or copying of a record and has chosen not to do so.  The notice of denial or 

partial denial also shall indicate the statutory authority for the denial and indicate clearly the right 

to appeal the denial or partial denial and the time periods for doing so.   
 
The Public Records Coordinator is authorized to seek an injunction to prevent the disclosure of 

records otherwise suitable for disclosure when it is determined that there is reasonable cause to 

believe that the disclosure would not be in the public interest and would substantially or 

irreparably damage any person or would substantially or irreparably damage vital governmental 

functions. 

 

 

Fee Waiver 

 

The Charter School will adhere to its copying fee schedule unless it is determined by the Public 

Records Coordinator that the individual making such a request has demonstrated information 

sufficient to fulfill the following test: 

 

1. That the requester’s examination and/or copying of public records is likely to 

contribute significantly to the public’s understanding of the operations and 

activities of the government; 

 



2. That the requester’s examination and/or copying of public records  is not primarily 

in the individual interest of the requester including, but not limited to, the 

requester’s interest in litigation in which the requester is or may become a party; 

and 

 

3. That the requester’s examination and/or copying of public records will not occur 

if fees are charged because the requester has insufficient financial resources to pay 

such fees. 

 

Upon a request that fees not be charged, and the Public Records Coordinator’s consideration of 

the above factors, the Public Records Coordinator shall notify the requester in writing of their 

decision within ten (10) working days following the request.  If the fee waiver is denied, the 

requester shall then have seven (7) days to file an appeal of the denial with the Principal. The 

Principal shall review the denial and either affirm or reverse the denial of the public records 

coordinator in writing within ten (10) working days of receipt of the appeal. In the event that the 

Principal is the Public Records Coordinator then the appeal shall be filed within seven (7) days to 

the Board of Directors.  At the Board’s next regularly scheduled meeting, the Board shall review 

the denial of fee waiver and either affirm or reverse it.  There shall be no further appeal beyond 

the Board.   

 

The request shall not be fulfilled or prepared, and the time for response will not begin to run, 

until such time as the final determination as to fees has been addressed and any fees to be charged 

have been paid.  

 

A requester may not file multiple requests for public records solely to avoid payment of fees.  If 

the Charter School suspects that this is the case then it can aggregate the related requests and 

charge based upon its copying fee schedule.     

 

Fee Schedule 

 

The copying fee schedule of the Charter School is as follows:   

 

1. The Charter School shall not charge a fee for the first 100 pages of records or the first two 

(2) hours of labor in responding to a request; 

 

2. Copies of public records - .10¢ per page (cannot exceed actual cost) for copies beyond the 

first 100 pages or beyond the first (2) hours of labor in responding to a request; 

 

3. The Charter School will charge for the labor costs associated with locating and copying 

documents if: 

 

A. The request is for more than 100 pages of records; 

B. The request includes non-public information that must be redacted from the public 

records; and/or 

C. The labor associated with locating and copying the records exceeds two (2) hours.  



 

4. The fees for labor associated with responding to a public records request shall be charged 

at the per hour pay rate of the lowest paid administrative staff employee of the Charter 

School who is necessary and qualified to process the request; 

 

5. The fees associated with redactions required to be made by an attorney employed by the 

Charter School shall be charged at the lowest paid hourly rate of the lowest paid attorney 

employed by the Charter School or if there are no attorneys employed by the Charter 

School than the rate shall be no more than the usual and customary rate of the attorney 

retained by the Charter School. 

 

6. Copy of a duplicate computer disc or similar record system the fee shall not exceed: 

 

A. The Charter School’s cost of copying the information in that form;  

B. The Charter School’s cost of conversion, or the cost of conversion charged by a 

third party, if the electronic record must be converted to electronic form. 

 

Fees shall be collected in advance.  The Charter School shall provide requesters with an itemized 

statement of fees to show the per page costs for copies and the hourly rate of employees and 

attorneys involved in responding to the request.  

 

 

Cross Reference:  3570-3570P Student Records 

 4130 Public Access to District Website 

 8605 Retention of Charter School Records 

 

 

Legal Reference:  

 Title 74 Chapter 1 Public Records Act 

 I.C. § 74-204 Written Minutes of Meetings 

 IDAPA. 08.01.01.100 Procedures for Responding to Requests for 

Examination and/or Copying Public Records 

 Idaho Public Records Law Manual, July 2015 
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Victory Charter School 
 
COMMUNITY RELATIONS 4260F 

 

Record Request Form 

 

 

Request for Public Records 

 

I request:    � to examine      � to copy       � to receive an electronic copy of the following 

records: 

 

_______________________________________________________________________________

_______________________________________________________________________________

_______________________________________________________________________________

______________________________________________________________________________ 

 
__________________________________________________________________ 
       Name (Please Print) 
 
 

     Mailing Address: 

__________________________________________________ 

__________________________________________________ 
 

 

____________________________ 
  Date of Request 
 
 

_____________________________________________ 
    Daytime Phone Number 
 
 

Received By:  __________________________________________ 

Date Received: __________________________________________ 

Public Agency  __________________________________________ 
 
 
_____  Initial if Applicable:  More than three (3) working days are needed to locate or retrieve the 

requested records. A response shall be provided within ten (10) working days of the request.  



 
 
Payment received for __________________ copies   ___________________ 
            Amount Received 
 

Payment received for __________________labor   ___________________ 
            Amount Received 
 

            ________________  
   Receipt Number 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Victory Charter School  
 

PERSONNEL 5206 

 

Teacher Involvement and Support of School Mission and Vision 
  
As a charter school and school of choice, Victory Charter School is in the unique situation 

whereby the school could fail due to lack of student enrollment and associated funding.   Due 

to this fact, it is critical that the school and its employees serve as positive ambassadors for the 

school’s mission and vision and participate in the school’s public relations, student recruitment 

and student retention activities.    

 

A fundamental Harbor Method tenant is that “School cultures teach.   They teach through the 

expectations set for them by the people working in them, both children and adults.  They teach 

through the visible and invisible ways that people work together. They teach through the ways 

in which people treat one another.  Safe, supportive school cultures mitigate the potential 

effect that differences among students could have on their learning.”     

 

“The practices and conduct of the adults in the school are expected to be a primary model for 

students as they learn the character traits and work habits that will be life-long assets to 

them.”   Teacher involvement in school-sponsored activities, beyond the classroom, is 

important not only to every student’s academic achievement but also in supporting the 

school’s culture and student retention.   Teacher involvement models and supports the caring 

environment the Harbor Method has created in support of our students.  Such involvement is 

expected from all certificated staff of the school, regardless of primary grade level of student 

instruction.  

 

 

Additional Certificated Job Duties: 

 

1. As a component of a certificated employee’s job duties, each K-12 certificated staff 

member shall seek out ways to attend, volunteer and/or oversee a minimum of five (5) 

school activities per school year.  Such participation shall be in addition to any event 

which the teacher may attend associated with their job duties, their child’s participation 

in an event at the school or a spouse’s role in an event (i.e. coaching).   To fulfill this 

participation expectation, all certificated employees, regardless of grade of instruction: 

 

•  will attend one performance of either choir/jazz or a play each year;  

•  will work at one high school fundraiser;  and 

•  will attend one sporting event that your child/spouse is not involved. 
  

To assist facilitating such teacher involvement, the school’s administration shall develop 

a procedure for coordinating teacher involvement associated with the various 

opportunities and duties.    



 

2. A component of the certificated employee’s job duties shall include the “Talent Show” 

or teacher performance function on the last day of the student’s school year.   Such 

event is true to the Harbor Method’s desire to address the tone and tenor of the 

educational environment and the end of the school year for its student population.  

 

3. A component of the certificated employee’s job duties shall include attendance and 

participation at the school’s annual Open House.  

 

Successfully completing this expectation will be noted on teachers’ annual evaluation, Domain 

4 Professional Responsibilities, 4d Participation in the Professional Community, Service to the 

School and Participation in School Projects.  

 

Should any individual teacher experience a situation whereby the teacher will have a problem 

fulfilling any of the above-identified job duties, in addition to the standard duties involved with 

their teaching position, an individual conference needs to be held with the teacher’s school 

administrator to address what alternatives, if any, can meet the same objectives and intentions 

of the job responsibility identified.  

 
This policy and the expectations contained herein emphasize the importance of teachers and 

administrators in the school’s engagement with and commitment to our students.  The active 

involvement of our certificated personnel in the educational and extra-curricular activities of 

our students supports the mission and vision of the Harbor Method and helps to ensure the 

longevity of the school’s program for both the students it serves and the personnel it 

employees.   
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Victory Charter School 
 
PERSONNEL 5265 
 

Employee Responsibilities Regarding Student Harassment, Intimidation, and Bullying 

 

The personal safety and welfare of each child is of paramount concern to the Board of Directors, 

employees, and patrons of the Charter School.  It is of particular importance that employees 

within the Charter School become knowledgeable and thoroughly educated as to their legal and 

ethical responsibilities regarding intervention and reporting of student harassment, intimidation, 

and bullying. 

 

Intervention 

 

Charter School employees are authorized and expected to intervene or facilitate intervention on 

behalf of students facing harassment, intimidation, and bullying. 

 

Intervention shall be designed to: 

 

a. Correct the problem behavior; 

b. Prevent another occurrence of the problem; 

c. Protect and provide support for the victim of the act; and  

d. Take corrective action for documented systemic problems related to harassment, 

intimidation, or bullying. 

 

Professional Development 

 

The Charter School shall provide ongoing professional development to assist school employees 

in preventing, identifying, intervening, and responding to harassment, intimidation, and bullying. 

 

The content of ongoing professional development for Charter School employees shall include, 

but is not limited to: 

 

a. School philosophy regarding school climate and student behavior expectations; 

b. Definitions of harassment, intimidation, and bullying with specific examples; 

c. School prevention strategies or programs including the identification of materials to be 

distributed annually to students and parents; 

d. Expectations and examples of staff intervention to harassment, intimidation, and 

bullying; and 

e. School process for responding to harassment, intimidation, and bullying including the 

reporting process for students and staff, investigation protocol, the involvement of law 

enforcement, related student support services, and parental involvement. 

 

 

 



Student Discipline 

 

When disciplinary action is necessary for students engaging in harassment, intimidation and 

bullying, employees shall follow relevant Charter School policies [3330 and 3340]. 

 

Reporting 

 

Any Charter School employee who has witnessed, or has reliable information, that a student has 

been subject to harassment, intimidation or bullying, must report the incident to the designated 

school official in accordance with Charter School policy and procedure [3295 and 3295P].   

 

Knowingly submitting a false report under this policy shall subject the employee to discipline up 

to and including termination.  

 

The Principal and/or their designee shall be responsible for receiving complaints alleging student 

harassment, intimidation, and bullying and will ensure that documented complaints will be 

maintained as a confidential file in the Charter School office and reported as required by the State 

Department of Education. 

 

Policy Distribution 

 

The Principal or designee shall annually distribute and review with employees the requirements, 

policies, and procedures to be followed concerning the handling of student harassment, 

intimidation, and bullying and shall include this information in employee handbooks.  All new 

employees will be given these policies and procedures as part of their orientation program. 

 

 

Cross Reference:  3295-3295P Hazing, Harassment, Intimidation, Bullying, Cyber  

  Bullying 

 3330      Student Discipline 

3340 Corrective Actions and Punishment 

 

 

Legal References: I.C. § 18-917 Hazing 

 I.C. § 18-917A Student Harassment – Intimidation – Bullying 

 I.C. § 33-1630 Requirements for Harassment, Intimidation, and Bullying 

Information and Professional Development 

 I.D.A.P.A. 08.02.03.160 Safe Environment and Discipline 
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