Love First Homeschool Inc.

Participant Handbook
2026 — 2027

“We love because He first loved us.”
1 John 4:19

This handbook applies to all Love First Homeschool Inc. programs:
Co-op * Academy ¢ Scholar’s Hub ¢ Club & Event

This Participant Handbook is incorporated by reference into the registration agreement completed at the
time of enrollment. At registration, families provide a signed legal-name affirmation that they have read and
agree to abide by this handbook, and complete a Waiver and Release of Liability, a Photo/Video Release,
and a Communicable Disease Waiver. Together, these documents constitute the full enrollment agreement.
Love First Homeschool Inc. reserves the right to update this handbook at any time; updated versions will
be posted to the website and members will be notified by email.

Program-specific policies are found in Part Two of this handbook. All Part One policies apply to every
member regardless of program.
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PART ONE: ORGANIZATION-WIDE POLICIES

The policies in Part One apply to every member of Love First Homeschool Inc., regardless of program.

Who We Are

The mission of Love First Homeschool is to support and encourage families in fostering academic,
emotional, and spiritual growth. We exist to nurture learning and relationships in an environment where
every person is loved, seen, and valued — just as they are.

Our Faith Approach

We are a community seeking to live out the loving, just, and generous way of Jesus. We don't teach
doctrine or define belief for others. Instead, we focus on the life, character, and teachings of Jesus and
we seek to apply that wisdom in how we treat one another every day. We also honor each person's
unique faith journey, believing that God meets each of us differently and that we grow richer by walking
together.

Our Core Values

Belonging & Belovedness Every person — child and adult alike — deserves a place to belong. We
are each wonderfully made and fully welcomed here. We celebrate curiosity, honor each unique story,
and make room for the joy of discovery together.

Love & Compassion We seek to love God with everything we have and to love our neighbors as
ourselves. This shapes how we communicate, how we teach, and how we handle conflict — and it calls
us outward, to reflect the practical, radical love of Jesus in our classrooms, our community, and beyond.
Authenticity & Wholehearted Living We believe God meets us in our mess. We value honesty,
vulnerability, and grace over the appearance of perfection — and we trust that walking together in that
kind of openness makes us all better.

In all things — love first.

Purpose

Love First Homeschool Inc. is organized exclusively for charitable, religious, and educational purposes
under section 501(c)(3) of the Internal Revenue Code.

Our Programs

As we continue to work toward fulfillment of our mission, it is our desire to meet each family where they
are. We recognize that support needs look as different as the families we serve. To help meet those
needs, Love First Homeschool Inc. offers four programs providing differentiated levels of support and
community:

e Co-op — A weekly K—12 cooperative program for the whole family, meeting Mondays for 20

weeks.
e Academy — A drop-off academic program for grades 6—12, meeting Tuesdays for 30 weeks.
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e Scholar's Hub — A collegiate-style support program for students in grades 9-12 enrolled in dual
enrollment or early college courses, running 30 weeks.

e Club & Event — Field trips, clubs, dances, events, and activities open to Love First families of all
ages throughout the year.

Each program has its own benefits and yearly registration cost. Registration in Co-op, Academy, or
Scholar's Hub covers all other programs. See each program's appendix for specific fee information.

Leadership Team

Melody Gowman — melody.lovefirst@agmail.com
Director of Education

Kara Strouth — kara.lovefirst@gmail.com
Director of Attendance, Records, and Safety

Brenda DiEugenio — brenda.lovefirst@gmail.com
Director of Family Accounts & Student Services
Dual Enrollment Coordinator

Devon Greathouse — devon.lovefirst@gmail.com

Director of Procurement & Logistics

Shannon Chilcote — shannon.lovefirst@gmail.com

Director of Hospitality and Care

Anti-Discrimination Policy

Love First Homeschool Inc. is committed to fulfilling its mission without discrimination, including
discrimination based on race, color, national origin, ancestry, age, gender, familial status, marital status,
sexual orientation, gender identity and expression, disability or handicap, veteran status, economic
status, or religion.

Anti-Harassment and Anti-Bullying Policy

Love First Homeschool Inc. is committed to providing all members with a safe and supportive
environment. Members are expected to treat each other with respect. Leaders and other attending
adults are expected to teach and to demonstrate by example that all members of the community are
entitled to respect. Harassment or bullying of any member, adult or child, is a violation of this policy.
This includes, but is not limited to, harassment or bullying based on political preferences, political
beliefs, socioeconomic status, race, color, national origin, ancestry, age, gender, familial status, marital
status, sexual orientation, gender identity and expression, disability or handicap, veteran status,
economic status, or religion.
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Examples of harassment or bullying by any person, adult or child, may include but are not limited to:

Verbal Bullying

+ Direct: Taunting, teasing, name calling, put downs, racial remarks, threats
* Indirect: Spreading rumors, gossiping

Physical Bullying
» Direct: Hitting, kicking, tripping, punching, any use of violence or unwanted physical contact, theft
of property
* Indirect: Enlisting a friend to assault someone

Nonverbal / Non-Physical Bullying

» Direct: Threatening or obscene gestures

» Indirect: Being deliberately unkind, excluding others, manipulation of friendships, threatening
email, setting someone up to be humiliated

Cyberbullying
» Direct: Using technology — social networks, text messaging, websites, e-mail, or other electronic
means — to carry out bullying behavior
* Indirect: Assisting, encouraging, or failing to report bullying behavior; virtual bystanders who
enable repeated humiliation of victims

Any person who believes they have been subject to harassment, bullying, or a hostile environment, or
has observed this conduct — whether created by a fellow student, leader, or parent/guardian — is
urged to report it to the leadership team promptly. If a person is found to have engaged in bullying,
harassment, or other acts creating a hostile environment, they may be subject to discipline including
removal from the organization without refund or, in extreme cases, legal action. Concerns that are not
resolved to a family's satisfaction may be brought forward through the Conflict Resolution process
outlined in this handbook.

Membership Availability

Membership will be available to families who are current in the payment of all required fees and who
have satisfied such other duties and responsibilities as set by this Participant Handbook. Membership is
valid July 1 — June 30; grade advancements in the organization occur at this time.

Membership may be paused or revoked when the duties and responsibilities outlined in this Participant
Handbook are not being met. These determinations are made in accordance with the Member in Good
Standing policy described in this handbook. When membership capacity has been reached, applicants
will be placed on a waiting list; members in good standing receive priority registration consideration.

Program-specific membership requirements are described in each program's appendix.
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Member in Good Standing

A member is considered to be "in good standing" when all of the following conditions are met:

All required fees are current and paid on time

Required clearances are on file with the organization

Attendance requirements for the member's program(s) are being met

Cleaning, teaching, and other assigned responsibilities are being fulfilled (Co-op members)
The member is in compliance with all policies in this handbook

No unresolved conduct or disciplinary matters are pending

Required program meetings have been attended

Good standing status is reviewed at the time of annual reregistration and is a factor in membership
renewal decisions.

Loss of Good Standing

Members who do not meet the conditions above may lose good standing status. Loss of good standing
may result in one or more of the following responses at the discretion of the leadership team:

e A Conditional Membership Agreement allowing participation to continue under defined terms

e A pause in participation, which may include but is not limited to restricted access to the member
website, suspension from attending sessions or events, and/or loss of priority registration

e Loss of membership, which is reserved for the most serious concerns or a culmination of
concerns and requires board review

The response applied will reflect the nature and severity of the concern. Milder or correctable concerns
may be addressed through a Conditional Membership Agreement; more serious concerns may result in
an immediate pause in participation.

Because Co-op, Academy, and Scholar's Hub are connected memberships, a loss of good standing in
one program may affect the member's standing in others, depending on the nature of the issue. Club &
Event participation is also subject to the organization's good standing requirements. The leadership
team will determine the scope of impact on a case-by-case basis.

The leadership team reserves the right to pause or restrict a member's participation immediately when
the safety or wellbeing of any member of the community is at concern. In all other circumstances,
families will be notified before any change in membership status takes effect. Notice of board-level
decisions regarding loss of membership or reregistration will be provided in writing.

Where a family believes that a good standing concern is directly caused by a member's disability, they
are encouraged to engage the Participant Support and Accommodations process. Submitting an
accommodation request does not pause or suspend good standing proceedings already underway, but
the leadership team will consider documented accommodation needs as part of any good standing
determination. Please refer to the Participant Support and Accommodations section for more
information.

Mid-Year Conditional Membership

When a good standing concern arises mid-year and the leadership team determines that continued
participation is appropriate, the family may be placed on a mid-year Conditional Membership
Agreement rather than having participation paused.
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The leadership team will notify the family in writing of the specific concern and the terms of the
conditional agreement. The family will have 48 hours to respond in writing. The family must sign and
return the agreement before continued attendance is permitted.

The agreement will specify:

e The requirements the family must meet for the remainder of the year
e The specific concerns or conditions that led to the conditional status
e The consequences of failing to meet those requirements

Mid-year conditional membership is offered at the sole discretion of the leadership team. Not every
concern will qualify — where the nature of the issue warrants an immediate pause or board review,
those responses take precedence.

If the terms of a mid-year Conditional Membership Agreement are not met, participation will be paused
immediately and the matter will be subject to board review. The consequences associated with the
original concern remain in effect throughout the conditional period. Verbal assurances do not modify the
terms of the agreement.

A family on a mid-year Conditional Membership Agreement will carry those terms into the reregistration

process. Reregistration will be subject to board review, and the board will determine whether the family
may return under continued conditional membership or full good standing, or is unable to return.

Mid-Year Reinstatement After a Pause

When a family's participation has been paused due to loss of good standing, the leadership team will
notify the family in writing of the specific concern and what is required to restore good standing. The
family will have 48 hours to respond in writing.

Where the concern is correctable — such as an outstanding balance, unfulfilled contribution
responsibilities, or an attendance pattern — the family may address the concern and request
reinstatement in writing to the leadership team. The leadership team will review the request and issue a
written decision within 7 days. Reinstatement is not guaranteed and is granted at the discretion of the
leadership team.

Where the concern involves a conduct matter serious enough to require board review, mid-year
reinstatement is not available. The family's participation will remain paused for the remainder of the
program year, and reregistration will be subject to the board review process described below.

In all cases, the consequences associated with loss of good standing remain in effect until
reinstatement is formally confirmed in writing by the leadership team. Verbal assurances do not
constitute reinstatement.

A family reinstated mid-year following a pause will complete the remainder of the program year under a

Conditional Membership Agreement. The terms of that agreement will apply for the remainder of the
current year and, if the family reregisters, for the full following year as well.

Reregistration After Loss of Good Standing

Members who have lost good standing — whether through a mid-year pause, a mid-year Conditional
Membership Agreement, or both — will have their reregistration reviewed by the board. A determination
will be made at that time as to whether the family may return under conditional membership or is unable
to return.
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Conditional membership means the family is welcomed back with the understanding that all
membership requirements must be met consistently throughout the year. It is not a probationary period
in name only — it is a defined agreement, and both parties enter it with clear expectations.

At the start of a conditional membership year, the leadership team will issue a written Conditional
Membership Agreement to the family. This agreement will specify:

e The requirements the family must meet throughout the year
e The specific concerns or conditions that led to the conditional status
e The consequences of failing to meet those requirements

The family must sign and return the agreement before attendance is permitted.

During a conditional membership year, if the leadership team determines that a membership
requirement is not being met, the following process applies:

e The family will be notified in writing of the specific concern, with reference to the relevant
requirement in their Conditional Membership Agreement

e The family will have 48 hours to respond in writing

e The board will review the concern and the family's response and issue a written decision within
14 days

e If the board determines that the requirement has not been met, membership will be terminated
without refund and without further review

After reregistration, a full year of meeting all requirements under a Conditional Membership Agreement

will restore a member to full good standing. Families who have lost membership following a conditional
year are not eligible for reregistration.

Loss of Membership

Loss of membership is the most serious outcome and is reserved for situations where conduct,
attendance, or compliance concerns are severe or unresolved. Loss of membership requires board
review and will be communicated to the family in writing. Questions may be directed to the leadership
team.

Communication

Official Communication Channels

All official notices from Love First Homeschool Inc. — including policy updates, cancellations,
membership decisions, and fee changes — will be communicated via email. Email and website
postings constitute the official record of communication.

Members are responsible for maintaining a current, actively monitored email address and at least one
working phone number on file with the organization at all times. If your contact information changes at
any point during the program year, please notify the leadership team in writing right away. Love First
Homeschool Inc. is not responsible for notices missed due to outdated or inactive contact information,
spam filters, or failure to check email. Because we are partnering with your family in your child's
education, being reachable is a basic and essential part of membership.

Members are expected to check email at least every 48 hours and to respond to leadership
communications within 48 hours of receipt. When a message is marked urgent or time-sensitive, we
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ask that families respond as promptly as possible — same day when you are able. Failure to respond
to leadership communications in a timely manner may affect a member's good standing status.

For any request that may affect a student's participation — including accommodation requests,

schedule changes, absence reporting, or disputes — written communication via email is required.
Verbal or text-only communication does not constitute a formal request and may not be acted upon.

Website

www.lovefirsthomeschool.org — Our website has a public side and a private side accessible only
through logging in. Information, forms, and schedules are available on the private side. Sign-ups for
events should be completed through the website calendar.

Weekly Newsletter

A newsletter will be emailed every Friday morning. Please send any information to be included to
lovefirsthomeschoolinc@gmail.com by Wednesday at noon with "newsletter" in the subject line.

Facebook

There is a private Facebook group for current members only, used to share information and build
community. Facebook is a supplemental communication tool only and does not constitute official notice
for any purpose. Members should not rely solely on Facebook for important information or absence
communication.

Text Messages

Time-sensitive communications — including last-minute cancellations, urgent messages, and
emergency alerts during program days — will be sent via individual or group text message. For
emergency alerts during programming, text messages serve as the primary real-time notification
method. Adult members are expected to have their phone accessible and monitored during program
hours for this purpose. For all other purposes, text messages are a supplemental communication tool
only and do not constitute official notice. Members should not rely solely on text messages for important
information or absence communication.

Required Clearances and Trainings

Required Clearances
The following clearances are required for all adults participating in any Love First Homeschool Inc.
program:

* Child Abuse History Clearance

» PA State Police Criminal History Clearance

Additionally if you have lived outside of PA in the last 10 years:
* FBI Criminal History Clearance

Clearances are valid for 60 months from the date of issue. Members are responsible for tracking their
own expiration dates and submitting renewed clearances before they expire. Participating with expired
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clearances is not permitted and may result in a pause in participation until current clearances are on
file.

There is no cost for volunteers to obtain the Child Abuse History Clearance or the PA State Police
Criminal History Clearance.

Instructions for obtaining all clearances are available on the website. Submit clearances to the Director
of Attendance, Records, and Safety (Kara Strouth - kara.lovefirst@gmail.com). Provide a hard copy in
person, or place them in her mailbox.

Required Training - Mandated Reporting

Love First Homeschool Inc. takes the safety and wellbeing of every child seriously. Any adult who
witnesses or reasonably suspects child abuse or neglect is encouraged to report it to ChildLine at
1-800-932-0313.

Under Pennsylvania's Child Protective Services Law (23 Pa. C.S. § 6311), any individual — paid or
unpaid — who serves an integral role in a regularly scheduled program, activity, or service involving
children is considered a mandated reporter. This includes Learning Coaches, adult helpers, and
leadership team members. As mandated reporters, these individuals have a legal obligation to report
suspected child abuse to ChildLine immediately.

All adults serving in a direct role with children at Love First Homeschool Inc. are required to complete
mandated reporter training before the start of the program year. Training is free, available online, and
takes approximately one to three hours to complete. Certificates of completion should be submitted to
the Director of Attendance, Records, and Safety before the first program day. Certificates are valid for
60 months from the date of issue.

A link to the training is available on the member website. Questions may be directed to the leadership
team.

Payments and Refund Policy

Family Registration Fee

There is a non-refundable yearly registration fee. The amount varies by program level (see
program appendices). Registration fees may be paid upfront in one payment or in three
installments as listed below. For families who join mid-year or after payment due dates,
registration fees are due at the time of registration. The registration fee must be paid in full
before attendance is permitted. Registration fees help cover facility rental, liability insurance,
website fees, professional fees, and other organizational costs.

Registration Payment Options

Option 1: Pay the full registration fee upon registration.
Option 2 — Three installments (applies to programs with a $250 registration fee):

e Payment 1: $50 deposit due immediately upon registering to hold your spot
e Payment 2: $100 due by July 1 (or immediately if registering after July 1)
e Payment 3: $100 due by August 1 (or immediately if registering after August 1)
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Club & Event registration ($100) is due in full at the time of registration and is not eligible for
the installment plan.

Payment Expectations

All fees are due by the dates outlined in this handbook or communicated by the leadership
team. Families are responsible for tracking their own payment due dates and ensuring
payments are submitted on time. Account balances and statements may be viewed at any time
by logging into the member website. When no due date is specified, payment is due on the
date the invoice is issued.

We understand that life circumstances sometimes make timely payment difficult, and we
genuinely want to work with families when that happens. If you are facing a hardship, please
reach out to the leadership team in writing before a payment becomes past due so we can
work together on a plan. Proactive communication goes a long way.

Missed or late payments are noted in a family's membership record. The following applies
when a balance remains outstanding:

e When a payment due date is missed, the account is noted as past due. The family is
responsible for bringing their account current promptly. Current account balances are
available at any time through the member website.

e \When a balance remains outstanding for 30 days or more, a formal written notice will be
sent to the family via email. This notice will confirm the outstanding balance,
communicate that participation may be paused until the account is brought current, and
request a written response from the family within 48 hours.

e If the balance remains unresolved following written notice, the leadership team will
determine whether participation will be paused until the account is current.

e A pattern of late or missed payments, or an unresolved balance, may affect a member's
good standing status and will be considered in membership renewal decisions.

Families with unresolved outstanding balances, following the process outlined above, will not
be permitted to attend until their account is current.

Refund Policy

All fees paid to Love First Homeschool Inc. — including registration fees, class supply fees,
tuition, club/event fees, and the drop-off option fee — are non-refundable unless explicitly
stated otherwise in this handbook or by the leadership team in writing.

Refund requests will only be considered for class supply fees when both of the following
conditions are met: (1) the request is submitted in writing via email to the leadership team
before the start of the relevant program, class, or event; and (2) program-specific materials,
tickets, or resources have not yet been purchased on the student's behalf. Meeting these
conditions does not guarantee a refund. All refund decisions are made at the sole discretion of
the leadership team and are final.

Families experiencing financial hardship are encouraged to contact the leadership team
privately to discuss available options, including financial aid.
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Fundraising

Love First Homeschool Inc. relies on fundraising participation from each family to help keep
costs as low as possible. All fundraisers held or endorsed by Love First Homeschool Inc. must
be organization-sanctioned. No outside fundraisers or other business transactions are
permitted without explicit approval from the leadership team. Questions or suggestions:
fundraising@lovefirsthomeschool.org.

RaiseRight Rebate Program

Love First Homeschool Inc. participates in the RaiseRight (formerly Scrip) rebate program.
Families can reduce or potentially eliminate fees by purchasing gift cards for stores where they
already shop. A percentage of each purchase is returned as a rebate, which can be applied to
the family's Love First account or received as a check. Learn more at
https://www.shopwithscrip.com/how-to-earn.

Financial Aid

When possible, financial aid is available on a limited, needs-based basis. Aid is awarded at the
discretion of the leadership team. Families who wish to be considered for financial aid should
contact the leadership team in writing before the registration deadline for the program year.

For policies related to late arrivals and punctuality, see the Punctuality policy in the Member
Requirements and Expectations section, and your program's appendix for any program-specific
procedures or fees.

No-Shows

A no-show is an absence without any communication. Except in a genuine emergency, no-shows are
unacceptable — they create disruption for the children, families, and leaders counting on a full
community, and may result in loss of membership without refund.

Withdrawals

Please notify the leadership team in writing if your plans change and you will no longer be attending.
Because fees are paid to hold a spot and cover expenses such as class materials, all fees paid are
nonrefundable. Withdrawals that result in failure to uphold commitments — such as a Learning Coach
failing to fulfill a teaching commitment — may prohibit future participation in the organization.

Absences

In order to remain an active member, families must consistently attend. Absences beyond the limits set
in your program's appendix may result in loss of "member in good standing" status.

We recognize that iliness, birth, death, and genuine emergencies are a real part of life — and those
situations are not treated the same as unexplained absences. However, an excused absence is still an
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absence, and even communicated and understood absences count toward your program's attendance
threshold.

For planned absences, please notify the leadership team as soon as you know. For unexpected
situations, please communicate within 24 hours. Absences not communicated within 24 hours will be
considered a no-show and will not qualify for exception regardless of the reason. If your family is facing
an extended or ongoing circumstance, please reach out in writing as early as possible — we will always
work through it with you with care.

Member Requirements and Expectations

Electronic Devices

Out of respect for our learning environment, all participants — students and adults alike — are
expected to keep personal devices put away and silent during program hours. When a device is
needed for a specific class, it may only be used within the parameters set by the class leader.

Adult members are expected to keep phones accessible and monitored during program hours for the
purpose of receiving emergency alerts. Outside of this, adults are asked to keep devices put away and
give their full attention to their responsibilities.

If a student is unable to respect this expectation, they will be asked to either put the device away, turn it

over to a leader for safekeeping, or step out of the classroom. We want to avoid power struggles — our
goal is simply to protect the learning environment for everyone.

Punctuality

Arriving on time is one of the simplest ways we can show respect for one another. When families arrive
late, it disrupts the flow of classes, events, and activities that others have prepared for and are counting
on. Equally, lingering after a program ends creates challenges for leadership and our host space.
Members are expected to arrive on time and depart promptly at the conclusion of their program or
event. Program-specific policies on late arrivals, late pick-ups, and associated fees are outlined in each
program's appendix.

Involvement in Your Child’s Education

As a homeschool support organization, Love First Homeschool Inc. exists to come alongside families
— not to replace the parent as the governing authority in their child's education. You are your child's
homeschool supervisor, and that responsibility stays with you. We are a resource and a community, and
we take that role seriously.

Stay engaged in your child's learning. Check in with them regularly to make sure required work is being
completed — this applies to high schoolers too. Families are expected to check email at least every 48
hours and read the weekly newsletter so your child arrives prepared with all necessary materials.

We understand that most communication is routine, but some situations require a faster response.
When a leadership team message is marked urgent or time-sensitive, we ask that families respond as
promptly as possible — same day when you are able.

Each of our programs has its own structure around whether and how parents participate alongside their
children. Please see each program’s appendix.
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Required Meetings

At least one meeting will be held each year before the start of classes for each program. Co-op holds
its own meeting for parents and homeschool supervisors. Academy and Scholar's Hub hold a joint
meeting that both the primary parent or homeschool supervisor and enrolled students are expected to
attend. Club & Event does not have a required meeting. Meeting dates and details will be
communicated in advance. Missing a required meeting will count as an absence and will be factored
into member-in-good-standing status.

Member Website Access

Our private member website is the hub for class registration, communications, sign-ups, newsletters,
schedules, and more. Members are responsible for maintaining an active account and checking it
regularly. If you experience difficulty accessing your account, please contact the leadership team right
away — don't wait until something is missed. Members are responsible for information and deadlines
communicated through the website, regardless of whether their account was accessed.

Contact Information

Members are responsible for keeping a current email address and working phone number on file with
the organization at all times. If your contact information changes, notify the leadership team in writing
right away. Being reachable is a fundamental part of being a member in good standing.

Cleaning and Facility Care

Every family shares responsibility for caring for our host space. Our goal is to leave the building in
better condition than we found it — and cleaning time is a wonderful opportunity to model servant
leadership for our kids. Children should not be unsupervised during cleaning.

General facility care expectations apply across all programs:

Wipe down all tables and chairs as needed

Clean and flush bathroom toilets; wipe counters dry

Do not leave leftover food or drinks behind — give away, take home, or throw away

Collect, bag, and place all trash in the dumpster

Nothing may be taped, stapled, or tacked to walls without leadership approval

Report any shortages or maintenance issues to the Director of Procurement & Logistics right
away

Social Media and Online Conduct

We are a community built on relationships, and we want that to show up online as well as in person. We
ask that all members — parents, guardians, and students alike — represent our community with the
same care and respect online that we expect in our shared spaces.

If something isn't working, we genuinely want to know. Our conflict resolution process exists so that
concerns can be heard and addressed — and we take that seriously. We simply ask that frustrations
find their way to us directly rather than playing out on social media, where they can cause lasting harm
to relationships and to families who had nothing to do with the original concern.
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This policy applies to all members, including students. Students are expected to uphold the same
standard of online conduct as parents and guardians, and parents and guardians are encouraged to
talk with their students about what that looks like in practice.

Specific expectations for all members include:

e Concerns about the organization, its leadership, staff, volunteers, or other members should be
brought directly to the leadership team rather than posted publicly

e Members, including students, may not tag or post images of other members' or their children
without their express consent (parent/guardian must consent for minors)

e Members may not use social media to harass, shame, or disparage any member of our
community

Public posts that harm the reputation of the organization or its members may be treated as a conduct
concern and addressed accordingly.

External Promotions and Endorsements

Members are asked not to promote or endorse outside organizations, events, fundraisers, or business
transactions — whether in person, in writing, or digitally — without prior approval from the leadership
team. This helps us protect the integrity of our community and ensure that our shared spaces remain
focused on our mission. When in doubt, just ask — we're happy to consider requests.

Leadership Team Authority

Love First Homeschool Inc. leadership team has decision-making power subject to the board’s final
approval in all matters relating to membership, program participation, accommodations, refunds,
scheduling, and conduct. We don't take that responsibility lightly — our goal is always to make
decisions that are fair, consistent, and in the best interest of our whole community.

If your family disagrees with a decision, we genuinely want to hear from you. Please use the Conflict
Resolution process outlined in this handbook — it exists exactly for moments like this. Decisions that
remain unaddressed after that process has been completed are considered final.

Where a situation arises that is not expressly addressed in this handbook, the leadership team and
board of directors will make a determination consistent with the spirit and values of this handbook.
Ongoing noncompliance with leadership decisions may result in membership revocation without refund.

Participant Support and Accommodations

Our Commitment

Love First Homeschool Inc. is committed to creating a welcoming and supportive environment for all
participants, and to compliance with applicable federal and state disability access laws. We regularly
work with families to support students with a wide range of learning differences, disabilities, and other
needs — with or without a formal diagnosis. Our desire is to meet each family where they are. We
approach every accommodation request with genuine care and good faith, and we will always work
collaboratively with families to explore what support is possible within our capacity.
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Disclosure and Collaborative Planning

Families are encouraged to disclose any known needs, diagnoses, or accommodations that may affect
their child's participation prior to or at the time of registration. Early disclosure gives us the opportunity
to begin planning together, so that supports can be in place before the program begins.Disclosure
during the program year is always welcome, though earlier communication leads to better outcomes for
everyone.

Families who believe a good standing concern is related to a member's disability are especially
encouraged to engage this process early. Earlier engagement ensures that accommodation needs are
part of the record before any determination is made, and leads to better outcomes for the student and
the organization. A family who raises a disability concern for the first time after a good standing
proceeding has begun, without prior disclosure or engagement with this process, will still be heard —
but earlier disclosure meaningfully strengthens the collaborative planning process for everyone
involved.

All disclosures will be kept confidential and shared with relevant staff or volunteers only on a

need-to-know basis. Accommodation requests must be submitted in writing to the leadership team via
email.

The Interactive Process

When a family identifies a support need, the leadership team will engage in a collaborative
conversation to understand the need and explore what accommodations may be available within the
context of our program. This is a good-faith process on both sides. Families are encouraged to provide
relevant documentation when available, though a formal diagnosis is not required to request support.

Love First Homeschool Inc. will make reasonable modifications within its capacity as a small,
community-based nonprofit operating primarily with volunteer leadership and minimally compensated
staff. What is reasonable will be determined on a case-by-case basis, taking into account the nature of
the program, available resources, the safety and experience of all participants, and whether a
requested modification would fundamentally alter the nature of the program.

Parent or Guardian Support

In some circumstances, a parent or guardian attending alongside their child may be considered as part
of an accommodation plan. This is not a default option across all programs — the structure, goals, and
environment of each program are factors the leadership team weighs when determining whether this
modification is feasible and appropriate. Where a parent helper role is available, placement
considerations — including whether a parent and child should be placed together or apart — will be
part of the accommodation planning conversation. Program-specific guidance on parent participation is
addressed in each program's appendix.

Limitations of Support

Love First Homeschool Inc. is not a special education provider and does not employ licensed special
education professionals. As a small nonprofit whose programs are largely delivered by our own
member community, with volunteer leadership and minimally compensated staff, our capacity to provide
individualized support is real but limited. We are committed to exploring every reasonable option, and
we will always be honest with families about what we can and cannot provide.
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Modifications that would require a fundamental change to the nature of our programs, impose an undue
burden on our staff or volunteers, or compromise the safety and experience of other participants are not
modifications Love First Homeschool Inc. is required to provide. These determinations are made on a
case-by-case basis, always in the context of good-faith dialogue with the family.

If we determine that we cannot adequately meet a student's needs despite genuine effort, we will
communicate that clearly and with care. The organization's refund policy will apply in such cases.

Appealing an Accommodation Decision

If you believe that an accommodation request was not handled in good faith, that reasonable options
were not genuinely explored, or that a decision affecting your student's participation was made without
adequate consideration of their needs, you have the right to appeal that decision internally.

Accommodation appeals are heard at Step 3 of our Conflict Resolution Policy — a formal board-level
review. To submit an accommodation appeal, please refer to Step 3 of our Conflict Resolution Policy for
instructions on what to include and how to submit your request.

The board will review whether the interactive process was conducted in good faith and whether all
reasonable options were genuinely explored, and will issue a written response within 21 days. This
review represents Love First Homeschool Inc.'s final internal resolution.

Subcontractor Responsibilities

At times, the organization may choose to hire a subcontractor to provide a service to students. The
following guidelines apply:

* A service agreement or contract will be set up and signed between the subcontractor and the
organization

» The subcontractor will provide proof of insurance and identification

» Subcontractors are required to provide all applicable clearances as outlined in the Required
Clearances section of this handbook

» Subcontractors are required to read and abide by this Participant Handbook
» The subcontractor determines their own fee for the course

* The subcontractor may require students to have or purchase materials in addition to their course
fee

* The leadership team will determine whether fees are collected by the organization (with a
required W9/1099) or paid directly by each family to the subcontractor

* In addition to the subcontractor's fee, a supply fee may still apply to cover room usage costs, as
determined by the leadership team

Behavioral Support and Guidance

Our Philosophy

We believe the best environment for children is one where they feel engaged, welcomed, and set up to
succeed. The best discipline is a well-run class — one where expectations are clear, routines are
predictable, and activities are inviting. When children are engaged and busy, behavioral concerns are
far less likely to arise.
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When a child does need support with their behavior, we approach that need with gentleness, respect,
and a genuine desire to help them thrive. This policy exists to give our leaders a clear, consistent
framework for responding to behavioral concerns while ensuring that every child is treated with dignity
and every family is kept informed and included in the process.

We also recognize that some behaviors may be related to a child's disability, sensory needs, or other
circumstances that call for a different kind of support rather than a disciplinary response. When
behavioral concerns arise, leaders and leadership are asked to consider whether an accommodation or
modification might address the root need. Families are encouraged to engage our Participant Support
and Accommodations process if they believe their child's behavior may be connected to an underlying
need.

Leader Responsibilities

Our leaders play the most important role in preventing behavioral concerns before they arise. Leaders
are expected to:

e Plan sessions that are engaging, age-appropriate, and structured so children are active and
purposeful

e Establish clear, consistent behavioral expectations from the first day

e Maintain predictable routines so children know what to expect

e Treat every child with warmth, patience, and respect at all times

Leaders are given flexibility in how they manage their classrooms, as long as their approach remains in

the spirit of this policy — gentle, respectful, and focused on guiding children toward their best behavior
rather than punishing them for their worst.

Unacceptable Corrective Methods

Yelling, humiliating, shaming, the use of timeout, and any form of physical punishment are never
acceptable at Love First Homeschool Inc. under any circumstances. These methods are prohibited for
all leaders, coaches, assistants, and volunteers regardless of context.

Behavioral Levels and Response Framework

Behavioral concerns are addressed through a four-level framework. The level applied depends on the
frequency, severity, and pattern of the behavior, as well as the child's response to intervention. Leaders
are expected to use good judgment in assessing which level applies, with the support and oversight of
the Educational Director.

Level 1 — Incidental

Level 1 covers occasional or minor behavioral concerns that are addressed in the moment and
resolved with minimal intervention. The child responds to redirection without further escalation.

Response:
e |eader redirects the child to the appropriate activity
e |[f redirection is insufficient, the leader addresses the behavior directly and calmly
e |f needed, a logical and age-appropriate consequence is applied
e |eader seeks restoration — welcoming the child back warmly once the moment has passed
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Documentation: None required. Level 1 incidents remain in the leader's hands. Leaders are trusted to
manage these situations and to recognize when a pattern is emerging that warrants escalation to Level
2.

Examples of Level 1 behavior: Difficulty transitioning between activities, brief inattentiveness, minor
disagreements with peers, occasional off-task behavior.

Level 2 — Repeated or Escalating

Level 2 applies when a child's behavior recurs despite Level 1 interventions, when a single incident is
significant enough to require parent contact, or when a pattern is emerging that warrants leadership
awareness.

Response:

e | eader contacts the parent and documents the concern via email, cc'ing the general leadership
email

e The Educational Director reviews the incident upon receipt

e The parent is required to respond in writing within 24 hours, confirming receipt of the notification
and providing a brief statement of how they intend to address the concern with their child

e |Leadership follows up if no response is received within the 24-hour window

e Failure to respond within 24 hours, or a response that does not demonstrate good faith
engagement with the concern, may result in escalation to Level 3 and will affect the family's
good standing status

e |f the behavior may be related to a disability or other underlying need, the family is encouraged
to initiate the Participant Support and Accommodations process at this stage

e |eader seeks restoration with the child following parent contact

Documentation: Parent email serves as the incident report. Educational Director is cc'd and maintains
records.

Examples of Level 2 behavior: Repeated disruption of class after correction, leaving the designated
area without permission, repeated interference with other students' participation, behavior that requires
the leader to stop instruction to address.

Level 3 — Persistent Despite Intervention

Level 3 applies when behavior continues despite parent involvement and good faith efforts at Level 2,
or when an incident is serious enough to warrant immediate leadership involvement and formal written
notice.

Response:

e | eader contacts the Educational Director before parent communication is initiated at this level

e Educational Director leads the response from this point forward, involving the leadership team
as needed

e A formal written notice is issued to the family documenting the pattern of concern, the
interventions that have been attempted, and the consequences now in place

e The family is given 48 hours to respond in writing with an acknowledgment and a good faith plan
for addressing the concern

e Good standing status is formally reviewed at this level

e |f the behavior may be related to a disability or other underlying need and the accommodation
process has not yet been initiated, leadership will raise this with the family as part of the Level 3
conversation
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e If a child returns to the group following a Level 3 incident, a restoration conversation with
leadership, the family, and where appropriate the child, will take place before the child rejoins

Documentation: Formal written notice issued and retained by the leadership team. All communications
documented.

Examples of Level 3 behavior: Ongoing disruption across multiple sessions despite parent contact,
verbal aggression toward peers or leaders, repeated failure to follow expectations after multiple
interventions, behavior that consistently compromises the experience of other participants.

Level 4 — Severe or Immediate Safety Concern

Level 4 applies when a child's behavior poses an immediate risk to the safety or wellbeing of any
member of the community, or when conduct is so serious that it falls outside the scope of the graduated
response process.

Response:

e The child may be removed from the session immediately without prior escalation through Levels
1 through 3

e The Educational Director is notified as soon as possible and no later than 24 to 48 hours of the
incident occurring

e A formal written notice is issued to the family

e Loss of membership may result without refund

e Return to the program following a Level 4 incident requires board review

Documentation: Full written documentation of the incident, all communications, and Educational
Director notification retained by the leadership team.

Examples of Level 4 behavior: Physical aggression toward any person, bullying or sustained verbal
abuse, bringing a weapon onto the premises, theft, or willful destruction of property.

Leader Accountability

Love First Homeschool Inc. is committed to ensuring that this policy is applied consistently, fairly, and
without bias. We recognize that personality differences, differing expectations, and varying leadership
styles can sometimes contribute to or complicate behavioral concerns. It is our responsibility to make
sure that disciplinary responses reflect genuine behavioral concerns and not personality conflicts or
inconsistent standards.

The Educational Director is responsible for reviewing all Level 2 and above incident documentation and
for ensuring that the response was appropriate and proportionate. If a family believes that a behavioral
concern has been mischaracterized, escalated unfairly, or reflects a conflict with a specific leader rather
than a genuine behavioral issue, they are encouraged to raise that concern with the Educational
Director, who will review the matter and involve the leadership team as needed. Concerns about
patterns of leader behavior are addressed through our conflict resolution process.

Behavioral Concerns and Good Standing

Behavioral concerns that reach Level 2 and above are part of a student's participation record and may
affect a family's member in good standing status. Persistent or serious concerns that reach Level 3 or

Level 4 will be considered by the board at the time of reregistration in accordance with the Member in

Good Standing policy.
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Restoration

Restoration is at the heart of how we respond to behavioral concerns at every level. Our goal is never
simply to correct or remove — it is to help every child find their way back to full, joyful participation in
our community whenever that is possible. Leaders are asked to be intentional about welcoming children
back after incidents are addressed, and leadership will facilitate restoration conversations at Level 3
and above to ensure that children, families, and leaders are aligned before moving forward together.

Conflict Resolution

We want Love First to be a place where every family feels genuinely at home — and that means being
honest about the fact that conflict happens in every community. When it does, how we respond matters.
We believe that a disagreement, handled with care and honesty, can actually bring people closer
together.

This guide is here to make sure that if something comes up, you know exactly what to do, who to talk

to, and what you can expect from us. We have kept it as simple as we can while making sure
everything important is covered.

What This Policy Covers

This policy applies to everyone in our community — families, students, volunteers, and staff — across
all of our programs: Co-op, Academy, Scholar's Hub, and Club & Event.

It is here for situations like:

A disagreement between families or between a parent and a staff member

A concern a staff member or volunteer has about a family or student

A question or concern about how we handle something organizationally

A dispute arising from, including but not limited, to membership, discipline, or good standing
decision

One important note: If a situation involves bullying, harassment, or any concern about someone's
safety, please don't wait — bring it directly to leadership right away. Those situations are handled under
our Gentle Discipline and Safety policies, which have their own immediate response process.

Please also note that where disciplinary consequences are already in place, those consequences

remain in effect while a concern is being worked through this process. The conflict resolution process
does not pause or suspend any decisions that have already been made.

How We Work Through Things

We ask everyone to start with the simplest step and only move forward if they need to. Here is how it
works:

Step 1: Talk it out — within 7 days
Most concerns can be resolved with a direct, honest conversation. If something is bothering you, we

encourage you to reach out to the other person and ask for a private, calm conversation. Try to:
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e Share how you are feeling without placing blame
e Listen to understand, not just to respond
e Come with a willingness to find common ground

We ask that this conversation happen within 7 days of the issue arising. If that feels uncomfortable or
unsafe in your situation, it is completely okay to skip this step and go straight to Step 2.

Step 2: Bring in the leadership team — within 14 days

If a direct conversation does not resolve things — or is not the right fit for the situation — reach out to
the leadership team by emailing lovefirsthomeschoolinc@gmail.com. This step is available to families,
staff, and volunteers alike.

The leadership team will:

e Get back to you within 3 business days of hearing from you

e Listen to each person's perspective separately

e Bring both parties together for a conversation when determined appropriate by the leadership
team

e Work toward a resolution within 14 days

Everything shared during this step will be kept confidential and handled with care. The leadership team
will make a written record of the concern and outcome, which helps us stay consistent and accountable
as an organization.

Please note: Leadership team members who also serve on the board will automatically recuse
themselves from Step 2 proceedings so that they may participate fully and without bias at Step 3. This
recusal does not need to be requested by any party.

If your concern is about a member of the leadership team, please indicate that in your email so the
appropriate members can be identified to handle your concern without a conflict of interest.

Step 3: A formal review — within 21 days

If things are still not resolved after Step 2, you have the option to submit a written concern to the board
for formal review. This is also the appropriate step for appeals of accommodation decisions made
through our Participant Support and Accommodations process. Please send your written concern to
board.lovefirsthomeschool@gmail.com and indicate clearly that you are requesting a Step 3 review. In
your written concern, please include:

A description of the situation and who is involved

What happened in Steps 1 and 2

What resolution you are hoping for

For accommodation appeals: a description of the accommodation requested, the decision that
was made, and why you believe the interactive process was not conducted in good faith or that
reasonable options were not genuinely explored

The board will review everything carefully, including whether the interactive process was exhausted and
whether all reasonable options were genuinely considered, and will issue a written response within 21
days. Leadership team members who also serve on the board and who recused themselves from Step
2 may participate fully at this step. This response represents our organization's final internal decision on
the matter. Families who remain unsatisfied with an accommodation decision after Step 3 have the right
to pursue external remedies through the appropriate state or federal agencies. We take this step
seriously and will always approach it with fairness and careful consideration.
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What You Can Expect From Us

Confidentiality

What is shared during this process stays within the people who need to know. We will not discuss your
concern with others in the community. Written records are stored securely and kept for a minimum of
three years. The only exception is when the law requires us to share information — for example, under
our mandated reporter obligations.

No retaliation — ever

We want every family and staff member to feel completely safe bringing a concern forward. No one will
ever be treated differently, excluded, or penalized for raising a concern honestly or for participating in
this process.

Retaliation means any adverse action taken against a person specifically because they raised a
concern, participated in this process, or supported someone else who did. The continuation of existing
consequences or membership decisions that were already in place does not constitute retaliation.

If retaliation does occur, it will be treated as its own policy violation and addressed accordingly.

A clear ending

Every concern that goes through this process will reach a defined conclusion. Once a final decision has
been issued at Step 3, that decision stands unless significant new information that was not available at

the time of the original decision and that would materially affect the outcome comes to light. We believe
closure matters — for everyone involved.

Who to Contact

Leadership Team:
lovefirsthomeschoolinc@amail.com
Board of Directors:

board.lovefirsthomeschool mail.com

Safety and Security

The safety of everyone attending is always the first priority. The following protocols are in place for all
programs:

+ Enter and exit only through the main entrance

* Doors will be locked during class or activity time

» If taking children outside for any reason, notify the leadership team in advance
* Children must be supervised at all times; no exceptions

* Al participating adults must have valid, required clearances on file

* Adults should never be alone with a child who is not their own
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* No adult may leave the premises with a child who is not their own without prior written
permission from the leadership team.

» Keep classroom doors propped open
* Adults should not make promises of confidentiality to any children

* No weapons of any kind are permitted on the premises by any person. ltems that would
otherwise fall under this policy — such as knives, lighters, or similar tools — are permitted only
when brought by a Learning Coach or Club/Activity Leader for direct use in a specific class or
activity. Such items must be kept secured when not in use and must never be accessible to
students outside of direct instruction.

» All bathroom facilities on the premises are single-occupancy; only one person should be in the
bathroom at a time, with the exception of a parent accompanying their own child.

» All participants are required to follow check-in and check-out procedures for their program.
Specific procedures are outlined in each program's appendix.

Mandated Reporting

Love First Homeschool Inc. takes the safety and wellbeing of every child seriously. Any adult who
witnesses or reasonably suspects child abuse or neglect is strongly encouraged to report it to ChildLine
at 1-800-932-0313. Adults serving in a teaching or supervisory role with children may have additional
legal obligations under Pennsylvania’s Child Protective Services Law (23 Pa. C.S. Chapter 63). Love
First Homeschool Inc. is committed to supporting volunteers and staff in understanding their individual
reporting obligations. Questions may be directed to the leadership team.

Emergency Hold Plan

Used when a threatening intruder enters the building or a complete headcount of students is needed.

+ Atext will be sent to alert all attending adults. Leadership team members or appointed adults
will also alert classes when appropriate.

* Upon receiving the “Emergency Hold” message, all students are to remain in their current
classroom. Shut and secure the door if possible, turn off lights, and gather students in the safest
area of the room.

» Classrooms remain secure until a Leadership Team member indicates it is safe to resume.

Emergency Evacuation Plan

Used when complete evacuation of the building is necessary, as in the case of a fire. All leaders and
helpers should locate their rooms and review the quickest exit routes before each program year begins.
An evacuation drill may be held during the year.

When the fire alarm sounds, leaders and helpers should:
» Gather children into a line and take a headcount.
» Turn off lights and close the classroom door as you exit to confirm the room is clear.

* Lead students single-file to the quickest available exit. No talking—allow everyone to hear
instructions.

* Proceed to the furthest area of the parking lot.
+ Line students up and take a count to confirm everyone is accounted for.

* Keep students with you until the Leadership Team confirms all students are present and gives
further instructions.
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Incidents and Injuries

e Provide proper first aid care. A first aid kit is available at the welcome table when we are on-site.
e Inform a member of the leadership team immediately.

e Complete an Incident Report form located in the file folder at the welcome table. The form must
be signed by the child’s parent or guardian and a member of the leadership team.

Photo and Media Policy

Photo and video consent — including permission for Love First Homeschool Inc. to photograph, film, or
record participants for use in organizational materials, the website, social media, publications, and other
media — is governed by the Photo/Video Release included in the enroliment release forms completed
at registration. Families with questions about that consent should contact the leadership team.

Member-to-member photography and video: Members — including students — may not photograph,
video, or record other participants without the express consent of the participant (or participants'
parents or guardians if a minor.) Posting images or videos of other participants to social media or any
public platform without consent is strictly prohibited. This applies to all programs and events, on-site
and off-site. For expectations around posting and sharing content on social media more broadly, please
refer to the Social Media and Online Conduct policy in the Member Requirements and Expectations
section.

Guests and Visitors

Guest speakers must be pre-approved by the leadership team.

Prospective families visiting to determine if our organization is a good fit must include at least one
parent or guardian with their children. Visitors may attend at preapproved times. Should they choose to
join, they will need to pay the required fees like all other participants.

For safety and insurance purposes, guest students (friends of participants) are not permitted unless
pre-approved by the leadership team.

Cancellations

Organization cancellations, for any reason, will be communicated via email. Time-sensitive
cancellations will also be sent through text and posted on Facebook. Email is the official channel of
record for all cancellations.

‘Academy—speciﬁc cancellation procedures, including virtual class substitutions, are described in Appendix
B
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Building

Host Church

Our host church has graciously agreed to host Love First Homeschool Inc. programs. Love First
Homeschool Inc. is an independently registered nonprofit organization and exists as its own legal entity,
upholding and maintaining all requirements of the law.

Building Rules

* Protect landscaping: stay out of mulch and plantings; use sidewalks and grass areas only
« Stay on church property and out of the neighbor’s yards.

* Nothing may be taped, stapled, or tacked to walls without leadership team permission

* No church equipment may be removed from the premises for any reason

* No commercial activity may be conducted on the premises

* No alcoholic beverages may be served, consumed, or brought onto church property

* Love First Homeschool Inc. is a smoke-free and tobacco-free organization

Health Policy

By completing enrollment, families also sign a Waiver and Release for Communicable Diseases (including
COVID-19, MRSA, influenza, and other infectious illnesses), agreeing to comply with the health policies
outlined here. Additionally, the enrollment Release Form authorizes Love First Homeschool Inc. to seek
emergency medical treatment for a student at an available medical facility at the parent’s expense in the
event the parent cannot be reached. Both forms are completed at registration.

Guidelines for Staying Home

You or your child should stay home if exhibiting any of the following:
* Fever of 100.4°F or higher
* Vomiting or diarrhea
* Rash with fever

+ Other symptoms that would hinder participation, including: fatigue or inability to focus,
uncontrollable coughing or sneezing, severe sore throat, or eye drainage

24-Hour Rule

+ Be fever-free without medication, and free of vomiting or diarrhea, for at least 24 hours before
attending

» If prescribed an antibiotic, stay home for at least 24 hours after the first dose

Please use wisdom when deciding whether to keep your family home. While attendance is important,
the health of all participants is the priority. If only one person in your family is ill, use caution in deciding
whether the rest of your family will attend.

If you or your child begins to feel unwell after arriving, please inform a member of the leadership team
before leaving.
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PART TWO: PROGRAM-SPECIFIC APPENDICES

Each section below contains policies specific to that program. All Part One policies remain in full effect.
Families participating in multiple programs are subject to the applicable appendix for each program.
Each program uses its own terminology for its instructional staff: Co-op instructors are called Learning
Coaches, Academy instructors are Academic Coaches, and Scholar's Hub instructors are Facilitators.
These reflect the distinct nature of each role and are used consistently throughout Part Two.
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APPENDIX A: CO-OP PROGRAM

About Co-op

Co-op is an all-hands-on-deck cooperative where families of students in grades K-12 meet together
once a week on Mondays for 20 weeks during the school year. Because co-op is designed to serve the
whole family, we may offer a limited nursery and preschool space for younger siblings of K—12 students,
which is determined from year to year based on need and available resources.

Classes at co-op are elective-type enrichment classes. Parents volunteer to teach (Learning Coaches)
or assist throughout the co-op day. Classes are designed and proposed by attending families.
Commitment is a critical part of the co-op program that allows it to run smoothly; regular attendance is
expected and required to remain a member.

On a typical co-op day, families meet in the sanctuary at 9:00 am for opening. First period begins at
9:15 am. There are three periods throughout the day, with the core day ending at 12:10 pm. Lunch
follows from 12:15—-1:00 pm for families to fellowship together.

Club & Event is open to all Love First members. Because co-op is built on a cooperative model —
where families contribute to the community, not just participate in it — leading or co-leading a club is
one way co-op families can fulfill their contribution responsibilities. Families from any program are
welcome to submit a club proposal, and student-led clubs may partner with a participating parent from
any membership program. The optional club period runs from 1:00-2:00 pm and is a separate program
governed by its own guidelines.

Registration

The Co-op registration fee is $250 per year (non-refundable). Co-op registration covers all other Love
First programs. Co-op members do not pay a separate registration fee for Academy, Scholar's Hub, or
Club & Event.

Co-op Attendance

Morning Arrival

Families should be arriving or in place by 9:00 am for the morning opening. A parent or guardian must
accompany children into the building. Parents may not drop children off, even briefly, except for
pre-approved high school drop-off students. Sign your family in at the welcome desk inside the main
entrance. Please arrive no later than 9:05 am. After check-in, gather in the Sanctuary for the morning
opening; everyone will be dismissed in time for classes to begin promptly at 9:15 am. Keep your
children with you until the Learning Coach or helper of their first class is present. Children should not be
left in classrooms unattended.

Late arrivals will be noted and included in your attendance record. A pattern of tardiness disrupts the
flow of our community and may impact your member-in-good-standing status.

Leaving the Premises
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The program is designed with the understanding that parents remain on the premises with their children
at all times. At no time should a parent be absent from the building without informing a member of the
leadership team. If there is an extenuating circumstance and you must step out briefly with one of your
own children, sign yourself and your child out and designate another parent to be responsible for any
children who remain. This may not be a regular, ongoing occurrence. Please communicate with the
leadership team if there is a special extenuating circumstance.

Sibling Attendance

Occasionally, a sibling of a member may need to attend (e.g., due to a school holiday). This
accommodation is not intended to be routine or ongoing. Requests must be communicated in advance
and will be considered on a case-by-case basis at the sole discretion of the leadership team, with
written pre-approval required for each occurrence.

Absence Policy

In order to remain an active co-op member, families must consistently attend. Accumulating more than
two absences in the first semester will prompt a notification and reminder of attendance policies. Four
absences across the school year may result in loss of "member in good standing" status and may
disqualify the family from registering for the following year.

We recognize that iliness, birth, death, and genuine emergencies happen — and those situations are
not treated the same as unexplained absences. However, an excused absence is still an absence.
Because co-op is a shared community where every family carries responsibilities, consistent presence
is part of what it means to participate. When a family cannot be there, the impact is felt by everyone.
For this reason, even communicated and understood absences count toward attendance thresholds.

Families are asked to notify the leadership team prior to a planned absence, or within 24 hours of an
unexpected one. If your family is facing an extended or ongoing circumstance, please reach out to the
leadership team as early as possible — in writing — so we can work through it together. Every situation
is handled with care, but attendance expectations remain in place for the health of the whole
community.

Absence Procedures
If you know in advance you will be absent:

e Find a replacement for your classes. Contact the Learning Coach (if you are a helper) or helpers
(if you are the Learning Coach) personally by phone or text — not social media.
Find a replacement for any other responsibilities you have that week (e.g., cleaning duties).
Email attendance@lovefirsthomeschool.org with the reason for absence and confirmation of
who will cover your responsibilities.

For last-minute emergencies: Text the Director of Attendance. The leadership team will manage
last-minute replacements and scheduling.
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Co-op Member Contributions

Co-op is built on the participation of every family. Every enrolled family sends one required primary adult
who is present throughout the co-op day and contributes in the ways described below. Participation is not
optional — it is what makes our community work.

Shared Contributions

The following are expected of all co-op families, regardless of which additional contribution option you
select.

Shared Contributions — All Families

Hospitality Sign-Up Sign up once or twice a semester to bring an item or make a small donation

(voluntary) to stock our parent connection space. The Hospitality Coordinator manages
the sign-up.

Learning Coach All primary adults will be teaching or helping during two of the three class

IClass Helper periods each co-op day, with one period off in the parent connection space.

(required) Sign up for preferred periods; any unfilled slots will be assigned to families

who have not yet signed up.

Note: Learning coaches teaching four class periods across the year (Option A)
do not need to choose from the additional contributions section.

Lunch Duty The number of times each family is assigned lunch duty will be determined

(required) by total enroliment, ensuring the responsibility is shared equally. Help
supervise the lunch space and ensure that the space is cleaned afterward.
Sign up for preferred dates; any unfilled slots will be assigned to families who
have not yet signed up.

Cleaning Rotation After third period, all families take turns cleaning their assigned zone. The

(required) number of times each family is assigned will be determined by total
enrollment, ensuring the responsibility is shared equally. Sign up for
preferred days; any remaining slots will be assigned to families who have not
yet signed up.

Families who do not complete their required contributions will be followed up with by the relevant
coordinator. Member in good standing status may be impacted by repeated non-compliance.
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Choose Your Additional Contribution

In addition to shared contributions, each family selects two options from the list below — unless you select
Option A, which stands alone. During enroliment, you will be asked to list your preferences in order. We
honor first choices where possible and will reach out if adjustments are needed.

Choose Your Additional Contribution

Credit Description

Commit to teaching two classes each semester —
four class periods total. This fully satisfies your
additional contribution requirement. No additional

20f2 selection is needed. You're welcome to choose an
additional option if you'd like, but it is not
expected. Class proposals must be submitted and
approved by the leadership team.

A Teach 4 Class Periods / Year
(2 per semester)

Teach 3 or Less Class Periods Teach three class periods across the year. Counts
B 10f2 . .
for the Year as one of your two required selections.

Plan one field trip per semester (two per year).
You'll research the outing, coordinate logistics,

C  Field Trip Team 10f 2 communicate with families, and serve as on-site
point of contact. Trips are scheduled
Wednesday—Friday.

Help contribute to planning special events each
semester — dances, family events, seasonal
parties, and more. For clubs, team members are
D | Events & Clubs Team 10f2 responsible for submitting club proposals and
organizing the club schedule so that the calendar
is full for the optional club period. All club
proposals are subject to leadership approval.

The team assesses student interest and plans
opportunities accordingly — up to one event per
month. Each team member is responsible for

10f2 planning one event per semester. Opportunities
include campus visits, career speakers, workplace
tours, and panels. Focused on grades 9-12;
parent discretion for grades 7-8.

E College & Career Exploration
Team

Arrive early each co-op day to set up the parent
connection space, manage the community
1of2 — Hospitality sign-up, and send reminders to
Limited spots | contributors. A consistent weekly-presence role.
Availability is limited — indicate your interest at
enrollment.

F | Hospitality Coordinator

Learning coaches: if you teach four class periods across the year (Option A), you do not need to choose
from the additional contributions section. If you teach three or fewer class periods, choose one additional
option to fulfill your second contribution requirement.
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Co-op Classes

Class Selection and Enrollment

Classes are planned with input from parents and guardians; final decisions are made by the
leadership team.

Families must register on the website to access a personal account where classes can be
assigned to each child.

Students have until the second week of classes to adjust their schedule.

Children are placed in the cohort that best matches their age and grade. In certain
circumstances, exceptions may be made on a case-by-case basis, based on a review of the
child's academic readiness and social-emotional development, with final written approval from
the leadership team.

Grade Bands

High School: 9-12

Middle School: 6-8

Intermediate: 3-5

Primary: K-2 (kindergartners must be 5 by July 1)

Nursery / Preschool: We may offer a limited nursery and preschool space for younger siblings of
K—12 students, which is determined from year to year based on need and available resources.

Grade bands are occasionally joined together when educationally appropriate for a given class.

Learning Coach Requirements and Expectations

Learning Coaches are entrusted with planning, teaching, and guiding students through a class period.
General expectations:

Ideally, if enroliment permits, Learning Coaches will teach no more than 2 periods per semester.
Come prepared; advanced preparation makes all the difference.

Verify that all students present in your class are on the roster and that all rostered students are
accounted for; notify the leadership team immediately of any discrepancies.

Maintain an emergency substitute plan; replace it promptly after it has been used.

Be familiar with the Gentle Discipline Policy in this handbook.

Support students with special needs in the least restrictive manner; communicate support needs
to the leadership team promptly.

Do not dismiss students from class early.

All communications to students and families should be sent through the Classroom Dashboard
on the website.

Learning Coaches must remain on site at all times; under no circumstances may a Learning
Coach leave the premises with any students without prior written consent from the leadership
team.

Know the fire evacuation route and location of fire extinguishers for each room where you have
responsibilities.
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e Learning Coaches may receive early access to class registration for their own family as a small
expression of gratitude.

Teaching Classes

Maintain a general weekly outline of topics covered; it does not need to be extensive — just enough to
communicate expectations clearly. Children in grades K-2 may only be released to their parent or
guardian at pick-up.

Co-op Homework Policy

Co-op classes are designed to be elective-type enrichment classes. Homework in all grade levels
should be minimal to none. Co-op is one part of a family's broader home education journey — we are
here as a resource and support to homeschooling families, not a replacement for the learning that
happens at home.

Supervising Nursery / Preschool

e Maintain an adult-to-child ratio of 1:4 at all times; notify the leadership team immediately if this
ratio cannot be maintained.

e Diaper changing and potty training assistance must be done with another adult present and the
door propped open but out of view of other children.

e Children in the nursery/preschool may only be released to their parent or guardian.

Co-op Class Supply Fees and Reimbursement

Each class has a minimum supply fee of $10 per class per student per semester (kindergarten through
grade 12), allowing the Learning Coach to purchase quality materials. The nursery/preschool fee is a
flat $20 per semester per child. Supply fees must be paid in full by the second week of classes each
semester. Refunds are at the discretion of the leadership team and will only be considered before
classes begin and before materials have been purchased.

Reimbursement guidelines for Learning Coaches:

e Learning Coaches may expense materials up to $10 per student per class per semester; costs
above this require written pre-approval.

e Submitting an expense reimbursement request that is over the allotted amount without written
pre-approval will not be reimbursed.

e All expenses require a receipt; submit requests through the Expense Reimbursement Request

tab on the website.

Copies may be reimbursed at $0.05 per page, counted within the total allotted expense amount.

Requests must be submitted within two months of the purchase date.

Extra materials become the property of the organization.

Questions: treasurer@lovefirsthomeschool.org
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Helper and Student Helper Responsibilities

Adult Helper Responsibilities

The role of the helper is to assist the Learning Coach as needed — helping maintain order, addressing
disruptions, working with students individually, and any other tasks so the Learning Coach may
continue teaching. Helpers should communicate with the Learning Coach to understand how to best
help and should be familiar with the emergency substitute plan. Helpers must be fully present and
committed during class. Phones should be put away except to monitor for emergency text messages.
Helpers must remain on site at all times.

Student Helper Responsibilities

High school students (grades 9—12) have the opportunity to serve our community by applying to be
student helpers in co-op classes. Student Helpers must complete the application process and be
pre-approved by the leadership team. If approved, they will be strategically placed in classrooms to
assist Learning Coaches. Their role includes helping maintain order, redirecting students, and working
with individuals. Students may request to help in specific classes, but placement is not guaranteed.

Important guidelines for Student Helpers:

Must be fully present and committed; phones should not be visible or in use during class.
Must remain under the supervision and direction of a Learning Coach at all times, except when
walking a group of students directly between classes as described below.

e May walk groups of students between classes independently. When doing so, a Learning Coach
must be present and ready to receive the group upon arrival. Student Helpers may not walk
individual students between classes under any circumstances.

e Must never be left alone with students under any circumstances; it is the shared responsibility of
the Learning Coach, adult helper, and Student Helper to ensure this.

e Must never assist with any bathroom needs, including accompanying students to the restroom.

Other Parent/Guardian Information

Parents and guardians of children in nursery through grade 2 must pick up their child(ren) promptly
after the last class period of the day. Children in nursery through grade 2 will only be released to a
parent or guardian.

In-House Mail System

A file folder labeled with each family's name is located on or near the welcome table. Please check your
mailbox each week.

Parent/Guardian Connection Lounge

At Love First Homeschool, we desire to support the whole family and build a network of friends who can
encourage and support one another. A designated lounge space is available for parents and guardians
during their off periods. This space is for adults only (exceptions for small babies staying with a parent
for the day).
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A hospitality table with coffee and light snacks will be available each co-op day. A sign-up sheet allows
each family to contribute. We encourage relationship building during this time and hope to foster lasting,
Christ-honoring friendships.

Drop-Off Option

Grades 9-12 Drop-Off Option

A limited number of seats are available for students in grades 9-12 to attend co-op without a parent or
guardian present for the day. Drop-off students are under the direct supervision of the leadership team
for the duration of the co-op day and are subject to all the same expectations as other students.
Drop-off eligibility requires that the enrolling family maintain member-in-good-standing status
throughout the semester.

Drop-off students must remain on the premises at all times and must be signed in and out by an
approved person. Drop-off begins no earlier than 8:50 am; students must be signed in by 9:00 am.
Pick-up is expected at 12:10 pm, unless student stays for lunch and then pick up is at 1:00 pm. Drop-off
students who are separately enrolled in the club period may remain on the premises; however, co-op
leadership supervision ends at 1:00 pm. Club participation is governed by the club program's own
guidelines, and pick-up after club is expected within a ten-minute window of the club ending.

In the event of a behavioral concern, medical situation, or emergency, a parent or guardian must be
reachable by phone at all times and must be able to arrive at the building within a reasonable time.
Failure to maintain this availability may result in suspension of drop-off privileges.

The drop-off option is a privilege extended at the sole discretion of the leadership team and may be
revoked at any time without refund. The non-refundable fee of $200 per semester is due before the first
class day of each semester, in addition to all other co-op fees. Love First Homeschool Inc. assumes
supervisory responsibility for drop-off students during co-op hours only; the organization is not
responsible for students before arrival or after departure.
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APPENDIX B: ACADEMY PROGRAM

About Academy

Academy is a drop-off academic program for students in grades 6—12, running 30 weeks during the
school year. Content is taught by Love First Academic Coaches. Students attend in person on
Tuesdays.

Academy is a space designed to help students grow in independence and responsibility — a stepping
stone between the flexibility of homeschooling and the accountability that comes with learning
alongside others outside the home. This environment is something we cultivate intentionally.

On a typical Academy day, the drop-off window opens at 9:05 am for students with a first-period class.
First period begins at 9:15 am. There are four periods throughout the day, with the final period ending at
1:10 pm. Students do not need to attend the entire day; classes may be taken a la carte. Students with
a gap between classes may sign up for study hall or must be picked up and returned by a designated
transportation person.

Academy is built around two core components:

Tuesdays — In-Person Class: Required weekly attendance for instruction, collaboration, and hands-on
learning

Weekly Assignments: A full schedule of coursework outside of class time, structured to reflect the
depth and rigor appropriate for each student's grade level

Academy registration covers all other Love First programs. Academy members do not pay a separate
registration fee for Co-op, Scholar's Hub, or Club & Event.

Academy Schedule

Period 1 9:15am —10:10 am
Period 2 10:15 am —11:10 am
Period 3 11:15am - 12:10 pm
Period 4 12:15 pm —1:10 pm

Academy program hours run from 9:05 am to 1:20 pm. Each student's drop-off and pick-up windows
are based on their individual class schedule — the drop-off window opens ten minutes before their first
class, and the pick-up window closes ten minutes after their last class.
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Academy Registration and Fees

The Academy registration fee is $250 per year (non-refundable).
Tuition and Class Fees

Tuition is $250 per year-long class, payable in up to 5 installments (August through December). In
addition to tuition, each class will have its own supply fee and may require additional materials or
books. See individual class descriptions for all required fees and materials.

A 10% sibling discount on tuition is available for families enrolling multiple students. Supply fees must
be paid in full by the first week of classes each semester. There are no refunds for tuition or supply fees
after classes begin.

For information regarding late or missed payments, please refer to the Payment Expectations section in
Part One of this handbook.

Study Hall

Study hall is available as a scheduling convenience — for example, when a student needs to remain on
site during a period without a scheduled class. Study hall is not a class and is not included in any
discounts.

Students must bring work to complete during study hall
Study hall is monitored by an adult who may assist if possible; formal instruction should not be
expected

e Students without a class who did not sign up for study hall must be picked up and returned
following all attendance guidelines

Study hall fees:

e Annual enrollment: $100 per year, billed in full at the time of enrollment; nonrefundable once
enrolled

e Per-session: $10 per session, available for families not enrolled in the annual option;
nonrefundable. Families wishing to add a study hall session must email
lovefirsthomeschoolinc@gmail.com by Friday of the preceding week. Requests made after this
deadline due to an unexpected circumstance will be considered on a case-by-case basis but
cannot be guaranteed.

Academy Coach Role and Scope

Academic Coaches are paid staff who are compensated for in-class instruction and a defined amount of
preparation time. Their role is to teach, provide feedback, and evaluate student work within the
Academy program. Understanding the scope of that role helps set clear, fair expectations for everyone.

Academic Coaches are selected for their knowledge, experience, and ability to engage students in their
subject areas. Coaches may or may not hold state teaching certification. Love First Homeschool Inc. is
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a homeschool support organization, not an accredited school, and families retain full authority over their
child's education, including credit and transcript decisions.

Grading and Academic Feedback

Academic Coaches have final authority over the grades assigned within the Academy program.
However, as Love First Homeschool Inc. is a homeschool support resource and not an accredited
school, the weight given to those grades — including their reflection on a parent-issued transcript —
remains at the discretion of the homeschool supervisor. Parents retain full authority over their child's
academic record.

Accommodations and Program Scope

Coaches will work with students and families to support day-to-day learning within the scope of the
program. Routine questions and clarifications may be handled directly with the Coach through the
website messaging system. Accommodation requests — including any adjustment that goes beyond
routine clarification — are not determined by the Coach. Every accommodation request is evaluated
individually and in good faith through our Participant Support and Accommodations process, described
in Part One of this handbook, and should be directed to the leadership team. Love First Homeschool
Inc. is not a special education provider, and our capacity as a small nonprofit is real but limited. Where
a requested modification would fundamentally alter the nature of the Academy program, we will
communicate that clearly and work with the family to explore alternatives. Families are encouraged to
reach out early so we have the best opportunity to plan together.

Communication and Response Time

All communication with Academic Coaches must be conducted through the website messaging system
— not through personal email, phone, or social media.

Because Coaches are compensated for class hours and limited preparation time, families should not
expect immediate responses to messages. Responses to non-urgent questions may come at the next
class session. For time-sensitive matters, please contact the leadership team directly.

Academy Attendance

Arrival and Departure

Every student will have a form on file indicating all persons permitted to drop off or pick up
Each student's drop-off window opens ten minutes before their first class; the pick-up window
closes ten minutes after their last class. All vehicles must remain in the drop-off line at the front
entrance during these windows — do not stop or wait in parking spaces. Move forward one at a
time as the assigned staff member accepts or releases the student. If you are unsure where the
line forms, please ask a member of the leadership team.

Students transporting themselves must have a signed transportation form on file

Students — and any adults dropping off or picking up — may not loiter outside the building
Students must sign in and out upon arrival and departure

Students should report directly to class; if a class is still in session, wait in the foyer until
instructed
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Move quietly through the building to avoid disrupting classes in session

Doors are locked at the start of each class period; late arrivals must ring the doorbell for entry
Students may not leave the building until an approved pick-up person is in the parking lot

No adult may leave the premises with a student who is not their own child without prior written
permission from the leadership team

Parent and Guardian Presence

The Love First Academy is a drop-off program. Parents and guardians are welcome at the building
during their student's designated drop-off and pick-up windows for the purpose of dropping off or
picking up their student or addressing a brief, reasonable need with the leadership team. Outside of
these windows, parents and guardians are not permitted to remain in the building, in classrooms, or in
shared program spaces during the Academy day unless prior written approval has been obtained from
program leadership.

A limited informal waiting space is available by advance sign-up for parents and guardians who have a
demonstrated need to remain on site during Academy hours, including parents of younger children and
families who have traveled a significant distance. This space is subject to availability and does not grant
access to classrooms or program areas. Sign-up is required in advance for all use of this space for
building safety and occupancy records. All adults and children using the waiting space must sign in
upon arrival and sign out upon departure. This space is a privilege, and use is expected to remain quiet
and unobtrusive. Failure to adhere to these expectations may result in loss of access to the waiting
space.

Classroom observations are not a standard feature of the Academy program. Any request must be
submitted in writing to program leadership at least three business days in advance. Approval is at the
discretion of leadership and the Academic Coach and is not guaranteed. Approved observers are
subject to Love First Homeschool's code of conduct, including keeping phones silenced and refraining
from direct interaction with students or coaches during instruction.

Parents or guardians who remain in the building beyond their permitted window without prior written
approval will be asked to leave. Failure to comply may be treated as a conduct issue subject to the
organization's policies.

Late Arrival

Late arrivals will be noted and included in your attendance record. Because classes are underway
when a student arrives late, tardiness disrupts the learning environment for everyone. A pattern of late
arrivals may impact your member in good standing status.

Early Arrival and Late Pick-Up Fees

Students should arrive within their designated drop-off window. Pick-up should occur within the
designated pick-up window. Arriving before the drop-off window opens or remaining on site after the
pick-up window closes will result in a nonrefundable fee due. Fees must be paid in full before the next
class day in order to attend. For information regarding late or missed payments, please refer to the
Payment Expectations section in Part One of this handbook. Unpaid fees may affect a family's member
in good standing status.
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e First occurrence: $25
e Second occurrence: $50
e Third occurrence and beyond: $100 and possible loss of membership

Leaving the Premises

Students may not leave the premises during registered class time. Students will only be dismissed to
approved persons during scheduled dismissals. Leaving outside of scheduled times requires advance
written communication to the leadership team.

Absence Policy

In order to remain an active Academy member, students must consistently attend their scheduled
classes. Four absences in a school year may result in loss of membership.

We recognize that iliness, birth, death, and genuine emergencies are a real part of life — and those
situations are not treated the same as unexplained absences. However, an excused absence is still an
absence. Because Academy classes are taught by staff who prepare for each student, and because
learning builds from week to week, being present is essential to a student getting what the program is
designed to offer.

For this reason, even communicated and understood absences count toward the attendance threshold.
Families are asked to notify the leadership team prior to a planned absence, or within 24 hours of an
unexpected one. If your student is facing an extended or ongoing circumstance, please reach out in
writing as early as possible so we can work through it together. Every situation is handled with care, but
attendance expectations remain in place to protect your student's experience and the integrity of the
program.

Absence Procedures
For known or emergency absences:

e Email attendance@lovefirsthomeschool.org with the reason for absence.
e Contact your Academic Coach(es) through the website messaging system regarding class work
to be made up as soon as possible.

Academy Student Responsibilities

e Attend every class period for which the student is enrolled

e Create student login under their family's account on the Love First website. Students are
responsible for knowing their login credentials and accessing their account independently. The
classroom dashboard is the hub for all academic activity — including communicating with
Academic Coaches, receiving assignments, and submitting completed work. Students are
expected to check their dashboard regularly and are responsible for all information and
deadlines communicated through it.

e Complete all assignments given by the Academic Coach in full, on time, and with academic
integrity
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e Be respectful to others and participate to the best of your ability; while Love First classes are
welcoming and relaxed, they are also orderly and organized

e Communicate straightforward questions or minor clarifications to Academic Coaches. Any
adjustment that goes beyond simple clarification — including changes to pacing, objectives,
grading expectations, or ongoing scheduling — should include the leadership team from the
outset. If agreement cannot be reached, the leadership team's decision is final. Requests that
may qualify as accommodation needs are encouraged to engage the Participant Support and
Accommodations process outlined in Part One of this handbook. For further recourse, please
refer to the Conflict Resolution process also outlined in Part One.

Academy Homework Policy

In addition to Tuesday class participation, assignments will be provided for approximately four
additional 45-minute work sessions per week, structured to reflect the depth and rigor appropriate for
each student's grade level.

All assignments carry due dates established by the Academic Coach. Timely submission is a core
expectation of the Academy program — it reflects both academic integrity and respect for the work the
Coach has prepared. Students who need to adjust a deadline due to a specific, valid circumstance
should communicate with their Academic Coach in advance through the website messaging system.
Coaches have discretion to approve individual extensions when proactively requested with a legitimate
reason. Assignments that are routinely submitted late without prior communication or approval are not
consistent with Academy expectations and may affect a student's standing in the program.

If a family or student has extenuating circumstances that affect the ability to complete assigned work on
an ongoing basis, the parent should communicate with the Academic Coach through the website. The
Academic Coach and parent should work collaboratively to best serve the student, with the Academic
Coach having the final say in Academy-assigned grades. Parents retain full authority over their child’s
academic record, as Love First Homeschool Inc. is a support resource for families and not a final
grading authority.

Academy Class Selection and Enroliment

Classes are planned with input from families; final decisions are made by the leadership team
Families must register on the website to access a personal account for class assignments
Some classes may have prerequisites and grade/age minimums; prerequisites will be honored,
with exceptions considered case by case in collaboration with the leadership team. The
leadership team's decision is final.

Academy Cancellation Policy

When Academy classes must be cancelled (e.g., due to weather), virtual or independent assignments
will be provided in place of the face-to-face session at the discretion of the leadership team and
Academic Coach. These substitutions will be used as minimally as possible in lieu of make-up days.
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APPENDIX C: SCHOLAR’S HUB PROGRAM

About Scholar’s Hub

Scholar’s Hub is a collegiate-style support program for students in grades 9-12 who are enrolled in
dual enrollment or early college courses. The program runs 30 weeks during the school year, but
students also follow the academic calendar of the institution where they are enrolled, recognizing that
these two class calendars may be different. Students and parents should not expect Scholar’s Hub
support outside of the approved Scholar’s Hub calendar.

Scholar’s Hub is open from 9:15 am to 1:10 pm on Tuesdays. Students may participate face-to-face or
virtually. Face-to-face Scholar’s Hub sessions are a drop-off program — parents and guardians are not
permitted to remain in the building during program hours. Students also enrolled in Academy may move
between Scholar’s Hub and Academy classes as their schedule requires. While the timeframe of
attendance to Scholar’s Hub does not have to follow the Academy class schedule, a scheduled
timeframe for attendance must be agreed upon in writing by the parent, Scholar’s Hub facilitator, and
the leadership team.

Love First Homeschool Inc. has two university partners:

» Arizona State University (ASU) — Offers a variety of courses including 8-week, 16-week, and
self-paced options. Benefits include reduced tuition and credit protection. Students who earn a
grade of C or better may choose whether to add the course to their ASU transcript.

* LeTourneau University (LETU) — Offers multiple dual credit class options and a generous
scholarship for students who enroll full-time after high school. This is a strong option for families
seeking credits from a Christian university.

Partner institutions, course offerings, and associated benefits — including scholarships, tuition rates,
and credit policies — are subject to change at any time and are determined by each institution, not by
Love First Homeschool Inc. The website is updated as information becomes available, but families are
encouraged to verify current details directly with each institution before enrolling.

See the Scholar’'s Hub Program Overview tab on the public side of the website for access to course
listings and sign-up instructions for both partner institutions.

Scholar’s Hub registration covers all other Love First programs. Scholar’s Hub members do not pay a
separate registration fee for Co-op, Academy, or Club & Event.

Eligibility and Registration

Scholar’s Hub is designed for students in grades 9—12. Eligibility to enroll in courses is primarily
determined by the requirements of the dual enrollment or early college institution in which the student is
enrolled, not by grade level alone. Some courses or partner institutions may have their own
prerequisites, age minimums, or grade requirements. Love First Homeschool Inc. defers to the
requirements of the partnering institution on a course-by-course basis. Families with questions about a
specific student’s eligibility are encouraged to contact the leadership team before registering.
Enroliment in partner institution courses is subject to approval by the leadership team. We want every
student to have a successful dual enrollment experience, and we reserve the right to decline or defer
enroliment if we have concerns about readiness or fit.
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The Scholar’s Hub registration fee is $250 per year (non-refundable).

Tuition, Supply Fees, and Course Costs

Each course has a set tuition amount through the institution. Some courses will require additional
materials or books. See individual course descriptions for all required fees and materials from the
institution.

When course tuition is paid through Love First Homeschool Inc., reimbursement guidelines and
timelines of the given institution will be followed. When students enroll in an institution and pay
independently, tuition reimbursement requests must go directly to the institution—Love First
Homeschool Inc. is not responsible for those requests.

Scholar’s Hub Facilitator Role and Scope

The Scholar’s Hub facilitator is here to support students with time management, accountability, and
navigating the logistics of their coursework — not to serve as a content expert in every subject area.
Facilitators will assist students in finding answers and connecting with the right resources, but
instruction, grading, and academic authority remain with each course’s instructor at the enrolling
institution.

For courses taken through Love First partner institutions, the facilitator has access to student syllabi
and grades. For courses from non-partner institutions, the facilitator can only assist with information the
student chooses to share. For accommodation requests, see the Participant Support and
Accommodations section.

Communication and Response Time

All communication with Scholar’s Hub facilitators should be conducted through the website messaging
system — not through personal email, phone, or social media. Facilitator availability is limited to

session hours and a defined amount of time outside of sessions. Families should not expect immediate
responses between sessions — for time-sensitive matters, please contact the leadership team directly

Partner Institutions and Course Policies

Love First Homeschool Inc. connects students to partner institutions and supports them through
Scholar’s Hub — but we do not govern the institutions in which students enroll. Each college or
university sets its own policies, including academic integrity expectations, grading standards, course
requirements, deadlines, withdrawal timelines, and procedures for academic accommodations. Love
First Homeschool Inc. has no authority to modify, waive, or appeal those policies on a student’s behalf.

Families are fully responsible for understanding and meeting the requirements of the institution in which
their student is enrolled. This includes any accommodation or accessibility requests, which must be
initiated directly with the institution following its own established procedures. Love First staff are glad to
help families identify the right contact at an institution, but the process belongs to the student and
family. We encourage you to research institutional requirements thoroughly before enrolling and to
reach out early if your student may need support.
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Accommodation requests related to Scholar's Hub sessions and supports are handled through the
Participant Support and Accommodations process in Part One of this handbook. Accommodation
requests for coursework through partner institutions must be initiated directly with that institution and
are governed entirely by that institution's policies and processes. Love First Homeschool Inc. cannot
guarantee any particular outcome.

Scholar’s Hub Sessions and Attendance

Absence Policy

In order to remain an active Scholar's Hub member, students must consistently attend their scheduled
sessions — whether face-to-face or virtual. Four absences in a school year may result in loss of
membership.

We recognize that iliness, birth, death, and genuine emergencies are a real part of life — and those
situations are not treated the same as unexplained absences. However, an excused absence is still an
absence. Scholar's Hub exists to support students through their coursework, and that support depends
on them being present. When a student isn't there, we simply cannot do what we're here to do.

For this reason, even communicated and understood absences count toward the attendance threshold.
Families are asked to notify the leadership team prior to a planned absence, or within 24 hours of an
unexpected one. If your student is facing an extended or ongoing circumstance, please reach out in
writing as early as possible so we can work through it together. Every situation is handled with care, but
attendance expectations remain in place to ensure every student receives the support they came for.

Absence Procedures
For known or emergency absences:

¢ Email attendance@lovefirsthomeschool.org with the reason for absence.
e Email Scholar’s Hub facilitator(s) for any additional instructions.

Late Arrivals

Late arrivals will be noted and included in your attendance record — whether for in-person or virtual
sessions. A pattern of late arrivals may impact your member in good standing status.

Withdrawals

When course tuition is paid through Love First Homeschool Inc., refund guidelines and timelines from
the institution will be followed. When students enroll and pay an institution independently, tuition
reimbursement requests must be submitted directly to that institution and are at their full discretion.

Face-to-Face Sessions

Scholar’s Hub is open to students on scheduled Tuesdays between 9:15 am to 1:10 pm. The Scholar’s
Hub facilitator is available throughout the session to provide guidance and support, help field questions
before sending them to the course instructor, and support students with time management and
accountability. Students are not bound to the Academy class period schedule and may choose a
timeframe to attend. Any timeframe chosen, whether following the Academy schedule or not, must be
agreed upon in writing by the parent, Scholar’s Hub facilitator, and the leadership team in writing. Once
agreed upon, the attendance policy applies.

Students also enrolled in Academy may move between Scholar’s Hub and Academy classes as their
schedule requires. During times when no Academy class is scheduled, these students report to
Scholar’s Hub at no additional fee (no study hall fee applies).
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Arrival and Departure

Students should arrive within the designated drop-off window — no more than ten minutes before their
session begins. Doors remain locked; please ring doorbell for entry. Pick-up should occur within ten
minutes of the session ending. Every student must have a form on file indicating all persons permitted
to drop off or pick up. Students transporting themselves must have a signed transportation form on file.
For drop-off and pick-up, form a single-file line at the front entrance.Students must sign in and out upon
arrival and departure. Students may not leave the building until an approved pick-up person is in the
parking lot.

Parent and Guardian Presence

Scholar’s Hub is a drop-off program. Parents and guardians are welcome at the building during the
drop-off and pick-up windows for the purpose of dropping off or picking up their student or addressing a
brief, reasonable need with the leadership team. Outside of these windows, parents and guardians are
not permitted to remain in the building or in program spaces during Scholar’s Hub sessions unless prior
written approval has been obtained from program leadership.

Parents or guardians who remain in the building beyond their permitted window without prior written
approval will be asked to leave. Failure to comply may be treated as a conduct issue subject to the
organization’s policies.

Early Arrival and Late Pick-Up Fees

Arriving before the drop-off window opens or remaining on site after the pick-up window closes will
result in a nonrefundable fee. Fees must be paid in full before the next session in order to attend.
Unpaid fees may affect a family’s member in good standing status.

e First occurrence: $25
e Second occurrence: $50
e Third occurrence and beyond: $100 and possible loss of membership

Virtual Sessions

Students not attending face-to-face may opt for virtual support. Virtual students will have a weekly
check-in with the course facilitator during Scholar’s Hub hours on Tuesdays (9:15 am — 1:10 pm), via
website messaging or video conference. The time and method of check-in will be mutually agreed upon
between the student, parent, Scholar’s Hub facilitator, and leadership team in writing in advance.
Sessions will last 10-20 minutes. Once agreed upon, the attendance policy applies.

For virtual Scholar's Hub sessions, students should be logged in and ready to participate at the
scheduled start time. Facilitators will wait up to five minutes for a student to join before the session
closes. Once a session is closed, an absence will be recorded. Late arrivals will be noted and included
in your attendance record. A pattern of tardiness disrupts the flow of our community and may impact
your member-in-good-standing status.

Enroliment Without Regular Sessions
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Students may also enroll in Scholar’s Hub solely to access college course discounts and monthly
facilitator support, without attending weekly in-person or virtual sessions. These students will be
connected with a facilitator who is available as needed throughout the term with an expectation of
monthly communication via website messaging or video conference. The time and method of check-in
will be mutually agreed upon between the student, parent, Scholar’s Hub facilitator, and leadership
team in writing in advance. This option must be communicated to the leadership team during
enroliment.

Scholar’s Hub Student Responsibilities

» Complete all dual enroliment coursework on time and with academic integrity; the Scholar’s Hub
facilitator will support time management and accountability as needed and expressed by the
student

+ Complete all assignments given by the institution’s course instructor and/or the Scholar’s Hub
facilitator in full and on time

» Be respectful to others and participate to the best of your ability; Scholar’'s Hub sessions are
relaxed but orderly

Technology Requirements

Students are responsible for knowing and meeting the technology requirements for each course at
each institution. Love First Homeschool Inc. does not guarantee access to any required technology.

IRS Form 1098-T

Form 1098-T is issued only by the college, university, or similar institution—not by Love First
Homeschool Inc. Students taking courses through partner or non-partner institutions must contact their
institution directly. Students taking courses through Love First partner institutions should be aware that
the 1098-T will reflect $0 when payment is made through Love First Homeschool Inc., as the payment
is processed at the institution level.
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APPENDIX D: CLUB & EVENT PROGRAM

About Club & Event

Club & Event is available as a standalone membership for families who want connection and
community without the weekly commitment of Co-op or Academy.

Club & Event membership gives families access to field trips, dances, parties, clubs, and other activities
throughout the school year. This program exists because community matters — and we know that
connection, friendship, and shared experiences are some of the most meaningful things we can offer
families. Whether it's a day at a museum, a student-led club, or an afternoon at the park, Club & Event
is where relationships are built and memories are made.

At least one activity is scheduled every month during the school year. Our goal is for at least one of
those to be a field trip, though actual field trip scheduling depends on volunteer availability and
coordination. In addition to field trips, the calendar includes dances, events, and clubs. During the
summer months, activities may include park days and swim days. Club & Event members may also
attend our yearly student showcase, where students display projects or share talents through
performances.

Past trips and events have included places like the Moonshot Museum, Pittsburgh Pirates games, farm
tours, pumpkin picking, CPR training, Museum of Illusions, Living Treasures, and much more. Students
in grades 7—-12 have access to college visits and/or career tours.

As a registered 501(c)(3) nonprofit, Love First Homeschool Inc. members regularly have access to
worthwhile discounts along with the opportunity to build friendships with other homeschooling families.

Registration in any other Love First program automatically includes Club & Event membership. If you
are enrolled in Co-op, Academy, or Scholar's Hub, you do not need to pay a separate Club & Event
registration fee.

Club & Event is open to all Love First members regardless of program. Club proposals are welcome
from families across all programs. For co-op families, leading a club is one way to fulfill their
contribution responsibilities as part of the cooperative model. Student-led clubs may partner with a
participating parent from any program.

Club & Event Registration and Fees

The Club & Event registration fee is $100 per year, due in full at the time of registration. It is
non-refundable and not prorated, and covers the period of July 1 through June 30.

Participation and Supply Fees

Most clubs, activities, events, and outings will have an associated fee. This fee and its due date are
determined per event and must be paid in full by the given deadline. Associated fees are nonrefundable
unless otherwise stated by the leadership team in writing. Refund requests will only be considered
before the club or event begins and before materials or tickets have been purchased—refunds are not
guaranteed. Additional sign-ups after registration has closed may not be honored.

Sign-Ups

All participants must sign up through the website. Sign-ups are required to ensure safety, adequate
supervision, sufficient space, and appropriate materials. If you would like to sign up after registration
has closed, contact the event or activity coordinator. If physical tickets are purchased for an event, they
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must be picked up at the Love First building at the time designated by the coordinator; tickets will not be
mailed or delivered.

Club & Event Attendance

Sign-In and Sign-Out

All participants must sign in upon arrival and sign out upon departure. For drop-off clubs held on site,
students must sign in with the club leader or designated point person upon arrival and may not leave
until signed out by an approved person. For field trips and off-site events, attendance tracking
procedures will be communicated by the event coordinator in advance. Regardless of format, a
headcount will be taken at the start of every club or event and leaders are responsible for knowing who
is present at all times.

Transportation and Release

Every student attending a drop-off club or activity must have a form on file indicating all persons
permitted to drop off and pick up. Students transporting themselves must have a signed transportation
form on file. Students may not be released to any person not listed on their form without prior written
permission from the leadership team. No adult may leave the premises with a student who is not their
own child without prior written consent from the leadership team.

Absences

When you register for a club or event, your spot is reserved and your presence is expected — both for
your own experience and out of respect for everyone else who is counting on a full group. Frequent
absences from registered events may result in loss of membership.

We understand that plans sometimes change, and unexpected things happen. Even so, an excused
absence is still an absence, and last-minute gaps affect coordinators and participants alike. If you are
unable to attend a registered event, please notify the club or event coordinator prior to the event, or
within 24 hours of an unexpected conflict. The sooner we know, the better we can serve everyone
involved.

Punctuality

You are responsible for accompanying your children regardless of age, unless otherwise specified by
the leadership team or event coordinator. Please plan to arrive on time. Late arrivals disrupt the
experience for everyone already present, and a pattern of tardiness may impact your member in good
standing status. For field trips specifically, late arrivals may result in the family being unable to join the
group — trips depart on schedule out of respect for the venue and other participants.

Late Pick-Up

Pick-up should occur within ten minutes of the communicated end time for the club or activity.
Remaining on site after the pick-up window closes will result in a nonrefundable fee. Fees must be paid
in full before the next event in order to attend. Unpaid fees may affect a family’s member in good
standing status.

« First occurrence: $25
» Second occurrence: $50
« Third occurrence and beyond: $100 and possible loss of membership

Love First Homeschool Inc. « Participant Handbook 2026-27 - Page 51



Club & Event Adult Responsibilities

In addition to the general member requirements in Part One:

Check email and the website calendar at least weekly; read the weekly newsletter to stay aware
of upcoming opportunities

All participating adults must have valid, required clearances on file

For clubs and events where parents and guardians are present, you are responsible for
supervising and correcting your own child. Our leaders and volunteers should not need to
redirect your child on your behalf — that responsibility belongs to you as the attending parent or
guardian.

Families are expected to follow all rules and policies of the venues and facilities we visit. We
should never be in a position where a venue staff member needs to correct our members. How
we conduct ourselves reflects on our organization and affects our ability to return.

Failure to meet these expectations may result in a conduct concern being addressed through the
organization's policies, up to and including loss of membership.

Club & Event Student Responsibilities

Students are expected to represent Love First well at every club, event, and field trip.

Be respectful to leaders, chaperones, fellow participants, and any staff at the venues we visit

Follow all rules of the facility or venue; Love First should never be in a position where venue
staff need to correct our students

Stay with your group and follow the directions of your leader or chaperone at all times
Conduct yourself in a way that makes our community — and your family — proud

Behavioral concerns will be addressed through the Gentle Discipline Policy in Part One of this
handbook, which outlines the response framework and potential consequences up to and including loss
of membership.

Club/Activity Leader Requirements and Expectations

Be prepared; advanced preparation makes all the difference

Take attendance, or designate a helper to do so

Have an emergency back-up plan in the event you are unexpectedly unable to attend
Send all communications through the website

Be familiar with the Gentle Discipline Policy in this handbook

Support any child with special needs in the least restrictive manner; communicate support
needs to the leadership team promptly

Be familiar with the fire evacuation route and fire extinguisher locations for each location where
you have responsibilities

For drop-off clubs and activities, children may only be released to their parent or guardian at
pick-up

Club and Activity Leaders must remain on site with students at all times; under no
circumstances may a leader leave the premises with students who are not their own children
without prior written consent from the leadership team
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Student-led clubs are also welcome. A student who wishes to lead a club must partner with an
approved adult who will serve as the responsible adult presence for the duration of the club. The
student leader may plan and run the club, but the adult partner is responsible for safety, conduct, and
communication with the leadership team. All club proposals — student-led or adult-led — are subject to
leadership approval.

Supply Reimbursement

Club and Event Leaders must receive written pre-approval from the leadership team before making
purchases for reimbursement.

* Reimbursement requests must be relevant to the club or activity; extra materials become the
property of the organization

* All expenses require a receipt; submit through the Expense Reimbursement Request tab on the
website

« Copies may be reimbursed at $0.05 per page
» Expense reimbursement requests must be submitted within two months of the purchase date

+ Event and activity fees should be set at an amount sufficient to cover all anticipated costs.
Expenses that exceed the collected fees — including incidental costs such as shipping,
processing fees, or add-ons — are not automatically reimbursable. If unexpected costs arise,
contact the leadership team before proceeding; additional costs may be distributed among
participants or require separate pre-approval.

* Questions: treasurer@lovefirsthomeschool.org

Helper/Chaperone Responsibilities

Helpers and chaperones should communicate with the leader to understand how to best assist and
should be familiar with the back-up plan. Helpers must be fully present and committed. Phones should
be put away except to monitor for emergency text messages. Helpers may not use phones during clubs
or events.

Club & Event Guest and Cancellation Policies

Guests

Guest speakers must be pre-approved by the leadership team. For safety and insurance purposes,
guest students (friends of participants) are not permitted unless pre-approved by the leadership team.
When guests are permitted—for example, a friend attending a dance with a member—this will be
communicated in the event sign-up. Guests will be expected to sign all the same waivers as members.

Cancellations

Club and Event cancellations, for any reason, will be communicated via email. When a cancellation is
initiated by Love First Homeschool Inc., participation fees for that specific event will be refunded. When
a family is unable to attend a registered event, the standard refund policy applies — fees are
non-refundable.
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