EXCEL ACADEMY CHARTER SCHOOLS
Regular Meeting of the Board of Directors

Agenda

Thursday, August 13, 2020
Regular Meeting Begins at 11:00 a.m.

EXCEL ACADEMY

1185 Calle Dulce, Chula Vista, CA 91910
39251 Camino Las Hoyas, Indio, CA 92203
16222 Quail Rock Road, Ramona, CA 92065

1160 Cuyamaca Avenue, Chula Vista, CA 91911

Excel Academy Charter Schools
1 Technology Drive, Bldg. I, Suite 811, Irvine, CA 92618

Zoom Meeting Information
Dial In: 1-669-900-9128
Meeting ID: 968 0392 0961

Join URL: https://zoom.us/j/96803920961

MISSION STATEMENT

Excel Academy will provide flexible, personalized learning through a customized course of study that will educate,
motivate, and instill a love of learning in each individual student. Teachers and parents will join together to maintain high
expectations and promote academic excellence for all students creating the next generation of leaders.

THE ORDER OF BUSINESS MAY BE CHANGED WITHOUT NOTICE
Notice is hereby given that the order of consideration of matters on this agenda may be changed without prior notice.

REASONABLE LIMITATIONS MAY BE PLACED ON PUBLIC TESTIMONY

The Governing Board’s presiding officer reserves the right to impose reasonable time limits on public testimony to ensure
that the agenda is completed.

REASONABLE ACCOMMODATION WILL BE PROVIDED FOR ANY INDIVIDUAL WITH A DISABILITY
Pursuant to the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1990, any individual with a
disability who requires reasonable accommodation to attend or participate in this meeting of the Governing Board may
request assistance by contacting Excel Academy Charter Schools at 760-494-9646.



https://zoom.us/j/96803920961

. CALL TO ORDER AND ROLL CALL Time a.m.
1.1. Roll Call

William Hall President
Michael Humphrey Vice President
Susan Houle Clerk
Steve Fraire Member

. APPROVE/ADOPT AGENDA

It is recommended the Board of Directors adopt as presented, the agenda for the Regular Board
Meeting of August 13, 2020.

Roll Call Vote:
William Hall
Michael Humphrey

Susan Houle
Steve Fraire

Moved by Seconded by Ayes Nays Absent

. PUBLIC COMMENT - CLOSED SESSION

The public has a right to comment on any items of the closed session agenda. Members of the public
will be permitted to comment on any other item within the Board’s jurisdiction under section 8.0
Public Comments at Board Meetings.

. ADJOURN TO CLOSED SESSION Time:

The Board will consider and may act on any of the Closed Session matters listed in Agenda Item 5.0.

. CLOSED SESSION

Conference with Legal Counsel regarding Potential Litigation: 3 matters
There is significant exposure to litigation against the Agency pursuant to Government Code
Section 54956.9(d)(2)

. RECONVENE REGULAR MEETING Time:

. PLEDGE OF ALLEGIANCE Led by:

. PUBLIC COMMENTS/RECOGNITION/REPORTS

Please submit a Request to Speak to the Board of Directors using the chat feature on the right hand
side of the Zoom platform. Please state the agenda item number that you wish to address prior to the
agenda item being called by the Board President. Not more than three (3) minutes are to be allotted to
any one (1) speaker, and no more than twenty (20) minutes on the same subject. This portion of the



10.

agenda is for comments, recognitions and reports to the Board and is not intended to be a question and
answer period. If you have questions for the Board, please provide the Board President with a written
statement and an administrator will provide answers at a later date.

CORRESPONDENCE/PROPOSALS/REPORTS
9.1. School Highlights
9.2. Delta Managed Solutions Evaluation and Tool Update, Joanne Fountain, CEO, DMS

CONSENT CALENDAR

Items listed under Consent Calendar are considered routine and will be approved/adopted by a single
motion. There will be no separate discussion of these items; however, any item may be removed from
the Consent Calendar upon the request of any member of the Board, discussed, and acted upon
separately.

Consent Calendar - Board Meeting Minutes
10.1. Minutes of the Regular Board Meeting that was held on July 9, 2020

Consent Calendar - Business/Financial Services

10.2. Check Register - July 2020

10.3. Approval of License Renewal for ESET Antivirus, Anti Malware and Internet Security Solutions -
EACS (Helendale) #2073, and (Warner) #2053

Consent Calendar - Education/Student Services

10.4. Approval of Excel Academy Charter School Handbook 2020-2021 - EACS
(Helendale) #2073, and (Warner) #2053

10.5. Approval of Excel Academy Charter School Case Manager Handbook 2020-2021 - EACS
(Helendale) #2073, and (Warner) #2053

10.6. Approval of Excel Academy Charter School COVID-19 Parent Waiver & Release Agreement -
EACS (Helendale) #2073, and (Warner) #2053

10.7. Approval of Excel Academy Charter School Community Provider COVID-19 Waiver - EACS
(Helendale) #2073, and (Warner) #2053

Consent Calendar - Personnel Services
10.8. Approval of Certificated Personnel Report
10.9. Approval of Classified Personnel Report

10.10. Approval of Job Descriptions
10.11. Approval of Employee Handbook

Consent Calendar - Policy Development
10.12. Approval of Revised Board Policies for the 2020-2021 School Year




Roll Call Vote:
William Hall
Michael Humphrey

Susan Houle
Steve Fraire

Moved by Seconded by Ayes Nays Absent

11. BUSINESS/FINANCIAL SERVICES
11.1. (Action) Approval of Resolution Approving Correction and Adjustment to Allocation
of Certain Payables and Receivables

It is recommended the Board approve the resolution approving correction and
adjustment to allocation of certain payables and receivables.

Fiscal Impact: 06/30/2019 Adjusted Balance
Excel Academy Charter School - Helendale (#2073) $385,402
Excel Academy Charter School - Warner (#2053) $716,989

Roll Call Vote:
William Hall
Michael Humphrey

Susan Houle
Steve Fraire

Moved by Seconded by Ayes Nays Absent

11.2. (Action) Approval of Hatch & Cesario Agreement for Legal Services
It is recommended the Board approve the agreement for legal services with
Hatch & Cesario, Attorneys-At-Law for the 2020-2021 fiscal year.

Fiscal Impact: Hourly Rate

Partners - $260.00

Of-Counsel - $260.00

Senior Associate - $240.00
Associate - $235.00

Education Consultant - $200.00
Law Clerk - $155.00

Paralegal - $155.00



Roll Call Vote:
William Hall
Michael Humphrey

Susan Houle
Steve Fraire

Moved by Seconded by Ayes Nays Absent

11.3. (Action) Approval of Parsec Education Service Agreement

It is recommended the Board approve the Parsec Education Service Agreement for
one year effective July 24, 2020.

Fiscal Impact:
Excel Academy Charter School - Helendale (#2073) $7,000
Excel Academy Charter School - Warner (#2053) $3,000

Roll Call Vote:
William Hall
Michael Humphrey

Susan Houle
Steve Fraire

Moved by Seconded by Ayes Nays Absent

11.4. (Action) Approval of MacBook Air Laptop Quote

It is recommended the Board approve the MacBook Air price quote to purchase
five MacBook Air laptops for staff.

Fiscal Impact:
Excel Academy Charter School - Helendale (#2073) $3,969.42
Excel Academy Charter School - Warner (#2053) $1,701.21

Roll Call Vote:
William Hall
Michael Humphrey

Susan Houle
Steve Fraire

Moved by Seconded by Ayes Nays Absent




12. PERSONNEL SERVICES
12.1. (Action) Approval of Employee L.ease Agreement for Shared Executive Services

It is recommended the Board take the following actions:
1. Rescind the Joint Employment Agreement for Kurt Madden,

Chief Executive Officer issued July 1, 2020 - June 30, 2022
2. Approve the Employee Lease Agreement for shared Executive Services
3. Approve the Resolution Approving the Compensation for the Chief

Executive Officer

Fiscal Impact:
Excel Academy Charter School - Helendale (#2073) $64,749.43
Excel Academy Charter School - Warner (#2053) $27,749.75

Roll Call Vote:
William Hall
Michael Humphrey

Susan Houle
Steve Fraire

Moved by Seconded by Ayes Nays Absent

13. POLICY DEVELOPMENT
13.1. (Action) Approval of New Board Policies
It is recommended the Board approve the proposed policies. These policies

will replace the current policies and will allow the Board to address any
related complaints or issues that may be raised in the school/work environment.

1000 Series - Community Relations
1030-EA COVID-19 Safe Reopening and Operation of Schools Policy

3000 Series - Business/Non-Instructional
3010-EA Fiscal Control Policy

4000 Series - Personnel Services
4165-EA Employee Driving Policy

Roll Call Vote:
William Hall
Michael Humphrey

Susan Houle
Steve Fraire



Moved by Seconded by Ayes Nays Absent

14. CALENDAR
The next scheduled meeting will be held virtually on September 10, 2020.

15. BOARD COMMENTS

16. CEO COMMENTS

17. ADJOURNMENT
The Regular meeting of the Board of Directors adjourned at a.m.

Roll Call Vote:
William Hall
Michael Humphrey

Susan Houle
Steve Fraire

Moved by Seconded by Ayes Nays Absent

FOR MORE INFORMATION
For more information concerning this agenda, please contact
Excel Academy Charter Schools
Telephone, 760-494-9646






Enroliment Numbers

ExcelCS - Warner
1215 Students

Total:

ExcelEast - 1748 Students

Helendale
533 Students



Education Depariment Update
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Due to AB 77 and SB 98 we had to pull back the
number of potential students we were in the process
of enrolling. This required reorganizing students on
the teacher rosters. This also caused us to only be
able to hire 5 out of the 10 teachers we had
planned on hiring.

Worked to ensure all curricula in the TK-8
Handbook is in School Pathways in order to help
with compliance throughout the year.

Developed teacher training for August all-staff and
new hire training days.

Assigned Regional Groups for the 2020/21 school
year. We are thrilled to welcome three new regional
leaders to replace existing leaders for those
aspiring a leadership role at Excel Academy.






July Highlights

Our director worked closely with DMS to
analyze each area of the budget and
determine where to make necessary cuts

due to AB77 and SB98.

Our Leadership team spent time
developing school goals and clarified core
values. Additionally, the Student Learner

Outcomes (SLOs) were reorganized to
incorporate into 2020/21 Teacher goals
and evaluations.




Created Reading WIN Menu
01 Q & Math WIN Menu.

02 |-

Programs
03 Created Shoreline Student
Program.

Intervention Depariment Update

What I Need (WIN) Program

Policies
Established 8th Grade

Retention/Promotion Policy
and Procedures that align
with ed code.




Assessment Department Update

i-Ready

Monitored i-Ready
lessons and diagnostics
for students who are
utilizing the program
over the summer.

Updates

Updated the Teacher
manual and documents
within the shared drive
folders pertaining to state
and internal assessments,

report cards, etc. for the
20/21 school year.

| |

English Learners

Identified new students to Excel Academy
who are English Learners, in addition to
students who are to be determined and will
require the 20/21 Initial ELPAC assessment
at the start of school.

Calpads

Continued Calpads
uploads and fixed
errors in preparation

for End of Year

reporting.



High School Depariment Update

\g
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Curriculum

Curriculum menus created
for families

|
Updates

Continued updates of HS
Shared Drive documents

Continued 4 year planning
meetings with
parents/guardians

NN

CTE

Continued CTE program
information updates

H

Professional Development
Worked on slideshow

presentations for the all-staff
professional development

o

Webinars

Created 20/21 school year
high school webinar series
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Human Resources
Depariment Update

1. Developed 2020/2021 School, Department & Individual Goals

2. Finalized 2020/2021 Employee Handbook

3. Developed new Reimbursement Policy

4. Created the Project Management Tools Professional Development
5. Developed Injury & lllness Prevention Plan

6. Developed New Hire Orientation




New to our TEAM

General Special Education Admin
Education
5 Teachers of Record, 3 2 Case Managers, 1 1 Title | Coordinator, 1
Virtual Teachers Program Specialist, 1 Assistant Director of

Intake Manager Sped, 1 Vendor Clerk
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Community Department Update

1.

The Community
Team hosted a Q
and A session for
new and returning
families.

2.

Content and
Community
Provider virtual
inspiration events
were planned and
offered to our
Excel Academy
students. The
virtual events were
well received and
had a successful
turnout.

S

Personal safety
equipment kits:
hand sanitizers,
ToR's reusable
masks, gloves, and
spare masks
prepared for ToRs
in preparation for
the fall semester.

4.

Excel Academy
joined the North
America
Scholastic Esports
Federation.

|



Professional Development

Intervention High School
I ]
Department Department
Attended Attended Ethnic

MobyMax Studies

informational
webinar in order to
better understand
the struggles of
students of color.

Professional
Development
webinar for WIN

students.

Special Human
Education Resources
[ I
Department Department
Attended multiple Attended Surviving

Young & Minney Legal and

Operational
Obstacles Caused
by COVID-19

webinar.

webinars
concerning laws
surrounding special
education in

COVID-19.

D =


https://docs.google.com/spreadsheets/d/1rwGtzysg8ds9zl85nyKt5VEHMt13JV-ntsMprVdMdfA/copy

Future Projects & Activities

All Staff Professional First Day of Schooll
Development 1.0

August 4th August 24th

=

August 3rd August 11th September 2nd

All Staff Professional
Development 2.0

New Hire Training Tech Day Training



Student
Summer
Project




THANKS!

EXCEL ACADEMY
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http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr

01. Venus

Venus has a beautiful
name, but it's terribly hot

03. Saturn

Saturn is composed of
hydrogen and helium

Other

02. Mars

Despite being red, Mars is
actually a cold place

04. Mercury

Mercury is the closest
planet to the Sun




Mercury is the closest planet to the Sun and
the smallest one in our Solar System—it's only
a bit larger than our Moon. The planet’s name
has nothing to do with the liquid metal, since
it was named after the Roman messenger god

FUTURE



Venus has a beautiful name and is the second
planet from the Sun. It's terribly hot—even
hotter than Mercury—and its atmosphere is
extremely poisonous. It's the second-brightest
natural object in the night sky after the Moon

NOW




“This is a quote. Words full of
wisdom that someone important
said and can make the reader get
inspired”

-SOMEONE FAMOUS

&%




PREDICTED RESULTS

$5M

Mars is a cold place

100

Venus has a beautiful name

150

Saturn is the ringed planet

To modify this graph, click on it,
follow the link, change de data
and replace it



https://docs.google.com/spreadsheets/d/1rwGtzysg8ds9zl85nyKt5VEHMt13JV-ntsMprVdMdfA/copy

SNEAK PEEK

Mercury is the closest planet to the Sun and the
smallest one in the Solar System-it's only a bit
larger than our Moon. The planet’s name has
nothing to do with the liquid metal, since it was
named after the Roman messenger god, Mercury

2




SNEAK PEEK

Insert your multimedia content here. You can replace the image in the screen
with your own work. Just delete this one and add yours




PROJECT STAGES

Mercury

Mercury is the closest
planet to the Sun

Neptune

It's the farthest planet
from the Sun

Saturn

It's composed of
hydrogen and helium



D

Venus Neptune Saturn

Venus is the second Neptune is the farthest Saturn is composed of
planet from the Sun planet from the Sun hydrogen and helium



ALTERNATIVE RESOURCES
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Find more illustrations like these on

Stories by Freepik
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https://stories.freepik.com/pana/#53ccf5

Use our editable graphic resources...

You can easily resize these resources, keeping the quality. To change the color, just ungroup the resource and
click on the object you want to change. Then, click on the paint bucket and select the color you want. Don’t
forget to group the resource again when you’re done.
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..and our sets of editable icons

You can resize these icons, keeping the quality.
You can change the stroke and fill color; just select the icon and click on the paint bucket/pen.
In Google Slides, you can also use Flaticon extension, allowing you to customize and add even more icons.


https://chrome.google.com/webstore/detail/flaticon-for-gsuit-gslide/haekgjfnhhdkgfgmldhfokhmfkgmciba
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Business Icons
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Creative Process Icons
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Performing Arts Icons
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SEO & Marketing Icons
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http://bit.ly/2PfT4lq

The Collaborative

Community Collaborative Charter
Schools

DMS Business
Services

F"
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-
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Annual Evaluation

IV

DELTA MANAGED SOLUTIONS

YEAR ENDING:

JUNE 30, 2020




Objective & Process

Objective: DMS and The Collaborative will follow the evaluation
process to continuously set action plans for greater success with
our partnership and provide transparency to the board.

Process:

Annual evaluation to be completed every June.
Set 90-day action plans.

Ongoing communication and weekly check-ins through out
the year.

Mid-year evaluation in December.
Repeat the process.



Outcomes

Overall: Both the Collaborative and DMS agreed it was a rocky start, but
great improvements have been made and we are headed in the right

direction.
® © o

Areas Evaluated:
Finance: Maintaining the accounting records of the organization.
Accounts Payable: Processing of vendor payments.

Retirement Reporting: Filing and processing of STRS/PERS.
Compliance & Reporting: Fiscal reporting to authorizers & others.

Special Projects: How DMS has assisted in other areas.



Outcomes

Finance: Maintaining the accounting records of the organization
Compliance & Reporting: Fiscal reporting to authorizers & others

Special Projects: How DMS has assisted in other areas

Action ltems:
Provide a consistent Monthly Update Report for each school and board.

Set consistent meeting times with each Collaborative Director and DMS
Finance team.

Provide a timeline for known compliance reporting.

Keep informed of the frequent changes in legislature, CDE compliance, etc.



Outcomes

Accounts Payable: Processing of vendor payments

Action Items:

Continued development of increasing user-friendliness of current AP
systems used at DMS.

Further Training from DMS to Collaborative in Microix.

Check Vouchers and Aging worksheets sent to all Director’s.




Outcomes

Retirement Reporting: Filing and processing of STRS/PERS

Received the highest scores!

.

*x

Action Iltems: ‘

Provide further transparency

to director’s on completion.




Next steps

Continue to meet regularly to ensure clear communication
and focus on action items.

Complete mid-year evaluation in December to reflect on
progress and realign action items.

Report to board progress and new action items in January.

a+nanm




EXAMPLE

A core function of DMS is to prepare reports required for CalSTRS and CalPERS contribution calculations and payments. This involves:

successfully compile payroll data and backup documentation as needed into the appropriate monthly county report(s);
coordinate payment for each report through the central office;

submit retirement reports and backup documentation per county guidelines to allow for a smooth and problem-free monthly report.

Transparency Is the School’s final monthly retirement information available and
presented in a clear and understandable way? 1 Unaware of the completion

Are monthly retirement reports and information accurate and

Accuracy / .

Controls reasonably free of errors? Is a strong control process in place to
minimize errors, and if errors are found, establishes additional We have not received any correction
controls to avoid such errors in future? 3 notices.

Completeness Are reports complete and not requiring additional information to Yes! DMS does this with little help from
be added? 5 me.

o Are retirement reports and information provided in a timely | do not review them. This makes me

Timeliness manner and allowing sufficient time for School to review and think we need a second set of eyes to
analyze? 3 ensure accuracy.

Audit Process Is all information provided to auditors in a complete, accurate and
timely manner to allow for clean audits? We are currently in the audit process so |

1 can not answer this accurately.

OVERALL RETIREMENT SCORE: 13 This has been a positive experience but

can always use more transparency.

Score 1 to 5, where: 5=exceeds expectations, 3=meets expectations, 1=does not yet meet expectations, or “N/A” if not applicable




EXCEL ACADEMY CHARTER SCHOOLS
Regular Meeting of the Board of Directors
Minutes

Thursday, July 9, 2020
Regular Meeting Begins at 2:30 p.m.

EXCEL ACAPEMY
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1185 Calle Dulce, Chula Vista, CA 91910
39251 Camino Las Hoyas, Indio, CA 92203
16222 Quail Rock Road, Ramona, CA 92065

1160 Cuyamaca Avenue, Chula Vista, CA 91911

Excel Academy Charter Schools
1 Technology Drive, Bldg. I, Suite 811, Irvine, CA 92618

Zoom Meeting Information
Dial In: 1-669-900-9128
Meeting ID: 922 7994 5057
Join URL.: https://zoom.us/j/92279945057

1. CALL TO ORDER AND ROLL CALL Time 3:02 p.m.
1.1. Roll Call
William Hall President - Present
Michael Humphrey  Vice President - Present
Susan Houle Clerk - Present
Steve Fraire Member - Present

2. APPROVE/ADOPT AGENDA
It is recommended the Board of Directors adopt as presented, the agenda for the Regular Board
Meeting of July 9, 2020.

Motion by William Hall, President to amend the agenda and remove:
Item 12.1 Approval of Lease Agreement for Kurt Madden, Chief Executive Officer,
and Lori Hath, Executive Assistant

Moved by MHumphrey Seconded by SHoule


https://zoom.us/j/92279945057

Roll Call Vote: Ayes Nays Abstained Absent

William Hall X
Michael Humphrey X
Susan Houle X
Steve Fraire X

Motion carried unanimously, 4-0.

PUBLIC COMMENT - CLOSED SESSION

The public has a right to comment on any items of the closed session agenda. Members of the public
will be permitted to comment on any other item within the Board’s jurisdiction under section 8.0 Public
Comments at Board Meetings.

. ADJOURN TO CLOSED SESSION Time: 3:03 p.m.
The Board will consider and may act on any of the Closed Session matters listed in Agenda Item 5.0.

Moved by SFraire Seconded by MHumphrey

Roll Call Vote: Ayes Nays Abstained Absent
William Hall X

Michael Humphrey X

Susan Houle X

Steve Fraire X

Motion carried unanimously, 4-0.

CLOSED SESSION
Conference with Legal Counsel regarding Potential Litigation:
There is significant exposure to litigation against the Agency pursuant to Government Code
Section 54956.9(d)(2)
a. 1 Matter

Public Employee Performance Evaluation Pursuant to Government Code 54957
a. CEO SMART Goals and Self-Evaluation 2019-2020

RECONVENE REGULAR MEETING Time: 3:08 p.m.
William Hall, President reported out ““no action was taken during closed session.”

PLEDGE OF ALLEGIANCE Led by: William Hall

PUBLIC COMMENTS/RECOGNITION/REPORTS

Please submit a Request to Speak to the Board of Directors using the chat feature on the right hand side
of the Zoom platform. Please state the agenda item number that you wish to address prior to the agenda
item being called by the Board President. Not more than three (3) minutes are to be allotted to any one
(1) speaker, and no more than twenty (20) minutes on the same subject. This portion of the agenda is for




10.

11.

comments, recognitions and reports to the Board and is not intended to be a question and answer
period. If you have questions for the Board, please provide the Board President with a written statement
and an administrator will provide answers at a later date.

CORRESPONDENCE/PROPOSALS/REPORTS
9.1. Implications of AB77 and SB98 on School Budget
9.2. DMS Business Services Annual Evaluation Tool

CONSENT CALENDAR

Items listed under Consent Calendar are considered routine and will be approved/adopted by a single
motion. There will be no separate discussion of these items; however, any item may be removed from
the Consent Calendar upon the request of any member of the Board, discussed, and acted upon
separately.

Consent Calendar - Board Meeting Minutes
10.1. Minutes of the Regular Board Meeting that was held on June 11, 2020
10.2. Minutes of the Regular Board Meeting that was held on June 18, 2020

Consent Calendar - Business/Financial Services
10.3. Check Register - June 2020

Consent Calendar - Education/Student Services
10.4. Approval of 2020-2021 English Learner Master Plan - Excel Academy Charter Schools
(Helendale) #2073 and (Warner) #2053

Consent Calendar - Personnel Services
10.5. Approval of Certificated Personnel Report

Moved by MHumphrey  Seconded by SHoule

Roll Call Vote: Ayes Nays Abstained Absent
William Hall X
Michael Humphrey X
Susan Houle X
Steve Fraire X

Motion carried unanimously, 4-0.

BUSINESS/FINANCIAL SERVICES

11.1a.(Action) Approval of Resolution Accepting Membership in The Collaborative
Charter Services Organization (CSO)
It is recommended the Board approve the resolution accepting membership in
The Collaborative Charter Services Organization (CSO), July 1, 2020 through




June 30, 2021.

11.1b. The Collaborative CSO Administrative Support Services Agreement
with Member Charter Schools.

11.1c. Attachment A: List of Services

11.1d. Attachment B: Service Fee Structure

Fiscal Impact: Excel Academy Charter School (Warner #2053 ) $606,252.50;
Excel Academy Charter School (Helendale #2073 ) $259,822.50

Moved by SHoule Seconded by MHumphrey

Roll Call Vote: Ayes Nays Abstained Absent
William Hall X

Michael Humphrey X

Susan Houle X

Steve Fraire X

Motion carried unanimously, 4-0.

12. PERSONNEL SERVICES
12.1. (Action) Approval of L ease Agreement for Kurt Madden, Chief Executive Officer,
and Lori Hath, Executive Assistant
It is recommended that the Board approve the Lease Agreement effective
July 1, 2020 through June 30, 2022.

Fiscal Impact: Excel Academy Charter School (Warner #2053) $64,749.43,;
Excel Academy Charter School (Helendale #2073) $27,749.75

Motion by William Hall, President to amend the agenda and remove this item.
Tabled to a future meeting date.

13. POLICY DEVELOPMENT
13.1. (Action) Approval of Board Policies
It is recommended the Board approve the proposed policies. These policies
will replace the current policies and will allow the Board to address any
related complaints or issues that may be raised in the school/work environment.

Community Relations
1020-EA School-Sponsored Field Trip Policy (Revised)

Student Services

5010-EA Educational Records and Student Information Policy (Revised)
5015-EA Title IX, harassment, Intimidation, Discrimination, and Bullying Policy
5020-EA Comprehensive Self-Harm/Suicide Prevention Policy (Revised)




14.

15.

16.

5030-EA Immunization Policy

5035-EA Student Freedom of Speech and Expression Policy

5045-EA Acceptable Use Policy

5110-EA Cell Phones, Smartphones, Pagers & Other Electronic Signaling
Devices Policy (New)

Instruction

6010-EA Independent Study Policy

6015-EA Comprehensive Sexual Health Education Policy
6020-EA Education for Homeless Children and Youth Policy
6025-EA Section 504 Policy

6030-EA Education for Foster and Mobile Youth Policy (Revised)
6035-EA Mathematics Placement Policy

6060-EA Special Education Assessment Request Policy (New)
6065-EA Special Education Pin Process for Missed Services Policy
6070-EA Independent Education Evaluation Policy

6075-EA Special Education Certificate of Completion Policy

Moved by MHumphrey  Seconded by SHoule

Roll Call Vote: Ayes Nays Abstained Absent
William Hall X
Michael Humphrey X
Susan Houle X
Steve Fraire X

Motion carried unanimously, 4-0.

CALENDAR
The next scheduled meeting will be held virtually on August 13, 2020.

BOARD COMMENTS

The Board said thank you for the excellent reports. Everyone makes the reports and presentations look
so easy, but we know there is a lot of work going into these. The behind the scenes work is really a
team effort. The Board said the policies make them feel comfortable knowing we are on top of them.
The skill level, diligence and attention to detail is so evident in Heidi’s work. The Board thanked
Heidi for her excellent leadership and sent thoughts and prayers to her and her family. Job well done.

CEO COMMENTS

The CEO echoes the Boards comments and said to Heidi, as we saw that possible reality with AB77
coming together, Paul (DMS) working his magic, and Heidi calling him The Gem, your budget

looks considerably better than it did last week. He said this is going to be your year, we are going

to deal with chaos as usual, but you are very open to coaching, consulting, you want to improve, and
you got Megan right there. We are going to be there as cabinet members to clear the path, again Kudos
to the entire Excel team. Job well done.




17. ADJOURNMENT
The Regular meeting of the Board of Directors adjourned at 3:34 p.m.

Moved by SHoule Seconded by MHumphrey

Roll Call Vote: Ayes Nays Abstained Absent
William Hall X

Michael Humphrey X

Susan Houle X

Steve Fraire X

Motion carried unanimously, 4-0.

Signed: Signed:

Kurt Madden Susan Houle
Secretary, Governing Board Clerk, Governing Board



Check Number

13839
15464
16207
16793
16793
16997
17012
17012
17013
17013
17014
17015
17015
17016
17016
17017
17017
17018
17018
17019
17020
17020
17021
ACHO00546

ACH00547

Report Total

Check Date

712712020

712712020

712712020

712712020

712712020

712712020

712712020

712712020

7/29/2020

7/29/2020

7/29/2020

7/29/2020

7/29/2020

7/29/2020

7/29/2020

7/29/2020

7/29/2020

7/29/2020

7/29/2020

7/30/2020

7/30/2020

7/30/2020

7/31/2020

7/31/2020

7/31/2020

Vendor Name Invoice Number Fund Code  Check Amount Transaction Description Session 1D Payee Address Check Address Code
Read Naturally 234638 7 $  (3,040.00) PO#263243700 Read Naturally Live Licenses VD21-0003
Starwin Corp. 263623570 66 $ (490.00) BP#263623570 VD21-0005
Starwin Corp. 263664080 66 $  (1,086.00) BP#263664080 VD21-0005
California Newspapers Parthership 5254454-0720 66 $  (2,310.00) Acct#5254454 Statement #52544540720 7/1/20-7/30/20  VD21-0004
California Newspapers Parthership 5254454-0720 7 $  (4,690.00) Acct#5254454 Statement #52544540720 7/1/20-7/30/20  VD21-0004
Education.com Holdings, Inc. 19-205 55 $  (2,771.65) On Site Checks from DMS ck# 11133 VD21-0002
Starwin Corp. 263623570 66 $ 490.00 BP#263623570 CHK21-008 5510 E. Britton Drive, Long Beach, CA 90815 Check
Starwin Corp. 263664080 66 $ 1,086.00 BP#263664080 CHK21-008 5510 E. Britton Drive, Long Beach, CA 90815 Check
Accrediting Commission for Schools Westerr 1302079 66 $ 353.00 INV#1302079 Acct#3775416386 CHK21-0016 533 Airport Blvd, Ste 200, Burlingame, ca 94010 Main
Accrediting Commission for Schools Westerr 1302079 7 $ 717.00 INV#1302079 Acct#3775416386 CHK21-0016 533 Airport Blvd, Ste 200, Burlingame, ca 94010 Main
Apple Inc AC29741662 7 $ 918.80 PO#263669862 CHK21-0016 PO Box 846095, Dallas, TX 75284-6095 Check
County of Orange 0831596 66 $ 102.22 TC REF # 0831596 CHK21-0016 Attn: Treasurer-Tax Collector, P.O. Box 1438, Santa Ana, CA 92702-1438 Check
County of Orange 0831596 7 $ 238.52 TC REF # 0831596 CHK21-0016 Attn: Treasurer-Tax Collector, P.O. Box 1438, Santa Ana, CA 92702-1438 Check
0OPsS 2009 66 $ 6,911.00 INV#2009 CHK21-0016 PO Box 126, Beaver, WA 98305 Main
0OPs 2009 7 $  14,031.71 INV#2009 CHK21-0016 PO Box 126, Beaver, WA 98305 Main
Promo Direct N135360 66 $ 106.00 INV#N135360 Cust#A239448 CHK21-0016 931 American Pacific Dr, Suite 100, Henderson, NV 89014 Main
Promo Direct N135360 w $ 216.00 INV#N135360 Cust#A239448 CHK21-0016 931 American Pacific Dr, Suite 100, Henderson, NV 89014 Main
San Bernardino Superintendent Of Schools SBCSJULY-Buy Back 66 $ 966.77 STRS buyback Lorrie Wood CHK21-0017  Attn:District Financial Services, Retirement Services, 760 E. Brier Drive, San Bernardino, CA 92408 Main
San Bernardino Superintendent Of Schools  SBCSJULY2020 66 $ 11,940.33 CalSTRS Contribution July 2020 CHK21-0017  Attn:District Financial Services, Retirement Services, 760 E. Brier Drive, San Bernardino, CA 92408 Main
Michelle Moran 07-01-20 Payroll 66 $ 393.05 Employee Payroll Check - Pay Period 7/1/20 - 7/31/20 CHK21-0018 44 Ocaso Street, Rancho Mission Viejo, CA 92694 Main
Document Tracking Services 9206903 66 $ 272.00 Document Tracking Services 2/01/20-2/01/21 CHK21-0019 10225 Barnes Canyon Road, Suite A200, ATTN: Aaron Tarazon, Director, San Diego, CA 92121 Main
Document Tracking Services 9206903 7 $ 272.00 Document Tracking Services 2/01/20-2/01/21 CHK21-0019 10225 Barnes Canyon Road, Suite A200, ATTN: Aaron Tarazon, Director, San Diego, CA 92121 Main
Great American Insurance Group 071920 #2847 7 $ 5,134.64 Acct#814372847 Policy#2619880 & #2619881 CHK21-0021 PO Nox 89400, Cleveland, OH 44101 Main
Delta Managed Solutions EAC 08-20 7 $ 29,008.32 DMS Monthly payment August 2020 CHK21-0020 1451 River Park Dr. Suite 180, Sacramento, ca 95815 Main
Delta Managed Solutions EACE 08-20 66 $ 12,118.68 DMS Monthly payment August 2020 CHK21-0020 1451 River Park Dr. Suite 180, Sacramento, ca 95815 Main
$ 70,888.39



EXCEL ACADEMY CHARTER SCHOOLS

Agenda Item: 10.3 Date: August 13, 2020

Correspondence/Proposals/Reports

X Consent Agenda

Business/Financial Services

Education/Student Services

Personnel Services

Curriculum

Policy Development

Item Requires Board Action: X Item is for Information Only:

Item: Approval of license renewal for ESET Antivirus, Anti Malware and Internet Security
Solutions for a three year term.

Background:
ESET Antivirus, Anti Malware and Internet Security Solutions has been installed on the student and
staff computers to provide security against cyber attacks and viruses. The license renewal will ensure

continued services and security.

It is recommended the Board approve the license renewal for ESET Antivirus, Anti Malware and
Internet Security Solutions for a three-year term commencing July 1, 2020.

Fiscal Impact:

The total cost for EACS is $1,902.33. (70/30 split)



MicroAge

8160 S Hardy Drive
Tempe, Arizona 85284
United States
http://www.microage.com

P N

Quotation (Open)

Date
Jul 09, 2020 11:10 AM
MDT

MICroAge

The IT Solution Experts

(P) 800-544-8877
Modified Date
Jul 09, 2020 11:21 AM

Customer

Community Collaborative
Charter School
Olmstead, Randell

100 E. San Marcos Blvd.
San Marcos, CA 92069
United States

(P) (619) 987-8135

Customer PO:

Special Instructions:

Bill To

Community Collaborative
Charter School
Olmstead, Randell

100 E. San Marcos Blvd.
San Marcos, CA 92069
United States

(P) (619) 987-8135
randell@alphavision-
consulting.com

MDT

Doc #
1423207 -rev1lofl

Description
ESET - INITIAL / 3YR ENDPOINT
PROTECTION STD VLIC 100-249

SalesRep
Lucas, Ameen
(P) 480-366-2052

Customer Contact
Olmstead, Randell
(P) 619-987-8135

Ship To

Community Collaborative
Charter School
Olmstead, Randell

100 E. San Marcos Blvd.
San Marcos, CA 92069
United States

(P) (619) 987-8135
randell@alphavision-
consulting.com

Terms: Ship Via:
Undefined FedEx Ground

Carrier Account #:

# Description Part # Tax Qty Unit Price Total
1  ESET - INITIAL EEPS-G3-E Yes 115 $23.54 $2,707.10
3YR ENDPOINT PROTECTION STD VLIC 100-249

These prices do NOT include applicable taxes, insurance, shipping, .

delivery, setup fees, or any cables or cabling services or material Taxs(;“;tS%":;;j $2'$72%79'ég
unless specifically listed above. All prices are subject to change Sk.\i ino . $0'00
without notice. Supply subject to availability. plr\’/”s%j $0'00
See MicroAge Sales Terms and Conditions at Total: ~ $2,916.90

https://www.microage.com\salesterms


https://usm.channelonline.com/microage/email/Products/overview/C000005738D000001084

EXCEL ACADEMY CHARTER SCHOOL

Agenda Item: 10.4 Date: August 13, 2020

Correspondence/Proposals/Reports

X Consent Agenda

Business/Financial Services

X Education/Student Services

Personnel Services

Curriculum

Policy Development

Item Requires Board Action: X Item is for Information Only:
Item: Approval of the EACS Handbook 2020-2021
Background:

The EACS Handbook provides students, families, and staff policies and procedures to ensure
understanding of their roles and responsibilities within the charter school. The handbook is reviewed
and updated annually to reflect updates in legislation, ed code and internal procedures.

The following areas had revisions for the 2020-2021 school year:
e Attendance and Involuntary Withdrawal Policy and Procedures
Progress Improvement Notification (PIN) Policy
Retention
Virtual Meetings due to COVID-19
Vendor name change to Content and Community Provider (CCP)
Updates to field trip procedures
Use of instructional funds

It is recommended the Board approve the EACS Handbook 2020-2021 for students and parents as
presented.

Fiscal Impact: None.
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Welcome to Excel Academy Charter School

Thank you for choosing Excel Academy Charter School to support you on your independent
home study journey. I am humbled and honored to serve an incredible team of dedicated
educators and staff ready to collaborate with you as you begin the 2020-2021 school year! We
recognize the sacrifice and dedication families make when committing to our school model
which is why we strive to help create balance and parent choice in a personalized learning
environment. Excel Academy is led by a collaborative team made up of innovative educators on
the forefront of educational change opening the doors for all options in independent study.
Welcome to the Excel Academy family!

Sincerely,

Heidi Gasca

Executive Director

To view the Excel Academy Charter School handbook on our website, please click here.

Who We Are

Excel Academy is a tuition free, public charter school offering a personalized learning
environment for independent study students in grades TK-12. Our unique educational program
allows parents to select a wide variety of educational resources and materials from approved
content and community providers using instructional funds provided by the charter school.
Using these educational resources, families have the freedom to build a customized learning
experience for their children, benefiting from flexibility of choice and the partnership of a highly
qualified California-credentialed teacher.


https://www.excelacademy.education/parent%20tools/2019-20-handbook-new/
https://www.excelacademy.education/parent%20tools/2019-20-handbook-new/
https://www.excelacademy.education/parents-students/handbook-201718/#top

Mission Statement

Excel Academy will provide flexible, personalized learning through a customized course of study
that will educate, motivate, and instill a love of learning in each individual student. Teachers and
parents will join together to maintain high expectations and promote academic excellence for all
students creating the next generation of leaders.

Our Vision

Life is what you create. At Excel Academy Charter School we bring students to
LIFE through:

LEARNING

The primary goal of Excel Academy is that each student continues to grow in knowledge, ability,
and social/emotional intelligence. Students are encouraged to work any time, any place, and are
supported by teachers, curriculum, and staff that will adapt to the uniqueness inherent in every
student and learning situation. Excel pursues a learning environment where every student will
be challenged by, enjoy, and help direct their own education.

INDEPENDENCE

Excel Academy believes one of the key elements of an optimal education is to place the student
in a climate where curiosity and exploration are rewarded. While Excel Academy’s curriculum
aligns itself to California’s academic content standards, each family may avail themselves of
alternative or supplemental learning resources that can help prepare each student for the
real-life complexities of higher education and the ever-changing job market.

FLEXIBILITY

Flexible pacing enables each student, under the guidance of the educator, to target individual
needs without the demands of a classroom. By developing an awareness of their own unique
learning style and advancement in their communication abilities, students and families will be
enabled to discover their greatest areas of need and direct their efforts accordingly.

EMPOWERMENT

Excel Academy strives to empower students to take ownership of their education and develop
not only the appropriate knowledge, skills, and abilities, but also the confidence, creativity, and
discipline to help them adapt to the challenges and opportunities of the 21st century.

The strong connections and communication amongst the authorizers and the community foster
a strong foundation for which our programs are built.


https://www.excelacademy.education/board-governance/authorization-and-accreditation/

Student Learning Outcomes

Student Learning Outcomes (SLOs) are statements about what all students should know,

understand, and be able to do by the time they graduate. To meet the demands of the 21st

century, Excel Academy graduates will be:

Creative and Complex Thinkers

1.

Students will propose, evaluate, and use a variety of strategies, tools, and skills to
produce solutions.

Students demonstrate the ability to recognize and analyze problems from multiple
perspectives, including real-world situations.

Students exhibit intellectual courage by advocating for their own learning, seeking help
when needed, and persevering when challenged.

Effective Communicators

1.

Students are able to actively engage in a variety of topics through polite and respectful
conversation.

Students exhibit articulate, effective, and persuasive communication orally, visually, and
in writing to a diverse range of audiences using a variety of methods.

Students will engage in cooperative relationships with teachers and peers.

Students use technology in various forms to effectively communicate and demonstrate
knowledge.

Community / Global Participants

1.
2.

Students show respect for self and others and celebrate cultural diversity.

Students will make positive contributions to their community (e.g. register to vote, care
for environment, volunteer).

Students are prepared to meet the demands of college or career; demonstrating various
skills in seeking employment and/or college admission.

Empowered and Independent Learners

1.

Students are self-directed, self-disciplined, self-monitored,and demonstrate
self-corrective thinking.

Students are curious, inquisitive thinkers, and dedicated to lifelong learning.
Students plan and study effectively and efficiently using time management skills.
Students actively participate in the creation and pursuit of personal, academic, and
professional goals.


https://www.excelacademy.education/parents-students/handbook-201718/#top

Charter Authorization

Excel Academy Charter School is chartered by Warner Unified School District for the Orange,
Riverside, and San Diego Counties, and Helendale School District for the Los Angeles and San
Bernardino Counties: Counties Served

Accreditation
Excel Academy CharterSchools are accredited by the Accrediting Commission for Schools,
Western Association of Schools and Colleges.

The Western Association of Schools and Colleges (WASC) is one of six regional associations,
which accredit public and private schools, colleges, and universities in the United States.
Accreditation certifies to other educational institutions and to the general public that an
institution meets established criteria or standards and is achieving its own stated objectives.
This means that all diploma or degree programs and educational activities offered by the
institution are covered by the institution’s accreditation.

This is important because California State Universities and Colleges require incoming students
to have participated in a WASC approved school/program. Additionally, California residents
who wish to join the military oftentimes must have attended an accredited high school program.

To remain accredited, a school must report annually on the progress of its submitted
improvement plan as well as its ability to continue to meet accreditation standards. Once every
five years, the schools will need to re-engage in a thorough self-study process and host a visiting
accreditation team.

What does Accreditation mean?

Accreditation certifies to other educational institutions and to the general public that an
institution meets established criteria or standards and is achieving its own stated objectives.
WASC and the other five regional associations in the United States grant “institutional
accreditation” after a comprehensive self-study followed by an on-site evaluation of the
programs and services of the total institution. This means that all diploma or degree programs
and educational activities offered by the institution are covered by the institution’s accreditation.
The evaluation determines whether or not the institution qualifies for regional recognition.
More importantly, periodic self-study and review promote improvement in educational quality
and institutional effectiveness. For more information, go to http://www.acswasc.org/.

Parent Support


https://www.excelacademy.education/academics/counties-we-serve/
http://www.acswasc.org/

Parent support is available Monday through Friday from 8 A.M.—4:30 P.M. Please see the school
directory below for department emails and contact numbers.

Contact Information

Our office is located at:
1 Technology Drive, Ste I-811
Irvine, CA 92618

If you wish to reach a specific department by email, please use one of the following:

Main Office/Parent Support - acesario@excelacademy.education
Student Services Department - studentservices@excelacademy.education
Office of the Registrar - registrar@excelacademy.education
Enrollment Department - admissions@excelacademy.education

If you wish to reach a specific department by phone, please use one of the following:

Main Office - General Information PH: 949-387-7822
Office Manager - Anne Cesario PH: 949-774-5065
Admissions - Amanda Johansen PH: 949-387-9676
Registrar - Cori McCook PH: 949-774-6457
Special Education Coordinator - Kristy Spurgin PH: 949-774-6443
Special Education Program Specialist - Shawna Goldhammer PH: 949-774-0244
Intervention Coordinator - April Saade PH: 949-774-6231
Student Services Department PH: 949-387-7410
Student Services Coordinator PH: 949-387-4703

Content and Community Provider Specialist - Erin Rynders PH: 949-774-6293
Community Relations Coordinator - Kastin Dick PH: 949-774-6236

Counselor Department

Guidance Counselor - Lisa Durham PH: 949-774-5799
Guidance Counselor - Melissa O’Dell PH: 949-774-6293
High School Department:

HS Coordinator - Jennifer Sanchez PH: 657-529-2307
HS Coordinator - Lorrie Wood PH: 805-931-6720


https://www.excelacademy.education/parents-students/handbook-201718/#top

Once enrolled, you will be provided with the contact information of your ToR. If you are
attempting to reach a member of our administrative staff, please call our Parent Support line
and ask for the person with whom you wish to speak. Someone will be happy to connect you.

Glossary of Terms

Teacher of Record (ToR) - The ToR is a single or multiple subject credential-holding teacher
who works with his or her assigned family to identify, support, and implement a personalized
learning plan for the student.

HQT (Highly Qualified Teacher) Content Area Specialist - The HQT Content Area
Specialist’s ultimate responsibility is to ensure the success of each high school student at Excel
Academy. The HQT teacher works closely with the student, parent, and ToR providing single
subject expertise in CORE subject areas.

Instructional Funds (IFs) - State funds allotted to each student with which families can
request the purchase of approved educational materials and services through Excel Academy’s
Student Services Department.

Learning Period (LP) - The intervening days between each LP meeting, ranging from (13 -
20) school days.

Master Agreement (MA) - An enrollment agreement between the parent/guardian, school,
and ToR which specifies the policies and procedures that must be followed to participate in
Excel Academy. An MA signed by all parties, in conjunction with the AoR, is necessary for
enrollment in the school.

Acknowledgment of Responsibilities (AoR) - A document that lists the responsibilities of
Excel Academy parents/guardians and their students. The AoR is sent via email link, along with
the Master Agreement (MA), for parents to sign upon enrollment.

Attendance Roll Sheet (Grid Log) - A document sent once per month at the end of the
Learning Period via email. The parent/guardian documents the learning days for their student
and signs the document. ToRs must have this returned before taking attendance for a student.

Student Services Department Terms:

CCP - Content and Community Provider

EMR- Educational Materials

VCI- Educational Services

OPS- Online Purchasing System. The system used at Excel Academy for ordering educational
materials and services.

Red Notes- Individual guidelines for placing orders.

Internal Notes- Notes placed on orders after they have been created. Method for admin and
ToRs to communicate about a specific order.


http://excelacademy.education/vendors/

Consumable Items- Items that (A) are under $30 and/or (B) cannot be reused by another
student. Examples include: workbooks, pens, paper, pencils, printer ink, etc.
Non-Consumable items- Items that (A) are over $30 and/or (B) can be reused by another
student. Examples include: Textbooks, CD/DVDs, electronics (laptop, iPad, printer).

Purchase Order Status Terms:

Pre-Pending- Order has been placed by the parent and is pending review by the ToR.
Pending- ToR has carefully reviewed the order to ensure that the items or services being
ordered correspond to Excel Academy guidelines and selected “Pending,” OR the ToR has placed
the order on behalf of the parent (orders placed by ToR are assumed to have been carefully
reviewed).

Approved- Order has been reviewed and approved by the Student Services Department.
Processed- Order has been sent to the CCP for fulfillment.

Received Partial (EMR ONLY)- ToR has indicated that some, but not all, of the items on the
order have been received.

Received Fully (EMR ONLY)- ToR has indicated that all items on the order have been
received.

Invoice Matched- Student Services Department has received the invoice from the CCP and
matched the order in OPS to match what the CCP is charging.

Enrollment

Recruitment and admissions policies, procedures, and activities are in compliance with state
and federal law and are outlined in the individual charter petitions for each school.

Students will be considered for admission without regard to ethnicity, national origin, gender,
and disability or achievement level. Admission will not be determined according to the place of
residence of the student or parents, except as required by law. Prior to admission, all parents
must agree to and sign the master agreement. All students’ continued enrollment shall depend
upon them fulfilling the terms of the Master Agreement, Acknowledgement of Responsibilities
(AoR), and Independent Study Policy. Enrollment space will be based on need in the
community and availability of qualified, credentialed teachers to serve as the ToR.

Excel Academy will be non-sectarian in its programs, admissions policies, employment
practices, and all other operations, shall not charge tuition, and shall not discriminate on the
basis of race, ethnicity, national origin, gender, disability, or any other characteristic listed in
Education Code Section 220 (or association with an individual who has any of those
characteristics).

Once you complete the short intent to enroll form, a registration link will be automatically sent
to your email. From that link, you will set up a username and password and will complete all


https://www.excelacademy.education/parents-students/handbook-201718/#top

four steps of our Reg Online process. The enrollment team will verify your application once all
documents have been uploaded and all electronic documents have been signed. Our
enrollment department will reach out to you once everything is complete and will give you
instructions for the next step in the process.

Enrollment Documents Required

e Proof of Residency (in Excel Academy’s authorizing district)
Birth Certificate
Immunization Records

Transcripts (high school only)
Oral Health Report Form or waiver (TK,K and 1st Grade only)
e Health Exam Form/Waiver (TK,K and 1st Grade only)

*Please note: If a student enrolls after 21 days of start date, a progress report will be needed as
well.

Private School Affidavit (PSA)

Students enrolling from a private homeschool setting will be required to submit all documents
listed above. Additionally, placement tests will be required and administered by the ToR for
enrollment in certain middle school and high school courses.

Privately Home-schooled students enrolling in Excel Academy for 9th grade semester two
through 12th grade, please use the following: PSA Transcript Summary.

Regardless of the number of transfer credits awarded, the student must successfully complete
the required number of courses at Excel Academy in order to earn a high school diploma. (see
Graduation Track Options).

Grade-Level Assignment

At Excel Academy, students are enrolled in the grade that most closely corresponds to their age,
in accordance with California State Law. Please see link below for Excel Academy’s Grade
Placement Chart: Excel Grade Placement Chart 2020-2021

Transitional Kindergarten (TK) Policy

TK is an option for the following students:
e Students who turn 5 between September 2-December 2
e Students who turn 5 between June 1st-September 1st;


https://www.excelacademy.education/parents-students/handbook-201718/#top
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o In this case, a Kindergarten Continuance Form must be signed, verifying that the
parent/guardian agrees to have his/her child continue in kindergarten for one
additional year.

o Students may not promote from TK to 1st grade.

If a student turns 5 after December 2nd, entering kindergarten is not an option, they must enroll
in TK.

Kindergarten Placement

Students must turn 5 on or before September 1.

High School Grade-Level Placement

High school students are assigned a grade level based on the year of entry into 9th grade.
Regardless of credit deficiency, students will be promoted to the next grade and given an
opportunity to remediate credits in hopes that the student will graduate with his or her cohort.

In the event that a student does not graduate with their cohort, Excel Academy will provide the
student an opportunity to continue their education, provided they are making adequate progress
towards a diploma.

Adult Student Enrollment

Effective July 1, 2004 California State Law prohibits the enrollment of any student age 19 years
or older who has not been continuously enrolled since their 18th birthday and making regular
progress towards a high school diploma.

Dual Enrollment Policy — Public and Private Schools

In accordance with California Education Code Section 47602(b) and Title 5, California Code of
Regulations Section 11965(a), no student may be enrolled in Excel Academy and simultaneously
be enrolled in another public or private school. Private schools function outside the jurisdiction
of the California Department of Education (CDE) and most state education regulations.

Acceleration & Retention: Policies & Processes

Acceleration

Students at Excel Academy will be promoted to the next grade level each year. Our general
philosophy is that because Excel Academy offers personalized learning, acceleration is rarely
necessary. For those rare exceptions, it must be agreed upon in writing, by both the parent and
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school administration, in order to skip a grade. Acceleration will only be considered prior to the
beginning of the school year. Decisions regarding acceleration will be made on a case-by-case
basis by the Acceleration Team. Typically, this is reserved for high school students who would
like to graduate early. Students may graduate early, only if they have met all of the criteria for
graduation, including credit requirements.

*Requests for grade acceleration will not be considered prior to enrollment with Excel Academy
Charter School in order to ensure sufficient time to observe the student in our academic setting.

Acceleration Requests

e Parents will send a letter to the Intervention Coordinator stating reasons why they are
requesting acceleration.

e Parents will provide a current report card, transcripts, test scores, or any relevant
information.

e The Acceleration Team reviews information to determine if an acceleration meeting is
warranted or if a decision can be made based on the letter.

o If a meeting is warranted, the Intervention Coordinator will schedule a meeting
with the Parent and Acceleration Team.

e A decision is made by the Acceleration Team and a decision letter is sent to the parent

via email.

Retention

Students at Excel Academy will be promoted to the next grade level each year. Our general
philosophy is that because Excel offers personalized learning, retention is rarely necessary. For
those rare exceptions, it must be agreed upon in writing, by both the parent and school
administration, in order to repeat a grade. Retention will only be considered prior to the
beginning of the school year. Decisions regarding retention will be made on a case-by-case basis
by the Retention Team. Students may not be retained more than once. Students will only repeat
a grade in the case that there is substantial evidence the student lacks academic and/or
emotional maturity.

*Requests for grade retention will not be considered prior to enrollment with Excel Academy
Charter School in order to ensure sufficient time to observe the student in our academic setting.

Retention Requests
e Parents will send a letter to the Intervention Coordinator stating reasons why they are
requesting grade retention.
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e Parents will provide a current report card, transcripts, test scores, or any relevant
information.

e The Retention Team reviews information to determine if a retention meeting is
warranted or if a decision can be made based on the letter.

o If a meeting is warranted, the Intervention Coordinator will schedule a meeting
with the Parent and Retention Team.

e A decision is made by the Retention Team and a decision letter is sent to the parent via

email.

8th Grade Retention & Promotion

State law requires schools to have promotion and retention criteria for students who are in their
last year of middle school (EC Section 48070.5[a][5]). Therefore, Excel Academy will identify
students who are at risk of being retained in 8th grade (EC Section 48070.5[b]). Excel Academy
will use one or more of the following measures: i-Ready scores, MobyMax placement test scores,
ToR led assessments, course grades and any other objective academic measure to determine an
8th grader’s readiness for high school.

If a student is found to be at-risk for 8th grade retention:

e Parents will be notified in the fall of 8th grade, or once the i-Ready assessment is
complete for mid-year enrollees.

e The student will participate in additional progress monitoring & individualized academic
intervention throughout their 8th grade year.

e The spring i-Ready assessment will be proctored by Excel Academy staff and will be used
as a main source of data for final 8th grade retention or promotion recommendations.

e For those students who continue to be at risk for retention in the spring of 8th grade,
Retention Review meetings will be held with the parent and Excel Academy
administration. Excel Academy will make the final determination based on data
collected.

Student with an Expulsion History

Students who wish to apply that have been previously expelled from another school must submit
a copy of any expulsion reports from that school and any related documentation with your
student enrollment application for review.

For students who seek admission at Excel Academy with expulsion history, please refer to the
expulsion policies for our authorizing districts (Helendale, Warner, & Unified School District). A
panel will meet to determine whether the pupil does not pose a threat to others or will be
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disruptive to the school environment. The Executive Director or designee shall make a
recommendation to the governing board following the meeting regarding his or her

determination.

Master Agreement

The Master Agreement is a binding agreement between Excel Academy, the student, the
parent/guardian, the supervising ToR, and other responsible persons. The agreement
documents assigned courses as well as the time, manner, and frequency of the student’s
meetings with the faculty. Each agreement shall be signed and in effect prior or up to the first
day of the student’s attendance start date.

Methods of Operation and Terminology

Teacher of Record (ToR)

Every student enrolled in Excel Academy benefits from the expertise of a Teacher of Record
(ToR). All Excel Academy ToRs are highly qualified, experienced, credentialed teachers who are
committed to customized learning for each student and family. They support the
parent/guardian throughout the year and assess student progression through assigned
curriculum.

Initial Contact Meeting

Once a ToR has been assigned to a family, he/she will reach out to schedule an introductory
meeting. During this meeting, the ToR will explain the school-wide requirements and go over
curriculum options. For more information on learning styles and curriculum options, please
click here to visit the Excel Academy website. Parents/guardians must provide their ToR with
curriculum choices that cover grade level content standards within 5 days of a student’s start
date with Excel Academy. If the parent/guardian fails to decide upon curricula that cover
grade-level content standards within the 5 day window, the ToR will order the student curricula
from Excel Academy’s grade-level recommendations.

Learning Period (LP) Meetings

Learning Period (LP) meetings are a critical part of personalized learning at Excel Academy.
The LP meeting takes place at a mutually agreed upon public location, approximately every 20
school days. During the meeting, the ToR communicates with the student one on one to gather
information and knowledge learned throughout the LP. Due to the importance of these
meetings, and out of respect for our ToRs, we ask that families keep the agreed upon location
and time of their LP meeting, with the exception of unforeseen emergencies. Additionally,
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parents who cancel, reschedule, or miss LP meetings will be subject to Progress Improvement

Notifications (PINs), which may lead to Involuntary Withdrawal. (See our Qutline of Violations
that May Result in Involuntary Withdrawal).

Body of Work

A body of work is 20 days worth of learning, in each assigned subject area, generated from the
ToR-provided Pacing Guide for each core subject/course (see below). All work should be graded
or evaluated in some manner. At each LP meeting, the ToR will collect a sampling from the
body of work in each subject/course that is an accurate representation of the work completed.
The ToR will file these samples as proof of student attendance and progress.

Student Pacing and the Assessment of Learning

The ToR will provide a pacing guide for all curriculum content in a student’s Course of Study
before each LP begins. The student’s assigned ToR will review the body of work completed by
the student throughout the LP and engage in academic conversation to confirm content mastery.
Progression through the assigned curriculum content will be verified by the ToR on a weekly
basis. If students fail to complete at least 70% of the pacing guide provided by the ToR, they may
be issued a PIN. Final grades assigned at the end of the semester are heavily based on the
progress and achievement shown to the ToR.

Attendance Roll Sheet/Grid Log

Along with the assessment of student work, another responsibility of the ToR is to verify and
claim attendance for each LP. Attendance for an LP can only be claimed on or after the last day
of the LP. After reviewing the student’s work, the ToR will verify that ample work was
completed by the student from the provided pacing guide for the LP, and the ToR and
parent/guardian will sign and date the electronic Attendance Grid Log.

Progress Improvement Notification (PIN) and Identified Assignments

In order to remain enrolled at Excel Academy, the responsibilities outlined in the Master
Agreement, Independent Study Policy, and Attendance, Progress Improvement Notification, and
Involuntary Withdrawal Policy must be followed. Within these policies, the process for which a
student may be involuntarily withdrawn from Excel Academy is outlined. Part of that process
includes the issuance of Progress Improvement Notifications (PINs) when a student fails to
complete identified assignments key to a student’s success in the independent study
environment or any other responsibilities outlined in the Acknowledgement of Responsibilities.
These identified assignments include, but are not limited to, completion of assigned work
(CORE, ELD, WIN), internal assessments, attendance at mandatory meetings, and other key
responsibilities outlined within the Excel Academy Board Policies.
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Parent Newsletter via ParentSquare

One of the main venues of communication to our parents is through our newsletter, sent via
Parent Square. Parents often receive time-sensitive communication, information about
community events, deadline reminders, and community provider spotlights through the
monthly newsletters. Please let your ToR know if you are not receiving the monthly
newsletter and updates through ParentSquare.

Academics

Required Courses for TK-8
e Language Arts
e Mathematics

Social Studies

Science

PE

Other enrichment courses and activities can be found using our Content & Community Provider
search tool. Parents are encouraged to pursue educational choices that best reflect the academic
and social needs of their individual student. Students benefit from learning at home and can
take supplemental courses offered through approved content and community providers. Please
consult with your ToR to determine a course of study that balances the student’s academic and
extracurricular interests.

Curriculum and Education Resources

Excel Academy offers quality curriculum options and an extensive list of content and community
providers to assist students in reaching their educational goals. The ToR and family work
together to complete a Course of Study for the student, identify curriculum options that will
meet the student’s needs, and make sure school guidelines and state standards are met. For
more information, please visit our Content & Community Provider page.

California State & Grade-Level Standards

Excel Academy students must show progression towards and mastery of California State
Content Standards in order to remain in the school. With the help of an assigned ToR, students
will be guided towards the completion of these standards. ToRs will monitor and adjust student
progress through the curriculum regularly to ensure completion of the grade-level standards .
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ToRs will provide a copy of the grade-level content standards for all students enrolled.
Additionally, parents can obtain the subject and course standards directly from the California

Department of Education website.

PE-Requirements
The physical education requirements are:
e 200 minutes/week for 7-12th grade logs
e 100 minutes per week for TK-6 grade students

Students in grades TK-8 may log their physical activities for each LP on a PE log, or complete an
assignment representing the learning which took place. High school students must complete a
PE log each month along with a brief, written paragraph.

*Please talk with your assigned ToR for further clarification.

CHYA-California Healthy Youth Act

The California Healthy Youth Act, commonly known as CHYA, took effect in the 2019-2020
school year. This law requires public schools in the state of California to offer medically
accurate, comprehensive sexual health education, and HIV prevention to students once in
middle school and once again in high school. At Excel Academy, Positive Prevention Plus online
curriculum, facilitated by our virtual health teacher, is used to fulfill this requirement. For more

information, please go to: https://www.cde.ca.gov/ls/he/se/index.asp

*If any parent wishes to opt their student out of the CHYA requirement, they may do so with a
signed, dated note to their assigned ToR upon enrollment.

Student Athletes
Student athletes who are interested in using Instructional Funds (IFs) towards their sport must
maintain their attendance, grades, and comply with the policy set forth.
e Middle school students must be registered for at least 4 academic courses
e High school students must be registered for at least 4-5 academic courses depending on
graduation credits needed and subject requirements fulfilled.
All students must:

e Maintain a minimum GPA of a 2.0

e Attend all LP meetings as scheduled

e Be up-to-date on assigned work, completing at least 70% of the provided weekly Pacing
Guide(s).
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**1f a student athlete finds themselves in academic trouble he/she will be required to attend an
SST meeting with our intervention coordinator. Also, depending on the severity of the situation
IFs may be revoked from being used towards their sport.

High School

Excel Academy offers a unique approach to curricula where parents are encouraged and
supported in choosing the curricula that matches their student's needs, expectations, and rigor
in each subject area. With guidance and support from the ToR and the High School department,
parents will be sure to meet California State Standards and provide their student with a relevant
course of study for their grade level. IFs may be used for approved CCP materials and courses.

Newly Enrolling High School Students

Students who enroll 21 days after the semester begins will be required to submit in-progress
grades from their previous school.

Minimum & Maximum Course Policy
The minimum & maximum course policy is set in place to ensure academic success.
e The minimum number of courses high school students can register for is 4 courses per
semester in addition to concurrent enrollment.
e The maximum number of courses high school students can register for is 8 courses per
semester including concurrent enrollment.

Adding/Changing Courses
Students adding or changing a course can only do so within 10 days of the start of the semester
or within 10 days of enrollment.

Dropping Courses
All students taking high school courses (both the customized and a-g track) have 10 days from the
beginning of each semester to drop a high school course without penalty. This includes any changes
in curriculum. However, if the request is after the deadline, students will be be subjected to certain
penalties which include:

e Courses dropped before the 10 day deadline will not show on the transcript.

e Courses dropped after day 10 through the end of LP 2 will receive a “W”on the report

card/transcript and have the possibility of the loss of IFs.
e Courses dropped after LP2 will receive a/an “F” on the report card/transcript and loss of IFs.

Transcripts
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Official transcripts should be requested from the registrar’s office or at Transcript Request Link
at least two weeks prior to deadlines.

Repeated Courses

Courses in which grades of a D/F are earned may be repeated. The highest grade will be used in
the GPA calculation. The UC only allows a course to be repeated one time for grade
replacement. Please fill out this form and give to your ToR: Petition to Retake a Course

Graduation Track Options

Customized (Graduation,

Customized College

UC/CSU Track

Community College, Career) Track (Minimum Eligibility)
Track (Private/Out-of-State) CSU Admissions UC Admissions
oth Grade oth Grade oth Grade

10- English 9
10- Pre-Algebra or Algebra 1
10- Life or Physical Science
10- Physical Education
10- Elective

50 Credits

10 - English 9
10 - Algebra 1 or Geometry
10 - World Language I
10 - Physical Education
10 - Elective

50 Credits

10 - a-g English 9
10 - a-g Algebra 1 or a-g Geometry
10 - a-g Biology w/lab
10 - a-g World Language year 1
10 - Physical Education

50 Credits

10th Grade

10th Grade

10th Grade
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10 - English 10
10 - Algebra 1 or Geometry
10 - World History
10 - Physical or Life Science
10- Physical Education
10- Elective

60 Credits

10 - English 10
10 - Geometry or Algebra IT
10 - World History
10 - Biology w/Lab
10 - World Language 11
10 - Physical Education

60 Credits

10 - a-g English 10
10 - a-g Geometry or a-g Algebra IT
10 - a-g World History
10 - a-g World Language year 2
10 - a-g Chemistry w/lab
10 - Physical Education

60 Credits

11th Grade

11th Grade

11th Grade

10 - English 11
10 - World Language/VAPA/CTE
10 - US History
10 - Elective
10 - Elective
10 - Elective

60 Credits

10 - English 11

10 - Algebra II or Trig/Pre-Calc.

10 - US History
10 - Chemistry w/Lab
10 - VAPA
10 - Elective

60 Credits

10 - a-g English 11
10 - a-g Algebra I or a-g
Trig/Pre-Calc.
10 - a-g US History
10 - a-g World Language year 3
10 - a-g Physics w/lab
10 - a-g VAPA

60 Credits

12th Grade

12th Grade

12th Grade

10 - English 12
5 - Government
5 - Economics
10 - Elective
10 - Elective
10 - Elective

50 Credits

10 - English 12
5 - Government
5 - Economics
10 - Elective
10 - Additional Math
10 - Elective

50 Credits

10 - a-g English 12
10 - a-g Additional Math
10 - a-g Additional Science
5 - a-g Government
5 - a-g Economics
10 - Elective

50 Credits

Graduation Requirements

Students are eligible for a diploma when all requirements have been met. See below:

English - 40 credits
Math - 20 credits

Science - 20 credits (1 life/1 physical)
History - 30 credits (1 US/ 1 world/gov/econ)
VAPA/World Language/CTE - 10 credits

PE - 20 credits
Electives - 80 credits

Total to graduate: 220 credits

*5 credits = 1 semester / 10 credits = 1 year

Customized Track/Customized College-Track Options
Excel Academy offers customized track options for our high school students. This program
allows parents to request an array of educational resources and materials from approved CCPs
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using IFs provided by the charter school. This allows high school students to complete high
school graduation requirements as well as pursue other interests or extracurricular activities.
High school students and their parents will work with the ToR to balance curricular needs.
Using these educational resources, families have the ability to work alongside their ToR to build
a personalized learning experience for their students.

All courses must:
1. Meet California State Content standards (Core courses)
2. Follow a provided pacing guide
3. Demonstrate high school-level rigor shown in a variety of grade-level appropriate work
samples

High School Customized Sample Requirements:

There are a variety of ways to show academic progress and proper pacing. The ToR will review
the body of work and collect a sampling of the work reviewed.

Here are some suggestions:

4 A unit test with a grade of C or higher (strongly prefer that it comes from the publisher or
course. All assessments must demonstrate high school-level rigor. Final determination
on acceptance will be determined by the HQT.)

4 A final draft multi-paragraph essay or paper on a related topic. Paper must follow MLA
formatting rules. (This can include a book report on a related novel or text, a biography
on a pioneer in your subject, a research paper, or a more in-depth study of a topic
covered in the course.)

4 Alab write-up (science courses only) - must include title, intro/purpose, materials list,
method, data, results, analysis, conclusion, and graphs or figures, if applicable. Refer to
Lab Report Template.

4 A project/presentation showing significant learning and application

% A worksheet showing work completed

% Avocabulary/grammar page in foreign language or English

% Abook report with critical analysis - may not be simple summary

% A written copy of a speech or an oral presentation

% Answers to a section of chapter questions or a chapter review

% Arough draft of an in-progress paper (*a final draft is always prefered; cannot use final
draft for future sample)

% Alog along with pre-approved assignment (music, PE,); logs must include brief, write-up

% A timeline or map that clearly reflects HS level work/detail

% Areflective paper (VAPA)

% Another high school-level sample as agreed upon by ToR/parent/student in advance
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UC/CSU Track (per UCOP guidelines)
A-G Requirements and Links to Online A-G Course Options:

To be considered for admission to the University of California (UC) or California State
University (CSU) systems, students must complete a total of fifteen (15) year-long, a-g high
school courses with a grade of C or better—at least 11 of them prior to their senior year. See link:
UC a-g Subject Requirements. Students, in collaboration with the ToR and parent, may choose
their a-g approved courses from the Excel Academy approved a-g courses.

High School A-G Sample Requirements
4 All a-g courses incorporate unit assignments called key assignments for every unit.
4 For customized hybrid oversight a-g students, these key assignments must be turned in
as their monthly LP sample.
4 For online courses, including Excel Academy teacher-led a-g students, any sample that
shows high school level rigor and learning may be turned in as their monthly sample.
Students will complete all assignments and projects as assigned by their teacher.

Honors Course Designation

Honors courses are designed to be more in-depth, challenging, and rigorous.
*Please keep in mind that Honors credit will not be issued retroactively.

Students may take Honors courses through one of our online or content and CCPs but must
receive written approval first.

Honor’s Approval Process: The student may submit the course for approval, by following
these steps:
% ToR completes Survey for Advanced Courses
% HS department gives approval for student to take advanced course
% ToR will aid the student in choosing curriculum that would work well with the additional
honors requirements

Honors Curricula: The student may choose to take a course that is pre-approved as “Honors”
using the following curriculum options: customized a-g approved honors courses, customized
non a-g approved courses, and online via BYU/EDG - for a complete list please see the
following;:

HS Course Catalog.

Honors Requirements: Students must meet the full criteria, or the course will not receive the
honors designation. See link: Honors Requirements per Subject.

The student must complete all units in the text, and all monthly work samples must come from
the following list:
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A unit test with a grade of C or higher (strongly prefer that it come from the publisher or
course. Ifitis parent created it must be comparable to a test found in the text. Final
determination on acceptance will be determined by HQT)

% A multi-paragraph essay or paper on a related topic. Paper must follow MLA formatting
rules. (This could include a book report on a related novel or text, a biography on a
pioneer in your subject, a research paper, or a more in depth study of a topic covered in
your course.)

% Alab write up (science courses only) - must include title, intro/purpose, materials list,
method, data, results, analysis, conclusion, and graphs or figures, if applicable.

% A specific project/presentation (MUST be pre-approved by ToR/HQT) showing

significant learning and application beyond what a traditional student would do in a

similar class.

AP Courses
Students may take AP courses through one of our online content and community providers but
must receive written approval first. *ToR completes Survey for Advanced Courses.

Excel Academy high school students who wish to take an AP exam should go through their local
public high school or visit collegeboard.org for more information on AP test options.

Links to approved a-g/AP/online Content and Community

Providers (CCP)

a-g Options & Information Sheet
Bright Thinker (a-g): Course Catalog

BYU Independent Study (a-g/AP): Course Catalog
Edgenuity (a-g, honors, AP): Course Catalog
Odysseyware Inc. (a-g): Course Catalog

College and Career Readiness

CTE - Career and Technical Education

Excel Academy offers Career Technical Education (CTE) which provides college preparation and
career training for high school students. Career and Technical Education (CTE) is a series of
high school elective courses that provide students with opportunities to explore career pathways
and experience hands-on training and education in career fields/sectors that interest them. Each
pathway is a two-year program that consists of a concentrator and capstone course. CTE
provides the academic and technical skills, knowledge, and training necessary to succeed in
future careers. Also, CTE prepares students by introducing them to workplace competencies and
makes academic content accessible to students by providing it in a hands-on context.
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CTE offerings:
e Education sector - Childhood Development pathway
e Health Science sector - TBD (Spring 20/21)
e Marketing sector - Marketing pathway

CTE Coordinator:
e Lorrie Wood - lwood @excelacademy.education

CTE Virtual Teachers:
e Jessika Unterberger (Education & Marketing) - junterberger@excelacademy.education
e Airena Galeazzi (Health Science) - agaleazzi@excelacademy.education

Concurrent Enrollment Policy - Community College Courses

% High School (9th-12th) students must be enrolled in at least 4 classes (20 credits) per
semester at Excel Academy to be considered eligible for concurrent enrollment at a
community college.

% 7th/8th grade students may take community college courses as well. These are limited to
math (Algebra 1 or higher) & world language. Please see the Community College
Handbook for grade-level policy per community college.

% Students must have a minimum 3.0 GPA for academic courses, or a 2.7 GPA for
elective/vocational courses. ToR must complete the ToR Survey for Advanced Courses
for any advanced course requests.

% Students must complete and sign the concurrent enrollment form obtained from the
community college admissions office and submit it to the Excel Registrar’s office
(registrar@excelacademy.education). Please note: The turn-around time for concurrent
enrollment approval is 3-7 days, depending on wet signature requirements.

% Tt is the responsibility of the student to know the community college’s registration and
deadline dates (information can be found on the college’s website).

% If a student is not able to register for courses or does not remain in the course, the
student is responsible for informing their ToR and high school counselors. In this
circumstance, student must work with ToR in finding another course to add to their
Master Agreement.

% Upon completion of the college course, students are required to have an official
transcript sent to the Excel Academy office:

Excel Academy Charter School
ATTN: Excel Registrar
1 Technology Drive, Ste. I-811
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Irvine, CA 92618

Upon receipt of the official transcript from the community college, the high school transcript
will be updated to reflect the courses taken and grades earned.

Each community college designates a maximum number of units allowed per semester. It is
recommended that students take a maximum of 2 classes while concurrently enrolled in Excel
Academy. Students may only attend community college part-time with no more than 11 units per
semester. Once students are enrolled in full time course-work as determined by the community
college in which the student is enrolled, they are no longer eligible for enrollment at Excel
Academy.

*If you have any questions about the community college courses or programs including transfer
to the university of your choice, please consult a Community College Counselor.

**Students must be aware and adhere to all college rules and regulations.

***Reminder only 5% of Excel Academy students, per grade level can attend a community
college during the summer. Priority will be given to those needing to graduate. Afterwards, it
will be on a first-come, first-served basis.

For additional information on community colleges as written by The College Board see link:
Community College FAQs and our own Community College Handbook.

Diploma

Students will have the opportunity to display a legal name or a preferred name on a diploma
using the intent to graduate form. The school considers the diploma to be a ceremonial
document, and thus you may enter a familiar or preferred name to be used in lieu of your name
of record for this purpose. However, please be advised that in some situations your diploma may
need to be used as a legal document, and the name appearing on your diploma may need to
match other legal documents you possess. For further information on this, contact your school
registrar.

College Unit Conversion Policy
Excel Academy uses the following formula for converting college units to high school credits:

3-5 unit non-degree applicable (NDA) college course = 5 high school credits/1 semester
3-5 unit degree applicable (UC/CSU transferable) college coursework = 10 high school credits/2

semesters

*Please note: Most PE courses have been excluded or restricted for concurrently enrolled
students, but a 1 unit course such as Dance would = 5 high school PE credits

College Entrance Exam Information
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In order to review college entrance exam information including dates and times, please visit
collegeboard.org.

SAT/ACT

The SAT Reasoning Test (formerly Scholastic Aptitude Test and Scholastic Assessment Test) and
the American College Testing Program (ACT) are standardized tests for college admissions.
Most colleges in America accept the SAT or Subject Tests as a part of their admissions process.
The ACT test assesses high school students’ general educational development and their ability to
complete college-level work. Students register for and attend these tests independent of Excel
Academy. Dates can be found online through collegeboard.org and actstudent.org. Please save
these addresses as you will need to refer to them often in your child’s high school education.

PSAT/NMSQT

The Preliminary SAT®/National Merit Scholarship Qualifying Test is a co-sponsored program
by the College Board and National Merit Scholarship Corporation (NMSC). PSAT/NMSQT
stands for Preliminary SAT/National Merit Scholarship Qualifying Test. It is a standardized test
that provides first-hand practice for the SAT Reasoning Test™. It also gives students a chance to
enter the National Merit Scholarship Corporation (NMSC) scholarship programs. The
PSAT/NMSQT measures critical reading skills, math problem-solving skills, and writing skills.
Administrators and teachers are cognizant of testing schedules, so they can assist students by
providing appropriate information. Students register for and attend these tests independent of
Excel Academy. Please visit collegeboard.org for more information.

~7th/8th Grade Students Taking High School Courses

Excel Academy recognizes 7th/8th graders as middle school students. Qualified 7th/8th grade
students may take up to two high school-level courses in either math (Algebra 1 or higher) or
world language and will receive high school credit upon successful completion of each course.
These courses will be placed onto their high school transcript. Students must follow CA Content
State Standards by using approved high school curriculum. The student must place this request
with their ToR who fills out the ToR Survey for Advanced Courses. If approved, the high school
course(s) will be overseen by the High School Department, who will have the final say on grade
earned.

% Please note: 7th/8th grade students wanting a-g credit are allowed by the UCOP to take
only Algebra 1 and higher math courses and world languages. All other a-g coursework
must be taken during the student’s high school years. These courses will become a part of
the overall high school GPA and will follow course change/drop deadlines of all high
school courses (see below).

% Per the CA Dept. of Education, middle school students taking high school courses (math
or world language) are still required to complete these subject requirements once
enrolled as a high school student.
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% Per Excel Academy graduation requirements, middle school students who take high
school math and world language courses are still required to complete 220 credits in
grades gth-12th to meet high school graduation requirements. Thus, courses taken in
middle school for high school credit are additional to the 220 credits required for
graduation.

% Please note that middle school students may not take a high school honors course.

Qualifications:

1. Students scored at or above grade level on the benchmark exam in language arts for English,
or qualifying scores in math for high school-level math courses.

2. 3.0 GPA (grade point average)

3. ToR must complete the ToR Survey for Advanced Courses.

4. Course(s) must be approved by the High School Coordinator/Counselor. The course will show
high school credit on the Master Agreement (MA) (MA).

*Newly enrolled students will have the first 10 school days of each semester to have courses
approved.
**Middle school students will have to follow the same add/drop policies as high school students.

Prerequisites

Mastery of a certain body of knowledge is necessary if students are to be successful in their
courses. Most commonly, such knowledge is measured by successful completion of the
prerequisite courses listed in the course description. “Successful completion” is defined by a
grade of “A,” “B,” “C,” “D,” or “P” in the prerequisite course. Grades that are not acceptable are
“F,” “I,” or “NG.”

How to Clear a Prerequisite
Students enrolling in a course with a prerequisite will be required to do one of the following:

1. Complete the required prerequisite course(s) at Excel Academy with a satisfactory grade
that is a grade of “A,” “B,” “C,” “D,” or “P.”

2. Submit transcripts — provide grade transcripts from another high school, if appropriate.
Such transcripts must demonstrate satisfactory completion of the prerequisite course — that is,
completion of the course with a grade of “A,” “B,” “C,” “D,” or “P.” Students must present
transcripts to the School Counselor for a transcript review as soon as possible.

3. Itis at the school’s discretion to accept or deny the request to waive the prerequisite course
requirement.

Grading

The grade issued to each student will be the grade determined by the ToR and the
parent after reviewing the semester’s body of work and will serve as the final
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grade. If a student is following the customized path, the final grade will be
determined by both the ToR and the parent, with the oversight of a subject area
HQT. The ToR/HQT has the authority to make the final decision in regard to
grades.

% Online course - the grade will be issued by the online instructor.

% Customized course - the grade will be issued by the ToR with collaboration among
parent, ToR, and HQT.

% Community College course - the grade will be issued by the college instructor.

*Students taking online classes or classes with an approved CCP need to consult with the online
teacher or instructor regarding questions about grades, averages, or course progress. Excel
Academy uses a traditional 4.0 scale in determining Grade Point Average (GPA). Credit is only
granted for courses that earn a minimum of 60% out of a possible 100%.

Transfer Credits

Transfer credits are awarded on a case-by-case basis by the School Counselor. Official
transcripts are required in order to award credit. Transcript analysis may require research and
contact with previous institutions to determine eligibility of transfer credits.

If a student is given a percentage or provided with a percentage grade upon exiting their
previous school, Excel Academy will award the transfer grade by applying a percentage to the
amount of work equivalent to what was completed at the previous school. Students who are
provided with exit grades without percentages will be awarded a transfer grade equivalent to the
amount of work completed at the previous school in accordance with the following scale:

Any A: 90%
Any B: 80%
Any C: 70%
Any D: 60%
Any F: 50%

*International records may require translation and/or evaluation prior to being considered for
transfer credits. Costs for translation and external evaluations are sustained by the student.

PE for the High School Student

State law requires 2 years of PE to be completed before a student can graduate. High school
students are required to complete 400 minutes of PE every 10 school days (approximately 40
minutes per day). Students must complete a PE log each month along with a brief, written
paragraph. If a situation arises where a student is deemed unable to participate in physical
activities for a certain length of time, per a doctor’s note, a student will be able to complete an
alternative assignment. This assignment will be given by the parent and ToR. Options include: a
written paper on physical activities/exercises and the benefits to the body, research completed
on various forms of exercise such as dance, yoga, or a sport of the student’s choice. This will be
approved by the ToR at the LP meeting and turned in as a replacement to the PE Log. *A PE log
is available in School Pathways/Parent Portal.
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Driver’s Education

High School students can take a Driver’s Education course from an approved CCP with IFs for a
total of 5 credits. This course prepares students for the writing portion of the driver’s permit
test, although completion of the course does not result in a driver’s permit. *Please note, IFs
may not be used for behind-the-wheel instruction, as this is the responsibility of the
parent/guardian. Driver’s License information can be found at the following link: CA DMV.

Intervention
The What I Need (WIN) Program provides quality instruction & progress monitoring

to a particular group of students who are performing below grade-level standards. Students are
placed in the WIN program based on i-Ready data and ToR proctored assessments. Excel
believes it is imperative to ensure each student is performing up to their full potential.
Additionally, the state of California requires every public school to have a Multi-Tiered System
of Supports (MTSS) in place to help students reach state standards. (Link provided:
https://www.cde.ca.gov/ci/cr/ri/ )

It is important to note that ALL parts of the WIN program are required per the
Acknowledgment of Responsibilities signed with the 2020/2021 Master Agreement. If
students or parents do not participate in the WIN Program, they may receive a Progress

Improvement Notification (PIN).

Student Success Team (SST)

The Student Success Team (SST) is a problem solving group that meets to develop
strategies and interventions to assist an individual student with academic,
attendance and/or behavioral challenges. The support provided is individualized
to each student’s unique needs. The SST sets goals and holds follow-up meetings to
closely monitor student progress throughout the year. If you would like to hold an
SST meeting for your student, please reach out to your ToR.

504 Plan

To be covered under Section 504, a student must be "qualified" which roughly equates to being
between 3 and 22 years of age, depending on the program as well as state and federal law, and
must have a disability that substantially limits the child in one or more major life activities or
major bodily functions). [34 C.F.R. §104.3(k)(2)] All requests for initial 504 Plans will first be
addressed through an SST meeting. If a student enters Excel Academy with an existing 504
Plan, the plan will be reviewed and confirmed with the student, family, and our team of experts.
In addition, all 504 Plans will be reviewed annually to ensure the best accommodations are in
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place to meet the academic needs of the student. If you feel your student needs a 504 Plan, or if

you have questions regarding 504 Plans, please contact your ToR or the 504 Coordinator, April
Saade at asaade@excelacademy.education.

Special Education

At Excel Academy, we are committed to serving all students, including those with special needs.
Special education and related services are available at no cost. We partner with the Sonoma
County Charter SELPA, and for students without identified special needs who are experiencing
academic challenges, Excel Academy implements a multi-tiered approach to supporting
students through the SST process by providing research-based supports/interventions at various
levels based on each student’s needs within the general education environment. At any point, if
parents/guardians or the school team have concerns regarding a student’s academic progress or
suspect that a disability is impacting a student’s ability to adequately progress within the general
education environment, they should contact their ToR.

Assessments

Report Cards

Students in grades TK- 12 will receive report cards to document progress and growth following
the end of each semester with Excel Academy. The grades administered on the report card are
final as determined by the ToR and the administration.

Grading Scales

TK-5 Students
The 4 — 1 grading scale that Excel Academy implements will give parents a clear understanding
of student performance and progress.

4 Exemplary — Student consistently demonstrates an in-depth understanding of the standards,
concepts, and skills taught during this reporting period. Student is working above grade level
and produces outstanding work with little help or reteaching.

3 Proficient: Student consistently demonstrates an understanding of the standards, concepts,
and skills taught during this reporting period. Student is meeting grade-level expectations, and

able to complete assignments with appropriate amount of instruction and assistance.

2 Approaching Proficiency: Student is approaching an understanding of the standards,
concepts, and skills taught during this reporting period. Student is working towards grade-level
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expectations. Student requires many tools and reteaching to understand concepts being taught,
works at a slower pace, or works slightly below grade level at a faster pace.

1 Non-proficient: Student does not yet demonstrate an understanding of the standards,
concepts, and skills taught during this reporting period. Student is working far below grade-level
expectations. Student may have difficulty understanding new concepts.

*Please understand that a student who earns a “3” is at grade level and is where
he/she needs to be working at this time. A student who earns a “4” is working
above grade level and consistently provides excellent work in all areas of the
course.

Grades 6 — 12
Students in grades 6 through 12 will earn grades using the standard A-F scale (see below).
Grades will be specific to the grading scale.

*QOutstanding performance in mastery of the subject. Achievement of superior quality.
99 - 100 = A+

93-98=A

90 -92 = A-

*Consistent performance in achievement beyond the usual requirement. Achievement of high

quality.

88 -89 =B+
83-87=8B
80 -82 =B-

*Performance meets grade-level standards and expectations. Achievement suggests sufficient
understanding of the subject/course.

78-79 =C+
73-77=C
70 -72 = C-

*Minimally acceptable performance of course-level material. Achievement suggests below-
average understanding.

68 -69 =D+
63-67=D
60 - 62 = D-

*Achievement is at a level insufficient to demonstrate an understanding of the basic elements of
the course and will not count towards graduation requirements.
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59 and below = F

State and Local Assessments

Standardized Testing

The California Assessment of Student Performance and Progress (CAASPP) is the
state-mandated academic testing program. All charter schools are required to administer the
CAASPP as well as other state-mandated assessments such as the ELPAC and PFT (Ed. Code, §
47605(c)(1). CAASPP is a system intended to provide information that can be used to monitor
student progress on an annual basis and ensure that all students leave high school ready for
college and career. Following the spring of each year, individual student test score reports are
provided to parents. Student score reports will include an overall score and a description of the
student’s achievement level for English Language Arts (ELA) and mathematics.

In California, parents may opt out of state mandated academic testing by submitting a written
request to the school each year, but this only applies to the state mandated assessments. We do
not recommend opting out. There is no law permitting a parent to opt out of the school’s
internal assessments, and therefore, students are required to participate in all internal
assessments.

Charter schools exist in a performance-based accountability system where they are held
accountable for student academic performance. In fact, a charter school cannot continue to
exist without collecting data on students’ performance on a variety of assessments and
indicators. When a charter authorizer is evaluating whether to revoke a school’s charter, or to
grant a school’s charter renewal petition, “increases in pupil academic achievement” is the most
important factor in the decision. (Ed. Code, §§ 47607(c)(2) , 47607(a)(3)(A).) Therefore, it is
important during the revocation and renewal processes for a school to gather as much positive
academic achievement data as possible to show progress in student performance. Evaluating
graduation, attendance, suspension, and English Learner (EL) reclassification rates are also
ways to show student progress. However, student participation and performance on state

mandated assessments is by far the most common and used method, and results are indicated
on the California School Dashboard and System of Support. The Dashboard is a powerful online

tool to help districts and schools identify strengths and weaknesses and pinpoint student groups
that may be struggling (https://www.cde.ca.gov/ta/ac/cm/). Your student’s participation in

state mandated assessments is highly encouraged and recommended. Please remember that
results and attendance from all state tests are directly tied to school funding per
recent LCFF legislation and are an integral part in maintaining partnerships with
our chartering school districts.
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If you have any questions, please contact Excel Academy’s Assistant Director of Assessment and
Community, Jenny Craig at jcraig@excelacademy.education.

English Language Proficiency Assessments for California (ELPAC)

The English Language Proficiency Assessments for California (ELPAC) is aligned with the 2012
California English Language Development Standards. The ELPAC consists of two separate
assessments: one for the initial identification of students as English Learners (ELs) and a second
for the annual summative assessment to measure a student’s progress in learning English and to
identify the student’s level of ELP (cde.ca.gov).

e Grades K-12
e English Learners only
e Test Administration
1. Initial Identification - When student enrolls with Excel Academy - Dates and
Locations TBD (Assessment will be administered by trained proctors.)
2. Annual Summative Assessment - Beginning in February
e Results are provided by the California Department of Education and sent to the school.
Once received, parents will receive a letter explaining student score reports.

English Learners (ELSs)
ELs are targeted for ELPAC testing when the Home Language Survey indicates that their
primary home language is a language other than English and are tested during the school year.

e Excel Academy students are in an English Language Mainstream academic program with
an English Language Development (ELD) Support Curriculum. The mainstream
curriculum is taught and/or supported by CLAD certified teachers and includes
vocabulary and visual thematic-based support. ELs are accommodated within this
curriculum by providing multiple opportunities to demonstrate mastery on all
assessments, including writing assignments.

e Progress in their assigned ELD curriculum is monitored weekly by the ToR. Excel
Academy requires students to complete at least 30 minutes per day of the assigned ELD
curriculum.

e Both the parent, as the primary educator, and the ToR are responsible for ensuring
adequate progress through the ELD curriculum.

Criteria for Reclassification to Fluent English Proficient (RFEP)
In order to be reclassified to Fluent English Proficient (FEP) and exit the EL program, students
must meet the following criteria:

e Minimum ELPAC overall score of 4
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1) Minimum ELPAC Oral Language Score of 4
2) Minimum ELPAC Written Language Score of 3
Teacher Evaluation
Parent Approval
CAASPP - Smarter Balanced and/or Local Assessments can also be used in determining
student readiness for redesignation

CAASPP - California Assessment of Student Performance and Progress

California Science Test (CAST ) — Computer Based Assessment

The California Science Test (CAST) is an online test based on the California Next
Generation Science Standards (NGSS).

Participation in the CAST is required for all students in grades five and eight and for the
pre-selected high school grades.

All local educational agencies (LEAs) with eligible students in grades five and eight will
administer the CAST. LEAs with eligible students in high school (i.e., students in grades
ten, eleven, or twelve) will be pre-selected to participate in the spring assessment. The
CAST uses the current California Assessment of Student Performance and Progress test
delivery system and will only be administered online (www.caaspp.org).

Smarter Balanced Assessment Consortium (SBAC) — Computer-Based Test

With new state standards, students are working harder, thinking more critically, and applying

their learning to the real world. To measure these new standards, educators from states using

Smarter tests have worked together to develop new, high-quality tests in English and math for

grades 3—8 and 11. Using computer adaptive technology, the tests are customized to every
student (smarterbalanced.org).

Grades 3 - 8 and 11

ELA and Math — Computer Adaptive Tests (CAT)

ELA and Math — Performance Tasks (PT)

CAASPP - SBAC spring testing - Dates and Locations TBD

Registration for the SBAC ELA/MATH/CAST will take place online. Information will be
emailed to parents in February.

At testing sites, cell phones are highly discouraged, and no electronic devices are allowed
at the test sites, including smart watches.

Parents are notified when students have completed testing by a proctor at the site.
Parents are welcome to stay in the waiting area at most sites, but are not allowed in the
testing rooms.

Technology usage by students is prohibited in the designated testing rooms.

Photo ID may be required at pick-up.
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e Siblings picking up students MUST be old enough to have a photo ID and must be
identified at the time of check-in.

e Students may bring water and lunch to testing in a clear bag. Backpacks are not allowed.

e Students will be encouraged to take breaks during testing (i.e. restroom and snack
breaks).

e Parents MUST review this information with their students.

Testing Resources

For additional information regarding assessments, please refer to Excel Academy’s website
under Our Academy and Assessments. For CAASPP AND ELPAC practice tests, please
refer to Parent Tools and Assessment Resources.

Smarter Balanced Assessment Consortium (SBAC) and the California Standards
Tests (CAST) for Science

There are four major types of questions that students may see: multiple choice, multiple
response, short answer, and performance assessments. We encourage you to explore and discuss
the practice tests with your students. Please note that some of the practice tests do not provide
answers or a score; however, it does provide your students with the experience of navigating
through a sample test session, which is important to practice.

Additional Resources:
e Utilize the i-Ready personalized lessons to strengthen skills and close
learning gaps
e Test Practice for Common Core (by grade level) Barron's Core Focus Workbook -
Language Arts and Math combined
e (Critical Thinking Test Taking Practice for Math (by grade level)
e Spectrum Test Prep - (Updated and revised for grade levels)

Physical Fitness Test (PFT)— California
The PFT provides information that can be used by (1) students to assess and plan personal

fitness programs, (2) teachers to design the curriculum for physical education programs, and (3)
parents and guardians to understand their children's fitness levels. The program also provides
results that are used to monitor changes in the physical fitness of California students. By law
(Education Code (EC) Section 60800) public schools are required to administer the PFT
annually to all students in grades 5, 7 and 9 (cde.ca.gov).

e Gradess,7,and 9

e Dates vary in February through May - Your ToR will provide all necessary information

and details regarding testing
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The PFT is administered by ToRs who will provide Excel Academy’s Assistant Director of
Assessment and Community with the results for each student tested.

Students with testing accommodations will have them outlined in their IEPs or 504
Plans.

If a parent states a student needs additional support, the ToR will need to notify the
Assistant Director of Assessment and Community to verify accommodations.

Testing Includes:

1.

AL SIS

Aerobic Capacity — One Mile Run

Abdominal Strength and Endurance — Curl Up
Upper Body Strength and Endurance — Push — Up
Trunk Extensor Strength and Flexibility — Trunk Lift
Flexibility — Shoulder Stretch

Recording of Height and Weight

*The Healthy Fitness Zone standards are available at the following California Department of
Education Website: FITNESSGRAM: Healthy Fitness Zone Charts.

i-Ready Benchmark Assessments — Computer-Based Tests

i-Ready benchmark assessments are adaptive diagnostic tests that will indicate mastery and

identify learning gaps for students in grades K-11. This particular assessment will be given in the
fall to provide ToRs and parents pertinent knowledge to assist with academic support and
guidance and in the spring to determine growth and goals prior to state testing.

Test Administration — Fall (August) and Spring (March)

The benchmark assessments will be administered by the ToR or parent within the set
testing window. There are ten school days within the testing window. Students are given
five school days to complete the math assessment and five school days to complete the
reading assessment.

Newly enrolled students will be required to take the i-Ready assessments upon
enrollment.

ToRs must make sure each student on their roster (grades 2-11) has completed the
assessments within the set testing windows. Kindergarten and first grade students will be
administered a paper pencil assessment by their ToRs. However, they can take the
i-Ready assessments in lieu of the paper pencil assessments per parent request and ToR
approval.

Parents will have 10 school days to administer the i-Ready assessments. Please refer to
the Excel Academy Parent Proctoring Policy.
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e Individualized follow-up lessons will be automatically created for students once the
assessments are completed. These lessons are highly encouraged for additional support
to promote growth and progress. Ask your ToR for specific details.

Kindergarten and First Grade Paper-Pencil Benchmark Assessments
Students in kindergarten and first grade will take a grade-level appropriate benchmark
assessment in the fall (August) and spring (March) to assess progress and growth. All
paper-pencil assessments will be administered by ToRs in person. However, due to the current
COVID-19 pandemic, paper pencil assessments could be administered virtually.

Student Testing Participation Requirement

All students currently enrolled in Excel Academy are required to participate in the
aforementioned tests (where applicable). Failure to participate or satisfy the above requirement
with alternative paper-pencil assessments will result in PINs being issued to the student. Paper
pencil assessments are subject to be given virtually by the ToRs if in-person meetings are not in
place due to the COVID-19 pandemic. Please refer to Excel Academy’s PIN Policy.

High School Assessments
Final exams - If a high school course requires a final exam, the ToR will proctor the exam.

Field Trips

Excel Academy offers a wide variety of field trips and community events to currently enrolled
students and their immediate families. Field trips may consist of historical reenactments, plays,
musicals, libraries, museum tours, and so much more. Excel Academy’s Field Trip and Special
Programs Coordinator will be working throughout each school year to provide engaging,
interactive, and educational opportunities for students and parents to participate in and around
their community. Participation on the part of students and parents is optional. Excel Academy
does not provide transportation to and from these events. Parents/Guardians must be in
attendance with their student(s) on Excel Academy field trips and at events. The out-of-pocket

parent/sibling/student tickets must be paid during registration. If students are using IFs, the
amount will be removed at the close of the registration window.

California Education Code Section 35330(d) All persons making the field trip or excursion
shall be deemed to have waived all claims against the district, a charter school, or the State of
California for injury, accident, illness, or death occurring during or by reason of the field trip

or excursion. ARTICLE 13. Excursions and Field Trips [35330 - 353321

Field Trip Registration
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Please sign up for a field trip registration account on excelacademy.education. Your account will
be approved in 48 hours. Once your account is approved, you will be able to sign up for field
trips. Please note, field trips are only for Excel Academy students, parent/guardian, and non
student siblings.

You are officially registered for a field trip only if you see the field trip on your account
dashboard. If you do not complete the registration in one sitting, the transaction may time out.
Please make sure to keep an eye on the time tracker on the website. If the field trip does not
appear on your dashboard after registration, that means the transaction did not go through. If
you see a discrepancy, please reach out to the Field Trip and Special Programs Coordinator
during open registration.

Refunds

There will be no refunds for purchased tickets once the registration and/or deadline has closed,
and no late registrations honored. Please reach out to your ToR with any questions regarding
field trips and registration deadlines. If a field trip or event is cancelled, Excel Academy cannot
guarantee a refund nor guarantee the same field trip will be rescheduled. Any refund extended
to Excel Academy will be given to families.

Instructional Funds and Content and Community Provider (CCP) Policies
Excel Academy has a list of community providers who deliver an array of products and services
to enrolled families. Currently enrolled parents and ToRs are able to request new community
providers. Excel does not accept solicitations.

Content and Community Provider (CCP) must complete the CCP application process. For
service CCPs who work directly with Excel students, they must complete Live Scan fingerprint
background checks and submit proof of commercial liability insurance. Please understand this
is an important step to protect your students. If a CCP does not wish to complete all parts of the
application, including the Live Scan fingerprint background check and insurance requirements,
the application cannot be approved. Families that join Excel Academy have access to the
approved CCP list.

Instructional funds (IFs) are dispersed at the discretion of the ToR and the Student Services
Department among approved CCPs.

Educational material CCPs provide educational curriculum, books, materials, and supplies for
Excel Academy students. Items ordered should be basic in quality and appropriate to the
student's age, grade, and need. IFs depreciate daily depending on the day of actual enrollment
and must be used in the same academic year.
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Educational services are provided by a CCP Course Instructor. This person(s) or facility provides
academic tutoring, supplemental academic classes, art/music lessons, physical education
classes, or other supervised/guided instruction. A service order request does not guarantee
placement in a CCP’s class. The parent must communicate directly with the CCP to ensure the
CCP has open spots in a class.

All purchase orders must be created prior to using services or ordering materials. Excel
Academy will not reimburse parents directly. If on a rare occasion, a CCP agreement has expired
or dissolved, Excel Academy cannot pay for services or materials purchased from them. The ToR
will notify families who happen to order something from a CCP such as this.

Additional Documents for Parent Use
e Ordering Guidelines

e Student Services Department FAQ
e Parent Purchase Order Training

Find a CCP Near Your Home
Excel Academy has an interactive map tool that allows you to search for CCPs in a specific area.
You are able to search by CCP name, subject, or area of service. To view the CCP map, click here.

To use this map follow the simple steps below:
e Enter your search criteria into the appropriate box.
e The list will be populated based on your entry.

Family CCP Agreement

A signed copy of the Family Content and Community Provider (CCP) Agreement must be on file
before the family can begin placing purchase orders for services. The ToR will go over the Family
CCP Agreement carefully with each parent before signing. The ToR may be asked to produce a
copy of the signed Family Content and Community Provider (CCP) Agreement at any time.

Instructional Funds (IFs)

Depending on grade level and date of enrollment, between $2,700 — $3,200 will be allotted to
each student, with which families can select approved educational materials and services. Funds
may only be used during the school year in which they were allotted and do not carry over from
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year to year. Use of IFs is up to the discretion of the ToR . Funds are prorated after the first day

of the school year.

The IFs are as follows:

TK-8

$2,700

High School $3,200

The IFs are disbursed in two allotments:

TK-8

$1,350 in August and $1,350 in December.

High School $1,600 in August and $1,600 in December.

Criteria for Materials That Can Be Purchased with IFs
Excel Academy receives funding from the state to support student learning and progress toward

the standards. Therefore, IFs need to be spent on educational items that meet the criteria below.

ToRs will consult with the Student Services Manager for additional clarification on acceptable IF

purchases. The list below should not be considered as all-inclusive and Excel Academy reserves

the right to the interpretation of the below criteria and to exercise final judgement on how IFs

will be used.

General Criteria:

Educational curriculum ordered is appropriate for the student's courses and learning
plan.

Materials must be used to meet state and school standards for the student for whom the
materials are being purchased.

All materials must be non-sectarian.

As a general rule, basic, economical items/models must be selected. If the
student requires a higher-priced, less than basic item/model, a statement from the ToR
justifying the purchase may be required.

School & office supplies adequate for learning basic course skills (paper, pencils, etc).
Materials for a documented educational project: fabric, wool, yarn enough for one
project (exception: no food purchases allowed.) ToRs are responsible for monitoring the
quantities of items purchased.

Educational software to instruct and enhance learning in a subject area.

Materials must not expose the ToR or student to danger or serious injury.

Tracking forms & educational plans are required for certain items.

School sponsored field trips.

No more than 2 black printer ink cartridges and 1 color ink cartridge per semester.

1 toner cartridge per semester.

Only 2 reams of paper are allowed per semester per student.
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Organizational items if only intended to be used by the student explicitly for the
organization of school supplies.

Disallowed Items:

If a ToR inadvertently orders materials from this list, the ToR will collect the materials and

return them to school administration.

Furniture, storage, organizational items (large or small items), picture frames, and other
non-educational household items.

Excessive quantities of any item.

Computer parts or equipment for non school-owned computers.

Costumes, uniforms, clothes or jewelry.

Toys or items without instructional value.

Personal hygiene items.

PE items such as skis, bicycles, tricycles, scooter boards, etc or items that are worn by a
student (gloves, mitts).

Personalized PE items: anything that is ordered in a size or weight for a student (bats,
rackets, helmets, bikes, golf clubs, etc.)

No registration, recital, performance fees.

No home and office equipment such as: faxes, phones, dictation equipment, TV's
Power tools.

Kitchen equipment such as: popcorn poppers, trays, plates, silverware and other basic
kitchen supplies.

Yard equipment such as: grass watering kits, garden ponds, swimming pools, full
gardens, watering system.

Anything that could expose the ToR or student to injury such as knives, poisonous
substances, darts, bow and arrows, weapons, welding equipment, etc.

Sectarian materials (see Sectarian Materials section below).

Disallowed Educational Activities

The following activities are examples of disallowed activities that cannot be paid for with IFs

since they impose high liability and/or political risk to the school. Community providers who

provide the below services will not be approved.

Scuba Diving

Skydiving

Religious or sectarian, services or materials
Water/Jet Skiing

Skiing/Snowboarding

Aircraft-related activities

Behind the wheel driver’s education/training
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e Any motorized vehicle operation
e Extreme sports that expose the student to unnecessary risk: outdoor rock climbing, white
water rafting, paragliding, etc.

Additional Guidelines for Specific Items

Excel Academy can only purchase the type of supplies that could be found in a brick and mortar
public school. We also cannot pay for high priced/overpriced lessons, classes, or materials.
Please refer to the Ordering Guidelines for a detailed list of allowed/disallowed items.

Sectarian Materials
School materials cannot have sectarian/religious content. The Teacher of Record will ensure
sectarian/religious materials are not ordered with IFs.

Computer Ordering Policy

Technology Options

At Excel Academy, we value the use of technology as a powerful educational tool. Therefore, we
offer our students a variety of technology options for purchase with IFs. Please be aware that,
like all school materials, computers ordered with IFs are property of the school and must be
returned when a student's enrollment in the school ends.

Technology Policies

e Environmental waste fees and warranties for school owned computers must be
purchased with IFs.

e All families must have the Excel Academy iPad & Laptop Lease Agreement on file
with their ToR to ensure internet safety for students and that internet and computer
policies and procedures are followed.

e All accessories and software purchased must be only used for devices issued by Excel
Academy. Excel Academy does not assume any liability for accessories and software
installed on or used with non-Excel Academy issued devices.

e *Please note that computers don't come with any additional software (e.g. Microsoft
Word).

e Alist of available technology options may be obtained through your Teacher of Record.
All computer orders must be placed according to the options listed on the computer
options document.

e One computer or tablet per student TK- 12th grade.

Return Policy for Materials Content & Community Providers (CCPs)
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An Education Materials CCP is a business that provides curriculum, books, and school supplies.
When placing material (EMR) orders, please research and choose wisely with careful
consideration. Many CCPs do not accept returns from a school, and funds cannot be returned to
individual student accounts. If a return is allowed, shipping costs will be deducted from the
student account.

Cancellation Policy

We cannot cancel an EMR order after they are processed and sent to the CCP. Once materials
are requested, the Student Services Department will order them and they cannot be cancelled. If
an order has not been processed and is still in “Pending Status,” the ToR can cancel or edit the
purchase order in OPS. For VCI orders, CCPs must be notified of cancellation prior to orders
being cancelled in OPS.

To cancel a purchase order in the prepending stage, you must pull up the purchase order by
completing a search. Then click on the drop down menu "Pending" and choose "Cancelled."
Then click "Update Order." If you don't click "Update Order" the order will not cancel.

The VCI Cancellation Policy states that classes must be cancelled with two weeks notice given to
the content and community provider. Excel Academy will not pay for any missed classes with
the content and community provider. Any content and community provider-specific
cancellation policies are the sole responsibility of the parent.

Backordered Items

If the ordering window has closed, the parent cannot request an alternate item. Please complete
your orders well in advance of the deadline.

Ordering Deadline

April 16th, 2021 is the deadline for the Teacher of Record to submit purchase orders for
families. April 12, 2021 is the deadline for parents to get their orders to the ToR. It is important
that families submit order requests earlier than the deadline. After the deadline, no purchase
orders can be submitted. Instructional funds do not roll over from year to year. If the IFs are
not used by the deadline, the parent will no longer have access to them.

Work Permits
Students interested in requesting a work permit must comply with Excel Academy’s policy.

e Maintain full-time enrollment at Excel Academy (5 or more courses)

e Maintain attendance (attend classes on a regular basis and attend all Learning Period
meetings with ToR, etc.)
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e Maintain a 2.0 GPA average

e Display acceptable behavior in school and out of school

e Submit all coursework samples on time each Learning Period.
*New students must provide current report cards and/or official transcripts, behavior records,
and attendance records from previous school.

General Work Permits:
e Parents may print the B1-1 form (Statement of Intent to Employ a Minor & Request for a
Work Permit) from their parent portal.
e Parent/student must complete their sections on the document, and then have the
employer complete their section, prior to emailing it to Excel Academy for authorization.
e Once the document is completed by the above mentioned parties, student will email it to
Excel Academy’s Registrar office: registrar@excelacademy.education.
e Minimum time for authorized work permits is 4 weeks.
*Parents/students must adhere to the state and federal laws that pertain to child labor as well as
the school policies mentioned above.

Entertainment Work Permits:
e Application to work in the entertainment industry can be found on the CA Dept. of

Industrial Relations website https://www.dir.ca.gov/DLSE/OnlinePermits.htm.

e Parent/student must complete their sections on the document and then email it to Excel
Academy’s Registrar office registrar@excelacademy.education.
e Minimum time for authorized work permits is 4 weeks.
*Parents/students must adhere to the state and federal laws that pertain to child labor as well as
the school policies mentioned above.

School Policies, Procedures & Regulations

School Safety Plan

Excel Academy seeks to provide a safe environment for its students, parents, staff, ToRs, and
administration. For more information on Excel’s emergency procedures and policies, please
review our comprehensive safety plan here.

Contact Information and Communication Policy

School Communication Responsibilities

42


https://www.dir.ca.gov/DLSE/OnlinePermits.htm
https://docs.google.com/document/d/1Mz7vAQVWYZ2-klNy41hXRe-YHjgQHbLgE0__xq9Fh8E/edit?usp=sharing
https://www.excelacademy.education/parents-students/handbook-201718/#top

It is pertinent that we are able to communicate effectively with our families due to the remote
nature of our school. The school requires that all parents reply to communication from Excel
Academy staff and Teachers of Records within 48 hours (2 business days). We also require 24
hours notice in the event a parent must cancel an Excel Academy appointment, including but
not limited to: LP meetings, IEPs, SPED provider appointments, and Student Success Team
(SST) meetings. Please note: Students are allowed two changes to appointments per school year
before being subject to a PIN. Additionally, if a student/parent cannot be reached by Excel
Academy staff for 10 business days or more, an evaluation will take place to determine whether
it is in the best interest of the pupil to remain in independent study. If the evaluation finds that
it is not in the student’s best interest to remain in independent study, the student may be
involuntarily withdrawn. (Please refer to Outline of Responsibilities that May Result in
Involuntary Withdrawal section for further details).

Email or voicemail sent to administrative personnel Monday through Thursday between 8:00
am and 5:00 pm Pacific Time (PT) will be addressed within twenty-four (24) to forty-eight (48)
business hours of the time it was sent. Email or voicemail sent between 8:00 am and 5:00 pm
PT the day before a weekend or holiday will be addressed on the next business day. Email or
voicemail sent during non-office hours will be addressed within twenty-four (24) to forty-eight
(48) hours of the beginning of the following business day. Instructors who are scheduled to be
away during regularly scheduled office hours (for professional meetings or vacation) will post
the dates and times of those interruptions at least forty-eight (48) hours in advance and will
offer alternative contact information for assistance. Unanticipated absences due to illness or
other emergencies will be reported to the Director who will find suitable alternatives for
assistance.

Email Accounts

A valid, working email account is required for all Teachers of Record and parents, and is
recommended for students. Parents and students must provide contact information, which can
include email, phone number, and mailing address. If a Teacher of Record, student, or
parent/guardian’s email address, mail address, IM address, or phone number changes, it must
be updated with Excel Academy Admissions at admissions@excelacademy.education within five
(5) business days. In case of an emergency, it is important that this information is kept current.

Excel Academy does not supply student email accounts but recommends that Teachers of
Record, students, and parents/guardians supply separate email addresses for communication.
Students who need a separate email account from their parents/guardians can sign up for a free
account with Yahoo, Gmail, or Hotmail, Please note, however, that Excel Academy does not
have any relationship with these third parties, and it is not responsible for the availability or
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content of marketing or other materials on the above third parties’ websites. The providers of
the websites may discontinue their free programs at any time at their discretion.

Phone and Text Communication

Social Media and Instant messaging Communication by phone or text/instant messaging should
be only for urgent matters and only during the hours of operation (Monday-Friday 8:00
am-4:30 pm.) All informational communication by the school will be through email,
ParentSquare, and/or social media.

Tone of Contact

Students and parents/guardians must use school appropriate language in communication with
Excel Academy employees and peers. Students and parents/guardians will not partake in
cyber-bullying or any form of harassment. Students should strive to use appropriate grammar
and capitalization in their communications.

Authorized Contacts

At the time of enrollment, a student’s parent/guardian is asked to approve any contacts that
have authorization to receive performance information about the student. Individuals with
authorization are responsible for maintaining current contact information with the school. In
accordance with FERPA law, school officials are only authorized to speak to parents/guardians
that are listed at the time of enrollment and who possess educational rights. The Registrar
should be notified of any changes in custody or educational rights immediately.

Academic Integrity Policy

Excel Academy considers academic honesty to be one of its highest values. Students are
expected to be the sole authors of their work and to exhibit honest behavior and academic
integrity. Use of another person’s work or ideas must be accompanied by specific citations and
references. The purpose of this policy is to create and maintain ethics and integrity in all
academic endeavors and to provide our students with an understanding of what is and is not
acceptable.

Definition of Plagiarism
The unauthorized use or close imitation of the language and thoughts of another author, and the
representation of them as one's own original work.

e All high school students will sign the Plagiarism Academic Honesty Pact.

e All high school students will submit at least two papers each semester to Turnitin.
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Examples of plagiarism and academic dishonesty include, but are not
limited to:
e (Quoting someone else's words, sentences, paragraphs, or an entire paper without
acknowledging the source within the paper or written assignment
Simply listing your sources in the Works Cited page but not citing them in your writing
Paraphrasing someone else's ideas, opinions, or thoughts without acknowledging the
source
e Only citing a portion of the source; even if only one source is used all references need to
be cited
Copying another student's work, paper, and/or essays and turning it in as your own
Copying another student's computer file or work and submitting the work as your own
Buying any completed or partial work written by someone else and using it as your own
work
Copying answers from a teacher’s manual rather than using the manual to check answers
Turning in work that you have done for other classes or writing assignments—this is
considered academic dishonesty: you need to turn in original writing for each class

The above examples represent examples of plagiarism and/or academic dishonesty. Whether a
student copies something word-for-word or rephrases the ideas of another student and/or
writer without properly acknowledging the source, both constitute examples of plagiarism. Excel
Academy recognizes the accessibility of information and online sources. It is therefore
imperative for students to review plagiarism and ensure steps to avoid the use of plagiarism in
their writing assignments.

Process for Addressing Incidents of Academic Dishonesty

First incident:
If a student is suspected of plagiarism or academic dishonesty in any course:

e The ToR will confirm the student plagiarized or has been academically dishonest.

e If confirmed, student will receive an F/zero on the assignment in question. The student
will be required to redo the assignment by the following Learning Period meeting for a
new grade.

e The ToR will consult with school administration.

e A plan will be created to help the student learn about plagiarism and academic
dishonesty and how to avoid it in the future.

e Student must view webinar on academic integrity shared by the ToR.

Second incident:
If a student is suspected of plagiarism or academic dishonesty in any course for a second time:
e The ToR will confirm the student plagiarized or has been academically dishonest.
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If confirmed, the student will receive an F/zero in the course.

A meeting with ToR, parent, and school administrator will be scheduled to explain the
severity of the issue, to provide additional support, and to warn student that they are in
jeopardy of being involuntarily withdrawn from the school.

Third incident:
If a student is suspected of plagiarism or academic dishonesty in any course for a third time:

The ToR will confirm the student plagiarized or has been academically dishonest.

If confirmed, student will receive an F/zero for the course they plagiarized.

A meeting with ToR, parent, and school administrator will be scheduled.

Student may be subject to discipline in accordance with applicable due process
provisions in accordance with the relevant charter petition, which is available upon
request.

Related educational records, including disciplinary records, may be provided to colleges
or other school districts where the student seeks to enroll or transfer as permitted in
accordance with applicable law.

Grievance Procedure:

The following procedure is established to ensure that students’ or parents/guardians’

grievances are addressed fairly by the appropriate persons in a timely manner. The school

prohibits discrimination against students/families on the basis of disability, race, creed, color,

gender, sexual orientation, national origin, or religion.

If a student or parent/guardian is accused of cheating, inappropriate support or other forms of

academic dishonesty and the student or parent/guardian disagrees:

1. The student and parent/guardian will address the school administrator in
writing with the reason for the grievance, including why they believe the
accusation is not accurate/appropriate.

2. The school administrator will investigate and respond with a written
determination within ten (10) working days.

3. Ifthe concern or grievance is not resolved, the student and parent/guardian
may, within ten (10) working days, request a review with the governing board.

4. The board shall investigate and respond to the student and parent/guardian
within ten (10) school days after the review. The decision of the board will be
accomplished by a vote of a simple majority and the decision is final.

*Parents/guardians should contact their ToRs with specific questions, as we want to ensure

families are supported throughout the process.
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Excel Academy’s Parent Proctoring Policy

Excel Academy considers academic honesty and integrity to be one of its highest values.
Assessments are an integral part of the individualized learning plan for all students. It is
critical that all assessments are completed independently in order to identify areas of
strength and any potential learning gaps. The purpose of this policy is to create and maintain
ethics and integrity in all academic endeavors. Our intent is to provide our students and
parents/guardians with guidelines to understand what is and is not acceptable when proctoring
at-home assessments.

Parents/guardians who proctor i-Ready and course subject matter assessments for their own
students are expected to follow the guidelines set forth in this policy. Regardless of the parent's
intent, the acts stated below constitute academic dishonesty, as they facilitate in producing test
results that are not an accurate reflection of the student’s independent academic abilities.

Cheating (Definitions of Cheating)
o To act dishonestly; practice fraud

o To violate rules deliberately
i-Ready
Examples of inappropriate support on i-Ready assessments include, but are not

limited to:
e Reading passages, questions or answers aloud for the student
e Use of a calculator, number mat, multiplication tables, etc.

Use of a dictionary or thesaurus
Giving hints such as “Remember, we did this...”
Asking questions such as “Did you read the whole passage?”

Pointing to items on the screen

Narrowing down answers

Copying questions or taking screenshots
e Recording test content for use after the test

Examples of appropriate support on i-Ready assessments include, but are not
limited to:

Reminding students to scroll down

Reminding students to click the “next” button

Encouraging students to make their best guesses

Encouraging students to take a break in order to do their best work

Using scratch paper for math

Clarifying directions
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Testing Dishonesty in Grades TK - 6

Searching the internet to find answers
Use of teacher manuals or answer keys
Anyone other than the student reading test questions or passages
o If aread-aloud option is provided through the online system, this is permitted
Hinting at correct answers or elimination of answers
Discussing the content of the test with the student within the testing window
Use of a dictionary
Use of a calculator
Use of a multiplication chart, hundreds chart, or math cheat sheet of any kind

*If Excel Academy has reason to believe that testing results are not an accurate reflection of the

student’s abilities, the student may be required to take additional assessments proctored by the

ToR.

Testing Dishonesty in Grades 7- 12 (i.e. closed-book quizzes, end of unit tests,

mid-term exams, and final exams)

Use of a calculator when not allowed

Use of “open-book” testing when not allowed

Using the internet to find answers

Use of a dictionary or thesaurus

Use of teacher manuals or answer keys - if a student’s entire test is identical to the
answer key, and zero work is shown, the student may be asked to retake the test.
Providing hints or clues to the correct answer

Copying, recording, or taking screenshots of any part of an assessment for future
reference

Sharing or making any part of the assessment public

Accommodations for Students with IEPs or 504 Plans
If the student has an IEP or 504 Plan, the Teacher of Record will contact the SPED Case
Manager or 504 Coordinator to receive clear directions on accommodations that should be

provided. Similarly, Excel Academy will comply with all provisions of applicable law in

addressing any student conduct concerns, including cheating.

Internet/Computer System Acceptable Use Policy (AUP)

Excel Academy provides technology resources to its students solely for educational purposes.

Through technology, the schools provide access for students and staff to unlimited resources.

Expanding technologies provide tremendous opportunities for enhancing, extending, and
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rethinking the learning process. The goal in providing these resources is to promote educational
excellence by facilitating resource sharing, innovation, and communication with the support and
supervision of the parent and credentialed teacher.

With this access brings the potential exposure to material that may not hold educational value or
may be harmful or disruptive to the student’s learning experience.

The purpose of this policy is to ensure that student internet access on school-owned computers
will be appropriate and used only for educational purposes, consistent with the acceptable
standards of the school.

All computer equipment, programs, supporting materials, and peripherals of any nature which
the student receives from the school are loaned to the student for educational purposes only and
belong to the school. As a condition of receiving and using any such equipment, the student and
parent/guardian acknowledge that there is no right or expectation of privacy whatsoever related
to the student’s use of such equipment. The school retains the right to monitor, at all times,
internet/computer activity accessed by this equipment, review any material stored in files on
such equipment, and edit or remove any material which the school staff, in its sole discretion,
believes violates the above standards, and terminate the Internet/Computer Agreement of any
persons violating the conditions set forth in this policy.

Information services, such as online educational resources provided by the school, may
occasionally require new registration and account information to continue the service. This will
require the school to give out certain portions of a student’s personal information to one or more
3rd party content and community provider(s) required for this requested service, such as login
information, etc. Student and parent/guardian signatures of this policy and the use of aforesaid
computer equipment or school-provided online resources indicate specific consent to such
release of personal information.

Students using the internet shall be closely supervised by the parent. Students and their
parents/guardians are ultimately responsible for the materials accessed through the use of
student internet accounts. Parents/guardians will be responsible for the supervision of students
using the internet.

The California Computer Crime Bill (1979) added section 502 to the Penal Code making it a
felony to intentionally access any computer or system or network for certain purposes,
including:

e Devising or executing any scheme or artifice to defraud or extort

e Wrongfully control or obtain money, property, or data
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e Knowingly accesses and without permission adds, alters, damages, deletes, or destroys
any data, computer software, or computer programs which reside or exist internal or
external to a computer, computer system, or computer network

e Knowingly and without permission accesses or causes to be accessed any computer,
computer system, or computer network

e Knowingly introduces any computer contaminant into any computer, computer system,
or computer network

*Anyone committing acts of this kind, or any other actions prohibited by law with school owned
computers and/or equipment will face legal action and disciplinary procedures.

It is the intent of this policy to protect students from inappropriate information. However, the
staff cannot screen all of the materials available on the internet. Willful access to inappropriate
material in any form by students as well as the importation of any material from “outside
sources” on school owned computers and/or equipment is a violation of this policy and may
result in disciplinary action including, but not limited to, the revocation of school-provided
computer and/or equipment and/or discipline, up to and including, expulsion of the student.
Students, staff and parents/guardians hold a joint responsibility to insure that inappropriate
material is not displayed or available on any computer.

Parents/guardians will teach the student about internet safety, including how to protect online
privacy and how to avoid online predators using resources such as materials available at:
http://www.digitalcitizenship.net.

Excel Academy has also adopted internet safety policies in accordance with applicable law,
including the Children’s Internet Protection Act, which will be provided to parents/guardians.

This policy does not attempt to articulate all required or proscribed behavior by users. Misuse
may come in many forms; it is commonly viewed as any transmission(s) sent or received that
suggest or indicate pornography, unethical or illegal solicitation, racism, sexism and
inappropriate language.

Unacceptable behaviors may include, but are not limited to, the following:

e Using the school funded internet/computer system for illegal, inappropriate, or obscene
purposes or in support of such activities

e Utilizing the school funded internet/computer system for any illegal activity including
violation of copyrights or other contracts relating to licensed uses.

e Intentionally disrupting equipment of system performance.

e Downgrading the equipment or system performance.

e Damaging or misusing any hardware or software.

e Utilizing the school’s computing resources for commercial/financial gain or fraud.
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e Pirating and/or theft of data, equipment, or intellectual property.

e Gaining or seeking to gain unauthorized access to resources or entities.

e Utilizing the system to encourage the use of drugs, alcohol or tobacco or any promotion
or attempt to promote any unethical behavior.

e Using harassing, abusive or obscene language.

Annoying, harassing or intentionally offending another person.
Introducing computer viruses into the system.
Forging electronic mail messages or using an access owned by, or used by another.

Wasting of resources.

Invading the privacy of others.
e Possessing data in any form (including hard copy or disk) which might be considered a
violation of these rules.

Consequences of Non-compliance
As with any other violation of school rules and regulations, consequences of violations may
include, but are not limited to, the following:

e Suspension of school funded internet access if provided by school

e Revocation of school funded internet access if provided by school

e Limitations of school funded computer access

Revocation of school funded computer access
Disciplinary processes up to expulsion or involuntary withdrawal
Legal action and prosecution

Financial liability for loss of internet/computer system

The parent/guardian is responsible to abide by and to ensure the student abides by the
provisions and conditions of this policy and that any violations of the above provisions may
result in disciplinary action, the revoking of the user account, and appropriate legal action.

The parent/guardian is also responsible to report any misuse of the information system to
school administration. All the rules of conduct described in the publication entitled
“Internet/Computer Acceptable Use Regulations” apply when on the internet or using the
school-owned computer.

Student Freedom of Speech / Expression

Excel Academy believes that free inquiry and exchange of ideas are essential parts of a
democratic education. We respect students' rights to express ideas and opinions, take stands on
issues, and support causes, even when such speech is controversial or unpopular.
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Students shall have the right to exercise freedom of speech and of the press including, but not
limited to: (1) use of bulletin boards; (2) distribution of printed materials or petitions; (3)
wearing of buttons, badges, and other insignia; and (4) right of expression in official school
publications. “Official school publications” refers to material produced by pupils in the
journalism, newspaper, yearbook, or writing classes and distributed to the student body either
free or for a fee. The school lead/director or designee will supervise the material produced by
pupils to ensure it meets professional standards of English and journalism.

Students’ freedom of expression shall be limited as allowed by Education Code Section 48907,
and other applicable state and federal laws. Students are prohibited from making any
expressions or distributing or posting any materials that are obscene, libelous, or slanderous.
Students also are prohibited from making any expressions that so incite students as to create a
clear and present danger of the commission of unlawful acts at school-sponsored activities or
events, the violation of school rules, or substantial disruption of the school’s orderly operation.
The use of “fighting words” or epithets is prohibited in those instances where the speech is
abusive and insulting, rather than a communication of ideas, and the speech is used in an
aggressive or abusive manner in a situation that presents an actual danger that it will cause a
breach of the peace. A student shall be subject to discipline for out-of-school expression,
including expression on internet websites, when such expression poses a threat to the safety of
other students, staff, or school property, or substantially disrupts the educational program.

Civility Policy

School personnel, parents/guardians, and students are required to be civil in all of their
interpersonal school-related interactions. Civility does not require unqualified agreement or
conformity of opinion. An expression of disagreement or a discussion of a controversial
viewpoint is not uncivil if such expression or discussion is appropriately and respectfully
presented and does not disrupt a school-related activity.

For purposes of this policy, to be civil means to act with self-discipline in a courteous, respectful,
and orderly way in every interpersonal communication and behavior with the goal of providing a
safe and harassment free environment for our students and staff while maintaining individual
rights to freedom of expression.

Examples of uncivil conduct include, but are not limited to, the following:
e using an inappropriately loud voice;
e using profane, vulgar, or obscene words or gestures;
e Dbelittling, jeering, or taunting;
e using personal epithets;

using violent or aggressive gestures or body-language;
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e repeatedly and inappropriately interrupting another speaker;

repeatedly demanding personal attention at inappropriate times;
purposefully and inappropriately invading personal space;
purposefully ignoring appropriate communications;

wrongfully interfering with another person's freedom of movement;

wrongfully invading another person's private possessions; or;
e any other behavior that inappropriately disrupts school-related activities.

In the event that any party is uncivil during a school-related activity, the following steps will
occur:
1. Communicate - The party experiencing the uncivil behavior will communicate that the
behavior is not civil and uncivil behavior must cease immediately.
2. End Activity/Meeting - If the uncivil party fails to correct the uncivil behavior as
directed, the affected party shall end the activity/meeting.
3. Referral - The reporting party shall refer the situation to the school administration with
a written summary of the uncivil behavior and how he/she responded.

Determination - If it is determined that uncivil behavior occurred, proper disciplinary action
will be taken, which may include suspension or expulsion.

Bullying Policy

Excel Academy recognizes the harmful effects of bullying, hazing, or other behavior that
infringes on the safety and well-being of students or interferes with learning or teaching. We
desire to provide a safe school culture that protects all students from physical and emotional
harm. Student safety is a top priority, and the school will not tolerate discrimination,
harassment, intimidation, or bullying of any kind of any student.

“Bullying” means any severe or pervasive physical or verbal act or conduct, including
communications made in writing or by means of an electronic act, and including one or more
acts committed by a pupil or group of pupils directed toward one or more pupils that has or can
be reasonably predicted to have the effect of one or more of the following;:

e Placing a reasonable pupil or pupils in fear of harm to that pupil’s or those pupils’ person
or property.

e Causing a reasonable pupil to experience a substantially detrimental effect on his or her
physical or mental health.

e Causing a reasonable pupil to experience substantial interference with his or her
academic performance.
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e Causing a reasonable pupil to experience substantial interference with his or her ability
to participate in or benefit from the services, activities, or privileges provided by a school.

“Electronic act” means the creation or transmission of a message (e.g., a text message, sound
recording, video, image, social media post, etc.) by means of an electronic device, including, but
not limited to, a telephone, computer, tablet, pager, or other communication device.

Bullying that occurs outside of school but negatively impacts the school environment or ability
of a student to perform in school is considered bullying. Violations of our zero tolerance policy
on bullying may lead to discipline up to and including suspension and/or expulsion.

Substance Abuse

Excel Academy does not tolerate the illegal use, possession, or sale of drugs, alcohol, tobacco, or
related paraphernalia by students while engaged in school-sponsored educational activities or
events. School administrators are required to take immediate action to prevent, discourage, and
eliminate the illegal use, possession, or sale of drugs, alcohol, tobacco, or related paraphernalia
while engaged in school-sponsored educational activities or events. Students found in violation
are subject to discipline, up to and including suspension and/or expulsion.

Smoking and the use of all tobacco products, including the use of electronic nicotine delivery
systems such as e-cigarettes is prohibited on all Excel Academy property, including any owned
or leased buildings and in school vehicles, at all times by all persons, including employees,
students, and visitors.

Child Abuse Reporting

Teachers, instructional aides, classified staff, and other school employees are required by law to
report all known or suspected cases of child abuse or neglect to the appropriate law enforcement
or child welfare agency. (Pen. Code, § 11166.)

Homeschool Attendance, Progress Improvement
Notification (PIN), and Involuntary Withdrawal
Policy

Independent Study Policy

Excel Academy Charter Schools (“EACS” or “Charter School”) offers independent study to meet

the educational needs of students enrolled in the Charter School. Independent study is an

54



alternative education program designed to teach the knowledge and skills of the core curriculum.

EACS shall provide appropriate existing services and resources to enable students to complete

their independent study successfully.

The following written policies have been adopted by the Board of Directors for implementation
at the Charter School:

1.

For students in all grade levels offered by the Charter School, the maximum length of
time that may elapse between the time an assignment is made and the date by which the
student must complete the assigned work shall be twenty (20) school days.

A student may miss two (2) assignments during any period of twenty (20) school days.
When any student fails to complete up to three (3) identified assignments in a school
year, the Executive Director or designee shall conduct an internal evaluation to determine
whether it is in the best interests of the student to remain in independent study. A written
record of the findings of any evaluation conducted pursuant to this policy shall be treated
as a mandatory interim student record. This record shall be maintained for a period of
three years from the date of the evaluation and if the student transfers to another
California public school, the record shall be forwarded to that school.

A current written agreement shall be maintained on file for each independent study
student, including but not limited to, all of the following:

a. The manner, time, frequency, and place for submitting a student's assignments
and for reporting the student’s progress.

b. The objectives and methods of study for the student's work, and the methods
utilized to evaluate that work.

c. The specific resources, including materials and personnel, which will be made
available to the student.

d. A statement of the policies adopted herein regarding the maximum length of time
allowed between the assignment and the completion of a student's assigned work,
and the number of missed assignments allowed prior to an evaluation of whether
or not the student should be allowed to continue in independent study.

e. The duration of the independent study agreement, including beginning and ending
dates for the student's participation in independent study under the agreement.

1. A statement of the number of course credits or, for the elementary grades,
other measures of academic accomplishment appropriate to the agreement,
to be earned by the student upon completion.

f. The inclusion of a statement in each independent study agreement that
independent study is an optional educational alternative in which no student may
be required to participate.

g. In the case of a student who is referred or assigned to any school, class or
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program pursuant to Education Code Section 48915 or 48917, the agreement also
shall include the statement that instruction may be provided to the student through
independent study only if the student is offered the alternative of classroom
instruction.

h. Each written agreement shall be signed, prior to the commencement of
independent study, by the student, the student's parent/guardian if the student is
less than 18 years of age, the certificated employee who has been designated as
having responsibility for the general supervision of independent study, and all
persons who have direct responsibility for providing assistance to the student.

The Charter School shall comply with the Education Code Sections 51745 through 51749.3 and
the provisions of the Charter School’s Act and the State Board of Education regulations adopted
thereunder.

The Executive Director shall establish regulations to implement these policies in accordance with
the law.

Outline of Violations that May Result in Involuntary Removal

Attendance

Regular attendance is very important to the success of both your student and our school. Charter
schools are funded based on “average daily attendance” or ADA. “Attendance” means when a
student is engaged in educational activities required of them by the school, on days when school
is actually taught. (5 C.C.R. 11960(a).)

Since our schools are non-classroom-based instructional programs, ADA is calculated based on
the work completed by the student on school days and submitted by the due dates established in
the independent study Master Agreement. The assigned teacher subsequently assesses the
student’s work to determine whether the time value ascribed to the assigned educational
activities amount to a full day of attendance. It’s important to stick to a regular work
schedule/calendar so your student can clearly identify each school day on which he/she engaged
in required educational activities to an extent sufficient to constitute at least one day of time
value. When determining the time value of a student’s work, the teacher will consider each
student individually and may adjust the assignments accordingly.

In California, each person between 6 and 18 years of age, unless otherwise exempt by law, is
required to attend school full-time with regular and punctual attendance, and schools are required
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to enforce this compulsory attendance law. (See Ed. Code, § 48200 ef seq.) A student’s failure
to complete assignments on-time may subject the student to discipline, removal from the
program, and/or being classified as truant and reported to the proper authorities. Please review
the detailed Attendance, Progress Improvement Notification (PIN) and Involuntary Withdrawal
policy found in the EACS Handbook.

Governing Board Policies

In addition to attendance, the parent and student must abide by all board approved policies.
These policies include, but are not limited to:

® The Academic Integrity Policy

e The Civility Policy

e The Acceptable Use Policy

The complete list of all Board-approved policies as well as how to access them may be found at
https://www.excelacademy.education/board-governance/board-policies/

Parent/Student Responsibilities

I, the student, agree to:

The terms as outlined in the Master Agreement
Complete coursework as outlined in the Master Agreement and as assigned by the
credentialed Teacher of Record (ToR).
e Conduct myself in a respectful, responsible, and safe manner at all Excel Academy functions
and on virtual forums. I understand that my participation in school functions is a privilege
which can be revoked if my behavior is not acceptable.
Attend all required meetings scheduled throughout the school year.
Arrive promptly and come prepared to each Learning Period meeting with a body of work
from that Learning Period which demonstrates coursework completed in each subject.
Complete WIN intervention requirements, if assigned.
Complete English Language Development (ELD) curriculum, if assigned.
Request support from my ToR when needed.
Complete all required assessments, including the following: CAASPP, i-Ready Diagnostic
Assessments, Initial and Summative ELPAC assessments, grade-level paper/pencil
assessments, PFT, Algebra 1 Readiness Assessment (students entering Algebra I only),
interventions and assessments within the WIN program, and course assessments.

* Failure to complete mandated school-wide assessments may result in Progress Improvement
Notifications (PINS) being issued. Please see EACS Handbook for a description of the Progress
Improvement Notification (PIN) process.
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I, the parent/guardian, agree to:

Prompt, timely, and effective communication with my ToR within 24-48 hours (M-F) of
being contacted.
Provide any necessary documentation or information to the school in order to record
attendance in compliance with applicable law.
Provide the school with all required documentation for continued enrollment, such as proof
of residency.
Ensure the student's coursework aligns with grade-level content standards, including all
necessary components of each subject area. If the ToR finds that additional material is
needed to fully align coursework to grade level content standards, the parent/guardian is
responsible to assign additional coursework to the student which aligns with those content
standards in question.
The daily teaching, monitoring, verification, and assessment of all subjects/courses outlined
in the Master Agreement.
Attend LP meetings at a mutually agreed upon location with all necessary paperwork,
including a body of work for each subject/course listed on the Master Agreement.
Be responsible for the adequate academic progress of my student as determined by the ToR.
Provide work samples, if requested by the ToR every 5 school days.
Attend all LP meetings during the designated LP week scheduled by the ToR. If a make-up
meeting is scheduled by the parent/guardian, it needs to take place within 5 school days of
the original meeting. Parents/guardians that reschedule more than twice per calendar year
may be subject to a PIN.
Attend all required school meetings with the student, including but not limited to Learning
Periods, high school planning, SST, 504 Plan, IEP etc., on time and as scheduled, notifying
school personnel at least 24 hours prior if cancellation or change is necessary

o For students with an active IEP or 504 plan parent/guardian will be contacted

regarding next steps
o If any school meeting is held virtually, I agree to show my face and my student’s face
on camera during the meeting.
m  Failure to do so for a period of 5 school days or more will result in a Progress
Improvement Notification (PIN).

Provide Excel Academy with in-progress grades if my student enrolls 20 days or more after
the start of the semester and understand that in progress grades will be combined with
grades earned at the previous school to award the final semester grade.
Conduct myself in a respectful, responsible, and safe manner at all Excel Academy functions.
I understand that my participation in school functions is a privilege which can be revoked if
my behavior is not acceptableProvide transportation to my student’s scheduled meetings and
school assessments
Ensure that if my student is a designated English Learner, the student will complete the
ELPAC as required by law and will utilize the required ELD curriculum.
Acknowledge and ensure that if my student uses instructional funds for tutor services, the
tutor input does not supersede my responsibility for the day-to-day instruction and progress
monitoring of my student.
Request support from my student’s assigned ToR when needed.
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e High School students or students taking high school level coursework must actively attempt
and complete at least 25 credits per semester (20 credits at Excel Academy if the student is
participating in concurrent enrollment).

e Ensure that upon disenrollment, involuntary removal, or the designated due date, all school
purchased materials will be returned to Excel Academy. All materials are the property of
Excel Academy and are on loan to the student while enrolled at Excel Academy. If any
materials are willfully damaged or lost, I may be required to pay the full replacement costs of
such items

e Acknowledge that the charter school has an obligation to provide a Free Appropriate Public
Education (FAPE) to every student. If my student has an Individualized Education Program
(IEP) and does not access the special education and related services or accommodations as
outlined in the IEP, I understand the charter school will contact me to schedule a PIN IEP
after five no-shows for IEP services. The IEP will discuss my student’s unique needs in
relation to the missed or cancelled sessions, and the most appropriate means for the student
to access necessary supports. If a sixth no-show occurs, a PIN may be issued.

e Acknowledge that if my student is receiving general education accommodations under a
Section 504 plan, is in the process of receiving individualized intervention, or is in the
process of being evaluated for special education eligibility and fails to participate; I
understand the charter school will contact me to determine next steps.

*Teacher of Record (ToR”) responsibilities are outlined in the EACS Handbook.

Progress Improvement Notification Policy

First Progress Improvement Notification (PIN)

If a parent or student fails to meet the responsibilities outlined in the Master Agreement,
Acknowledgement of Responsibilities (AoR), or Independent Study Policy, the school will send
a letter to the parent/guardian informing the family that the student/parent has failed to meet the
minimum standards of independent study and/or the governing Board policies. The letter will
include the reason for the notification so the parent/guardian and student are aware that they are

not fulfilling their responsibilities with the school.

If the reason for the notification is that the student failed to complete an identified assignment
outlined in the PIN letter, per the credentialed ToR, the student must complete the assignment.
Verification of completion of the identified assignment is required to ensure the student is
making progress and meeting their goals.

If the reason for the notification is that the parent/guardian or student did not attend a Learning
Period meeting, a follow-up Learning Period meeting must occur within five school days.

Second Progress Improvement Notification (PIN) - Meeting with School's Support Team
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If a parent or student fails to meet the responsibilities outlined in the Master Agreement,
Acknowledgement of Responsibilities (AoR), or Independent Study Policy for a second time
within the same school year, the school will send a letter to the parent/guardian informing the
family that the student has failed to meet the minimum standards of independent study and/or the
governing Board policies. The letter will include the reason for the notification so the
parent/guardian and student are aware that they are not fulfilling their responsibilities with the
school.

If the reason for the notification is that the student failed to complete an identified assignment
outlined in the PIN letter per the credentialed ToR, the student must complete the assignment. In
addition, a Student Success Team (SST) meeting may be held with the school’s educational team
within ten days. The conference will include the student, parent, teacher, and school intervention
or SPED designee. The purpose of the meeting will be to develop a plan to support the student’s
success.

If the PIN was issued due to a missed LP meeting, a follow-up meeting must occur within five
school days of the missed meeting. This meeting will take place to ensure the student has begun
making adequate progress. If the parent/guardian or student does not attend the scheduled
student support meeting, the meeting will be held with the teacher and school designee.

If the student is served under a Section 504 Accommodation Plan and the SST suspects that the
area identified for improvement in the PIN may be related to the student’s disability, a Section
504 meeting may be scheduled in lieu of an SST meeting.

If the student has an IEP and the IEP team determines that the area identified for improvement in
the PIN may be related to the student’s disability, a second PIN IEP meeting may be held to
determine if the student’s IEP supports or services require adjustments in order to address the
area of improvement.

Third Progress Improvement Notification (PIN) - Internal Evaluation

If a parent or student fails to meet the responsibilities outlined in the Master Agreement,
Acknowledgement of Responsibilities (AoR), or Independent Study Policy for a third time
within the same school year, the school will send a letter to the parent/guardian informing the
family that the student has failed to meet the minimum standards of independent study and/or the
governing Board policies. The letter will include the reason for the notification so the
parent/guardian and student are aware that they are not fulfilling their responsibilities with the

school.
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When any student fails to complete three (3) identified assignments (or fails to meet the
responsibilities in the Master Agreement , Acknowledgement of Responsibilities (AoR), or
Independent Study Policy three times) during any period of twenty (20) school days, the
Executive Director or designee shall conduct an internal evaluation to determine whether it is in
the best interests of the student to remain in independent study. If the evaluation finds that it is
not in the student’s best interest to remain in independent study, the student may be removed in

accordance with the process outlined below.

Involuntary Withdrawal Policy

No student shall be involuntarily withdrawn by the Charter School for any reason unless the
parent or guardian of the student has been provided written notice of intent to withdrawal the
student no less than five (5) schooldays before the effective date of the action (“Notice of
Involuntary Withdrawal”). The written notice shall be in the native language of the student or the
student’s parent or guardian or, if the student is a foster child or youth or a homeless child or
youth, the student’s educational rights holder. The Notice of Involuntary Withdrawal shall
include the charges against the student and an explanation of the student’s basic rights including
the right to request a hearing before the effective date of the action.

If a hearing is requested, both the parent/guardian and the student have a fair opportunity to
present testimony, evidence, and witnesses and confront and cross-examine adverse witnesses,
and at which the student has the right to bring legal counsel or an advocate. The notice of the
hearing shall be in the native language of the student or the student’s parent or guardian or, if the
student is a foster child or youth or a homeless child or youth, the student’s educational rights
holder shall receive a copy of the Charter School’s hearing process.

If the parent/guardian is nonresponsive to the Notice of Involuntary Withdrawal, the student will
be disenrolled as of the effective date set forth in the notice and the notice will be sent to the
student’s last known district of residence within thirty (30) days.

An evaluation decision not to disenroll the student does not prevent the Charter School from
making a similar recommendation in the future should violation of identified assignments
continue or re-occur.

Special Education Students - PIN Policy

If the at-risk student is a student with an active IEP or 504 plan, or is a student suspected of having
a disability condition, the teacher will contact the appropriate charter school administrator and
comply with all provisions of applicable law in addressing any concerns. These concerns may include
the student’s failure to meet the minimum qualifications of independent study or abide by governing
Board policies. Change of placement for a current special education student, or eligibility
determination for a child suspected of being a student with a disability, will be addressed by the
IEP team. No student who is known to have a disability condition will be involuntarily removed
until 1) a Manifestation Determination Review (MDR) meeting is convened according to law and
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2) it is determined at that meeting that the concerns warranting removal are not a manifestation
of the student’s disability.

Suspension/Expulsion Procedures

For Excel Academy students within Helendale School District or Warner Unified School District
please refer to the suspension policy outlined in our charter petition. A copy will be made available
upon request.

As to students with special education needs, discipline will be taken, where appropriate, in
conformance with applicable law.

Family Educational Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) affords parents and students who are
18 years of age or older ("eligible students") certain rights with respect to the student's education
records. These rights are:

1. The right to inspect and review the student's education records within 45 days after the
day the school receives a request for access.

2. Parents or eligible students should submit to the program lead/director a written request
that identifies the records they wish to inspect. The program lead/director will make
arrangements for access and notify the parent or eligible student of the time and place
where the records may be inspected.

3. The right to request the amendment of the student’s education records that the parent or
eligible student believes are inaccurate, misleading, or otherwise in violation of the
student’s privacy rights under FERPA.

4. Parents or eligible students who wish to ask the school to amend a record should write
the program lead/director, clearly identify the part of the record they want changed, and
specify why it should be changed. If the school decides not to amend the record as
requested by the parent or eligible student, the school will notify the parent or eligible
student of the decision and of their right to a hearing regarding the request for
amendment. Additional information regarding the hearing procedures will be provided
to the parent or eligible student when notified of the right to a hearing.

5. The right to provide written consent before the school discloses personally identifiable
information (PII) from the student's education records, except to the extent that FERPA
authorizes disclosure without consent.
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6.

One exception, which permits disclosure without consent, is disclosure to school officials
with legitimate educational interests. For this purpose, a school official is a person
employed by the school as an administrator, supervisor, instructor, or support staff
member (including health or medical staff and law enforcement unit personnel) or a
person serving on the school board. A school official also may include a volunteer or
contractor outside of the school who performs an institutional service of function for
which the school would otherwise use its own employees and who is under the direct
control of the school with respect to the use and maintenance of PII from education
records, such as an attorney, auditor, medical consultant, or therapist; a parent or
student volunteering to serve on an official committee, such as a disciplinary or
grievance committee; or a parent, student, or other volunteer assisting another school
official in performing his or her tasks. A school official has a legitimate educational
interest if the official needs to review an education record in order to fulfill his or her
professional responsibility.

The right to file a complaint with the U.S. Department of Education concerning alleged
failures by the school to comply with the requirements of FERPA. The name and address
of the Office that processes FERPA complaints are:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202

FERPA permits the disclosure of PII from students’ education records, without consent of the

parent or eligible student, if the disclosure meets certain conditions found in §99.31 of the

FERPA regulations. Except for disclosures to school officials, disclosures related to some

judicial orders or lawfully issued subpoenas, disclosures of directory information, and

disclosures to the parent or eligible student, §99.32 of the FERPA regulations requires the

school to record the disclosure. Parents and eligible students have a right to inspect and review

the record of disclosures. A school may disclose PII from the education records of a student

without obtaining prior written consent of the parents or the eligible student:

To other school officials, including teachers, within the educational agency or institution
whom the school has determined to have legitimate educational interests. This includes
contractors, consultants, volunteers, or other parties to whom the school has outsourced
institutional services or functions, provided that the conditions listed in
§99.31(a)(1)(D(B)(1) - (2)(1)(D)(B)(2) are met.

To officials of another school, school system, or institution of postsecondary education
where the student seeks or intends to enroll, or where the student is already enrolled if
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the disclosure is for purposes related to the student’s enrollment or transfer, subject to
the requirements of §99.34.

To authorized representatives of the U.S. Comptroller General, the U.S. Attorney
General, the U.S. Secretary of Education, or State and local educational authorities, such
as the CDE. Disclosures under this provision may be made, subject to the requirements
of §99.35, in connection with an audit or evaluation of Federal- or State-supported
education programs, or for the enforcement of or compliance with Federal legal
requirements that relate to those programs. These entities may make further disclosures
of PII to outside entities that are designated by them as their authorized representatives
to conduct any audit, evaluation, or enforcement or compliance activity on their behalf.
In connection with financial aid for which the student has applied or which the student
has received, if the information is necessary to determine eligibility for the aid,
determine the amount of the aid, determine the conditions of the aid, or enforce the
terms and conditions of the aid.

To state and local officials or authorities to whom information is specifically allowed to
be reported or disclosed by a State statute that concerns the juvenile justice system and
the system’s ability to effectively serve, prior to adjudication, the student whose records
were released, subject to §99.38.

To organizations conducting studies for, or on behalf of the school, in order to: (a)
develop, validate, or administer predictive tests; (b) administer student aid programs; or
(c) improve instruction.

To accrediting organizations to carry out their accrediting functions.

To parents of an eligible student if the student is a dependent for IRS tax purposes.

To comply with a judicial order or lawfully issued subpoena.

To appropriate officials in connection with a health or safety emergency, subject to
§99.36.

Information the school has designated as “directory information” under §99.37.

Directory information, which is information that is generally not considered harmful or an

invasion of privacy if released, can also be disclosed to outside organizations without a parent’s

prior written consent. The primary purpose of directory information is to allow the school to

include information from your child’s education records in certain school publications.

Examples include:

A playbill, showing your student’s role in a drama production
An annual yearbook

Honor roll or other recognition lists

Graduation programs
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Outside organizations include, but are not limited to, companies that manufacture class rings or
publish yearbooks. If you do not want the school to disclose any or all of the types of
information designated below to outside organizations as directory information from your
child’s education records without your prior written consent, you must notify the school and
“opt out” of the directory.

Any and all of the following items of directory information relating to a student may be released
to a designated recipient unless a written request is on file to withhold its release:

e Name

e Address

e Date of birth

e Dates of attendance (e.g., by academic year or semester)
e Current and previous school(s) attended

e Degrees and awards received

In addition, two federal laws require a school receiving assistance under the Elementary and
Secondary Education Act of 1965, as amended, to provide military recruiters, upon request,
with the following information: names, addresses and telephone listings, unless parents have
advised the school that they do not want their student’s information disclosed without their

prior written consent.

Title IX Notice of Nondiscrimination

Excel Academy does not discriminate on the basis of race, color, national origin, sex, disability,
or age in its programs and activities and provides equal access to the Boy Scouts and other
designated youth groups. The following person has been designated to handle inquiries
regarding the school’s non-discrimination policies:

Megan Anderson, Human Resources Specialist
1 Technology Ste. i-811, Irvine CA 92618

Ph: 949-387-7822
manderson@excelacademy.education

Annual Notice of Uniform Complaint Procedures

Excel Academy has the primary responsibility for compliance with federal and state laws and
regulations for students who attend our schools. We have established Uniform Complaint
Procedures (UCP) to address allegations of unlawful discrimination, harassment, intimidation,
and bullying, and complaints alleging violation of state or federal laws governing educational
programs, the charging of unlawful pupil fees and the non-compliance of our Local Control and
Accountability Plan (LCAP).
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We will investigate all allegations of unlawful discrimination, harassment, intimidation, or
bullying against any protected group as identified in Education Code section 200 and 220 and
Government Code section 11135, including any actual or perceived characteristics as set forth in
Penal Code section 422.55 or on the basis or a person’s association with a person or group with
one or more of these actual or perceived characteristics in any program or activity conducted by
the school, which is funded directly by, or that receives or benefits from any state financial
assistance. The UCP shall also be used when addressing complaints alleging failure to comply
with various other state and/or federal laws.

A pupil enrolled in a public school shall not be required to pay a pupil fee for participation in an
educational activity.

A pupil fee includes, but is not limited to, all of the following;:

e A fee charged to a pupil as a condition for registering for school or classes, or as a
condition for participation in a class or extracurricular activity.

e A security deposit, or other payment, that a pupil is required to make to obtain a lock,
locker, book, class apparatus, musical instrument, clothes, or other materials or
equipment.

e A purchase that a pupil is required to make to obtain materials, supplies, equipment, or
clothes associated with an educational activity.

A pupil fees or LCAP complaint may be filed anonymously if the complainant provides evidence
or information leading to evidence to support the complaint.

A pupil fee complaint must be filed with Community Collaborative Family of Schools no later
than one year from the date the alleged violation occurred. A complaint of noncompliance
should be filed first with the school lead/director under the Uniform Complaint Procedures. A
complainant unsatisfied with the decision of the school lead/director may appeal the decision
and shall receive a written appeal decision within 60 days of receipt of the complaint.
Complaints other than issues relating to pupil fees must be filed in writing with the following
person designated to receive complaints:

Corrie Amador, Director of Human Resources
100 E. San Marcos Blvd, Ste 350

San Marcos, CA 92069

Ph: (760) 494-9646
camador@cccs.education
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Complaints alleging discrimination, harassment, intimidation, or bullying, must be filed within
six (6) months from the date the alleged discrimination, harassment, intimidation, or bullying,
occurred or the date the complainant first obtained knowledge of the facts of the alleged
discrimination, harassment, intimidation, or bullying, unless the time for filing is extended by
the school administrator or his or her designee.

Complaints will be investigated and a written decision or report will be sent to the complainant
within sixty (60) days from the receipt of the complaint. This time period may be extended by
written agreement of the complainant. The person responsible for investigating the complaint
shall conduct and complete the investigation in accordance with local procedures adopted under
5 C.C.R. § 4621.

The complainant has a right to appeal our decision of complaints regarding specific programs,
pupil fees and the LCAP to the CDE by filing a written appeal within 15 days of receiving our
decision. The appeal must be accompanied by a copy of the originally-filed complaint and a
copy of our decision.

The complainant is advised of civil law remedies, including, but not limited to, injunctions,
restraining orders, or other remedies or orders that may be available under state or federal
discrimination, harassment, intimidation or bullying laws, if applicable.

A copy of our UCP compliant policies and procedures is available free of charge.

Parent Liability for Student Conduct

The law states that a parent or guardian of any minor whose willful misconduct results in injury
or death to any pupil or any person employed by, or performing volunteer services for a school,
or who willfully cuts, defaces, or otherwise injures in any way any property, real or personal,
belonging to a school or personal property of any school employee, shall be liable for all
damages caused by the minor.

Further, the parent or guardian of a minor shall be liable to a school for all property belonging to
the school loaned to the minor and not returned upon demand of an employee of the school
authorized to make the demand.

Any school whose real or personal property has been willfully cut, defaced, or otherwise injured,
or whose property is loaned to a pupil and willfully not returned upon demand of an employee of
the school authorized to make the demand may, after affording the pupil his or her due process
rights, withhold grades, diploma, and transcripts of the pupil responsible for the damage until
the pupil or the pupil’s parent or guardian has paid for the damages thereto. The school will
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notify the parent or guardian of the pupil’s alleged misconduct before withholding the pupil’s
grades, diploma, or transcript.

If the minor and parent are unable to pay for damages, or to return the property, the school will
provide a program of voluntary work for the minor in lieu of the payment of monetary damages.
Upon completion of the voluntary work, the grades, diploma, and transcript of the pupil will be
released.

Suicide Prevention Policy
If you have a child who may be struggling with emotions/behavior please reach out to our

counseling office for additional support.

School Counselors:

Arleen Conradi- aconradi@excelacademy.education
Lisa Durham - ldurham@excelacademy.education PH: 949-774-5799
Melissa O'Dell - modell@excelacademy.education PH: 949-774-6293

Please click the link to view:
Suicide Prevention Policy

Charter schools serving students in grades 7-12 are required to adopt a student suicide
prevention policy in consultation with school and community stakeholders and others.

Protecting the health and well-being of all students is of utmost importance to our school. The
school board has adopted a suicide prevention policy which will help to protect all students
through the following steps:

1. Students will learn about recognizing and responding to warning signs of suicide in
friends, using coping skills, using support systems, and seeking help for themselves and
friends. At the beginning of each school year, an informational pamphlet will be provided
to each student’s parent or guardian. It is the responsibility of each student’s parent or
guardian to review this information with him or her. If parents or guardians have any
questions about the material, they can contact the school’s appointed suicide prevention
liaison, Arleen Conradi.

2. The school has a designated Crisis Team who provides appropriate resources and
support to students, & families in crisis.

3. When a student is identified as being at risk, they will be assessed by a school employed
mental health professional who will work with the student and help connect them to
appropriate local resources.

68


https://www.excelacademy.education/parents-students/handbook-201718/#top
https://docs.google.com/document/d/1OSYmXxkA829N0RDeSkSdHJsoGFPTymUujK9L3J5mobg/edit?ts=5eea4d6f

4. Students will have access to county & national resources which they can contact for
additional support, such as:

% Mental Health Resources by County
< The National Suicide Prevention Lifeline —1.800.273.8255 (TALK),
< The Trevor Lifeline — 1.866.488.7386, The Trevor Project

e All students will be expected to help create a school culture of respect and support in
which students feel comfortable seeking help for themselves or friends. Students are
encouraged to tell any staff member if they, or a friend, are feeling suicidal or in need of
help.

e Students should also know that because of the life or death nature of these matters,
confidentiality or privacy concerns are secondary to seeking help for students in crisis.

McKinney-Vento Information

If you are in a situation that qualifies you as homeless based on the McKinney-Vento definition
below and you are interested in receiving information about resources available in your area,
please contact your ToR and/or a school counselor.

Excel Academy Charter School will adhere to the provisions of the McKinney-Vento Homeless
Assistance Act and ensure that each child of a homeless individual and each homeless youth has
equal access to the same free, appropriate public education as provided to other children and
youths in accordance with applicable law.

Definition of homeless:
The federal government’s legal definition of “homeless” based on the McKinney-Vento Homeless
Assistance Act is anyone who:
e Lacks a regular, fixed, and adequate nighttime residence (substandard housing, no water
or electricity)
e Is sharing housing due to economic hardship (doubled up/tripled up)
e Isliving in a public place not designated for sleeping (cars, parks, abandoned buildings,
motels, trailer parks, and campgrounds)

Is an unaccompanied youth
Is a child or youth awaiting foster care placement
Is a child abandoned in a hospital

Is a migrant child who qualifies under any of the above

Homeless Students’ Rights
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e Be immediately enrolled in school without a permanent address.

e Continue in the school that the student attended before becoming homeless.

e Go to school, no matter where the student lives or how long he/she has lived there

e Enroll and attend classes while the school arranges for the transfer of required school
records or documents

e Enroll and attend classes even while the school and parent seek to resolve a dispute over
enrollment

e Receive transportation to his/her school of origin as long as he/she is homeless, or if the
student becomes permanently housed, receive transportation until the end of the
academic school year

e Participate in tutoring, school-related activities, and/or receive other support services

Excel Academy will meet the McKinney-Vento education rights following our regular enrollment
policies. See more information at http://www.cde.ca.gov/sp/hs/.

Parent Advisory Committee
Excel Academy sponsors a Parent Advisory Committee (PAC), comprised of parents from the
Excel Academy community, which meets regularly as is dictated by Excel Academy and serves to
address and recommend changes to the Excel Academy Administration regarding specific areas
of school operations. This includes but is not limited to:

e School budget, including the LCAP

e Curriculum/Instruction/Assessment

e Fundraising and Grants

e School Program Development

The PAC will serve to share information about the school with the parent community, invite
feedback and ideas from the parents on the school, and involve students in the school
conversation. Dates of future meetings will be posted at least one month in advance. Certificated
and classified staff members are welcome and encouraged to attend if their duties permit. The
Parent Advisory Committee (PAC) will be chaired by the Excel Academy Director or their
designee.

Excel Academy believes that active parent, student, and employee participation in school
operations will help foster the sustainability of our school. The PAC will play an important role
in making Excel Academy even more responsive to staff, student, and parent needs and provide
for continual improvement, ensuring that Excel Academy staff practice open and positive
communication with families. To that end, we welcome any inquiries into parent participation in
the committee. Please reach out to Community@excelacademy.education to inquire how to
become involved.
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English Learner Advisory Committee

An English Learner Advisory Committee (ELAC) is a school-level committee composed of
parents, staff, and community members designated to advise school officials on English learner
programs and services and is required for any California public school with 21 or more English
Learners. The ELAC shall be responsible for the following tasks:

e Advising the principal and staff in the development of a site plan for English
learners and submitting the plan to the School Site Council for consideration of
inclusion in the School Plan for Student Achievement.

e Assisting in the development of the schoolwide needs assessment.

e Ways to make parents aware of the importance of regular school attendance.

e California Education Code, sections 35147, 52176(b) and (c), 62002.5, and 64001(a)
e C(California Code of Regulations, Title 5, Section 11308

School Site Council

The School Site Council is an advisory board that works together to focus on school goals and
student achievement for Excel Academy. This team will evaluate the progress made toward these
goals during a two year term and help make decisions that benefit all Excel Academy students.

The SSC brings together representatives of Excel Academy’s community to:
1. Oversee the School Plan for Student Achievement (SPSA).

2. Act as a decision making authority and advisory board related to various school goals.
3. Provide ongoing review and modifications to SPSA as needs arise.
4. Evaluate the progress made toward academic goals and student achievement.
5. Promote trust in school decisions that benefit all Excel Academy students.
The SSC consists of:

e Excel Academy’s Executive Director
e Teacher of Records

e non-teacher staff members

e parents

e students
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Track B Calendar

Excel Academy | 2020-2021 School Month CALENDAR | Track B
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Jan 18 MLK Day

Jan 25 First Day of Sem 2

LP6- Jan 25 —Feb 19 {18))

All staff Feb. 10

Feb 12 - 15 Presidents’ Day

LP7- Feb 22 -March 19 (20)
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Holidays
Labor Day 9/7
Veterans Day 11/11
Thanksgiving Break 11/23 - 11/27
Winter Break 12/21-1/1
MLK Day 1/18
Presidents Day 2/12 - 215
Spring Break 4/5 - 4/9
Memorial Day 5/31

175 Instructional Days
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Printed copies of the handbook are available to view in English, Korean, and Spanish at the
Excel Academy Administrative office in Irvine.
Translation in primary language can be provided upon request.

73



EXCEL ACADEMY CHARTER SCHOOL

Agenda Item: 10.5 Date: August 13, 2020

Correspondence/Proposals/Reports

X Consent Agenda

Business/Financial Services

X Education/Student Services

Personnel Services

Curriculum

Policy Development

Item Requires Board Action: X Item is for Information Only:
Item: Approval of the Case Manager Handbook 2020-2021
Background:

The Case Manager Handbook provides our Special Education Teachers with policies and procedures
to successfully execute their role at Excel Academy Charter School. Updates made to the 2020-2021
Case Manager handbook include expectations for the Case Manager’s daily schedule, IEP
responsibilities, and instructional practices.

It contains information such as Special Education PIN procedures, communication with families and
admin, weekly responsibilities, and instructional design.

It is recommended the Board approve the Case Manager Handbook 2020-2021 for special education
teachers as presented.

Fiscal Impact: None.
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Introduction

The administrative team at Excel Academy Charter School welcomes you to the new
school year. Our department works under the exceptional leadership of our Assistant
Director of Special Education, Lara Ulmer; our Executive Director, Heidi Gasca; and the

Sonoma County Charter SELPA .

The Department of Special Education of Excel Academy Charter Schools seeks to
provide flexible, personalized learning through a customized course of study that will
educate, motivate, empower and instill a love of learning in each individual student as
its core mission and vision. Teachers and parents join together to maintain high
expectations and promote academic excellence for all students creating the next
generation of leaders. Special Education Case Managers have an integral role in
accomplishing this vision as entrusted members of the educational team for students

with disabilities.

Core Values...

1. Sustainable Quality

N

Individualized Learning
Integrity
Innovation for every student

Collaborative Partners

AN L

Growth Mindset culture



Roles and Responsibilities

Special Education Case Manager

A Case Manager is a credentialed/licensed teacher or related service provider who is a
member of the IEP team and is responsible to coordinate and/or provide instruction
and related services for the student. Case Managers will coordinate the delivery of
special education services and will be the primary contact for the parent. The essential

roles of the case manager are:

(1) Instructor- provide high quality, student-specific instruction and support

(2) Collaborator-communicate, connect and coordinate between home, school, and
other agencies, including both regular and special educational programs

(3) Facilitator-facilitate appropriate educational placement, meaningful discussions
during IEP meeting, collaborate with general education staff and service
providers, and schedule team meetings

(4) Advocate- support and advocate for the educational benefit of our students at all
times, assuring compliance with procedural requirements, protecting and
upholding the educational rights of IDEA, and performing with the utmost
integrity

(5) Learner- participate in professional development, collaborative discussions with
colleagues and maintain a posture of self-reflection to continually improve, adjust

strengthen and share, best practices in the field of education

Case Managers are required to complete the following activities throughout various
points within the school year. The case manager’s responsibilities listed below are to
provide parameters around their professional responsibilities but are not an exhaustive

list.



PRIOR TO THE FIRST DAY OF SCHOOL (non-student days)

Review IEPs (current and history) of students on your caseload in SEIS prior to the

beginning of school (as soon as IEPs are assigned or available).

Confirm Student profile data utilizing the department’s case management support

platform is reflective of each student’s current approved IEP.

o

o

Document errors and submit to Special Education Coordinator

If a student has an unsigned IEP within the last school year, please notify the
Program Specialist to discuss next steps.

Introductions

Set up a zoom meeting to walk through individual student summaries
Support curriculum selection and Course of Study drafting in alignment with
each individual students IEP

Discuss accommodations for instruction/work samples as listed in the IEP
Create a plan for ongoing collaborations and sharing of student work no less

than once monthly

Review and/or identify the service provider for each student service. Contact providers

and introduce yourself as information is released.

Provide support to ensure all General Education Teachers and service providers for

each student have the current IEP, have reviewed the student’s IEP, understand their

responsibility for service, attendance and data collection throughout the year

Participate in all assigned professional development activities including those

available to general education teachers to familiarize yourself with the general

education curriculum and materials.

Provide consultation to general education teachers regarding accommodations,

alternative learning materials and assistive devices.

Collaborate with the Intake Manager and service providers to identify students who

have Interim Placements ( administrative offer when a child is enrolled with an IEP

from outside the SELPA) and have been placed on your caseload.



e Schedule a 30 Day IEP with all members of the IEP team. Please note that 30 days
meetings are critical in providing students with appropriate offers of FAPE.
o Send Welcome Letter to families no later than August 7, 2020 and begin building
rapport after confirmation that the MA has been signed.
o Letter should include
m Introduction
m Explanation of Role
m Communication expectation and boundaries
m IEP meeting blocks
m Links to 2 surveys
e Scheduling survey
e Student Survey
m Office hours (available by appointment on scheduled release time)
e Schedule all known 30 day, annual and triennial IEPs through January 31, 2021.
Consider parent survey responses, school master calendar and department meetings.

First year CMs - contact Kristy for support with scheduling.
All other CMs - contact Lauren for support.

e Set up your weekly instructional schedule

o Including all group, individual or consultative services

MONTHLY (First day of school through the closing date)

e Communicate with all vendored service providers. Check-in on progress and/or lack
of progress. Remind of attendance and data collection policies.

e Communicate with all parents who you are providing case management support to.
Ensure services are being provided and attended. Check-in on overall concerns and
progress. Offer consultative support for home instruction, strategies and
accommodations/modifications per individual IEPs

e Hold scheduled IEPs before the due date to remain in compliance. It is highly



recommended that all IEPs be scheduled no later than two weeks prior to the
compliance date. This will give the team time for unexpected rescheduling.

e Attend Special Education Department Team Meeting

e Attend Department Collaboration Sessions

e Returning Case Managers schedule and attend monthly case management check-in
with assigned administrator.

e Enter Meeting Notice information in SEIS for all IEPs to be held the following month.
Meeting notice information must be entered by the 10th of each month beginning in
August for September IEPs and continue for all subsequent months.

e Please email Lauren Hansen to notify that meeting notices are ready to be sent via
docusign.

e Once meeting notices are returned COMPLETED, verify responses on IEP meeting

notice, follow-up as needed, and attach to students seis record.

WEEKLY

e Provide quality instruction and services with fidelity and integrity in full compliance
with each individual students’ IEP

e Collect data for progress monitoring of goals

e Keep documents and files up to date

e Use scheduled release time for prep, IEP writing, collaboration, documentation,
communication, etc

e Communicate with parents of students with in-person SAT*

e Confirm SAI sessions for the following week and send attendance verification for weekly
services to parents via docusign.

e Enter provider attendance data from case management support platform to the SEIS
service tracker.

e Community with Lauren regarding pending unsigned IEPs. After a maximum of 7 days,
follow-up with the parent to confirm receipt of docusign IEP. Notify Lauren if the parent

did not receive their first email. Notify Program Specialist after two weeks if IEP



remains unsigned.

DAILY

e Use SEIS service tracker to take daily attendance of individual and group sessions

e Check and respond to emails (responses should be within 1-2 business days)

BEFORE/DURING/AFTER EACH SAI SESSION

BEFORE

e Make sure you have the necessary materials prepared for in-person/online sessions

o Testing kits

o Protocols

o Manipulatives

o Video tutorials

o Sensory break objects

o Attendance Log ( in person SAI)

o Google Classroom with assignments, tasks dated and entered

o Presence Learning que ready for individual/group instruction

o Data collection, progress monitoring materials

o Session schedule and objectives visible to students/parents
DURING

e Utilize and implement accommodations/modifications as listed in the students IEP

e Have parent sign attendance log (in person sessions only)

e Maintain full attendance to student(s) during all SAI sessions. Do not engage in personal

or other work related phone calls while in session except in case of emergency.

e C(Clearly state/post lesson objectives at each session related to student’s goals and/or

e Have fun teaching!

AFTER

e Document/record/grade any student work samples or data



e Use previous session to inform future lesson plans

FINAL 30 DAYS OF THE SCHOOL YEAR

e Schedule an “End of the Year” case management meeting with the Special Education
Coordinator or Program Specialist.
e Collect/enter data on goals for June progress reports

e Submit student names who will require follow up in September.
Other Areas of Responsibility

COMPLIANCE

e Hold and facilitate IEPs in compliance with IDEA and demonstrating best practice
within the Special Education field
e Implements IEPs with fidelity and integrity
e Collect and enter accurate formal data for IEP progress reports, to align with:
o Each student’s individualized goal benchmark schedule (2 progress reports
annually + final annual IEP review), and
o General education report card dates.
e Adheres to all legal timelines
e Understands the laws and obligations of Mandated Reporting and acts accordingly
e Communicate needs and concerns with Sped Admin team in a timely manner
e Work collaboratively with parents and ToR

e Implement and collect data on BIP when applicable

ORGANIZATION

e Establishes and maintains student files

e Plans direct instruction lessons for each student in alignment with their IEP and grade
level standards

e Ensures that all materials and services are in place for the student

e Maintain appropriate systems and tools for professional organization ( ie. calendar, task

lists, call logs)



COMMUNICATION

Establishes ongoing communication with parents for student progress

Communicate needs and concerns with Sped Admin team in a timely manner

Communicates needs of the student's safety and welfare

Communicates all decisions, plans and policies to parents and team members and
advocates.

Establishes ongoing communication with parents for student progress and/or concerns.
Documents parent communication in case management support platform
Communicates the need for individualized supplemental materials as defined in the IEP
(assistive tech, low incidence equipment, etc) to LEA representative and follows up as

needed.

CURRICULUM

Develops or incorporates curriculum learning components based on student needs
Develops and implements modifications and accommodations for each student
Implements the use of individualized supplemental materials as defined in the IEP
(assistive tech, low incidence equipment, etc) to support goals and objectives
Establishes and implements a graduation plan in coordination with the high school
team

Provides assessment of student achievement based on curriculum

INSTRUCTIONAL DESIGN, DEVELOPMENT, DELIVERY

Establishes student baselines before instruction.

Plans and implements instructional delivery

Plans presentation of lessons

Documents student response to curriculum

Determines informal curriculum or standards based assessment in alignment with grade

level standards and IEP



e Provides interventions, accommodations and/or adaptations for student achievement
e Structures learning environment for each student
e Virtual classroom and behavioral management

e Be prepared to be on camera for all instructional sessions

PROFESSIONAL DEVELOPMENT

e Maintains license

e Participates in Staff Development and department meetings



IEP: Process, Procedures, and Meetings

The IEP process is a collaborative effort between all stakeholders in a students’ educational circle of
support. Ongoing communication and collaboration throughout the year are the foundation to a
meaningful IEP. In addition to consistent, student-focused collaboration with services providers,

parents and ToRs throughout the year, please comply with the following procedures:

Before the Meeting

e Coordinate with all members of the student’s IEP teams to determine a meeting date.

e Enter on Master Calendar including zoom link with waiting room enabled

e Enter Meeting Notice information in SEIS for IEPs to be held the following month.
Meeting notice information must be entered by the 10th of each month for IEPs
beginning in August for September IEPs and all subsequent months.

e Notify Lauren Hansen when invitations are ready to be sent via DocuSign

e Collect present level and goal data from general education ToR and all service providers
(forms are due 2 weeks prior to IEP date)

e Send/Share a feedback form, or meet with parents to get parent input (remember they are the
primary teacher)

e Ask if the parents would like a draft copy of the present level or proposed goals prior to the
meeting. If yes, please provide at least 5 days before the meeting. All sent pages should be
watermarked as DRAFT. If it is an assessment review meeting, evaluation report drafts may
also be requested by parent.

e Send meeting agenda 3-5 days before the meeting and ask for parent input

e Maintain an exceptional tracking system that will assist you in meeting due process
timelines, if needed, and progress on goals and objectives. It’s easier to be proactive

than reactive should challenges arise.



Opening the meeting

e Most meetings are held via Zoom . Coordinate with LEA rep to set up video conference
norms

e All professional staff need to be prepared to be on camera for IEP meetings. LEA rep will
determine when/if it is appropriate to turn off cameras

e Once all members have joined the meeting, begin with introductions. You are the
facilitator of the meeting and can call on individuals by title to state their name, position,
and role on behalf of the student. Ex. “Kristy Spurgin, Case Manager. I meet weekly
with __ to work on Comprehension and math. I also support the point of contact
between all providers.” This helps the parent know and remember all the people on the
phone and starts the meeting off student-focused.

e Zoom calls may be conducted via live video or conference call. Ask parents for
preference as to zoom mode prior to IEP and communicate preference to LEA rep.

e Meeting norms should include requesting all participants mute their phone or computer
when not speaking to reduce background noise.

e Confirm the parents received parental rights with the invitation. Offer a full explanation
of parental rights. Record parent response verbatim in the notes. Ask if they have any
specific questions regarding their rights. Record the parents’ responses verbatim.

e State for the team and record in the notes the school in which the student is enrolled and
that it is a school of choice.

e Open with the purpose of the meeting and parent concerns or questions related to
educational progress. Make sure each item noted by the parent is addressed during the
meeting.

e Zoom IEP meetings should NEVER be video-recorded. Audio recordings are permitted if

parents requests. Notify LEA rep prior to meeting if parent indicates a desire to record.

During the Meeting

e Use the agenda sent to parents prior to the meeting. Ask if parents have had the
opportunity to review and if they would like to add any items to the agenda

e Stay student-focused



Stick to the agenda; actively listen but redirect when the conversation gets tangential
Use the term APPROPRIATE when describing the students’ program and
recommendations (vs. BEST).

Watch body language (if on video) and/or voice tone. If the IEP is held via conference
call, pause often to check for understanding, questions or comments. Keep the pace in
mind for conference calls as they tend to go a bit slower to allow for pauses between
communication and to allow participants ample time to unmute themselves during the
meeting.

If you are utilizing zoom video features, you may share screens to display student work
samples and/or draft portions of the IEP directly into SIES during the meeting.
When needed, meet with staff in advance to make sure they are familiar with the needs
of the student and concerns of the parent

For IEPs that are anticipated to be complex, involve parent bringing a representative
(e.g. advocate, attorney, etc), or those being held for students with a history of
litigation; contact LEA rep well in advance of IEP to schedule a formal staffing with
entire IEP team

Listen objectively to parent concerns or complaints. Meetings that are not progressing
can be adjourned and reconvene at a later date. Follow the lead of your LEA rep as they
are the facilitator of the IEP meeting.

Listen to and consider all parent/provider/team members’ requests. Make
recommendations based on data and educational benefit for the student.

Remember to periodically pause, clarify, and ask questions (e.g. are you in agreement
with this recommendation, does this sound like what you are seeing at home, etc). It is
important to capture parent input throughout the entire process.

Providers and Case Managers are assigned by the school. Personnel assignments are
not IEP team decisions. Discussion should be focused on needs, services, and the
recommended program - not on specific provider or teacher preferences.

If a meeting with parents becomes adversarial, facilitators should use the following tips

to maintain a functional meeting.



o Stay calm and composed.

o Take a break to reset the tone of the meeting.

o Usejudgement to determine if it is necessary to adjourn the meeting and
reconvene at a later date if needed.

o Be an active listener and use questioning to get to the root of the concern or
complaint. Asking questions will help everyone on the team to understand the
perspective of a particular team member. Many times once mutual goals are
discovered, the team can agree on a plan to move forward. (Positive rapport and
consistent communication throughout the year will add to a positive IEP

meeting culture.)

Ending the Meeting

When ending the meeting, it’s important to bring proper closure to the decisions made,
so every team member understands their responsibilities with the student’s
educational program.

Inform parents that the minutes from the meeting will be incorporated into the IEP.
Briefly review the minutes of the meeting from the Notes Page

Recap the services being offered and any changes that are being recommended.
Confirm that the parent is in agreement with the offer of FAPE again.

Inform/remind parents of attendance and cancelation policy

Inform/remind parents that in-person services must be provided in a public location.
Ask parents if they agree to have the draft IEP sent via DocuSign for their review or if
they would rather have the draft IEP sent via certified mail.

Remind the team that consent is not obtained until the parent has signed the IEP and
that IEP is in draft form until consent is received.

Close the meeting with each person stating their name, position and that they agree to
be listed on the attendance/consent portion of the IEP.

Encourage the parent to review the IEP upon receiving it.

Encourage parents to call if they have any questions.



e Thank the parents and team members for coming

AFTER THE MEETING
e Complete notes and any changes made by team during the IEP meeting
e Work with assigned administrator to Affirm/Attest IEP documents
e Once affirmed, send via pdf to Lauren Hansen to send out for signatures via DocuSign
e Once returned, upload signed copy into SEIS with parent signatures
e Notify Program Specialist if there is any response on the signature page other than full
consent
e Check “yes” for parent consent in SEIS
e Update goals and data in case management support platform
e Communicate when consent is received to all service providers and to the general

education ToR

Professionalism

All staff members are expected to maintain and display exemplary professionalism when
representing Excel Academy out in the community. When meeting with students in the
community case managers are expected to meet with students in public locations. You are not
permitted to provide services within the home, unless home/hospital services are listed in the
IEP. If a student needs a “private” or quieter study area while out in the community, look for
study rooms in libraries or community centers with widows or the ability to leave the door open.

Please refer to your employee handbook for more information other professional expectations



SPED Progress Improvement Notification (PIN) Policy

The Special Education (“SPED”) department of Excel Academy Charter School and its
programs (“EACS” or the “Charter School”) is required to provide a Free and
Appropriate Education (“FAPE”) to all SPED students. The purpose of this policy is to
outline the steps that will be taken by the SPED department if the parent/guardian and
student responsibilities are not fulfilled per a signed Individualized Education Plan

(“IEP”) .

The following process will be followed when a SPED student is not attending their SPED
and/or related service(s). A “no show” is a cancellation with less than 24 hours notice to

the SPED provider.

1. Case manager and/or service provider will keep track via a contact log of how

many no-shows to a SPED and/or related service(s) a student has accumulated.

2. Once a student accumulates three (3) no-shows to SPED and/or related
service(s), the case manager will contact a program specialist, and the SPED
provider will email the student’s case manager with dates of services missed.
SPED administration contacts parent/guardian to discuss the reason(s) for
missed services. SPED administrator will confirm with the parent/guardian the
date/time of the next scheduled SPED and/or related service(s) to ensure student

attendance.

3. A FAPE IEP is held after a total of five (5) no-shows to services. During the FAPE
IEP meeting, the SPED administrator will discuss FAPE with the
parent/guardian along with the IEP teams concerns and the following available

options:



a. Parent/guardian can ensure student attends SPED and/or related
service(s) and EACS will continue to monitor compliance. SPED
administrator will discuss options with parent/guardian to ensure
attendance at SPED and/or related services such as switching the
date/time of service and/or delivery model (virtual or in-person).

b. Parent/guardian can choose to enroll student in a traditional brick and
mortar school where the student would be ensured access to FAPE.

c. EACS can file due process to ensure student is receiving FAPE.

. At the 6th no-show, a Progress Improvement Notification (“PIN”) will be issued

to the student.

. A PIN will be issued for each additional missed service.

. Once a student receives three (3) PIN’s for missed SPED services, an additional
IEP meeting will be held with parent/guardian to discuss issues of the student
not attending SPED and/or related services. Team will be tasked with

determining if the absences are a manifestation of the student's disability.

. If a change of placement is determined by the IEP team, parent/guardian consent
would be required. EACS cannot voluntarily withdraw a student without
parent/guardian consent. Change of placement for a current special education
student, or eligibility determination for a child suspected of being a student with
a disability, will be addressed by the IEP team. No student who is known to have
a disability condition will be involuntarily removed until 1) a Manifestation
Determination Review (MDR) meeting is convened according to law and 2) it is
determined at that meeting that the concerns warranting removal are not a

manifestation of the student’s disability.



Supervision

All casemanager are required to be evaluated a total of 2 times during the school year.
Evaluations will be conducted by the Program Specialist and/or AD of Sped. The goal of
supervision is to encourage areas of strength, maintain best practice and provide support in
areas of growth. Evaluations will consist of observations, feedback, discussion and self
reflection. All interactions with your Sped leadership team may be utilized to gather
observational information to guide your evaluation. Evaluation form and process will be given at

the October Special Education Department meeting.

X Date

[SIGN HERE] This signature indicates that you agree to honor, abide, and strictly adhere to the
Sonoma County Special Education Local Plan Area (SELPA), California Department of
Education, the requirements of the Individuals with Disabilities Education Improvement Act of
2004 (IDEA 2004) and the U.S. Department of Education’s Office of Special Education Programs
(OSEP).



EXCEL ACADEMY CHARTER SCHOOL

Agenda Item: 10.6 Date: August 13, 2020

Correspondence/Proposals/Reports

X Consent Agenda

Business/Financial Services

X Education/Student Services

Personnel Services

Curriculum

Policy Development

Item Requires Board Action: X Item is for Information Only:
Item: Approval of the Community Provider COVID-19 Waiver
Background:

The Community Provider Waiver acts as a legal protection for Excel Academy against any liability
that may arise from an Excel Academy Community Provider contracting COVID-19, as well as
ensuring their compliance with Excel Academy’s policies surrounding COVID-19. In the event that
any Community Provider goes against Excel’s policies regarding COVID-19, Excel reserves the right
to terminate the agreement set forth by the Community Provider and Excel Academy.

It is recommended the Board approve the Community Provider Waiver as presented.

Fiscal Impact: None.
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ASSUMPTION OF RISK, WAIVER OF LIABILITY AND
AGREEMENT TO ABIDE BY COVID-19 HEALTH & SAFETY PROTOCOLS

ASSUMPTION OF RISKS. I understand that while Excel Academy Charter School has
undertaken reasonable steps to lessen the risk of transmission of COVID-19 in connection
with services provided by our community partners, Excel Academy Charter School is not
responsible for any risks related to COVID-19 in connection with the services provided by
Community Partners. However, we require all applicable partnerships be in compliance
with local, state and federal regulation. I understand that the World Health Organization
has classified the COVID-19 outbreak as a pandemic. I further understand that COVID-19 is
a highly contagious and dangerous disease, and that contact with the virus that causes
COVID-19 may result in significant personal injury or death. As a Community Partner for
Excel Academy Charter School, I understand that I am expected to follow all local, state
and federal regulations surrounding th COVID-19 global pandemic. It is my responsibility
to facilitate a safe environment for students, parents and staff; this includes ensuring I'm
following the same compliance as deemed applicable by the school.

I am fully aware that student participation in my services (including any related travel) carries with it
certain inherent risks related to COVID-19 transmission (“Inherent Risks”) that cannot be eliminated
regardless of the care taken to avoid such risks. Inherent Risks may include, but are not limited to, (1) the
risk of coming into close contact with individuals or objects that may be carrying COVID-19; (2) the risk of
transmitting or contracting COVID-19, directly or indirectly, to or from other individuals; and (3) injuries
and complications ranging in severity from minor to catastrophic, including death, resulting directly or
indirectly from COVID-19 or the treatment thereof. Further, I understand that the risks of COVID-19 are
not fully understood, and that contact with, or transmission of, COVID-19 may result in risks including
but not limited to loss, personal injury, sickness, death, damage, and expense, the exact nature of which
are not currently ascertainable, and all of which are to be considered Inherent Risks. I hereby voluntarily
accept and assume all risk of loss, personal injury, sickness, death, damage, and expense arising from such
Inherent Risks. Furthermore, I represent and warrant that I do not suffer from any medical condition or
disease that might in any way hinder or prevent me from receiving the Services, including, to my
knowledge, COVID-19.

This COVID-19 Assumption of Risk, and Waiver of Liability Agreement (“Agreement”) shall be binding on
my heirs, executors, administrators, successors, and assigns. I expressly agree that this Agreement is
intended to be as broad and inclusive as is permitted by applicable laws, and that if any portion of this
Agreement is found to be void or unenforceable, the remaining portions shall remain in full force and
effect. This Agreement contains the entire understanding of the parties relating to the subject matter, and
shall not be altered, modified, amended, waived or supplemented in any manner whatsoever except by a



written agreement signed by both parties hereto or their duly authorized representatives. This Agreement
may be executed, made and delivered electronically.

To the maximum extent permitted by applicable law, I (a) covenant and agree not to elect a trial by jury
with respect to any issue arising out of this Agreement or the Services that is triable of right by a jury, and
(b) waive any right to trial by jury with respect to such issue to the extent that any such right exists now or
in the future. This waiver of right to trial by jury is given knowingly and voluntarily.

I have read and understood this Agreement and enter into it voluntarily in consideration of
the opportunity to participate in providing Services. I acknowledge I am giving up legal
rights and/or remedies which may be available to me. I acknowledge Excel Academy
Charter School reserves the right to terminate my Community Provider Service Agreement
at any point if deemed necessary in non-compliance of terms of this Agreement.



EXCEL ACADEMY CHARTER SCHOOL

Agenda Item: 10.7 Date: August 13,2020

Correspondence/Proposals/Reports

X Consent Agenda

Business/Financial Services

X Education/Student Services

Personnel Services

Curriculum

Policy Development

Item Requires Board Action: X Item is for Information Only:
Item: Approval of the COVID-19 Parent Waiver & Release Agreement
Background:

The COVID-19 Parent Waiver & Release Agreement acts as a legal protection for Excel Academy
against any liability that may arise from an Excel Academy student contracting COVID-19.

It is recommended the Board approve the COVID-19 Parent Waiver & Release Agreement as
presented.

Fiscal Impact: None.
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ASSUMPTION OF RISK, WAIVER OF LIABILITY AND
AGREEMENT TO ABIDE BY COVID-19 HEALTH & SAFETY PROTOCOLS

Student(s) Name(s):

The novel coronavirus, or COVID-19, has created a pandemic resulting in a State of Emergency across
the country and in our state. COVID-19 is highly contagious and is believed to spread mainly from
person-to-person contact. As a result, federal, state, and local governments and health officials have
required or recommended social distancing and, in many instances, have prohibited or significantly
limited the congregation of groups of people.

(“the School”) has in place measures to reduce the spread of
COVID-19; however, this risk cannot be completely eliminated. Consequently, for the safety of our staff,
students, parents, and other visitors, the School requires a parent or legal guardian of all students attending
classes or otherwise participating in its on-site activities during this pandemic to acknowledge an
assumption of the risk, waive (i.e., release) liability, and agree to abide by our COVID-19 health and
safety protocols, as follows:

1. I am the parent or legal guardian of the above-named child(ren), and I request that my child(ren)
be allowed to participate in and attend on-site classes and activities at the School and its affiliated
locations (“School-sponsored activities™), and I give my permission for child(ren) to do so.

2. Assumption of Risk. I understand and acknowledge the risk to myself and my child(ren), of
becoming exposed to or infected with COVID-19 at the School or School-sponsored activities,
which exposure or infection may result from the actions, omissions, or negligence of others,
including, but not limited to, other students, participants, School officials, employees, volunteers,
and/or representatives. I assume all such risk and accept sole responsibility for any harm or loss
to myself and/or my child(ren), including, but not limited to, personal injury or death or related
costs or expenses of any kind, that I or my child(ren) may experience as a result of, or in any way
related to, myself or my child(ren) attending on-site class(es) at the School or participating in
other School-sponsored activities.

3. Waiver of Liability. In consideration for the School allowing my child(ren) to attend on-site
class(es) and participate in other School-sponsored activities, I, on behalf of myself, and my
child(ren), hereby release and hold harmless the School, [School
District/Governing Body, if any], and any officials, employees, volunteers, and/or representatives
thereof, from any and all liability for any and all harm or losses arising from or in any way related
to attending classes or participation in School-sponsored activities, including, but not limited to,
exposure to or infection by COVID-19. Further, I covenant (i.e., promise) not to sue the School,

[same entity as above], or any official, employee, volunteer, and/or

representative thereof, for any such harm or loss.
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5. Agreement to Abide by COVID-19 Protocols. I agree that my child will not enter School grounds
or facilities if they:

4.1 Are feeling ill, which includes, but is not limited to, having any of the following
symptoms of COVID-19: fever or chills, cough, shortness of breath or difficulty
breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore
throat, congestion or runny nose, nausea or vomiting, and diarrhea;

4.2 Have tested positive for COVID-19 within the prior 10 days;

4.3 Have been in close contact with a suspected or confirmed COVID-19 positive
person within the prior 14 calendar days; or

4.4 Are awaiting a COVID-19 test result.

I further understand and acknowledge that I, my child(ren), or anyone escorting my child(ren) to
school may be denied entrance or admittance if the School determines that I or they are showing
any signs of being ill.

I understand that if my child(re) is/are attending on-site classes or other School-sponsored actives
and subsequently become ill with COVID-19 symptoms, are confirmed positive for COVI-19, or
have close contact with a COVID-19 suspected or confirmed positive person, they will not be
allowed to continue to attend any on-site classes or activities for at least 10 to 14 calendar days, as
described above. If this occurs, there will be no tuition or fee refunds.

I warrant and represent that I am not aware of any medical condition of myself or my child(ren)
that would render it inappropriate for me or them to participate in on-site classes or other
School-sponsored activities.

I agree to abide by and instruct my chid(ren) to abide by, the School’s policy regarding face
coverings, social distancing rules, maximum capacity limitations, and other COVID-19 related
policies and procedures, which may include hand washing requirements, symptom screening and
temperature checks.

I agree to practice good hygiene etiquette such as sneezing into my elbow, utilizing tissues, and
avoid touching my eyes, nose, and mouth, and to instruct my child(ren) to do the same.

I agree to promptly inform if I have any concerns regarding health and
safety issues at the School related to the spread of COVID-19.

I understand and acknowledge that my failure to abide by, or my failure to ensure that any child
of mine abides by, this Agreement may result in my child(ren) being deemed ineligible to
continue attending on-site classes or other School-sponsored activities. If this occurs, I
understand there will be no tuition or fee refunds.

I certify that I have read, understand and agree to the contents of this Assumption of Risk and Waiver of
Liability and Agreement to Abide by COVID-19 Protocols, and that it is my intention by my signature
that it bind not only on me, but my heirs, administrators, executors, successors, and assigns, and, if
applicable, my child(ren).

Parent/Legal Guardian Name (Print)

Parent/Legal Guardian Signature Dated
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EXCEL ACADEMY CHARTER SCHOOL

Agenda Item: 10.8 Date: August 13, 2020

Correspondence/Proposals/Reports

X Consent Agenda

Business/Financial Services

Education/Student Services

X Personnel Services

Curriculum

Policy Development

Item Requires Board Action: X Item is for Information Only:
Item: Approval of Certificated Personnel Report

Background: It is recommended the Board approve the following certificated personnel items.

EMPLOYMENT
Program ID # Name Position Fiscal Effective
Date
Warner AOVR | Brandon Special Education Case | $83,369.72 08/01/2020
Haskins Manager
Helendale AOVM | Tamara Title I Coordinator $82,400 08/01/2020
Murphy
Helendale AOUR Loni O’Grady | Virtual Teacher Base of 08/01/2020
$2,200 for 4
students,
max. of
$3,025 for all
students (20)
per course,
per semester
(per course)*
Helendale AOVK Pamela Virtual Teacher Base of 08/01/2020
Goalwin $2,200 for 4
students,
max. of




$3,025 for all
students (20)
per course,
per semester
(per course)*

POSITIONS
Program Position Fiscal Effective Date
CHANGE IN RELATIONSHIP
Program |ID# Name From To Fiscal Effective Date
Warner AOUD | Ye Esther Yi Teacher of Rescind offer 08/01/2020
Record due to budget
Helendale | AOUJ | Marina Parker Teacher of Rescind offer 08/01/2020
Record due to budget
Helendale | AOV3 [ Kylee Cleveland | Teacher of Rescind offer 08/01/2020
Record due to budget
Warner AOUB | Hannah Crow Teacher of Rescind offer 08/01/2020
Record due to budget
Helendale | AOSO | Shawna Program Resignation 07/24/2020
Goldhammer Specialist




EXCEL ACADEMY CHARTER SCHOOL

Agenda Item: 10.9 Date: August 13, 2020

Correspondence/Proposals/Reports

X Consent Agenda

Business/Financial Services

Education/Student Services

X Personnel Services

Curriculum

Policy Development

Item Requires Board Action: X Item is for Information Only:
Item: Approval of Classified Personnel Report

Background: It is recommended the Board approve the following classified personnel items.

EMPLOYMENT

Program ID # Name Position Fiscal Effective

Date
Excel AOVL [ Tina McCarthy Accounts Payable $45,000.00 07/14/2020
Clerk I

POSITIONS

Program Position Fiscal Effective Date
CHANGE IN RELATIONSHIP

Program ID# | Name From To Fiscal Effective

Date




EXCEL ACADEMY CHARTER SCHOOL

Agenda Item: 10.10 Date: August 13, 2020

Correspondence/Proposals/Reports

X Consent Agenda

Business/Financial Services

Education/Student Services

X Personnel Services

Curriculum

Policy Development

Item Requires Board Action: X Item is for Information Only:
Item: Approval of Job Descriptions
Background:

Special Education Lead Case Manager Stipend:

The Special Education Lead Case Manager (LCM) is the department liaison, answering questions and
providing guidance and support to members of their assigned team. The Special Education team is
made up of no more than twelve Case Managers (CMs). The LCM facilitates monthly in-person
meetings for their team focused on sharing updates from the administration, providing training in
essential duties, and creating a positive environment to share and receive feedback with other team
members.

Speech Language Pathology Assistant (SLPA):

The SLPA is responsible to assist the Speech Language Pathologist in speech and language
evaluations of students (TK-12) and implement plans for rehabilitative care within various public
education settings. The SLPA assists in providing instruction specific to the area of speech and
language communication to students identified as having special needs, and monitors the use of
augmentative devices and systems.

Special Education Program Specialist:
The Special Education Program Specialist provides overall program and technical assistance and

provides and coordinates staff development in one or more areas of expertise.

Fiscal Impact: None.



EXCEL ACADEMY CHARTER SCHOOLS

Agenda Item: 10.11 Date: August 13, 2020

Correspondence/Proposals/Reports

X Consent Agenda

Business/Financial Services

Education/Student Services

X Personnel Services
Curriculum
Policy Development
Item Requires Board Action: X Item is for Information Only:

Item: Approve revisions to the Employee Handbook

Background:

Staff conducted the annual review of the Employee Handbook to ensure alignment with State Labor
Code, applicable laws, and school procedures. The revisions document presented provides a summary
of the proposed changes for the Board’s consideration. The revisions document and the updated
Employee Handbook will be provided to each employee electronically through the internal human
resources information system.

It is recommended the Board approve the revisions to the Employee Handbook for distribution to staff.

Fiscal Impact: None.



EACS Employee Handbook:
Recommended for board approval 8/13/20 for distribution to staff for the 2020-2021 school year.

Location

Item

Section I: Nondiscrimination
Policies

A. Equal Employment
Opportunity

Add: New Language to add statement regarding priority to recruit and retain Highly Qualified Employees

The School will continually strive to recruit and retain highly qualified employees and remain a competitive public
school employer, including examining employee evaluation and compensation, and discipline/dismissal practices
annually.

Section I: Nondiscrimination
Policies
NEW Subsection D

Add: New Language
Diversity Policy

The School is committed to fostering, cultivating and preserving a culture of diversity and inclusion.

Our staff is the most valuable asset we have. The collective sum of the individual differences, life experiences,
knowledge, inventiveness, innovation, self-expression, unique capabilities and talent that our employees invest in their
work represents a significant part of not only the School’s culture, but its reputation and achievement as well.

We embrace and encourage our employees’ differences in age, color, disability, ethnicity, family or marital status,
gender identity or expression, language, national origin, physical and mental ability, political affiliation, race, religion,
sexual orientation, socio-economic status, veteran status, and other characteristics that make our employees unique.

The School’s diversity initiatives are applicable—but not limited—to our practices and policies on recruitment and
selection; compensation and benefits; professional development and training; promotions; terminations; and the
ongoing development of a work environment built on the premise of gender and diversity equity that encourages and
enforces:

m  Respectful communication and cooperation between all employees.
m  Teamwork and employee participation, permitting the representation of all groups and employee perspectives.
m  Work/life balance through flexible work schedules to accommodate employees’ varying needs.




m  Employer and employee contributions to the communities we serve to promote a greater understanding and
respect for diversity.

All employees of the School have a responsibility to treat others with dignity and respect at all times. All employees are
expected to exhibit conduct that reflects inclusion during work, at work functions on or off the work site, and at all
other school-sponsored and participative events. All employees are also required to complete annual diversity
awareness training to enhance their knowledge to fulfill this responsibility.

Any employee found to have exhibited any inappropriate conduct or behavior against others may be subject to
disciplinary action up to termination.

Employees who believe they have been subjected to any kind of discrimination that conflicts with the School’s diversity
policy and initiatives should seek assistance from an HR representative.

Section II: Employment
Requirements

D. Conflict of Interest
Insert after #1

Add: New Language

2. Statement of Economic Interest (Form 700)

Board members and staff who make or influence governmental decisions or financial decisions of the organization are
designated in the Conflict of Interest Code adopted by the Board. These individuals must complete and file a Statement
of Economic Interest, Form 700. The Form 700 ensures transparency and accountability in alignment with the
Political Reform Act.

Section II: Employment
Requirements

K. Certification and
Licensing

Revise: Alignment with new credential requirements for all teachers

Core—academie—tTeachers are required to hold a current California Commission on Teacher Credentialing certificate,
permit, or other document equivalent to that which a teacher in other public schools would be required to hold
(“Certificated Employee”). In addition, teachers serving providing-core-nstruetionrto an English Language Learner must

possess the proper an EL authorization—fer—grades—kindergarten—throngh—twelve. If a teacher has not received this

authorization, the School will allow them one year from date of hire to obtain it and will not assign English Language
Learners during that time. Please contact the HR department for further information.

Section III: Standards of
Conduct

Add: New Language

For additional examples of unacceptable and acceptable Staff/Student Behaviors, see the School’s
Professional Boundaries Policy.




C. Physical Contact with
Students and Other Staff
Members

Section I'V: Personnel
Policies and Procedures

B. Employee Status

Revise: Modification to clarify retirement and benefit eligibility status

o Teachers of Record (TOR) with rosters of a minimum of 22 students are considered full time. A full time
TOR is expected to work at least six (6) hours per day, for 185 work days, for a minimum of 1,110 hours

per year.
Teacher of Record Ex'empt NonEx.ernpt
Employee Certificated Classified
(Student Caseload .
Status er Month) and Classified (Hours per
p (FTE) Week)
Regular Full Minimum 22 5+ FTE 30+ hours
Time students
Regular Part 14-21 students .50-.74 FTE 20-29 hours
Time
Non-Regular 13 or less students | .49 FTE or less | 19 hours or less

Student Counts

The teacher may indicate their desired student count with the School as a request, however, the needs of the School will
determine the number of students assigned to the teacher.

Section V: Operational
Considerations
A. Employer Property

Revise: Add language

Employees must safeguard and not damage/destroy School property, including computer hardware or software,
e-mails, internal files, notes and correspondence, student records, papers, recordings, pictures, screenshots, and any
other items of any nature that belong to or concern the School. Upon separation of employment, employees must




return all of the School’s property and proprietary information as soon as possible, no later than 72 hours from the
final date of employment, and not share, destroy, or retain any copies of such property and information.

Section VI: Health and Safety
E. Employee Driving Policy

Insert as subsection E and
reorder subsequent sections.

Add: Employee Driving Policy

Per Vehicle Code 1808.1, the Department of Motor Vehicles requires employers of staff that drive for work related
purposes to monitor the driver’s current public record reported to the DMV. This policy will minimize risk and ensure
only safe drivers are allowed to drive on School business. The policy will require eligible employees to enroll in the
DMYV’s pull notice program, maintain a driver’s license, and meet the minimum liability insurance coverage.

The School must ensure that risks are minimized and ensure that only safe drivers are allowed to drive on School
business. This policy is subject to revision based on the School’s insurance policy requirements. Employees who are
required to regularly drive to attend in-person meetings, such as, but not limited to a teacher meeting with students, as
an essential job function (“Driving Employees”) must meet minimum standards of safety and insurance, which must
be verified by the School. An employee who drives a personal vehicle on School business only infrequently (i.e., no
more than one day per month) is not currently subject to this policy. Driving employees must obey all traffic laws and
drive safely while on School business.

The School complies with all laws related to employee driver programs as established by the Department of Motor
Vehicles (DMV). Positions requiring driving shall state such in the job description and staff will be required to
maintain a valid driver’s license and vehicle insurance. All employees must make suitable arrangements to ensure
timely attendance at all appointments that are essential job functions.

A. Driver’s License and Insurance Coverage

1. In order to operate a personal vehicle when used to perform School business, Driving Employees must
have a valid driver’s license and automobile insurance meeting the minimum standards established in
this policy at all times. Evidence of the Driving Employee’s driver’s license and automobile insurance
certificate will be kept on file. The Driving Employee is responsible for providing an updated driver’s
license and automobile insurance certificate whenever it expires or upon request. The Executive
Director or designee must be notified immediately if the Driving Employee no longer has a valid
driver’s license or insurance certificate. Any Driving Employee whose driver’s license or insurance
certificate lapses or is cancelled or revoked for any reason, and who cannot otherwise arrange for
travel as required by their position, may be terminated or placed on inactive/unpaid status until the
issue is remedied.



https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=VEH&sectionNum=1808.1
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=VEH&sectionNum=1808.1

2. Driving Employees must carry the following insurance amounts and coverage:

Automobile Liability - $100,000 per person; $300,000 per occurrence
Property Damage - $50,000 per occurrence
Medical Payments - $5,000 per person

B. Participation in the DMV Employer Pull Notice Program (EPN)
The School has been issued a requestor code by the DMV, which is added to an EPN enrolled employee’s driver’s
license record. When an employee’s license is updated to record an action or activity, the DMV electronically checks to
determine if a pull notice is on file. If the action/activity is one that is specified to be reported under the EPN program,
a driver record is generated and mailed to that employer. If no action/activity is reported, the School will receive one
driver record copy annually.

Employees are responsible for maintaining driver's licenses and special certificates required for the performance of job
duties. Employees are also responsible for promptly notifying their supervisor of expiration, conviction, or other DMV
actions against their driver's license or certificate by no more than five (5) business days from the occurrence.

C. Revocation of Driving Privilege

1. The Human Resources Director or designee will periodically review the Motor Vehicle Record (MVR)
of a Driving Employee. Any Driving Employee who is convicted of a DUI, loses their driver’s license
or driving privilege, or is deemed to be a “negligent operator” by the DMV, and fails to make suitable
arrangements for alternative transportation to maintain meetings as an essential function of their
position will immediately be placed on unpaid administrative leave.

2. If the MVR of a Driving Employee reveals any one or more of the following criteria, the Driving
Employee shall not be allowed to drive on School business and must make alternative arrangements to

perform their essential job functions requiring mobility.

a. One (1) or more Major Violations in the preceding twelve (12) months.




b. Any combination of moving violations, at-fault accidents or Major Violations which total four
(4) points or more in the preceding twelve (12) months, six (6) or more points in the preceding
twenty-four (24) months or eight (8) or more points in the preceding thirty-six (36) months.

3. Seatbelts are an essential element of our safety procedures. To emphasize seatbelt awareness, one (1)
seatbelt violation while on school business will equate to one (1) moving violation.

Acceptable alternatives to driving include use of public transportation, walking, and biking. With the advance
approval of the Executive Director or designee, the employee may be reimbursed the miles traveled using the mileage
reimbursement rate, for their travel using public transportation or rideshare service where a personal vehicle is not
available or alternative transportation is not feasible. Driving Employees will not be reimbursed for the cost of the
rideshare, rental car, or taxi expense in the event that the employee’s personal vehicle is unavailable.

This policy covers all school employees and violation of the School’s policy is grounds for discipline up to and
including termination.

Section VII: Employee
Wages and Benefits
G. Retirement Plan Offerings

Revise: clarify employer contributions eligibility

Certificated Employees: As per the benefit eligibility table, to be eligible for an employer contribution, a certificated
employee must serve a minimum number of students, work at least 20 hours/week, or have an assignment at least 0.5 FTE.

Certificated staff participating in CalSTRS are not eligible for an employer contribution to a 457(b) plan.

Section VIII. Leaves,
Vacation, and Holidays
B. Paid Sick Leave

Revised: Created introductory paragraph to focus all statements applicable to every employee group. Created
subsections to define the specific accrual rate and policy by employee group

Paid sick leave may be used for an employee’s own illness, for preventative care or diagnosis, care or
treatment of an existing health condition, or time off to care for an ill or injured family member or
dependents, which include children, parents, spouse, registered domestic partner, grandparents,
grandchildren, siblings and those related to the employee by blood or affinity equivalent. Sick leave may also
be used when an employee needs to manage matters surroundings domestic violence, sexual assault, stalking
or when their worksite or their child’s school or daycare closesdue to public health emergencies. Except in
the case of an illness or emergency, sick leave must be requested at least five (5) days in advance by
submitting the request through the payroll system. Employees using extended sick leave (in excess of 5 days)




must submit a request at least two weeks before the extended leave.

Employees requesting sick leave may be required to submit a health care provider’s statement or, in cases
of individuals with sincerely held religious beliefs in faith healing or comparable religious practices, a
statement authorized under EEOC guidelines, stating the reason for absence and dates of illness.
Employees absent more than five (5) days may be required to submit a health care provider’s statement or
note that the employee is fit for return to service.

Employees will be paid their regular compensation when using paid sick days. Certificated staff paid based
on student counts will be paid an average hourly rate based on a 90 day look back period. Sick leave hours
will not be advanced ahead of the earned accrual.

Employees may use sick leave in thirty minute minimum increments, which will be deducted from the
employee’s accrual balance. Employees are not required to find a replacement for their work while taking
protected sick time. Paid sick day balances are available for employee review through the payroll system and
on pay stubs. For all hours submitted as sick leave, the time will be uninterrupted and the work day schedule
will not need to be adjusted to accommodate the absence.

Any unused sick hours will roll over from year to year. Sick leave hours will not be advanced to an employee
ahead of the earned accrual rate. Accrued, but unused sick days are not paid out by the School at the time of
separation. However, employees who terminate employment and are rehired within one (1) year of
termination (or 6 months for employees working in the city of San Diego) regain their previously unused
accrued sick leave.

Any employee who continues to be absent after their sick leave accrual has been exhausted may have a
payroll deduction equivalent to the number of hours absent. Salaried employees will only have full day
absences deducted from their paycheck once their sick leave accrual is exhausted.

1) Paid Sick Leave - Full Time Employees

The School provides sick pay for full time employees who regularly work a minimum of 30 hours per week.
All full time classified, non-teaching certificated and special education certificated employees accrue one (1)
sick day per month in paid status. Nonexempt employees are paid semi-monthly, and will accrue the




equivalent of one half day per pay period. All employees who fall under this accrual method are guaranteed

to accrue a minimum of 24 hours by the 120" day of employment and subsequent accrual years in
accordance with State law.

Certificated Sick Accrual
Full Time Certificated Employees
Total Sick
Sick Leave Student Count or Hours Worked Noil);]?;:npt. E}if-n}lwgt. Hours
! v FTE Per Week . y . Y Accrued
Period Period
Monthly
Tier 2 22 students 30+ hours 4/4 8 8
or.75to 1.0 FTE
Classified Sick Accrual
Full Time Classified Employees
Non-Exempt: Exempt: Total Sick
. Hours Worked Hours
Sick Leave FTE Per Pay Per Pay
Per Week Period Period Accrued
Monthly
Tier 2 75t0 1.0 30+ hours 4/4 8 8

2) Paid Sick Leave — Part Time, Per Diem, Seasonal, and Temporary Employees

The School provides all part-time, per diem, seasonal and temporary employees who work at least 30 days in

California within a year with at least 24 hours (3 days) of paid sick leave in a 12 month period. Employees
will be paid at their regular hourly rate when they take paid sick leave.

Employees start accruing hours on the first day of employment and must work for 30 days before they can




take sick leave. Employees earn at least 1 hour of paid leave for every 30 hours worked. Employees may
accrue more than 24 hours (3 days) of paid sick leave in a year. Sick leave accrual will be capped at 48 hours
(6 days), in compliance with both state and city ordinances.

Sick Accrual
Part Time, Per Diem, Seasonal, and Temporary Employees
Full Time Non-Exempt: Exempt: Total Sick
. . Hours Worked Hours
Sick Leave Equivalent Per Pay Per Pay
(FTE) Per Week Period Period Accrued
Monthly
Tier 1 50-.74 20-29 373
CA SL 49 or less 19 or less 2/2

Section VIII: Leaves,
Vacation, and Holidays
E. Bereavement Leave

Revised: add clarifying language

The School grants leave of absence to benefited employees (employees with at least 50% employment) in the event of the
death of the employee’s current spouse, child, parent, parents- in-law, legal guardian, brother, sister, grandparent,
grandchild, or mother, father, sister, brother, son-in-law, or daughter-in-law, step-parents, foster parents, foster children,
and domestic partners. An employee with a death in the family may take up to three (3) consecutive scheduled work days
off with pay with the approval of the supervisor. In the event services are located out-of-state, the allowed time off will be
five (5) days. An employee may be granted up to ten (10) days of bereavement leave for the death of the employee’s
spouse/domestic partner or child.

Bereavement leave may be taken intermittently with prior approval of the supervisor in no less than four hour
increments. 1f an employee requires more than the three(3)-days{within-staterorfive(5)-daystout-ofstatey allocated
time off for bereavement leave, the employee may use accumulated sick days. The CEO or designee may approve
additional unpaid time off.




Section VIII: Leaves,
Vacation, and Holidays
H. Personal Leave

Delete: Unnecessary leave option that conflicts with available leave options.

Section VIII: Employee
Wages and Benefits

Q. Vacation (Classified
Employees)

(Page 85-86)

Add Table
Vacation Accrual
Classified Staff
Full Time Hours Non-Exempt: Exempt: T(;al ek
Equivalent Worked Per | Per Semi Monthly | Per Pay Monthly ours
: ; Accrued Per
(FTE) Week Pay Period Period
Month

Full Time I5+ 30+ 4 hours/4 hours 8 hours 8 hours
Part Time .74 or less 29 or less not eligible not eligible not eligible

Section VIII: Employee
Wages and Benefits
R. Work Year Calendars

Revised: Add language

Non-work days are unpaid days based upon the employee’s position and employment agreement as stated on
the work year calendar. Unlike accrued leave, non-work days do not carry over from year to year.

Include flyer in Appendix and
monitor for removal in the
December 2020 review.

Families First Coronavirus Response Act

FFCRA

10


https://www.dol.gov/agencies/whd/pandemic/ffcra-employer-paid-leave

Employee Handbook

Board Approved August 13,2020

~ @~

*

4 ¥

EXCEL ACADEMY

~—

The Employee Handbook may not be changed in any way without express written approval from the Board
of Directors.



TABLE OF CONTENTS

Welcome
Right to Revise
At-Will Employment Status

Section I: Nondiscrimination Policies
A. Equal Employment Opportunity
B. Disability Accommodation
C. Anti-Harassment

1. Sexual Harassment

2. Reporting

3. Investigation/Complaint Procedure
a. Informal Procedure
b. Formal Procedure

4. Retaliation

5. Conclusion

D. Diversity Policy

Section II: Employment Requirements
A. Child Abuse and Neglect Reporting
Confidentiality
Failure to Report
B. Employee Access to Confidential Information
C. Student Data/FERPA
D. Conflict of Interest
1. Personal Financial Interest
2. Statement of Economic Interest (Form 700)
3. Personal Relationship
E. Anti-Nepotism Policy
F. Employment Eligibility Verification Document
G. Fingerprinting
H. Criminal Background Checks
I. Employment Application/Data
J. Employment Verifications

K. Certification and Licensing

10
11
12
14
14
15
15
15
16
16

17
17
18
18
18
19
19
19
20
20
21
22
22
22
23
23
23



L. Mandatory Tuberculosis Testing

Section II1: Standards of Conduct

A. Freedom from Violence

B. Prohibited Conduct

C. Physical Contact with Students and Other Staff Members
D. Off-duty Conduct

E. Drug and Alcohol Free Workplace and Awareness Program
F. Tobacco Free Workplace

G. Punctuality and Attendance

H. Professionalism

I. Dress Code

J. Gifts to Employees

K. Fee and Cash Collection

L. Building Security

Section I'V: Personnel Policies and Procedures

A. New Employee Orientation
B. Employee Status
Student Counts
C. Job Duties
D. Nonexempt Employees
1. Work Schedules
2. Rest Breaks and Meal Periods
a. Rest Breaks
. Number of Rest Breaks
Timing of Rest Breaks
. Meal Period
Timing of Meal Period
Second Meal Period
. Timing of Second Meal Period
h. Recording Meal Periods
i. Missed Rest Breaks and Meal Periods
3. Timekeeping

@ ™o oo o

4. Pay for Mandatory Meetings/Training
5. Overtime

E. Exempt Employees

F. Salary Overpayments

G. Employee Evaluation

H. Corrective Action

23

24
24
26
27
28
29
30
30
31
32
33
33
33

34
34
34
35
35
35
35
36
36
36
36
36
37
37
37
37
38
38
38
38
39
39
40
40



L. Procedure for Disciplinary Action

J. Terminations

K. Personnel Records

L. Destruction of Personal Information Records
M. Employment Posters

N. Outside Employment

O. Whistleblower Policy

P. Complaint Procedure

Q. Uniform Complaint Procedures

Section V: Operational Considerations

A. Employer Property

. Use of Electronic Media
. Social Media

. Public Relations

Solicitation & Distribution

mmgaw

Inclement Weather/Emergency Closings

Section VI: Health and Safety

A. Telecommuting

B. Student Safety

C. Employee Safety

D. Transporting Students
E. Employee Driving Policy

A. Driver’s License and Insurance Coverage

B. Participation in the DMV Employer Pull Notice Program

C. Revocation of Driving Privilege
F. Contagious Illnesses in the Workplace

G. Gun Violence Restraining Order

Section VII: Employee Wages and Benefits

A. Wages
C. Paydays
D. Payroll Withholdings
E. Wage Attachments and Garnishments
F. Employee Benefits
1. Employee Cost Sharing
2. Benefit Design and Modification
3. Benefit Plan Documents
4. Cash in Lieu of Health Benefits
5. Right to Modify

41
41
42
42
43
43
44
45
46

46
46
47
48
51
52
52

53
53
54
54
55
55
55
56
56
57
58

59
59
59
60
61
61
61
62
62
62
63



6
7
8

. Changes in Health Benefits
. COBRA Benefits

. Look-back Measurement Method — Seasonal and Variable Hour Employees

G. Retirement Plan Offerings
403(b)/457(b) Deferred Compensation Plan
Employer Contributions:
California State Teachers Retirement System (CalSTRS)

H. Expense Reimbursement Process

1
2
3
4.
5
6
7

. Supplies

. Travel

. Mileage

Hotel Rooms

. Meals

. Postage

. Procedure for Expensing

Section VIII: Leaves, Vacation, and Holidays
A. Healthy Workplaces/Healthy Family Act of 2014
B. Paid Sick Leave

1
2

) Paid Sick Leave - Full Time Employees

) Paid Sick Leave — Part Time, Per Diem, Seasonal, and Temporary Employees

C. Pregnancy Disability Leave (PDL)
D. Family and Medical Leave Act (FMLA)/California Family Rights Act (CFRA)

E. Bereavement Leave

F. Military Leave
Eligibility
Length of Leave

Request Procedure

G. Organ and Bone Marrow Donation Leave

H. Jury Duty and Witness Leave

I. Volunteer Firefighters, Reserve Police Officer or Emergency Rescue Personnel

J. Domestic Violence Leave

K. Suspension of an Employee’s Enrolled Child

L. Recreational Activities and Programs

M. Workers' Compensation

N. Other Types of Leaves

0. Professional Development

P. Holidays

Q. Vacation (Classified Employees)
R. Work Year Calendars

63
63
64
64
64
64
65
65
65
65
66
66
66
66
67

67
67
67
68
69
69
73
79
79
79
79
80
80
81
81
82
82
82
82
84
84
85
85
86



S. Make-up Time
T. Suggestions

Confirmation of Receipt of Handbook
APPENDIX A

Families First Coronavirus Response Act: Employer Paid Leave Requirements

87
87

88

89

89



Welcome!

We are thrilled to welcome you to Excel Academy Charter School!
You are joining a team of dedicated, award winning educators and
loyal, hard working support staff! As a school we seek to hire and
retain high caliber individuals to meet our vision of extraordinary

education.

We truly value our employees and have developed this Employee
Handbook (handbook) to assist you with understanding our
policies, procedures, and performance expectations. As the
employee you are responsible for reading and understanding the
handbook as well as any posted revisions. If you have any
questions or need clarification please don’t hesitate to reach out to
our HR specialist Megan Anderson or designated HR or payroll
staff. Our goal is that you take pride in your role at Excel
Academy as you play an instrumental role in the life of a student
and their family. We sincerely hope that you will find your
employment here at Excel Academy Charter School to be one of
enrichment, collaboration, and an overall professionally rewarding

experience.
Best wishes for a wonderful school year!

The Excel Academy Leadership Team



Right to Revise

This handbook is the employee’s guide to understanding the provisions of their
employment with our school. Please be advised that written employment agreements
between the School and individuals may replace some policies/procedures in this
handbook. This handbook supersedes any and all prior published handbooks and any
policy, memoranda, or benefits statements that are contrary to the policies that are
outlined here.

The School reserves the right to revise, modify, delete, or add to any and all policies,
procedures, work rules, or benefits stated in this handbook or in any other document,
except for the policy of at-will employment. Any such changes must be in writing and
must be signed by the CEO or designee.

Any written changes to this handbook will be distributed to all employees, so that
employees will be aware of the new policies or procedures. No oral statements or
representations can in any way alter the provisions of this handbook.

This handbook sets forth the policies and procedures applicable to employees of the
School. Employees are expected to abide by all policies in this handbook. Nothing in this
handbook or in any other personnel documents creates or is intended to create a promise
or representation of continued employment for any employee. Nothing in this at-will
statement is intended to interfere with an employee's rights to communicate or work with
others toward altering the terms and conditions of their employment.

At-Will Employment Status

School personnel are employed on an at-will basis. Employment at-will means that the
employment relationship may be terminated, with or without cause and with or without
advance notice at any time by the employee or the School. Nothing in this handbook shall
limit the right to terminate at-will employment. No manager, supervisor, or employee of
the School has any authority to enter into an agreement for employment for any specified
period of time or to make an agreement for employment on other than at-will terms. Only
the School has the authority to make any such agreement, which is binding only if it is in
writing and approved by the Board of Directors.

Though many items surrounding employment may be changed or updated (such as the
eligibility of benefits, promotion, or leaves) the status as an at-will employee does not
change — the employment relationship may be terminated with or without cause and
with or without advance notice, at any time by the employee or the School.



Section I: Nondiscrimination Policies

A. Equal Employment Opportunity

The School is an equal opportunity employer and makes employment decisions on the
basis of merit. Selections for employment focus on the candidates whose training and
experience most closely align with the position requirements, and fit with the School’s
mission, vision, and values. School policy prohibits unlawful discrimination based on
actual or perceived race (including traits historically associated with race, including, but
not limited to, hair texture and protective hairstyles such as braids, locks and twists),
color, creed, actual or perceived gender (including gender identity and gender
expression), religion (all aspects of religious beliefs, observance or practice, including
religious dress or grooming practices), marital status, registered domestic partner status,
status as a victim of domestic violence, assault or stalking, age (40 and over), ethnicity,
national origin or ancestry (including language use restrictions), citizenship, physical,
intellectual or mental disability (including HIV and AIDS), medical condition (including
cancer or a record or history of cancer, and genetic characteristics), family or medical
leave status, sex (including pregnancy, childbirth, breastfeeding or a related medical
condition), genetic information, sexual orientation, political affiliation, military and
veteran status or any other consideration made unlawful by federal, state, or local laws. It
also prohibits unlawful discrimination based on the perception that anyone has any of
those characteristics, or is associated with a person who has or is perceived as having any
of those characteristics.

Discrimination can also include failing to reasonably accommodate religious practices or
qualified individuals with disabilities where the accommodation does not pose an undue
hardship. The School’s management is responsible for adherence to this policy; however,
in the final analysis, attainment of this goal of equal employment opportunity and
enrichment through diversity depends on the commitment and good faith effort of
everyone.

The School will comply with all applicable equal employment and discrimination laws,
including Title IX, the California Fair Employment and Housing Act, the Americans with
Disabilities Act, Section 504 of the Rehabilitation Act of 1973, the Age Discrimination in
Employment Act, and all other applicable laws. Additionally, Title IX prohibits
discrimination on the basis of sex in education programs or activities by recipients of
federal financial assistance. The School does not discriminate in the educational program
or any activities which it operates, including employment in such programs and activities.

The School will continually strive to recruit and retain highly qualified employees and

remain a competitive public school employer, including examining employee evaluation
9



and compensation, and discipline/dismissal practices annually.

In accordance with the School’s Equal Employment and Nondiscrimination Policies, the
School designates the following position(s) as the Title IX Coordinator and Coordinator
for Nondiscrimination in Employment:

Corrie Amador

Director of Human Resources

The Collaborative

100 E. San Marcos Blvd. Suite 350
San Marcos, CA 92069

camador@collaborativecso.org

Any employee or job applicant who believes they have been or are being discriminated
against or harassed in violation of School policy should, as appropriate, immediately
contact their supervisor, the Title IX coordinator, or the CEO, or any person they feel
comfortable going to who shall advise the employee or applicant about the School’s
procedures for filing, investigating, and resolving any such complaint.

Complaints regarding employment discrimination or harassment shall immediately be
investigated in accordance with School policy and regulation. Individuals may use the
School’s Uniform Complaint Procedures to address complaints of discrimination and
harassment, including sex discrimination under Title IX. Annual notice of such policies
will be provided to all employees, and a copy of such policies and procedures are
available by contacting the Title IX coordinator listed above or Human Resources (HR).

Discrimination is considered a form of employee misconduct. Disciplinary action, up to
and including dismissal, will be taken against any employee engaging in this type of
behavior. Any Executive Director, supervisor or manager who has knowledge of such
behavior, yet takes no action to end it, is also subject to disciplinary action up to and
including dismissal.

B. Disability Accommodation

To comply with the Americans with Disabilities Act and all applicable laws ensuring
equal employment opportunities to qualified individuals with a disability, the School will
make reasonable accommodations for the known physical or mental limitations of an
otherwise qualified individual with a disability who is an applicant or an employee unless
undue hardship would result.

Any applicant or employee who requires an accommodation in order to perform the
essential functions of the job as outlined in the applicable job description should contact

10



the HR department and discuss the need for an accommodation. The School will engage
in an interactive process with the employee to identify possible accommodations, if any,
which will help the applicant or employee perform the job. If the accommodation is
reasonable and will not impose an undue hardship, the School will work to make the
accommodation.

C. Anti-Harassment

The School is committed to providing a work environment free of harassment,
discrimination, retaliation and abusive conduct as that term may be defined by statute or
regulation then in effect at the time of the conduct. School policy prohibits conduct that is
disrespectful, unprofessional as well as harassment based on actual or perceived race
(including traits historically associated with race, including, but not limited to, hair
texture and protective hairstyles such as braids, locks and twists), color, creed, actual or
perceived gender (including gender identity and gender expression), religion (all aspects
of religious beliefs, observance or practice, including religious dress or grooming
practices), marital status, registered domestic partner status, status as a victim of domestic
violence, assault or stalking, age (40 and over), ethnicity, national origin or ancestry
(including language use restrictions), citizenship, physical, intellectual or mental
disability(including HIV and AIDS), medical condition (including cancer or a record or
history of cancer, and genetic characteristics), family or medical leave status, sex
(including pregnancy, childbirth, breastfeeding or a related medical condition), genetic
information, sexual orientation, political affiliation, military and veteran status or any
other consideration made unlawful by federal, state, or local laws. It also prohibits
unlawful discrimination based on the perception that anyone has any of those
characteristics, or is associated with a person who has or is perceived as having any of
those characteristics.

All such conduct violates school policy. The School’s anti-harassment policy applies to
all persons involved in the operation of the School and prohibits harassment, disrespectful
or unprofessional conduct by any employee of the School, including supervisors and
managers, as well as vendors, community providers, customers, independent contractors,
and any other persons. It also prohibits harassment, disrespectful or unprofessional
conduct based on the perception that anyone has any of those characteristics, or is
associated with a person who has or is perceived as having any of those characteristics.

Prohibited harassment, disrespectful or unprofessional conduct includes, but is not
limited to, the following behavior:

1. Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted
sexual advances, invitations or comments;
2. Visual displays such as derogatory and/or sexually-oriented posters, photography,
cartoons, drawings or gestures;
3. Physical conduct including assault, unwanted touching, intentionally blocking
11



normal movement or interfering with work because of sex, race or any other
protected basis;

4. Threats and demands to submit to sexual requests as a condition of continued
employment, or to avoid some other loss and offers of employment benefits in
return for sexual favors;

5. Retaliation for reporting or threatening to report harassment; and

6. Communication via electronic media of any type that includes any conduct that is
prohibited by state and/or federal law, or by the School policy.

Sexual harassment does not need to be motivated by sexual desire to be unlawful or to
violate this policy. For example, hostile acts toward an employee because of their gender
can amount to sexual harassment, regardless of whether the treatment is motivated by any
sexual desire.

Harassment is considered a form of employee misconduct. Disciplinary action, up to and
including dismissal, will be taken against any employee engaging in this type of behavior,
yet takes no action to end it, is also subject to disciplinary action.

It is the policy of the School that no one will be retaliated against for making a good faith
complaint of harassment or for cooperating in the investigation of a complaint.

An employee who believes they have been harassed, discriminated or retaliated against
may initiate the reporting process by contacting their supervisor, or, if appropriate, the
next level of management (see Reporting procedure, which follows), any team member
they feel most comfortable reporting to, or the HR department. All discrimination,
harassment and retaliation complaints will be promptly investigated and will be treated
confidentially to the extent possible, and appropriate action taken where warranted.
Complaints made in good faith are protected from retaliation of any kind.

1. Sexual Harassment

The School is committed to providing a work environment that is free from sexual
harassment and retaliation. Under no circumstances will sexual harassment be tolerated.

"Sexual harassment" means any unwelcome sexual advance, unwelcome requests for
sexual favors, or other unwelcome verbal, visual, or physical conduct of a sexual nature
made by someone from or in the educational or work setting, whether it occurs between
individuals of the same sex or individuals of opposite sexes, under any of the following
conditions:

1. Submission to the conduct is explicitly or implicitly made a term or a condition of
an individual's academic status, employment, or progress.

2. Submission to, or rejection of, the conduct by an individual is used as the basis for
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academic or employment decisions affecting the individual.

3. The conduct has the purpose or effect of having a negative impact upon the
individual's academic performance, work, or progress or has the purpose or effect
of creating an intimidating, hostile, or offensive educational or working
environment. The conduct is sufficiently severe, persistent, pervasive or
objectively offensive, so as to create a hostile or abusive educational or working
environment or to limit the individual's ability to participate in or benefit from an
education program or activity.

4. Submission to, or rejection of, the conduct by the individual is used as the basis
for any decision affecting the individual regarding benefits and services, honors,
programs, or activities available at or through the local agency.

"Verbal sexual harassment" includes, but is not limited to, unwelcome epithets,
comments, or slurs of a sexual nature.

"Physical sexual harassment" includes, but is not limited to, assault, impeding or blocking
movement, or any physical interference with work or school activities or movement when
directed at an individual on the basis of sex.

"Visual sexual harassment" includes, but is not limited to, derogatory posters, cartoons,
drawings, obscene gestures, or computer-generated images of a sexual nature.

"Educational environment" includes, but is not limited to, the following:

1. The main administration offices of the local agency.

2. Properties controlled or owned by the local agency.

3. Off-campus, if such activity is sponsored by the local agency, or is conducted by
organizations sponsored by or under the jurisdiction of the local agency.

Sexual harassment has no place in the work environment and is prohibited by the School.
Specifically, it must in no way be exercised for purposes of an intimidating effect on
employment decisions such as promotion, dismissal, hiring, training, wage and salary
increases, transfer, or any other matter that affects the ability of an employee to perform
job duties.

Any employee who engages or participates in sexual harassment, or who aids, abets,
incites, compels or coerces another to commit sexual harassment or retaliates against
another individual is in violation of this policy and subject to disciplinary action up to
and including dismissal.

Executive Directors, managers and supervisors are to ensure that no such intimidation or
harmful atmosphere of unwelcome sexual overtones exist in their workplaces. Every
effort should be made to sensitize themselves and their employees to the differences
between purely social overtones and those intended to affect working conditions. Also,
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employees are responsible for respecting the rights of their co-workers. Any employee
who feels they have been harassed or retaliated against, or has knowledge of any incident
of harassment or retaliation on any protected basis shall immediately report such
incidents to their immediate supervisor, HR, the CEO or the Title IX Coordinator and
Coordinator for Nondiscrimination in Employment. If the supervisor is the harasser or
has not responded to the complaint, or if not an employee, then the complainant should
complain to any administrator without fear of reprisal. Employees may also report
instances of sexual harassment through the School’s Uniform Complaint Procedure
without fear of reprisal.

2. Reporting

The School has an affirmative duty to take reasonable steps to prevent and correct
discrimination and harassment. Supervisors, co-workers, and third parties are prohibited
from engaging in unlawful behavior under the Fair Employment and Housing Act or any
other applicable law. Please see the list of protected categories as stated in the Equal
Employment Opportunity and Anti-Harassment sections of the handbook.

The School encourages reporting of all perceived incidents of discrimination, harassment
or retaliation, regardless of the offender's identity or position. Individuals who believe
that they have been the victim of such conduct should discuss their concerns with their
immediate Executive Director, supervisor, manager, HR, or person they feel most
comfortable and may file a complaint. The Uniform Complaint Procedures may be used
for this purpose. Employees are entitled to report harassment to someone other than their
direct supervisor. Supervisors are required to report all complaints to HR. In addition, the
School encourages individuals who believe they are being subjected to such conduct to
promptly advise the offender that their behavior is unwelcome and request that it be
discontinued. The School recognizes, however, that an individual may prefer to pursue
the matter through informal or formal complaint procedures. Every effort will be made to
keep such reports as confidential to the extent possible, although it is understood that an
investigation will normally require the involvement of third parties. The School is serious
about enforcing its policy against harassment, discrimination and retaliation. However,
the School cannot resolve a harassment, discrimination or retaliation problem that it does
not know about. Therefore, employees are responsible for bringing any such problems to
the School’s attention so it can take the necessary steps to correct the problem.

3. Investigation/Complaint Procedure

All complaints of harassment, including sexual harassment, discrimination or retaliation
may be addressed through the School’s Uniform Complaint Procedures. A complaint will
be followed by prompt and thorough investigation conducted by an impartial and
qualified individual. If the investigation substantiates the accusations, the appropriate
corrective action will be taken. This may include, but not be limited to, reprimand,
suspension or dismissal, depending on the nature and severity of the offense.
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Complaints will be documented and School will designate a qualified individual to track
the complaint process.

a. Informal Procedure

If for any reason an individual does not wish to address the offender directly, or if such
action does not successfully end the offensive conduct, the individual should notify their
immediate supervisor and/or the HR department who may, if the individual so requests,
talk to the alleged offender on the individual's behalf. In addition, there may be instances
in which an individual seeks only to discuss matters with one of the HR designated
representatives, and such discussion is encouraged. An individual reporting harassment,
discrimination or retaliation should be aware, though, that the School may decide it is
necessary to take action to address such conduct beyond an informal discussion. This
decision will be discussed with the individual. The best course of action in any case will
depend on many factors and, therefore, the informal procedure will remain flexible.
Moreover, the informal procedure is not a required first step for the reporting individual.

b. Formal Procedure

As noted above, individuals who believe they have been the victims of conduct
prohibited by this policy statement or believe they have witnessed such conduct should
discuss their concerns with their supervisor or the HR department. The School
encourages the prompt reporting of complaints or concerns so that rapid and constructive
action can be taken before relationships become irreparably strained. Therefore, while no
fixed reporting period has been established, early reporting and intervention have proven
to be the most effective method of resolving actual or perceived incidents of harassment.
Any reported allegations of harassment, discrimination or retaliation will be investigated
promptly and thoroughly. The investigation may include individual interviews with the
parties involved and, where necessary, with individuals who may have observed the
alleged conduct or may have other relevant knowledge. Confidentiality will be
maintained throughout the investigation process to the extent consistent with adequate
investigation and appropriate corrective action. Misconduct constituting harassment,
discrimination or retaliation will be dealt with appropriately. Responsive action may
include, training, referral to counseling and/or disciplinary action such as warning,
reprimand, withholding of a promotion or pay increase, reassignment, temporary
suspension without pay or termination, as the School believes appropriate under the
circumstances.

4. Retaliation

Employees will not be retaliated against for complaining or participating in an
investigation. Retaliation against an individual for reporting harassment or discrimination
or for participating in an investigation of a claim of harassment or discrimination is a
serious violation of this policy and, like harassment or discrimination itself, will be
subject to disciplinary action. Acts of retaliation should be reported immediately and will
be promptly investigated and addressed.
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5. Conclusion

This policy was developed to ensure that all employees can work in an environment free
from harassment, discrimination and retaliation. The School will make every reasonable
effort to ensure that all concerned are familiar with these policies and aware that any
complaint in violation of such policies will be investigated and resolved appropriately.
Any employee who has any questions or concerns about these policies should talk with
their supervisor or the HR department. Finally, these policies should not, and may not,
be used as a basis for excluding or separating individuals of a particular gender, or any
other protected characteristic, from participating in business or work-related social
activities or discussions. In other words, no one should make the mistake of engaging in
discrimination or exclusion in order to avoid allegations of harassment. The law and the
policies of the School prohibit disparate treatment on the basis of sex or any other
protected characteristic, with regard to terms, conditions, privileges and prerequisites of
employment. The prohibitions against harassment, discrimination and retaliation are
intended to complement and further those policies, not to form the basis of an exception
to them.

None of the procedures listed are intended to preclude an employee from pursuing claims
of discrimination and/or harassment in any other forum available to the employee,
including making reports of discrimination, harassment, and/or retaliation to the
Department of Fair Employment and Housing and the U.S. Equal Employment
Opportunity Commission.

D. Diversity Policy
The School is committed to fostering, cultivating and preserving a culture of diversity
and inclusion.

Our staff is the most valuable asset we have. The collective sum of the individual
differences, life experiences, knowledge, inventiveness, innovation, self-expression,
unique capabilities and talent that our employees invest in their work represents a
significant part of not only the School’s culture, but its reputation and achievement as
well.

We embrace and encourage our employees’ differences in age, color, disability, ethnicity,
family or marital status, gender identity or expression, language, national origin, physical
and mental ability, political affiliation, race, religion, sexual orientation, socio-economic
status, veteran status, and other characteristics that make our employees unique.

The School’s diversity initiatives are applicable—but not limited—to our practices and
policies on recruitment and selection; compensation and benefits; professional

development and training; promotions; terminations; and the ongoing development of a
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work environment built on the premise of gender and diversity equity that encourages
and enforces:

m Respectful communication and cooperation between all employees.

m Teamwork and employee participation, permitting the representation of all groups
and employee perspectives.

m  Work/life balance through flexible work schedules to accommodate employees’
varying needs.

m Employer and employee contributions to the communities we serve to promote a
greater understanding and respect for diversity.

All employees of the School have a responsibility to treat others with dignity and respect
at all times. All employees are expected to exhibit conduct that reflects inclusion during
work, at work functions on or off the work site, and at all other school-sponsored and
participative events. All employees are also required to complete annual diversity
awareness training to enhance their knowledge to fulfill this responsibility.

Any employee found to have exhibited any inappropriate conduct or behavior against
others may be subject to disciplinary action up to termination.

Employees who believe they have been subjected to any kind of discrimination that
conflicts with the School’s diversity policy and initiatives should seek assistance from an
HR representative.

Section II: Employment Requirements

A. Child Abuse and Neglect Reporting

Any employee who knows or reasonably suspects a child has been the victim of child
abuse shall report the instance to a child protective agency. School employees are
mandated reporters and are required to report instances of child abuse when the employee
has a “reasonable suspicion” that child abuse has occurred. Reasonable suspicion arises
when the facts surrounding the incident or suspicion could cause another person in the
same situation to suspect child abuse.

Child abuse should be reported immediately by phone to a child protective agency. Call
the local Department of Family and Children’s Services (DFCS) to report child abuse and
neglect. If there is a life-threatening emergency to a child however, call 9-1-1. The
phone call to the DFCS is to be followed by a written report within 36 hours of receiving
the information concerning the incident. There is no duty for the reporter to contact the
child’s parents. In fact, if a child is released to a peace officer or a child protective agency
agent, the reporter shall not notify the parent as required in other instances of removal.
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Child abuse is broadly defined as “a physical injury that is inflicted by other than
accidental means on a child by another person.” Child abuse can take the following
several forms:

1. Sexual abuse: Sexual abuse means, in general, sexual assault or sexual
exploitation. Sexual abuse does not include children who voluntarily engage in
sexual activity with children of a similar age. Pregnancy of a minor does not, in
and of itself, constitute suspicion of child abuse.

2. Neglect: Neglect occurs when a child’s custodian has failed to provide adequate
“food, clothing, shelter, medical care, or supervision” that may or may not have
resulted in any physical injury.

3. Unlawful corporal punishment: Unlawful corporal punishment occurs when any
person willfully harms or injures a child to such a degree that results in a
traumatic condition.

4. Willful cruelty or unjustifiable punishment: Child abuse also includes the
situation where any “person willfully causes or permits any child to suffer
unjustifiable pain or mental suffering” or when any person endangers a child’s
health.

Confidentiality

A mandated reporter is required to give their name. The identity of all persons who report
shall be confidential. Violation of statutory confidentiality is a misdemeanor. DFCS may
reveal the names of reporting parties only to other investigative agencies as specified by
law. No person required to report abuse will bear criminal liability for reporting. No
supervisor or administrator may impede or prohibit reporting.

All employees, prior to commencing employment, are required to acknowledge the
provisions of Penal Code Section 11166 regarding mandated reporting and will comply
with those provisions as outlined in the employment agreement. All employees will also
be subject to annual training as required by law.

Failure to Report

Failure to report suspected abuse is a misdemeanor punishable by imprisonment/fine.
Any person who fails to report an instance of child abuse or neglect as required by the
Child Abuse and Neglect Reporting Act is guilty of a misdemeanor with a punishment
not to exceed six months in jail or $1,000 or both.

B. Employee Access to Confidential Information

Each employee is responsible for safeguarding confidential information obtained during
employment. In the course of the employee’s work, the employee may have access to
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confidential information regarding students, parents, suppliers, other customers, or
perhaps even fellow employees without consent from that individual. The employee has
the responsibility of preventing the revealing or divulging of any such information unless
it 1s necessary for the employee to do so in the performance of their duties and in
accordance with law. Access to confidential information should be on a "need-to-know"
basis and must be authorized by the CEO or designee. Any breach of this policy will not
be tolerated and will lead to disciplinary action and possible legal action.

Please note: The release of unauthorized confidential information may result in
immediate dismissal and the filing of criminal charges. Confidentiality of student
information is a requirement of the law and great care must be taken to ensure it is
protected. No student information will be released without the specific authorization of
the CEO or designee. Employee information may be released as part of a Public Records
Act request, for the purpose of employment verification with prior written approval by
the employee, or as required by law.

C. Student Data/FERPA

All information contained in a student's records, including information contained in an
electronic database, is confidential and maintained in accordance with the Family
Educational Rights and Privacy Act (FERPA). These records are the property of the
School, whose responsibility it is to secure the information against loss, defacement,
tampering or use by unauthorized persons. Staff is prohibited from discussing students’
academic or personal information outside the scope of performing the duties of one’s
position. No student’s files are to be taken off premises unless granted permission by the
CEO or designee. Only teachers, administrative, and office personnel are permitted to
review student’s files. When a file is requested from the School office, it must be signed
out and returned the same day. Files may not be copied without express authorization
from the Executive Director.

Employees may not remove any materials from any student's file. Files may not leave the
building without specific written authorization from the CEO or designee. Employees
who access student files are responsible to secure their contents and maintain
confidentiality.

D. Conflict of Interest

Employees have an obligation to conduct business within guidelines that prohibit actual
or potential conflict of interest. Such a conflict occurs when an employee is in a position
to influence a decision that may result in a personal gain for the employee or for a relative
as a result of the School’s business dealings.
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1. Personal Financial Interest

All such persons shall be neither personally nor financially interested in any contract
made by them or by the school that employs them. For purposes of this policy,

(1) “Personally interested” shall mean any situation where private and/or personal
interests conflict with official duties and shall include non-economic interests such as
familial relationships.

(2) “Financially interested” shall mean any contract with an individual, entity, or
company in which any such person related by blood, marriage or civil partner, any other
person with a close personal relationship to any such person who has an ownership
interest, an investment interest, or a familial interest, and encompasses any situation
where any such person's official judgment may be influenced by personal consideration
or expectation of financial gain or any compensation or consideration of any kind other
than that officially provided to any such person by the School.

2. Statement of Economic Interest (Form 700)

Board members and staff who make or influence governmental decisions or financial
decisions of the organization are designated in the Conflict of Interest Code adopted by
the Board. These individuals must complete and file a Statement of Economic Interest,
Form 700. The Form 700 ensures transparency and accountability in alignment with the
Political Reform Act.

It is the policy of this School that elected or appointed school governance body members,
school administrative officers, and school employees shall not place themselves in any
position where their private or personal interests may conflict with their official duties, or
where they may directly or indirectly receive personal financial gain through direct or
indirect personal influence.

3. Personal Relationship

Personal or romantic involvement with a competitor, supplier or employee of the School
may create an actual or potential conflict of interest. Management-subordinate romantic
or personal relationships can lead to issues such as claims of discrimination or favoritism,
issues with performance evaluation, possible claims of sexual harassment, and morale
issues. It is the responsibility of the employees involved in romantic or personal
relationships with subordinates, or other personal or romantic relationships that give rise
to a conflict of interest, to disclose and discuss all relevant circumstances with the
supervisor or HR and possibly request a change in assignment to avoid potential
problems as appropriate. Failure to disclose such circumstances may cause the School to
impose disciplinary action. Moreover, any romantic or personal relationships between
employees must not harm the work environment in any way. Regardless of an
employee’s relationship with another employee outside of work, employees are expected
to remain professional at all times during work hours. The School will not discriminate
on the basis of marital or relationship status, except that the School may reasonably
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regulate the working of spouses or relatives in the same department, division, or facility
for reasons of supervision, safety, security, or morale in accordance with applicable law.

No “presumption of guilt” is created by the mere existence of a professional or personal
relationship with outside firms; however, if such employees have any influence on
transactions involving purchases, contracts, or leases, it is imperative that such be
disclosed so that safeguards can be established to protect all parties.

E. Anti-Nepotism Policy

The School recognizes there may be situations in which spouses or other relatives may be
employed by the School at the same time. The School permits the employment of
qualified family members, domestic partners, significant others and/or similar personal
relationship of employees as long as such employment does not create a conflict of
interest. Relationships by family, marriage, domestic partnership and/or similar personal
relationship shall constitute neither an advantage nor a disadvantage to selection,
promotion, salary, or other conditions of employment. The School may consider a
member of an employee’s immediate family for employment if the applicant possesses
the qualifications for employment for the position.

The School does not prohibit the employment of relatives in the same department.
However, the School does prohibit any preferential treatment toward spouses or relatives
or an improper influence impacting a spouse’s or relative’s terms or conditions of
employment. The School recognizes that at times, employees and their family members,
domestic partners, significant others and/or personal relationships may be assigned to
positions that create a coworker or supervisor-subordinate relationship. The School will,
in its discretion, exercise sound judgment with respect to the placement of employees in
these situations in order to avoid the creation or appearance of a conflict of interest, avoid
favoritism or the appearance of favoritism, and decrease the likelihood of harassment in
the workplace.

Employees should neither initiate nor participate, directly or indirectly, in employment
actions (initial employment or appointment, retention, evaluation, promotions, salary,
work assignments, leave of absence, etc.) involving family members, domestic partners,
significant others and/or similar personal relationships.

The School will make reasonable efforts to assign job duties to minimize the potential for
creating conflicts of interest. Notwithstanding the above, the School retains the right
where such placement has the potential for creating conflicts of interest, to refuse to place
immediate family members in the same department. The School retains the right to
reassign or transfer any person to eliminate the potential for creating conflicts of interest.

Any potential preferential treatment or improper influence should be reported

immediately to HR.
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F. Employment Eligibility Verification Document

The School will only employ individuals who are authorized to work in the United States
in compliance with the Immigration Reform and Control Act of 1986.

All newly hired employees must complete, as a condition of employment, the
Employment Eligibility Verification Form 1-9 and provide documentation establishing
identity and proof of work eligibility and identification at time of hire, but no later than
three (3) days of hire. If the employee is unable to produce the required documentation or
a receipt/letter requesting appropriate documentation within three days, the employee will
be dismissed from employment. If, after 90 days of hire, the employee has not submitted
the original documents to replace the receipt/letter or, in the meantime, some other
acceptable document(s), the employee will be dismissed from employment.

Former employees who are rehired must also complete the form if they have not
completed an I-9 for the School within the past three years or if their previous I-9 is no
longer retained or valid.

G. Fingerprinting

Each employee will be fingerprinted in conformance with legal requirements and as a
condition of employment. Fingerprints are submitted to the appropriate State and Federal
agencies for screening to assure that no employee has been convicted of a crime that
would preclude employment by the School.

H. Criminal Background Checks

As a condition of their employment, all employees are required to submit to a criminal
history review through the Department of Justice. The criminal history review shall
include a fingerprint check and simultaneous DOJ check. The School follows the
guidelines of the California Fair Chance Act, and will conduct an individualized
assessment on all background check results. The School will make hiring determinations
based on California law. Certain types of criminal background findings may prevent the
employer from hiring the candidate or continuing employment with a current employee.
The School will factor in the nature and gravity of the crime, when the crime occurred,
rehabilitation and the nature of the position all in accordance with applicable law. All
results will be discussed with the applicant and/or employee before making a hiring or
dismissal decision. No person employed or otherwise associated with the School,
including members of the Board of Directors, who have been convicted of or have
pleaded nolo contendere to a crime related to misappropriation of funds or theft shall be
engaged in direct processing of charter school funds.
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I. Employment Application/Data

The School relies upon the accuracy of the information presented during the application
process, as well as the accuracy of other data presented throughout the hiring process and
employment relationship. As such, any omission or misstatement of material fact in any
of this information may result in the School excluding the individual from further
consideration for employment or, if already hired, termination of employment.

J. Employment Verifications

The School will only respond to employment verification inquiries that are received in
writing. All such inquiries, whether for current or former employees, must be directed to
HR. Generally, responses will be limited to information concerning wages, employment
dates, positions held, and eligibility for rehire. Release of any additional information will
require that the employee execute a release. A supervisor or manager should be given
several days advance notice for requests for a letter of recommendation. Such letters
must be approved by HR to ensure the accuracy and appropriateness of the information
being released.

K. Certification and Licensing

Teachers are required to hold a current California Commission on Teacher Credentialing
certificate, permit, or other document equivalent to that which a teacher in other public
schools would be required to hold (“Certificated Employee”). In addition, teachers
serving an English Language Learner must possess the proper EL authorization. If a
teacher has not received this authorization, the School will allow them one year from date
of hire to obtain it and will not assign English Language Learners during that time.
Please contact the HR department for further information.

It is the responsibility of each certificated employee to ensure that credentials and permits
are renewed in a timely manner and remain current. The School highly encourages all
certificated staff to keep their contact information current with the Commission on
Teacher Credentialing in order to receive pertinent notifications. Upon renewal, proof is
to be submitted to the HR department to be copied and filed in the employee's personnel
file.

L. Mandatory Tuberculosis Testing

In order to ensure the health and safety of all students and staff of the School, all newly
hired employees must submit proof of a negative TB Risk Assessment or TB test by a
licensed healthcare provider that has been administered within sixty (60) days prior to
hire. A TB test may include an intradermal skin test or an X-ray of the lungs. An

individual hired from another California School may request their prior school provide
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proof of the individual’s TB Risk Assessment or TB test. TB Risk Assessments and TB
tests are considered expired after four (4) years from the date they are administered and a
proof of a new assessment or test must be submitted to HR in order to continue in
employment. Pregnant employees are exempt from providing proof of a TB test for at
least sixty (60) days from the end of their pregnancy.

The School will reimburse the cost of the tuberculosis risk assessment and/or the test for
all current employees with proof of receipt.

[See also Board Policy 4013]

Section III: Standards of Conduct

The School expects all employees to comply with School rules, policies, and regulations
as set forth in this handbook. Any employee who fails to do so will be subject to
whatever disciplinary action the School, in its sole discretion, deems appropriate under
the circumstances. Such disciplinary action may include, but is not limited to, oral and
written warnings, mandatory training, or termination of employment. Any employee’s
receipt of, participation in or completion of School-required disciplinary action shall not,
under any circumstances, limit or alter the School’s at-will employment policy, which
allows either the School or the employee to terminate the employment relationship at any
time, with or without notice, and with or without cause.

A. Freedom from Violence

The School expressly prohibits any acts or threats of violence by any School employee or
former employee against any other individual. The School will also not condone any acts
or threats of violence against school employees, students or affiliates while engaged in
business with or on behalf of the School.

To ensure that the School’s objective in this regard is attained, it is the commitment of the
School:

1. To provide a safe and healthful work environment, in accordance with the
School’s safety and health policy.

2. To take prompt remedial action up to and including immediate termination,
against any employee who engages in any threatening behavior or acts of violence
or who uses any obscene, abusive, or threatening language or gestures.

3. To take appropriate action when dealing with customers, former employees, or
visitors to school functions who engage in such behavior. Such action may
include notifying the police or other law enforcement personnel and prosecuting
violators of this policy to the maximum extent of the law.
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4. To prohibit employees, former employees, students, and visitors from bringing
unauthorized firearms or other weapons to school, work and non-work related
gatherings, meetings and functions.

5. To establish viable security measures to ensure that school meetings and
gatherings are safe and secure to the extent possible and to properly handle access
to school facilities by the public, off-duty employees, and former employees.

The School will not tolerate any type of workplace violence committed by or against its
employees. Employees who violate this policy will be subject to disciplinary action, up to
and including discharge. Prohibited conduct includes, but is not limited to:

Causing physical injury to another person.

Making threatening remarks.

3. Aggressive or hostile behavior that creates a reasonable fear of injury to another
person or subjects another person to emotional distress.

4. Possession or threat of using a weapon on the premises and/or at work related

events, meetings and gatherings.

N —

Employees who display a tendency to engage in violent, abusive, or threatening behavior,
as determined by the School, in its sole discretion, may be referred for counseling or
other appropriate treatment.

In furtherance of this policy, employees have a “duty to warn” their supervisors or a HR
representative of any suspicious workplace activity or situations or incidents that they
observe or that they are aware of that involve other employees, former employees,
customers, or visitors and that appear problematic. The welfare of all employees depends
upon the alertness and sensitivity of every individual to potential security risks.
Employee reports made pursuant to this policy will be held in confidence to the extent
possible. The School will not condone any form of retaliation against any employee for
making a report under this policy.

The School has developed guidelines to help maintain a secure workplace.

1. Every employee is directed to report any suspicious persons or activities to the
Executive Director or designee:

a. Such as persons loitering for no apparent reason in parking areas,
walkways, entrances and exits, and service areas.

b. Persons who make threats or acts of violence, aggressive behavior,
offensive acts, discussion of bringing weapons into the workplace,
threatening or offensive comments or remarks, and the like.

2. Employees should immediately notify the Executive Director or designee when
other employees or outsiders express anger and make threats against the School or
behave in a manner suggesting the possibility of violent activity.

3. Finally, those working in the School’s office must also ensure that doors are
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locked and alarms are activated when applicable.

B. Prohibited Conduct

Employees are expected to conduct themselves in a manner to further the School's
objectives.

The following conduct is prohibited and will not be tolerated by the School. This list of
prohibited conduct is illustrative only; other types of conduct that threaten security,
personal safety, employee welfare and School operations may also be prohibited and will
result in disciplinary action up to and including termination.

PN w

10.
11.

12.

13.
14.
15.
16.
17.

18.

Falsifying employment records, employment information, or other School
records;

Inefficient or careless performance of job responsibilities or inability to perform
job duties satisfactorily;

Falsifying any time card - Recording the work time of another employee or
allowing any other employee to record another employee’s work time, either
one’s own or another employee's;

Theft and deliberate or careless damage or destruction of any School property, or
the property of any employee or customer;

Removing or borrowing School property without prior authorization;
Unauthorized use or misuse of School equipment, time, materials, or facilities;
Provoking a fight or fighting during working hours or on School property;
Participating in horseplay or practical jokes on School time or on School
premises;

Carrying firearms or any other dangerous weapons on School premises at any
time;

Engaging in criminal conduct whether or not related to job performance;

Causing, creating, or participating in a disruption of any kind during working
hours on School property;

Insubordination, including but not limited to failure or refusal to obey the orders
or instructions of a supervisor or member of management, or the use of abusive or
threatening language toward a colleague;

Using abusive, threatening or intimidating language at any time on School
premises;

Initiating or participating in gossip or slander of other employees, parents, or
students;

Failing to notify a supervisor when unable to report to work;

Unreported absence of three (3) days;

Failing to obtain permission to leave work for any reason during normal working
hours;

Failing to observe working schedules, including rest breaks and meal periods;
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19. Failing to provide a physician's certificate when requested or required to do so;

20. Sleeping or malingering on the job;

21. Making or accepting personal phone calls, text or email messages during working
hours to the extent that it interferes with the performance expectations of the
assignment, except in cases of emergency or extreme circumstances;

22. Working overtime without authorization or refusing to work assigned overtime;

23. Violation of dress standards;

24. Violating any safety, health, security or School policy, rule, procedure or violation
of the School's drug and alcohol policy;

25. Committing a fraudulent act or a breach of trust under any circumstances;

26. Committing or involvement in any act of unlawful harassment of another
individual;

27. Failing to promptly report work-related injury or illness;

28. Any other action or behavior, which could harm the School’s, parents’, or
students’ interest.

This statement of prohibited conduct does not alter the School's policy of at-will
employment. Either the employee or the School remains free to terminate the
employment relationship at any time, with or without reason or advance notice.

C. Physical Contact with Students and Other Staff
Members

It is the policy of the School that no staff member will use corporal punishment against a
student. This prohibition includes: spanking, slapping, pinching, hitting or the use of any
other physical force as retaliation or correction for inappropriate behavior. While the use
of appropriate touching is part of daily life and is important for student development, a
teacher and staff member must ensure that they do not exceed appropriate behavior. If a
child or other staff member specifically requests that the individual not be touched, then
that request must be honored without question.

The following forms of touching are never appropriate:

Sexually motivated physical conduct or touching
Angry or violently motivated touching
Inappropriate or lengthy embraces

Kissing of any kind

Corporal punishment

Sitting student on one’s lap

Touching buttocks, chests or genital areas
Pushing a person or another person’s body part
Showing affection in isolated areas

0 Wrestling with students or other staff members

SORNAU R WD
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11. Bench-pressing another person

12. Tickling

13. Piggyback rides

14. Massages

15. Any form of unwanted affection

16. Any form of sexual contact

17. Poking fingers at another person that results in an offensive contact

18. Having a student in an employee’s vehicle or transporting a student

19. Intentionally being alone with a student

20. Any touching that would lead a reasonable person to suspect inappropriate
behavior.

For additional examples of unacceptable and acceptable Staff/Student Behaviors, see the
School’s Professional Boundaries Policy.

Restraining a child who is trying to engage in violent or inappropriate behavior may be
permitted. Only such force as necessary to defend one’s self or another or to protect
property is legally allowed. Excessive force is prohibited. Violation of this policy could
subject the teacher or staff member to discipline to include termination for cause.
Additionally, the victim may choose to bring civil or criminal charges against the
violator.

When interacting with younger children or children with a disability, an appropriate
physical touch may sometimes be necessary. A touch for the purpose of redirecting or
refocusing, assisting with physical care (i.e. cleaning up a small child after a bathroom
accident) may be appropriate in limited circumstances although clearly inappropriate in
more general circumstances.

It is impossible to define each and every instance when touching is inappropriate.
Employees must use professional judgment and discretion related to physical touch.

This policy does not prevent appropriate forms of touching a student, including for the
purpose of guiding them along a physical path, helping them up after a fall, engaging in a
rescue or the application of Cardiopulmonary Resuscitation (CPR) or other emergency
first-aid. Nor does it prohibit the use of reasonable force and touching in self-defense or
in the defense of another.

D. Off-duty Conduct

While the School does not seek to interfere with the off-duty and personal conduct of its
employees, certain types of off-duty conduct may interfere with the School’s legitimate
business interests. For this reason, employees are expected to conduct their personal
affairs in a manner that does not adversely affect the School’s or their own integrity,
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reputation or credibility. Illegal or immoral off-duty conduct by an employee that
adversely affects the School’s legitimate business interests or the employee's ability to
perform their job may result in disciplinary action and/or dismissal as allowed by law.

E. Drug and Alcohol Free Workplace and Awareness
Program

The School will comply with all federal and state regulations regarding drug and alcohol
use while employees are on the job. This policy covers all School employees and
violation of the School’s policy related to drug use is grounds for immediate termination.
The School is concerned about the use of alcohol, illegal drugs and controlled substances
as it affects the workplace, the School community and students. Though marijuana is
legal in many California cities, it is still considered an illegal substance under Federal law
and therefore considered an illegal substance for this policy. Use of these substances
whether on or off the job can adversely affect an employee's work performance,
efficiency, safety, and health and therefore seriously impair the employee's value to the
School and its students. In addition, the use or possession of these substances on the job
constitutes a potential danger to the welfare and safety of other employees and students
and exposes the School to the risks of property loss or damage or injury to other persons.
The unlawful manufacture, distribution, dispensation, possession, or use of a controlled
substance is prohibited in the workplace.

Conduct against this policy includes, but is not limited to, the following:

1. Driving a School vehicle, or a vehicle designated for school business, while under
the influence of alcohol or an illegal or controlled substance;

2. Selling or purchasing an illegal or controlled substance, including while on the
job, on school property, or in the presence of students;

3. Possessing or using alcohol or an illegal or controlled substance while on the job,
on school property, or in the presence of students,

4. Under the influence of alcohol or an illegal or controlled substance while on the
job, on school property, or in the presence of students.

The School will provide information to employees about:

The dangers of drug abuse in the workplace;

The policy of maintaining a drug-free workplace;

Any available drug counseling, rehabilitation, and assistance programs; and

The penalties that the School may impose upon them for drug abuse violations
occurring in the workplace.

b=

Violation of these rules and standards of conduct will not be tolerated and may result in
disciplinary action, up to and including termination of employment. The School may also
bring the matter to the attention of appropriate law enforcement authorities. The School
may terminate an employee who is convicted of a controlled substance offense to the

29



extent allowed by law. Alternatively, the School may, as required or allowed in
accordance with applicable law, require the employee to participate satisfactorily in a
drug abuse assistance or rehabilitation program approved for these purposes by a Federal,
State or local health, law enforcement, or other appropriate agency.

As a condition of employment, employees are required to notify the School in writing of
any conviction for a violation of a criminal drug statute. Such notification must be made
no more than five (5) calendar days after the conviction. The School may, as required by
applicable law, notify federal or state agencies of any applicable employee convictions if
such a report is required by law.

The School will provide a reasonable accommodation to an employee who voluntarily
requests an accommodation or leave of absence to voluntarily participate in a drug or
alcohol rehabilitation program. Please note that the request must be made before the
employer learns of a violation of the Drug and Alcohol Free Workplace policy. Any
employee who participates in a rehabilitation program would still be responsible for
following all other School policies. Employees returning from a voluntary rehabilitation
program will be required to comply with a return-to-work agreement addressing the terms
and conditions of continued employment.

In order to enforce this policy, the School reserves the right to conduct legal searches of
school property and to implement other measures, which are in accordance with law and
necessary to deter and detect violation of this policy. As a condition of employment, the
employee agrees to abide by the terms of this policy.

The School will abide by all relevant laws, including laws regarding employee disability
and reasonable accommodations in implementing this policy.

F. Tobacco Free Workplace

The School is a tobacco free workplace. No tobacco products are to be used in the
workplace or at work functions. This includes all VAPE and e-cigarette products.
Additionally, employees are required to adhere to any building and site policies regarding
designated areas for smoking.

G. Punctuality and Attendance

Employee punctuality and consistent attendance contributes to the positive operations of
the School. As such, attendance and punctuality are performance expectations and are
measured on the overall job performance. Employee tardiness or chronic absenteeism
causes unnecessary problems for students and fellow employees. While an employee is
absent, other employees may be burdened with performing additional duties in order to
maintain operations. Further, employees are expected to report to the workplace and be
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prepared to begin work at their scheduled reporting times. To avoid conflict with the
daily operations of the School, employees should schedule personal affairs outside of
regular working hours.

If an employee is unable to report for work on any particular day, they must call their
supervisor or HR at least one hour before the time they were scheduled to begin working
on that day in order to obtain pre-approval for the absence. An employee may be excused
from this one hour notice requirement if extenuating circumstances prevented them from
contacting the supervisor. In all cases of absence or tardiness, employees must provide
the School with an honest reason or explanation.

Employees must inform HR or designee of the expected duration of any absence.
Excessive absences, lateness or failure to give the supervisor advance notice for absence
or lateness can result in disciplinary action or dismissal from employment. Excessive
absenteeism or tardiness, whether excused or not, will not be tolerated.

If the employee fails to report for work without any notification to their supervisor or to
HR, and the absence continues for a period of three days, the School will consider it a
voluntary resignation unless a written medical excuse is provided by a physician to
confirm that the employee has not abandoned their employment.

Employees with emergencies or situations that do not allow them to do their job, must
inform their supervisor or HR within 24 hours. Failure to return phone calls or emails
within 24 hours during workdays requires an explanation to the employee’s supervisor.
Failure to inform a supervisor of an expected absence, failure to return phone calls or
emails for three (3) work days without notice, and missing required deadlines or meetings
constitutes abandonment of employment.

Please refer to the policies related to leaves of absence and paid sick days in the
handbook for more information.

H. Professionalism

The success of the School depends upon the quality of the relationships between the
School, its employees, students, parents and the general public. The public impression of
the School and its interest will be formed, in part, by their interactions with employees.
The more goodwill an employee promotes, the more employees, students, parents and the
general public will respect and appreciate the employee, the School, and the Schools’
services.

Employees are encouraged to help make a good impression of the School by:

31



Communicating regularly.

Acting competently and dealing with others in a courteous and respectful manner.

Communicating pleasantly and respectfully with others at all times.

Following up on requests and questions promptly, providing professional replies

to inquiries and requests.

5. Responding to email and voicemail within 24 business hours, or within a
reasonable period of time depending on the assignment (employees should discuss
this with their supervisor).

6. Taking pride in performing duties in an exceptional manner.

b NS

Employees may not bring their own children to school events (learning period meetings,
assessments, school meetings, etc.) unless they are a student participant in the events or it
is a general school event open to all students or employee families. The CEO or designee
may grant an exception.

I. Dress Code

Each employee is a representative of the School in the eyes of the public. Therefore, each
employee must report to work properly groomed and dressed in professional attire in a
manner consistent with the nature of the work performed. Employees who report to work
inappropriately dressed may be asked to clock out and return in acceptable attire.

Violation of the dress code is determined by the CEO or designee. The CEO or designee
may issue more specific dress code guidelines at any time, which shall be in accordance
with law. The standards of grooming and hygiene outlined below set the minimum
requirements to which all employees, contract workers, and temporary staff are required
to adhere.

Employee dress is described as business casual, which includes:
e Slacks, dockers and other office style pants,
e Skirts and dresses to or below the knee,
e Button down shirts, blouses, and sweaters.
e All clothes are to appear clean, pressed and without stains or holes.

Inappropriate attire:

e Spaghetti straps or strapless tops,

e Overly baggy or tight so as to be revealing,

e Plunging necklines, midriff revealing tops, or any clothing that is exposes
the employee inappropriately,

e (lothing with offensive words or pictures,

e Any clothing that is overly casual (shorts, tank tops, athletic wear),
appears dirty, wrinkled, or has stains or holes.
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Overall grooming — Grooming standards for everyone includes the appearance of care
and proper hygiene. Hair, makeup, and jewelry may not interfere with an employee’s
ability to perform the job duties or pose a safety issue. Facial piercings should be
removed and tattoos should be covered during work hours. Excessive piercings or
offensive tattoos may prohibit an individual from being considered for a customer facing
assignment. The School reserves the right to ask any employee to cover inappropriate
tattoos or remove any piercings that are not reflective of the school culture.

Exceptions — The School recognizes some events as acceptable for casual dress. The
majority of the same dress and grooming standards apply, however employees may wear
jeans, seasonally appropriate clothing, and more casual shoes.

Requests for an exception to the dress code policy for religious beliefs or practices must
be addressed to the CEO or designee or an HR representative. Each request will be
evaluated on a case-by-case basis.

Supervisors are expected to inform employees when they are violating the dress code.
Employees in violation are expected to immediately correct the issue. This may include
having to leave work to change clothes. Repeated violations or violations that have major
repercussions may result in disciplinary action being taken up to and including
termination.

J. Gifts to Employees

It is the policy of the School that no employee may accept any gift from an outside party,
client, contractor, vendor, community provider, business associate, parent or student that
is of such nature that it could affect their impartiality with regard to decisions or actions
affecting school operations. Gifts with a value of less than $50 are excluded from this
policy.

K. Fee and Cash Collection

No staff member, other than specifically authorized individuals, is permitted to accept
cash and/or checks. All school events, for which money is collected, must be approved
by the Executive Director or designee who will supervise the collection of all fees and
will be responsible for managing the receipts. Cash and/or checks should not be stored or
locked in staff offices or desks. All financial transactions should be coordinated with the
Executive Director or designee. Employees must obtain approval from the Executive
Director prior to soliciting staff for donations or financial support for any outside
event/activity.

L. Building Security
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Building security is the responsibility of all staff. The last employee, or a designated
employee, who leaves the office at the end of the business day assumes the responsibility
to ensure that the office is secure; for example, all doors are securely locked, the alarm
system is armed, thermostats are set on appropriate evening and/or weekend setting, and
all the appliances and lights are turned off with the exception of the lights normally left
on for security purposes. Employees are not allowed on properties or leased facilities
after hours without prior authorization from the Executive Director, CEO or designee.
All employees who are issued keys to the office are responsible for their safekeeping and
will sign for receipt of such key.

Section IV: Personnel Policies and Procedures

The School will continually strive to recruit and retain highly qualified employees and
remain a competitive public school employer, including examining employee evaluation,
compensation, and discipline/dismissal practices annually.

A. New Employee Orientation

Orientation is a formal welcoming process that is designed to make the new employee
feel comfortable, informed about the School, and prepared for their position. New
employee orientation , includes an explanation of the core values, vision, mission, goals,
and objectives of the School. In addition, the new employee will be given an overview of
benefits and complete any necessary paperwork through the HR department.

B. Employee Status

Employees may include exempt, nonexempt, regular full-time, regular part-time, and
seasonal persons employed with the School who are subject to the control and direction
of the School in the performance of their duties.

e Exempt: Employees whose positions meet specific criteria established by the Fair
Labor Standards Act (FLSA) and who are exempt from overtime pay
requirements.

e Nonexempt: Employees whose positions do not meet FLSA criteria and who are
paid one and one-half their regular rate of pay for hours worked in excess of 40
hours per week. Nonexempt employees are also subject to meal period and rest
break regulations.

e Regular full-time: Employees who are regularly scheduled to work 30 or more
hours per week. Generally, full time employees are eligible for the School benefit
package, subject to the terms, conditions, and limitations of each benefit program.
Full-time status will be evaluated on a monthly basis.

o Teachers of Record (TOR) with rosters of a minimum of 22 students are
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considered full time. A full time TOR is expected to work at least six (6) hours

per day, for 185 work days, for a minimum of 1,110 hours per year.

Teacher of Record | Exempt Certificated N((j)lr; S;;%Tgt
Employee Status | (Student Caseload and Classified
er Month) (FTE) (Hours per
p Week)
Regular Full Minimum 22 75+ FTE 30+ hours
Time students
Regular Part 14-21 students .50-.74 FTE 20-29 hours
Time
Non-Regular 13 or less students 49 FTE or less 19 hours or less

Student Counts
The teacher may indicate their desired student count with the School as a request,

however, the needs of the School will determine the number of students assigned to the
teacher.

C. Job Duties

The assigned supervisor will clarify the job duties and the expectations for behavior and
job performance. The employee’s job responsibilities and tasks are subject to change and
update during employment as stated in the at-will employment agreement and job
description and job description. On occasion, the employee may be asked to work on
projects, or to help with other work necessary or important to the operation of their
department or the School. The employee’s cooperation and assistance in performing such
additional work is expected. The School reserves the right, at any time, with or without
notice, to alter or change job responsibilities, reassign or transfer any employee’s job
positions, or assign additional job responsibilities.

D. Nonexempt Employees

1. Work Schedules

Business hours of school sites and offices (if any) shall be established by the CEO or
designee. The CEO or designee will assign the classified staff’s individual work schedule
to ensure staffing throughout the workday. Employees are expected to be at their desks or
workstations at the start of their scheduled shifts, ready to work.

For the purposes of pay and leave accrual calculations, full-time for classified employees,
is defined as 2,080 working hours. Work schedule exchanges will be reviewed on a case
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by case basis as long as the exchange does not interfere with normal operations or result
in excessive overtime. Exchanging work schedules with other employees may be
authorized by the supervisor or their designee when necessary.

The workweek begins at 12:01 a.m. Monday and ends at midnight on Sunday.

2. Rest Breaks and Meal Periods
a. Rest Breaks

Rest breaks are on the clock and duty-free. Employees are expected to return to work
promptly at the end of any rest breaks.

b. Number of Rest Breaks

Nonexempt employees are provided one (1) paid ten-minute rest break for every four (4)
hours worked (or major fraction thereof, which is defined as any amount of time over two
(2) hours). A rest break is not authorized for employees whose total daily work time is
less than three and one half (3.5) hours.

If the employee works a shift from three and one-half (3.5) to six (6) hours in length, they
will be entitled to one (1) paid ten-minute rest break. If they work more than six (6) hours
and up to 10 hours, they will be entitled to two (2) paid ten-minute rest breaks. If the
employee works more than 10 hours and up to 14 hours, they will be entitled to three (3)
paid ten-minute rest breaks.

c¢. Timing of Rest Breaks

The employee is authorized and permitted to take a rest break in the middle of each
four-hour work period. There may be practical considerations that make this general
timing infeasible and that require the School to deviate from this general rule. The
employee will be informed if there are practical considerations that make this timing
infeasible. In the event of these considerations, the immediate supervisor may need to
schedule the rest breaks.

d. Meal Period

All nonexempt employees will be provided an uninterrupted unpaid meal period of at
least 30 minutes if working more than five (5) hours in a workday. The employee must
clock out for the meal period and will be permitted a reasonable opportunity to take this
meal period. During the meal period, the employee is relieved of all duty and is free to
leave the premises. The employee is expected to return to work promptly at the end of the
meal period.

If the total work period for the day is more than five (5) hours per day, but no more than
six (6) hours, the meal period may be waived. This cannot be done without the mutual
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consent of the employee and HR. Any such waiver must be requested and approved with
HR and supervisor in advance.

e. Timing of Meal Period
As with rest breaks, the employee is authorized and permitted to take a meal period.

The meal period will be provided no later than the end of the fifth hour of work. For
example, if work begins at 8:00 a.m., the meal period must begin by 12:59 p.m. (which is
four hours and 59 minutes into the shift).

There may be practical considerations that make this general timing infeasible and that
require the School to deviate from this general rule. The immediate supervisor may need
to schedule the timing of an employee’s meal period to ensure efficient business
operations.

f- Second Meal Period

If the employee works more than 10 hours in a day, they will be provided a second,
unpaid meal period of at least 30 minutes. Again, the employee must clock out for the
meal period and will be permitted a reasonable opportunity to take this meal period; the
employee will be relieved of all duty. During the meal period, the employee is relieved of
all duty and is free to leave the premises. The employee is expected to return to work
promptly at the end of the meal period.

Depending on the circumstances, the employee may be able to waive the second meal
period if the first meal period was taken and if the total hours worked for the day is no
more than twelve hours. This cannot be done without the mutual consent of the employee
and HR. Any such waiver must be requested and approved with HR and supervisor in
advance.

g. Timing of Second Meal Period

As with rest breaks, the employee is authorized and permitted to take a meal period. A
second meal period is required if the employee’s hours exceed 10 hours in one workday.

This second meal period will be provided no later than the end of the 10th hour of work.
For example, if work begins at 8:00 a.m., the employee must start the second meal period
by 5:59 p.m. (which is 9 hours and 59 minutes into the shift).

There may be practical considerations that make this general timing infeasible and that
require the School to deviate from this general rule. The immediate supervisor may need
to schedule the timing of an employee’s meal period to ensure business operations.
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h. Recording Meal Periods

The employee must clock out for any meal period and record the start and end of the meal
period. Employees are not allowed to work “off the clock.” Work time must be accurately
reported on the time record.

i. Missed Rest Breaks and Meal Periods

If for any reason the employee is not provided a rest break or meal period in accordance
with the policy, or if they are in any way discouraged or impeded from taking their rest
break or meal period, or from taking the full amount of time allotted to them, the
employee may be eligible for a missed rest break or meal period remedy and should
immediately notify HR.

Anytime the employee misses a rest break or meal period that was provided to them (or
they work any portion of a provided meal period), they will be required to report the time
to HR and document the reason for the missed rest break and meal period.

Please also refer to the School's Timekeeping Policy.

3. Timekeeping

All nonexempt employees are required to record time worked for payroll purposes.
Employees must record their own time at the start and at the end of each work period,
including before and after the meal period. Altering with this procedure in any way is not
permissible and is subject to disciplinary action. Time cards in the payroll system are to
be approved by the employee and the supervisor prior to each payroll. Any errors on the
time card should be reported immediately to HR. Employees with consistent patterns of
not following time recording responsibilities are subject to disciplinary actions.

All communication between the nonexempt employee and management concerning work
related issues is not permitted after hours. Once the nonexempt employee has recorded
the end of a work period at the end of the day, that employee is no longer clocked in. All
work related correspondence will resume the next work day except in the case of an
emergency or at the direction of the supervisor. Nonexempt employees will be
compensated at the appropriate rate of pay for any additional time worked outside of their
work day.

4. Pay for Mandatory Meetings/Training

The School will pay nonexempt employees for attendance at meetings, lectures, and
training programs when attendance is mandatory, and the meeting, course, or lecture is
directly related to the job and is outside of the regular schedule. If such attendance is
required, the employee will be informed by the CEO or designee. Unless otherwise noted,
trainings and meetings are included as part of an exempt employee’s regular pay.
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5. Overtime

All overtime work must be requested in advance by the employee and authorized by the
supervisor prior to the time to be worked. Nonexempt classified employees may be
directed to work overtime as necessary. Only actual hours worked in a given workday or
workweek can apply in calculating overtime. The School provides compensation for all
overtime hours worked by nonexempt employees in accordance with state and federal
law. All hours worked in excess of eight (8) hours in one workday or 40 hours in one
workweek will be treated as overtime. A workday begins at 12:01 a.m. and ends at
midnight 24 hours later. The work week begins at 12:01 a.m. Monday and ends at
midnight on Sunday.

Compensation for hours in excess of 40 hours for the workweek, or in excess of eight (8)
hours and not more than 12 hours for the workday, and for the first eight hours on the
seventh consecutive day of work in one workweek, shall be paid at a rate of
one-and-one-half times the employee's regular rate of pay. Compensation for hours in
excess of 12 hours in one workday and in excess of eight (8) hours on the seventh
consecutive workday in a workweek shall be paid at double the regular rate of pay.

E. Exempt Employees

The School will pay exempt employees a salary rather than by the hour. Once an
employee’s sick days have been exhausted or are otherwise unavailable, the School will
deduct pay from an exempt employee’s salary under the following circumstances: (i) one
or more full days absences for personal reasons; (ii) one or more full day absences for
illness, injury, or sickness, (iii) one or more full work weeks disciplinary suspensions;
and (iv) partial (for intermittent leave) or full day absences during an approved family or
medical leave in accordance with law. Exempt employees who believe that the School
made an incorrect or improper salary deduction should promptly report the deduction to
their supervisor or the HR department. If the School incorrectly or improperly made a
deduction from an exempt employee’s salary, it will reimburse the employee for the
deducted pay as soon as possible.

F. Salary Overpayments

Because the School receives public funds, the School is obligated by law to seek
reimbursement for any salary overpayment and cannot waive the recovery of the
overpayment. Employees who receive excess pay as a result of a payroll error are
required to return the funds to the School. The School will provide the employee with the
correct salary calculation and the amount that is owed to the School. The employee may
return the overpayment in full through a cashier’s check or money order or allow the
School to deduct the overpayment from the next paycheck. The School may arrange for a
repayment plan that is mutually agreeable to both the School and the employee and does
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not exceed one calendar year from the date of the overpayment.

G. Employee Evaluation

Supervisors will conduct performance reviews with all regular full-time and regular
part-time employees annually. Supervisors may conduct informal performance reviews
and goal setting sessions more often if they choose.

Performance reviews are designed for the supervisor and the employee to discuss their
current job tasks, encourage and recognize attributes, and discuss positive, purposeful
approaches for meeting work-related goals. Together, the employee and supervisor will
discuss ways in which the employee can accomplish goals and/or learn new skills.

Performance review and goal setting sessions may or may not have a direct effect on any
changes in salary compensation. For this reason, among others, it is important to prepare
for these reviews carefully, and participate in them fully.

Additional details on employee evaluations will be provided by Human Resources upon
hire.

H. Corrective Action

All employees are expected to meet School standards of work performance. Work
performance encompasses many factors, including attendance, punctuality, personal
conduct, job proficiency and general compliance with School policies and procedures. If
an employee does not meet these standards, the School may or may not, at its sole
discretion, take corrective action, other than immediate dismissal. Employees have no
entitlement to corrective action or progressive discipline prior to dismissal.

The intent of corrective action is to formally document problems while providing the
employee with a reasonable time within which to improve performance.

The School holds each of its employees to certain work rules and standards of conduct.
When an employee deviates from these rules and standards, the employee may be
terminated, or, at the School’s discretion, be subject to corrective action by a supervisor.

Corrective actions may include, but are not required to include, an oral warning, a written
warning, probation, suspension, and termination of employment. In deciding which initial
corrective action would be appropriate, a supervisor may consider the seriousness of the
infraction, the circumstances surrounding the matter, and the employee’s previous record.
As an at-will employer, the School may use all, some or none of the corrective actions
described and will handle corrective action based on its own discretion.
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Though the School will try to find paths for improvement whenever possible, the School
considers certain rule infractions and violations of standards as grounds for immediate
termination of employment. These include but are not limited to: theft in any form,
insubordinate behavior, any misconduct concerning a child/student, vandalism or
destruction of School property, trespassing, the use of School equipment without prior
authorization, untruthfulness about personal work history, skills, or training, divulging
proprietary information, and misrepresentations of the School to another employee, a
prospective employee, or the general public.

Nothing in this section or any other section alters an employee’s status as an at-will
employee who may be terminated, with or without cause and with or without advance
notice at any time by the School. Nothing in this section is intended to interfere with an
employee’s rights to communicate or voice concerns that are protected by Federal and
State law.

I. Procedure for Disciplinary Action

The corrective action process is designed to encourage development by providing
employees with guidance in areas that need improvement such as poor work
performance, attendance problems, personal conduct, general compliance with School
policies and procedures and/or other disciplinary problems.

Corrective actions may be taken at the discretion of management and include any of the
following:

1. Verbal counseling, which may be confirmed in writing by the supervisor
Written warning, which will be placed in the personnel file

3. Suspension, which will be confirmed in writing for the personnel file. Suspension
is normally used to remove an employee from the organization premises during an
investigation, or as a disciplinary action. This may be paid or unpaid. If the
employee is suspended, it will be documented in the personnel file.

4. Discharge, which will be documented in the personnel file.

The corrective action process will not always commence with a verbal counseling or
include every step. The above options are not to be seen as a process in which one step
always follows another. Some acts, particularly those that are intentional or serious,
warrant more severe action on the first or subsequent offense. Consideration will be given
to the seriousness of the offense, the intent and motivation to change the performance,
and the environment in which the offense took place. As a reminder, employment
remains at-will before, during, and after a disciplinary action.
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J. Terminations

There are two types of terminations that may affect employees. Voluntary termination
results when an employee voluntarily resigns their employment. Involuntary terminations
result when the School makes the difficult decision to part ways with the employee.

Regardless of the reason for termination, all school-owned property, including vehicles,
keys, credit cards, student files, or school property in the possession of the employee
must be returned to the School immediately upon termination from employment, within
72 hours from the final date of employment with the School. Employees are not to recruit
students from the School to a new place of employment.

All wages owed will be paid out upon the date of termination for involuntary
terminations or within 72 hours after an employee resignation if the employee gave 72
hours or less notice.

K. Personnel Records

Employees have a right to inspect certain documents in the personnel file as provided by
law. The contents of personnel records will be available for inspection to the current or
former employee, or their representative, at reasonable intervals and at reasonable times,
but not later than thirty (30) calendar days from the date the School receives a written
request. However, the employee, or their representative, and the School agree in writing
to a date beyond thirty (30) calendar days to inspect the records, and the agreed-upon date
does not exceed thirty-five (35) calendar days from receipt of the written request.
Additionally, the School shall provide a copy of the personnel records, at a charge not to
exceed the actual cost of reproduction, to a current or former employee, or their
representative, no later than thirty (30) calendar days from receipt of the request, unless
the current or former employee, or their representative, and the School agree in writing to
a date beyond thirty (30) calendar days to produce a copy of the records, as long as the
agreed-upon date does not exceed thirty-five (35) calendar days from the employer's
receipt of the written request.

The employee may add comments to any disputed item in the file. Only HR, the CEO or
designee is authorized to release information about current or former employees.
Disclosure of personnel related information to agencies or individuals outside the School
will be limited and in accordance with law; however, the School will cooperate with
requests from authorized law enforcement or local, state or federal agencies conducting
official investigations and as otherwise legally required.

The School is required by law to keep current all employees' names and addresses.
Employees are responsible for notifying the School in the event of a name or address
change.
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L. Destruction of Personal Information Records

In the course of the employee’s duties at the School, they may encounter records which
contain personal information (i.e., a person’s name and Social Security Number, driver’s
license number, state identification number or any account number, credit or debit card
number, access code or passwords that may permit access to an individual’s financial
account, payroll, or personal health information). The School expects all employees to
take appropriate measures to maintain the confidentiality and integrity of such
information and prevent unauthorized access. Employees must ensure hard copies of
documents are stored securely, such as in a locked file cabinet, with access provided only
to authorized individuals with a need to know. Electronic media must be encrypted or
password protected. Passwords should never be included in any transmission that also
contains the data. Employees should dispose of data no longer needed by shredding paper
documents and properly erasing electronic media to ensure that the personal information
cannot be read or reconstructed. Failure to follow proper storage and disposal procedures
may result in disciplinary action up to and including termination.

M. Employment Posters

The School maintains bulletin boards in School offices and on the HR information
system that contain important information about employment. In addition to federal and
state required notices, school-related information will also be available in this location.
All employees are encouraged to look at the bulletin board regularly and to read all of the
information displayed in detail. Any questions about the information should be directed
to the supervisor or HR. These bulletin boards are reserved for School use only;
employees may not post or remove any information from them.

N. Outside Employment

This policy is not intended to prohibit an employee from working an appropriate second
job. Employees are permitted to engage in outside work or hold other jobs, subject to
certain restrictions as outlined below.

(1) Activities and conduct away from the job must not compete, conflict with or
compromise the school interests or adversely affect an employee’s job performance and
the ability to fulfill all responsibilities to the School. Employees are prohibited from
performing any services for customers on non-working time that are normally performed
by the School. This prohibition also extends to the unauthorized use of any school tools
or equipment and the unauthorized use or application of any confidential information. In
addition, employees are not to solicit or conduct any outside business during paid
working time.
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(2) Employees are cautioned to consider carefully the demands that additional work
activity will create before accepting outside employment. Outside employment will not
be considered an excuse for poor job performance, absenteeism, tardiness, leaving early,
refusal to travel or refusal to work overtime or different hours. If outside work activity
causes or contributes to job-related problems, it must be discontinued, and, if necessary,
normal disciplinary procedures will be followed to deal with the specific problem.

3) In evaluating outside work, the following guidelines will be considered to
determine whether the proposed employment is allowed. Employees may not engage in
outside employment that:

1) involves working for a competing or similar model School;

2) occurs during work hours without the use of appropriate leave;

3) actually or potentially results in a conflict of interest with or interfere with the
employee’s responsibilities to the School;

4) involves working for an organization that does business with the School, such as
contractors, community providers, suppliers and customers;

5) may adversely affect the School’s image.

4) Employees who have accepted outside employment may not use paid sick leave to
work on the outside job. Fraudulent use of sick leave will result in disciplinary action up
to and including termination.

If it is determined that the outside employment constitutes a conflict of interest or
disruption of the School’s operation, the employee will be asked to limit or restrict the
outside employment. Disciplinary action up to and including termination of employment
may be taken for outside employment that is inconsistent with this policy unless
otherwise approved.

O. Whistleblower Policy

It is the policy of the School to encourage its employees and applicants for School
employment to disclose improper governmental activities, based in part on California
Education Code Section 44110 et. seq. and to address written complaints that allege acts
or attempted acts of interference, reprisal, retaliation, threats, coercion or intimidation
against employees or applicants who disclose improper governmental activities. School
management has the responsibility to seek out and correct any and all abuses resulting
from improper governmental activities, and to protect those who come forward to report
improper governmental activities.

Concerns that may be raised include, but are not limited to, the following:
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1) Reporting suspected violations of local, state, and federal law, including but not
limited to federal laws and regulations;

2) Providing truthful information in connection with an inquiry or investigation by a
court, agency, law enforcement, or other governmental body; and

3) Identifying potential violations of School policy, specifically the policies
contained in the handbook with reference to employee safety or health, unsafe
working conditions or work practices in the employee’s employment or place of
employment.

A whistleblower can also be an employee who refuses to participate in an activity that
would result in a violation of a state or federal statute, or a violation of or non-compliance
with a local, state or federal rule or regulation.

The School may not:

1) Make, adopt, or enforce any rule, regulation, or policy preventing an employee
from being a whistleblower;

2) Retaliate against an employee who is a whistleblower;

3) Retaliate against an employee for refusing to participate in an activity that would
result in a violation of a state or federal statute, or a violation or noncompliance
with a state or federal rule or regulation; or

4) Retaliate against an employee for having exercised their rights as a whistleblower
in any former employment.

P. Complaint Procedure

The School encourages employees to resolve issues or concerns at the lowest level
possible to ensure a positive and professional work environment. When issues cannot be
successfully resolved or the issue is serious in nature against the supervisor, the employee
should bring the matter to the attention of HR for assistance. The complaint procedure
approved by the Board of Directors is as follows:

1. The complainant will bring the matter to the attention of the Human Resources
manager as soon as possible after attempts to resolve the complaint with the
immediate supervisor have failed or were not appropriate; and

2. The complainant will reduce their complaint to writing, indicating all known and
relevant facts, in the School’s Internal Complaint Form. The Human Resources
manager or designee will then investigate the facts and provide a solution or
explanation.

3. If the complaint is about the Human Resources manager, Chief Executive Officer,
or Executive Director, the complainant may file their Internal Complaint Form
with the President of the School’s Board of Directors, who may then confer with
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the Board and may conduct a fact-finding investigation or authorize a third party
investigator on behalf of the Board. The Board President or investigator will
report their findings to the Board for review and action, if necessary.

This policy cannot guarantee that every problem will be resolved to the employee’s
satisfaction. However, the School values each employee’s ability to express concerns,
and the need for resolution without fear of adverse consequence to employment.

1. Confidentiality: All complainants will be notified that information obtained from
the complainants and thereafter gathered will be maintained in a manner as
confidential as possible, but in some circumstances absolute confidentiality
cannot be assured.

2. Non-Retaliation: All complainants will be advised that they will be protected
against retaliation as a result of the filing of any complaint or participation in any
complaint process.

3. Resolution: The School will investigate complaints appropriately under the
circumstances and pursuant to the applicable procedures, and if necessary, take
appropriate remedial measures to ensure effective resolution of any complaint.

Q. Uniform Complaint Procedures

The School will provide annual notice to all employees of the Uniform Complaint
Procedures that may be used to allege a violation of federal or state laws governing
certain educational programs. Copies of the Uniform Complaint Procedures and
additional information may be found in the board policy section on the School’s website
or by contacting HR.

Section V: Operational Considerations

A. Employer Property

Anything purchased with school funds such as computers and educational materials are
considered School property and must be maintained according to School rules and
regulations. School property is to be used only for work-related purposes. The School
reserves the right to search and inspect all School property and any property used by
employees in work related duties to ensure compliance with its rules and regulations,
without notice to the employee and at any time, not necessarily in the employee’s
presence.

Employees may make or accept personal telephone calls, text messages, or emails within
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reason during working hours to perform important personal business. It is also
acceptable to use a computer to perform the same minimal personal tasks. Employees
may not use the School’s phone to make personal calls that would incur long distance
fees.

The School may periodically need to assign and/or change passwords and personal codes
for voicemail, email and computer. Except as provided herein, these communication
technologies and related storage media and databases are to be used only for School
business and they remain the property of the School. The School reserves the right to
override any such password system at any time at its sole discretion, with or without
cause.

Prior authorization must be obtained from the CEO or designee before any School
property may be removed from the School premises, except in the course of normal
movement of educational materials/computers by the employee. In this case, regular
check-out/tracking procedures must be followed.

Terminated employees who work at a school site should remove any personal items at the
time they leave the School. Personal items left in the workplace are subject to disposal if
not claimed at the time of an employee’s termination.

Employees must safeguard and not damage/destroy School property, including computer
hardware or software, e-mails, internal files, notes and correspondence, student records,
papers, recordings, pictures, screenshots, and any other items of any nature that belong to
or concern the School. Upon separation of employment, employees must return all of the
School’s property and proprietary information as soon as possible, no later than 72 hours
from the final date of employment, and not share, destroy, or retain any copies of such
property and information.

Any employee who is found to have neglected or misused the School’s property will be
subject to disciplinary action up to and including termination. If an employee’s misuse of
the School’s property damages the property, the School reserves the right to require the
employee to pay all or part of the cost to repair or replace the property. Misappropriation
of the School’s property is grounds for immediate termination and possible criminal
action.

B. Use of Electronic Media

The School uses various forms of electronic communication including, but not limited to
computers, email, telephones and web sites. All electronic communications, including all
software, databases, hardware, and digital files, remain the sole property of the School
and are to be used only for School business and not for any personal use, except as
allowed above.
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Electronic communication and media may not be used in any manner that would be
discriminatory, harassing or obscene, or for any other purpose that is illegal, against
School policy or not in the best interest of the School.

Employees who misuse electronic communications and engage in defamation, copyright
or trademark infringement, discrimination, harassment, or related actions will be subject
to discipline up to dismissal. The School reserves the right to require authorization prior
to installation of software on a School computer and/or mobile devices .

All electronic information created by any employee using any means of electronic
communication is the property of the School and remains the property of the School.
With School approval, employees may use personal passwords for purposes of security,
but any employee’s use of a personal password does not affect the School’s ownership of
the electronic information.

The School may at any time override all personal passwords for any reason.

The School reserves the right to access and review electronic files, messages, mail, and
other digital archives, and to monitor the use of electronic communications as necessary
to ensure that no misuse or violation of School policy or any law occurs.

Employees are not permitted to access the electronic communications of other employees
or third parties unless directed to do so by School Administration.

Access to the Internet, websites, and other types of School-paid computer access are to be
used for School related business. Any information about the School, its products or
services, or other types of information that will appear in the electronic media about the
School must be approved by the CEO or designee before the information is placed on an
electronic information resource that is accessible to others.

Questions about access to electronic communications or issues relating to security should
be addressed to the CEO or designee.

C. Social Media

Social media can serve as a powerful tool to enhance communication. This technology
can provide many benefits for communication. This section addresses employees’ use of
publicly available social media networks including: personal Websites, Web logs (blogs),
WIKISs, social networks, online forums, virtual worlds, and any other social media. The
School takes no position on employees’ decision to participate in the use of social media
networks for personal use on personal time. However, use of social media for personal
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use during School time or on School equipment is prohibited. In addition, employees
must avoid posting any information or engaging in communications that violate state or
federal laws or School policies.

General Statement

The line between professional and personal relationships is blurred within a social media
context. When employees choose to join or engage with students, families or fellow
employees in a social media context that exists outside those approved by the School,
they are advised to maintain their professionalism as School employees and have
responsibility for addressing inappropriate behavior or activity on these networks,
including requirements for mandated reporting. Employees must avoid posting any
information or engaging in communications that violate state or federal laws or School
policies.

Employees are expected to serve as positive ambassadors and to remember they are role
models to students in the community. Because readers of social media networks may
view the employee as a representative of the School, the School requires employees to
observe the following rules when referring to the School, students, programs, activities,
employees, volunteers and communities on any social media networks.

Employees must be respectful and professional in all communications (by word, image or
other means). Employees shall not use obscene, profane or vulgar language on any social
media network or engage in communications or conduct that is harassing, threatening,
bullying, libelous, or that discusses or encourages any illegal activity or the inappropriate
use of alcohol, use of illegal drugs, sexual behavior, sexual harassment, or bullying. Be
sensitive about linking to content. Redirecting to another site may imply an endorsement
of its content.

Employees must make clear that any views expressed are the employee’s alone and do
not necessarily reflect the views of the School. Employees may not act as a spokesperson
for the School or post comments as a representative of the School, except as authorized
by the CEO or designee. When authorized as a spokesperson for the School, employees
must disclose their employment relationship with the School.

Protect confidential information. Employees may not disclose information on any
social media network that is confidential or proprietary to the School, its students, or
employees or that is protected by data privacy laws. Employees should be thoughtful
about what they publish and must make sure they do not disclose or use confidential
information. Students, parents, and colleagues should not be cited or obviously
referenced without their approval. For example, ask permission before posting
student’(s)/co-worker’(s) picture on a social network (student photos require parental
consent) or publishing a conversation that was meant to be private.
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It is acceptable to discuss general details about student projects, lessons, or school events
and to use non-identifying pseudonyms for an individual (e.g., teacher, students, parents)
so long as the information provided does not make it easy for someone to identify the
individual or violate any privacy laws. Public social networking sites are not the place to
conduct School business with students or parents; please conduct these interactions using
the School’s network.

Employees may not post any private images of the School premises and property, such as
workrooms, offices, including floor plans. Nothing in this policy is meant to prevent
employees from posting information that is allowable by the National Labor Relations
Act.

Be transparent. Honesty or dishonesty will be widely available on social media. If the
employee is posting about their role at the School, the employee must use their real name
and identify their employment relationship. The employee must be clear about their role;
if they have a vested interest in something being discussed, to be the first to point it out.

Perception can be reality. In online networks, the lines between public and private,
personal and professional are blurred. Employee’s identification as a School employee,
may create perceptions about expertise and about the School by community members,
parents, students, and the general public. When posting online be sure that all content is
consistent with employee work values and with the School’s beliefs, core values and
professional standards.

Work/Personal Distinction. Staff members are encouraged to maintain a clear
distinction between their personal social media use and any School-related social media
sites. The employee may consider setting up separate social media accounts for personal
and professional use.

Personal Social Networking & Media Accounts. Before employees create or join an
online social network, they should ask themselves whether they would be comfortable if
a 'friend' decided to send the information to their students, the students’ parents, or their
supervisor. School employees must be mindful that any Internet information is ultimately
accessible to the world.

Social Interaction With Students. Employees should not have online interactions with
students on social networking sites outside of those forums dedicated to academic use.
School employees’ personal social networking profiles and blogs should not be linked to
students’ online profiles.

Contacting Students Off-Hours. Employees should only contact students for
educational purposes and must never disclose confidential information possessed by the
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employee by virtue of their employment. Contacting students after hours must be kept to
a minimum and be strictly for the purpose of academic support or to relay general
information to all students.

Be a positive role model. Educational employees have a responsibility to maintain
appropriate employee-student relationships, whether on or off duty. Both case law and
public expectations hold educational employees to a higher standard of conduct than the
general public.

School Logo. The use of the School logo(s) on a social media site or elsewhere must be
approved by the CEO or designee.

The School expects all who participate in social media to understand and follow these
guidelines.

D. Public Relations

Serving students and families requires a variety of professional skills. School employees
are expected to demonstrate the following communication skills and abilities:

1. Ability to transmit passion for learning to students and families.

2. Flexibility and adaptability.

3. Well developed, clear communication and interpersonal skills that maintain a
respectful, professional and courteous manner.

4. Conlflict resolution skills.

5. Openness to differing views and objectives.

6. Ability to deliver information concerning curriculum, teaching, assessment, and
learning to families.

7. Serve the student and parent's needs to the best of their ability without allowing
their own convenience to interfere.

The success of the School depends upon the quality of the relationships between the
School, its employees, students, parents and the general public. The public impression of
the School and its interest will be formed, in part, by the employees; employees are
ambassadors. The more goodwill an employee promotes, the more employees, students,
parents and the general public will respect and appreciate the employee, the School, and
the Schools’ services.

Below are several things employees can do to help leave people with a good impression
of the School. These are the building blocks for continued success.

1. Communicate regularly.
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2. Act competently and deal with others in a courteous and respectful manner.
Communicate pleasantly and respectfully with other employees at all times.
4. Follow up on requests and questions promptly, provide businesslike replies to
inquiries and requests, and perform all duties in an orderly manner.

Respond to email and voicemail within 24 hours during the workweek.

Take great pride in their work and enjoy doing their very best.

7. Be proactive and work to anticipate the needs of those being supported.
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When an employee encounters an uncomfortable situation that the employee does not feel
capable of handling, their supervisor should be contacted immediately.

If a problem develops or if a parent remains dissatisfied, the employee should contact
their supervisor for assistance.

Employees should not speak to the media on the School’s behalf without contacting the
School’s CEO or designee. All media inquiries should be directed to the CEO or
designee.

E. Solicitation & Distribution

In order to ensure smooth operations, the School has established the following guidelines
to be respected while at work. As long as it is done during non-working hours for all
employees involved (such as meal periods or rest breaks), employees are permitted to
engage in solicitation (i.e., asking for contributions, selling merchandise) anywhere on
School premises, as long as it is done in a non-disruptive and inoffensive manner.
Employees may only engage in distribution (i.e., handing out pamphlets, literature,
petitions) during non-working hours for all employees involved and in non-working areas
(such as the lunch room). Solicitation or distribution is not allowed in areas open to the
public. Employees are prohibited from posting notices on the School bulletin board or in
any other office location and from removing any items without management approval.
The School may, at its discretion, authorize certain fund-raisers and collections for
employee gifts. Employees who want to organize such an event, must obtain prior
approval from the supervisor. Solicitation and distribution by non-employees is
prohibited at all times on School property.

F. Inclement Weather/Emergency Closings

At times, emergencies such as severe weather, fires, or power failures can disrupt School
operations. The decision to close the office will be made by the CEO or designee. When
the decision is made to close the office, employees will receive official notification from
their supervisors. Time off from scheduled work due to emergency closings will be
unpaid for all nonexempt employees. However, if employees would like to be paid, they
are permitted to use vacation time if it is available to them.
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Employees are encouraged to listen to local news and radio reports. In general, the
School will follow the decisions of the local community. Days that the School is closed
due to inclement weather or other emergency may create a need to extend the work year
or shorten holiday breaks.

Section VI: Health and Safety

All employees are responsible for their own safety, as well as that of others in the
workplace. To help maintain a safe workplace, everyone must be safety-conscious at all
times. In compliance with California law, and to promote the concept of a safe
workplace, the School maintains an Injury and Illness Prevention Program.

In compliance with Proposition 65, the School will inform employees of any known
exposure to a chemical known to cause cancer or reproductive toxicity.

See the School’s Safety Plan for more information.

A. Telecommuting

The School may allow employees to telecommute if it benefits the interests of the School.
A written proposal for such arrangements must be presented to HR and the supervisor for
review and approval. Employees who telecommute may be required to attend in-person
meetings at the office or other designated locations.

Telecommuting does not change the employee’s work location and employees are still
responsible for all costs associated with travel to and from the office, when they are
required to report to their work location.

Employees are encouraged to speak with a tax professional as to any tax benefits or
deductions for utilizing a home office. Employees are responsible for any tax liability
should they claim such an expense and it is later disallowed by the Internal Revenue
Service.

Employees who telecommute must maintain the security of all confidential and/or
sensitive information and other proprietary information, as if they were working in the
office. All security procedures apply, regardless of whether the employee is in the
workplace or telecommuting. Certain confidential documents or information will not be
taken home without authorization from the CEO or designee.

Employees who telecommute are responsible for following all safety rules.
Telecommuters will develop a written agreement with the CEO or designee concerning
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the type and amount of work the telecommuter will be expected to perform. The ability to
telecommute does not change the level of performance expected from an employee.
Nonexempt employees will track their time in the system and report work accomplished
at a frequency agreed upon with the supervisor. Exempt employees must complete the
duties as outlined in their job description and assigned by their supervisor.

Employees who are subject to overtime laws are required to adhere to their beginning and
ending work times, rest break, and meal periods. Telecommuting employees must
continue to maintain required time records. Work time must be recorded on the
employee’s time card.

The School retains the right to require a reapproval process and/or rescind any
telecommuting agreement at any time and to require any telecommuter to report to the
office or work location to work.

Violation of any telecommuting policies may result in the immediate termination of any
telecommuting agreement. For additional information, please review the Remote Work
Policy and contact Human Resources.

B. Student Safety

The effective employee is concerned for the welfare of students and takes measures to
insure their welfare. Nevertheless, it is important to be aware of the possible
consequences of negligence. The employee is responsible to act in a reasonable and
prudent manner at all times. Specifically, the employee must do the following:

1. Never leave students unsupervised and ensure that another responsible adult is
present when leaving students.

2. Require students to conduct themselves in an orderly, safe manner and administer

such disciplinary actions as are reasonable and proper in any situation involving

student misconduct.

Report any unsafe conditions to the supervisor so that it may be corrected.

4. Strictly adhere to all stated policy of the district and of the School.
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Failure by employees to meet their responsibilities may have severe consequences (e.g.,
revocation of their license, criminal charges, etc.). Additionally, teachers may be held
legally liable for negligence in the performance of their duties.

C. Employee Safety

The School is committed to providing the resources necessary to develop, implement, and
administer a safety program for the protection of its employees. All administrative

personnel and employees are expected to meet their responsibilities to make the safety
54



program effective and productive. Periodic reviews of the safety program will be
conducted by administration to maintain its effectiveness.

All accidents, injuries, potential safety hazards, safety suggestions and health and safety
related issues must be reported immediately to the supervisor, CEO, or HR. When
reporting the injury, advise staff if emergency services should be involved, or if the injury
requires medical attention. HR will help determine the best course of action. If an injury
does not require medical attention, an Employer Report of Injury/Illness Form must still
be completed in case medical treatment is later needed and to ensure that any existing
safety hazards are corrected. The Employee's Claim for Worker's Compensation Benefits
Form must be completed in all cases in which an injury requiring medical attention has
occurred. The employer will immediately notify OSHA in the event the employee
sustains a serious illness, injury, or exposure that results in hospitalization as per
CalOSHA guidelines.

D. Transporting Students

Employees are not permitted to transport students. In the event a student needs
transportation for a school-related purpose, the School will arrange for transportation in
coordination with the parent or guardian.

E. Employee Driving Policy

The School must ensure that risks are minimized and ensure that only safe drivers are
allowed to drive on School business. Employees who are required to regularly drive to
attend in-person meetings, such as, but not limited to a teacher meeting with students, as
an essential job function (“Driving Employees’) must meet minimum standards of safety
and insurance, which must be verified by the School. An employee who drives a personal
vehicle on School business only infrequently (i.e., no more than one day per month) is
not subject to this policy. Driving employees must obey all traffic laws and drive safely
while on School business.

The School complies with all laws related to employee driver programs as established by
the Department of Motor Vehicles (DMV). Positions requiring driving shall state such
in the job description and staff will be required to maintain a valid driver’s license and
vehicle insurance. All employees must make suitable arrangements to ensure timely
attendance at all appointments that are essential job functions.

A. Driver’s License and Insurance Coverage
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In order to operate a personal vehicle when used to perform School
business, Driving Employees must have a valid driver’s license and
automobile insurance meeting the minimum standards established in this
policy at all times. Evidence of the Driving Employee’s driver’s license
and automobile insurance certificate will be kept on file. The Driving
Employee is responsible for providing an updated driver’s license and
automobile insurance certificate whenever it expires or upon request. The
Executive Director or designee must be notified immediately if the
Driving Employee no longer has a valid driver’s license or insurance
certificate. Any Driving Employee whose driver’s license or insurance
certificate lapses or is cancelled or revoked for any reason, and who
cannot otherwise arrange for travel as required by their position, may be
terminated or placed on inactive/unpaid status until the issue is remedied.

Driving Employees must carry the following insurance amounts and
coverage:

e Automobile Liability - $100,000 per person; $300,000 per
occurrence
Property Damage - $50,000 per occurrence
Medical Payments - $5,000 per person

B. Participation in the DMV Employer Pull Notice Program
The “School” has been issued a requestor code by the DMV, which is added to an EPN
enrolled employee’s driver’s license record. When an employee’s license is updated to

record an action or activity, the DMV electronically checks to determine if a pull notice

is on file. If the action/activity is one that is specified to be reported under the EPN

program, a driver record is generated and mailed to that employer. If no action/activity is

reported, the “School” will receive one driver record copy annually.

Employees are responsible for maintaining driver's licenses and special certificates

required for the performance of job duties. Employees are also responsible for promptly

notifying their supervisor of expiration, conviction, or other DMV actions against their

driver's license or certificate by no more than five (5) business days from the occurrence.

C. Revocation of Driving Privilege

The Human Resources Director or designee will periodically review the
Motor Vehicle Record (MVR) of a Driving Employee. Any Driving
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Employee who is convicted of a DUI, loses their driver’s license or
driving privilege, or is deemed to be a “negligent operator” by the DMV,
and fails to make suitable arrangements for alternative transportation to
maintain meetings as an essential function of their position will
immediately be placed on unpaid administrative leave.

2. If the MVR of a Driving Employee reveals any one or more of the
following criteria, the Driving Employee shall not be allowed to drive on
School business and must make alternative arrangements to perform their
essential job functions requiring mobility.

a. One (1) or more Major Violations in the preceding twelve (12)
months.

b. Any combination of moving violations, at-fault accidents or Major
Violations which total four (4) points or more in the preceding
twelve (12) months, six (6) or more points in the preceding
twenty-four (24) months or eight (8) or more points in the
preceding thirty-six (36) months.

3. Seatbelts are an essential element of our safety procedures. To emphasize
seatbelt awareness, one (1) seatbelt violation while on school business will
equate to one (1) moving violation.

Acceptable alternatives to driving include use of public transportation, walking, and
biking. With the advance approval of the Executive Director or designee, the employee
may be reimbursed the miles traveled using the mileage reimbursement rate, for their
travel using public transportation or rideshare service where a personal vehicle is not
available or alternative transportation is not feasible. Driving Employees will not be
reimbursed for the cost of the rideshare, rental car, or taxi expense in the event that the
employee’s personal vehicle is unavailable.

This policy covers all school employees and violation of the School’s policy is grounds
for discipline up to and including termination.

F. Contagious Illnesses in the Workplace

The School realizes that employees with contagious temporary illnesses such as influenza
(including COVID-19, HIN1 or Swine Flu), colds, and other viruses, or other
communicable diseases may wish to continue with normal life activities, including
working. In deciding whether an employee with an apparently short-term contagious
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illness or communicable disease may continue to work, the School considers several
factors. The employee must be able to perform normal job duties; meet regular
performance standards; and, in the School’s judgment, pose no potential risk to the health
or safety of the employee or others. If the School determines that an employee is unable
to perform normal job duties; meet regular performance standards; or represents a
potential risk to the health or safety of the employee or others, the School reserves the
right to send the employee home and require the use of any available sick or vacation
time, and if none is available the time would be unpaid. If an employee disagrees with
the School’s determination that such a risk exists, the employee must submit a statement
from their attending healthcare provider that the employee’s continued presence at work
poses no significant risk to the employee, other employees, or students before they are
allowed to return to work.

The following are general health and hygiene practices recommended by the Centers for
Disease Control:

1. Stay home when sick. An employee should not return to work until they have
been free of a fever for at least 24 hours.

2. Use proper etiquette: cover the cough or sneeze with a tissue or cough or sneeze
into the elbow.

3. Wash hands often, especially after sneezing, coughing, or having contact with
others. Alternatively, use a hand gel disinfectant and rub hands until the gel is dry.

4. Avoid touching eyes, nose, or mouth.

5. Ensure that general use office machines, such as shared computers, faxes, and
copiers, are wiped down with disinfectant.

6. Healthy lifestyles are encouraged, including good nutrition, exercise, and
adequate rest.

Supervisors will encourage employees to utilize paid sick and vacation if available to
cover absences due to contagious temporary illnesses. Please contact HR regarding any
questions about the possible contagious nature of any illness in the workplace.

The School will comply with all applicable statutes and regulations that protect the
privacy of persons who have a contagious or communicable disease.

In the case of a pandemic (such as COVID-19, HINT1 or Swine Flu) or illness, the School
may implement specific procedures through its emergency communication action plan
including utilizing employees in essential operation positions; implementing controls and
scheduling in the work environment; encouraging ill employees to stay home; modifying
work schedules; implementing telecommuting; minimizing non-essential travel; social
distancing (reducing frequency, proximity, and duration of contact between people);
utilizing phone, email, and video-conferencing; personal protective equipment (PPE); and
education and training on safe work practices, risk factors, and protective behaviors.
Employees will be notified if the emergency communication action plan is implemented.
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G. Gun Violence Restraining Order

If an employee, parent, or student demonstrates a substantial likelihood of significant
danger or harm to self or others, a gun violence restraining order petition may be filed.
The petitioner may be an immediate family member, law enforcement officer, employer,
co-workers with employer approval who regularly interact with the person, or an
employee or teacher of a secondary or postsecondary school. A copy of the restraining
order is to be submitted to human resources.

Section VII: Employee Wages and Benefits
A. Wages

Several factors may influence the compensation for a position. Each position is defined
by a broadly written job description that indicates the duties to be performed and the
necessary knowledge, skills, and abilities for the assignment. These factors are reviewed
when determining the appropriate compensation. Some of the items the School considers
are the nature and scope of the job, what other employers pay their employees for
comparable jobs (external equity), what the School pays their employees in comparable
positions (internal equity), and individual work as well as performance. Wages are also
affected by legislative changes and the State’s economy, and may be adjusted upward or
downward as changes occur.

The employee’s performance review will usually be conducted on or about the end of the
fiscal year. A positive performance review will not necessarily result in a change in
compensation.

B. Stipends

Stipends may include supplies, cell phone/internet, and/or mileage. Stipends may also be
issued for performing specific additional job duties. Stipends may be evenly distributed
across the employee’s pay periods or issued at the time the services are rendered. All
stipends will be reviewed annually.

C. Paydays

All salaried exempt employees are paid on the 26™ of the month. In the event that a
regularly scheduled payday falls on a weekend or holiday, employees will receive pay on
the prior day of operation.

Hourly and salaried nonexempt employees are paid on the 10™ and 26™ of each month.
Hours worked from the 20" to the 3™ of each month will be paid on or before the 10th of
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each month. Hours worked from the 4™ to the 19" of the month will be paid on or before
the 26" of each month. For more information on pay periods, please contact HR.

Paychecks will not, under any circumstances, be given to any person other than the
employee without written authorization. Employees will be paid through manual checks
or through direct deposit of funds to savings or checking accounts at their bank of choice
(providing the bank has direct deposit capability). To activate direct deposit, a Direct
Deposit Authorization form may be obtained from HR. Due to banking requirements it
may take several weeks for activation of the Direct Deposit.

Every effort is made to avoid errors in calculating and distributing paychecks. Employees
should inform HR if they believe an error has been made or pay has not been received.
HR will take steps to research the problem and endeavor to make any necessary
corrections as soon as possible or at least by the next regular pay day.

D. Payroll Withholdings

As required by law, the School shall withhold Federal Income Tax, State Income Tax,
Social Security (FICA) for non-credentialed employees, CalSTRS for eligible
Teachers/Administration and State Disability Insurance from each employee’s pay as
follows:

1. Federal Income Tax Withholding: The amount varies with the number of
exemptions the employee claims and the gross pay amount.

2. State Income Tax Withholding: The same factors which apply to federal
withholdings apply to state withholdings.

3. For non-credentialed employees: Social Security (FICA) - The Federal Insurance
Contribution Act requires that a certain percentage of employee earnings be
deducted and forwarded to the federal government, together with an equal amount
contributed by the School. The current tax rate is used in the calculation. Each
party is responsible for contributing. Eligible credentialed employees participating
in CalSTRS do not contribute to Social Security.

4. State Disability Insurance (SDI): This state fund is used to provide benefits to
those out of work because of illness or disability.

5. For credentialed employees contributions will be deducted and remitted to
California State Retirement System (CalSTRS). The CalSTRS is a special trust
fund established by California law. Per the guidelines of CalSTRS, the school will
abide by membership eligibility. A contribution withdrawal begins with the first
pay period. This contribution is in lieu of Social Security withholding tax from the
paycheck. Additionally, the School contributes into the CalSTRS fund. All
employee and employer contributions are determined by CalSTRS. Further
information regarding CalSTRS accounts can be found at www.CalSTRS.com.

6. For all employees participating in employee benefits offerings such as health
insurance, the employee contribution for benefits (the amount that exceeds the
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employer’s contribution towards benefits) will be deducted from the employee’s
paycheck. The amount will be discussed and approved prior to the deduction
being made. Please reference “Employee Cost Sharing” under “Employee
Benefits” section of the Handbook for more information.

Every deduction from the paycheck is explained on the paystub, which will be available
in the HR/Payroll Information System. If any deduction is unclear contact HR.

All Federal, State, and Social Security taxes will be automatically deducted from
paychecks. Federal and State Withholding Tax deduction is determined by the
employee’s W-4 (Federal) and DE-4 (State) forms. The W-4 and DE-4 forms are to be
completed upon hire. The employee may change the number of withholding allowances
they wish to claim for Federal Income Tax purposes at any time in the HR information
system by updating their W-4 and DE-4 withholdings.

At the end of the calendar year, a “withholding statement” (W-2) will be prepared and
provided to each employee for use in connection with preparation of income tax returns.
The W-2 shows Social Security information, taxes withheld, and total wages.

While the School strives to process payroll correctly, an error may occur from time to
time. If this happens, every effort will be made to correct the problem as quickly as
possible and to avoid future errors of a similar nature. Employees will not be subjected to
discrimination, harassment, or retaliation for coming forward with a complaint or
question about their paycheck.

E. Wage Attachments and Garnishments

When an employee’s wages are garnished by court order, the School is legally bound to
withhold the amount indicated in the garnishment order from the employee’s paycheck.
The School will, however, honor the Federal Consumer Credit Protection Act, which
places restrictions on the total amount that may be garnished from an employee’s
paycheck.

F. Employee Benefits

The School is committed to providing quality and cost effective benefit options (e.g.
health, dental, vision, and life insurance) for eligible employees as part of the total
employee compensation. Benefit eligibility may be dependent upon employee
classification (full-time versus part-time, for example) and on length of continuous
employment at the School. Benefit eligibility requirements may also be imposed by the
School and/or plans themselves. Policies, provisions and procedures that govern the
organization's benefit program apply to all regular full-time and part-time employees,
whether exempt or nonexempt status, unless otherwise noted in the employment
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agreement.

1. Employee Cost Sharing

Voluntary employment benefits, those benefits that are not mandated by state or federal
law, are selected and controlled by the School. Decisions to provide and continue
providing these benefits are based on such considerations as cost, composition of the
workforce, operational efficiency, and desirability of benefit provisions. Where costs of
discretionary insurance benefit plans exceed the School's interest, ability, or willingness
to pay the full premium rate to maintain the current benefit level, employees may be
required to share in the cost in order to continue the insurance plan coverage.

Eligible emplovees will have the option to choose
one of the following offerings:
Exempt Non-Exempt
(FTE) (Hours per Week) Tiered Benefit Stipends «Cash In Lieu of
(for Health, Dental, Benefits
and/or Vision)
15+ FTE 30+ hours $1,200/month $200/month
50 - T4 FTE 20-29 hours $720/month $100/month
14-21 Students
A9 FTE or less 19 hours or less not eligible not eligible
13 or less students

*4 snapshot of student numbers to determine eligibility for benefits will be conducted in September and
February for teachers. For veturning teachers, the final snapshot conducted in the prior year will be used
until the Seprember snapshot.

2. Benefit Design and Modification

The School reserves the right to design plan provisions and to add, eliminate, or in other
ways modify any School provided benefits described in this handbook or elsewhere in
plan documents, where and when it is deemed in the School's best interest to do so. These
benefits are subject to change depending on management decisions and resources.

3. Benefit Plan Documents

Employees will be provided with summary plan descriptions upon eligibility and
enrollment. The benefit programs are explicitly defined in legal documents, including
insurance contracts, official plan texts, and trust agreements. In the event of a conflict
between these documents and this policy, the plan documents will govern. All of these
official documents are readily available from HR for review. We ask that the employee
refer any questions about this information to HR.

4. Cash in Lieu of Health Benefits

Eligible employees may opt out of health benefits provided by the School and elect to
receive a “Cash in Lieu” (CIL) option. CIL is dependent upon employment status and full
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time equivalent, included but not limited to hours worked or number of students assigned
per pay period. Please refer to the employment agreement for more information.

In order to be eligible for cash in lieu of health benefits, an employee must provide proof
of enrollment in a qualifying group health plan, including their name and the effective
date of coverage, on their spouse or parent's employer sponsored plan, State Medicaid,
Medicare, or VA Benefits. Proof of enrollment must be provided at the time of benefit
enrollment for new hires or during the open enrollment period in order for the cash in lieu
of benefits to be paid. Individual Family Plans (IFP) and Covered California coverage
plans are not eligible for cash in lieu of benefits. All eligible employees will
automatically be enrolled in the employer provided life insurance plan. Payment of the
appropriate CIL amount will occur on each pay period of the current school year.

If the employee should enroll part way through the plan year due to a Qualifying Life
Event (QLE), or if hired after the start date for the position, the annual CIL will be
adjusted at the next pay period.

5. Right to Modify

The School reserves the right to amend, modify or terminate, in whole or in part, any or
all of the provisions of the benefit plans described herein, including any health benefits
that may be extended to retirees and their dependents to the extent allowed by law.
Notice of any such changes will be provided, as required by law. Further, the School
reserves the exclusive right, power and authority to administer, apply and interpret the
benefit plans described herein, and to decide all matters arising in connection with the
operation or administration of such plans, to the extent allowed by law. This section is
subject to change in accordance with changes in the law.

6. Changes in Health Benefits

Employees may make changes to their plans outside of open enrollment if they
experience a Qualifying Life Event (QLE). Examples of such events include marriage,
divorce, birth, adoption, loss of coverage, etc. An employee has 30 days from the date of
the QLE to notify human resources and enroll in or make changes to their health plan.

For more complete information regarding any of the benefit programs, please contact HR.

7. COBRA Benefits

The Federal Consolidated Budget Reconciliation Act (COBRA) gives employees and
their qualified beneficiaries the opportunity to continue health insurance coverage under
the health plan when a “qualifying event” would normally result in the loss of eligibility.
Some common qualifying events are resignation, termination of employment, or death of
an employee, a reduction in an employee’s hours, leave of absence, divorce or legal
separation, and a dependent child no longer meet eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of the coverage at the
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group rates plus an administration fee. The School or our carrier provides each eligible
employee with a written notice describing rights granted under COBRA when the
employee becomes eligible for coverage under the health insurance plan. The notice
contains important information about the employee’s rights and obligations.

8. Look-back Measurement Method — Seasonal and Variable Hour Employees

For seasonal employees as well as part time employees hired to work less than 20 hours
per week the School will use a look-back measurement method to determine benefit
eligibility status.

This method is used to determine the benefits eligibility status of an employee by looking
back over a defined period of time (12 months) to determine if the employee averaged at
least 20 hours per week during that period.

The initial measurement period begins on the first day of the calendar month following
the employee’s start date.

An administrative period of 60 days in addition to the initial measurement period will be
used to determine if an employee has satisfied the requirement of an average of 20 hours
per week to be eligible for coverage.

A stability period (designated period where coverage must be offered) of 12 months will
be offered to all individuals identified as employees working at least 20 hours per week
on average during the measurement period.

After a new variable-hour or seasonal employee has been employed for a standard
measurement period, the employee is considered to be an ongoing employee and will
have their hours measured from open enrollment or plan year.

G. Retirement Plan Offerings

The School is committed to providing retirement benefits to the employees. Plan details
may be obtained through HR.

403(b)/457(b) Deferred Compensation Plan

All employees can open a 403(b) and/or 457(b) account and make employee
contributions through payroll deductions.

Employer Contributions:

The employer contribution towards a deferred benefit plan is based on an eligible
employee's active contribution to a 403(b) or 457(b) account. Eligible employees must
open a 457(b) account in order to receive the employer contribution. The employer
contribution will be made to the employee’s 457(b) account in an amount not to exceed a
matching contribution up to 5% of the employee's base annual salary. Eligible employees
are immediately vested in employer contributions. Seasonal employees are not eligible
for employer contributions.
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Classified Employees: To be eligible for an employer contribution, a classified employee
must work at least 20 hours/week.

Certificated Employees: To be eligible for an employer contribution, a certificated
employee must serve a minimum number of students, work at least 20 hours/week, or
have an assignment at least 0.5 FTE.

Certificated staff participating in CalSTRS are not eligible for an employer contribution
to a 457(b) plan.

California State Teachers Retirement System (CalSTRS)

The School may offer a defined benefit plan through CalSTRS. Eligible credentialed
employees employed at a CalSTRS school will be mandatorily enrolled in CalSTRS, and
have employer and employee contributions submitted to CalSTRS on a monthly basis.
Benefit information on this program is available at the CalSTRS website at
www.calstrs.com.

H. Expense Reimbursement Process

1. Supplies

Due to the virtual nature of this business, it may sometimes be most practical for
employees to initiate purchases locally and be reimbursed for those expenses.
Reasonable, actual business expenses incurred by employees for the purpose of
conducting business on behalf of the School shall be reimbursed upon approval.
Employees receiving a stipend for supplies may not exceed the stipend amount.
Pre-approval by a supervisor is required in the event the employee wishes to purchase an
item that exceeds the amount of the stipend.

2. Travel

The School will only reimburse actual and necessary expenditures for staff. Attendees
shall be held accountable for good judgment regarding expenditure of tax dollars. All
expenditures must have scanned copies of itemized original receipts, regardless of the
amount. The School shall not reimburse personal travel expenses including, but not
limited to, alcohol, entertainment, laundry, expenses of any family member who is
accompanying the employee on school-related business, personal use of an automobile,
and personal losses or traffic violation fees incurred while on school business. Factors
such as variances in regional costs, travel duration and extenuating circumstances will be
considered when approving travel reimbursement. In addition to those items listed below,
associated travel fees such as parking fees, taxis/shuttles, and luggage handling are
reimbursable expenses.
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Employees are pre-approved to expense those costs associated with traveling for
school-related purposes including testing and professional development. Scanned copies
of original itemized receipts are required for reimbursement.

3. Mileage

The mileage reimbursement rate is based on the rate established by the Internal Revenue
Service. Employees must include verification of miles driven either using a platform
adopted by the School, or by attaching a Mapquest/Google map or the like, with the
request for reimbursement.

4. Hotel Rooms

Lodging shall be for those days associated with attending the activity, including, if
necessary, the night before. Good judgment shall be used to seek the most reasonable
accommodations. Hotel rooms are reimbursed for employees traveling over 120 miles
one way. A hotel stay for a distance less than 120 miles must have prior approval. Hotels
rooms must be under $125 per night before taxes. If an employee chooses to stay at a
hotel that exceeds this, when a hotel within price range and a 15 mile radius is available,
the balance above and beyond must be deducted from the total expense on the expense
report. If a hotel is not available within this price range, pre-approval of the expenditure
is required. Upon checkout from the hotel, the employee must obtain and submit a
zero-balance sheet in order to be reimbursed for a hotel charge.

5. Meals

Employees who are required to work or participate in training away from the regular
work location may be reimbursed the cost of meal(s). Meals provided in conjunction
with conferences, workshops, seminars, meetings that exceed these amounts are excluded
from these limitations. No meals will be reimbursed for meals provided at/during the
conference/training.

The reimbursement rates are:

$15 for breakfast, $20 for lunch, $30 for dinner plus service gratuity maximum of 18%.
The total amount reimbursed for meals per day will not exceed $65. Alcohol is not
reimbursable and must be deducted from any reimbursement requests. If an employee
exceeds the allotment for meal expenses, the balance above the daily allocation will be
deducted from the total expense on the expense report.

6. Postage

Postage reimbursement is approved for the purpose of returning materials. Items need to
be mailed via United States Postal Service Priority mail.
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For employees who receive a monthly supply stipend, only the portion of the expense that
exceeds the stipend will be reimbursed.

7. Procedure for Expensing

Employees must have pre-approval prior to making any purchases that will warrant
reimbursement. Approval may be obtained by sending an email to the CEO or Executive
Director with a short description of what will be purchased.

Expense reimbursements must be submitted within thirty (30) days of the charge.
Expense reports submitted after this time may not be reimbursed within the current cycle
and/or may be delayed and processed in the next cycle.

Section VIII: Leaves, Vacation, and Holidays

A. Healthy Workplaces/Healthy Family Act of 2014

The School, in compliance with the Healthy Workplaces/Healthy Family Act of 2014
(AB 1522), allows all full time and part time employees who work at least 30 days within
a year in California to accrue paid sick leave hours. Accrual begins on the first day of
employment. The employee must work at least 30 days before taking any available
accrued sick leave.

B. Paid Sick Leave

Paid sick leave may be used for an employee’s own illness, for preventative care or
diagnosis, care or treatment of an existing health condition, or time off to care for an ill or
injured family member or dependents, which include children, parents, spouse, registered
domestic partner, grandparents, grandchildren, siblings and those related to the employee
by blood or affinity equivalent. Sick leave may also be used when an employee needs to
manage matters surroundings domestic violence, sexual assault, stalking or when their
worksite or their child’s school or daycare closesdue to public health emergencies. Except
in the case of an illness or emergency, sick leave must be requested at least five (5) days
in advance by submitting the request through the payroll system. Employees using
extended sick leave (in excess of 5 days) must submit a request at least two weeks before
the extended leave.

Employees requesting sick leave may be required to submit a health care provider’s
statement or, in cases of individuals with sincerely held religious beliefs in faith
healing or comparable religious practices, a statement authorized under EEOC
guidelines, stating the reason for absence and dates of illness. Employees absent more
than five (5) days may be required to submit a health care provider’s statement or note
that the employee is fit for return to service.
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Employees will be paid their regular compensation when using paid sick days.
Certificated staff paid based on student counts will be paid an average hourly rate based
on a 90 day look back period. Sick leave hours will not be advanced ahead of the earned
accrual.

Employees may use sick leave in thirty minute minimum increments, which will be
deducted from the employee’s accrual balance. Employees are not required to find a
replacement for their work while taking protected sick time. Paid sick day balances are
available for employee review through the payroll system and on pay stubs. For all hours
submitted as sick leave, the time will be uninterrupted and the work day schedule will not
need to be adjusted to accommodate the absence.

Any unused sick hours will roll over from year to year. Sick leave hours will not be
advanced to an employee ahead of the earned accrual rate. Accrued, but unused sick days
are not paid out by the School at the time of separation. However, employees who
terminate employment and are rehired within one (1) year of termination (or 6 months for
employees working in the city of San Diego) regain their previously unused accrued sick
leave.

Any employee who continues to be absent after their sick leave accrual has been
exhausted may have a payroll deduction equivalent to the number of hours absent.
Salaried employees will only have full day absences deducted from their paycheck once
their sick leave accrual is exhausted.

1) Paid Sick Leave - Full Time Employees

The School provides sick pay for full time employees who regularly work a minimum of
30 hours per week. All full time classified, non-teaching certificated and special
education certificated employees accrue one (1) sick day per month in paid status.
Nonexempt employees are paid semi-monthly, and will accrue the equivalent of one half
day per pay period. All employees who fall under this accrual method are guaranteed to
accrue a minimum of 24 hours by the 120" day of employment and subsequent accrual
years in accordance with State law.

Certificated Sick Accrual
Full Time Certificated Employees

Non-Exempt: e Total Sick
Sick Leave Student Count or Hours Worked Per Pa pt: e PI; : Hou,
FTE Per Week ray Pay Acerued
Period Period
Monthly
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Tier 2 22 students 30+ hours 4/4 8 8
or.75to 1.0 FTE

Classified Sick Accrual
Full Time Classified Employees

Non-Exempt: Exempt: Total Sick
. Hours Worked Hours
Sick Leave FTE Per Pay Per Pay
Per Week Period Period Accrued
Monthly
Tier 2 75t0 1.0 30+ hours 4/4 8 8

2) Paid Sick Leave — Part Time, Per Diem, Seasonal, and Temporary Employees

The School provides all part-time, per diem, seasonal and temporary employees who
work at least 30 days in California within a year with at least 24 hours (3 days) of paid
sick leave in a 12 month period. Employees will be paid at their regular hourly rate when
they take paid sick leave.

Employees start accruing hours on the first day of employment and must work for 30
days before they can take sick leave. Employees earn at least 1 hour of paid leave for
every 30 hours worked. Employees may accrue more than 24 hours (3 days) of paid sick
leave in a year. Sick leave accrual will be capped at 48 hours (6 days), in compliance
with both state and city ordinances.

Sick Accrual
Part Time, Per Diem, Seasonal, and Temporary Employees
Full Time Non-Exempt: Exempt: Total Sick
. . Hours Worked Hours
Sick Leave Equivalent Per Pay Per Pay
(FTE) Per Week Period Period Accrued
Monthly
Tier 1 50-.74 20-29 373 6 6
CA SL 49 or less 19 or less 2/2 - 4

C. Pregnancy Disability Leave (PDL)

An employee may take pregnancy disability leave (PDL) if the employee is disabled
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because of pregnancy, childbirth, or a related medical condition, including prenatal care
and severe morning sickness. The length of leave is dependent on a medical certification
and the duration may be up to 17 1/3 weeks or the equivalent number of days the
employee would normally work within the same period. Intermittent leave or a reduced
work schedule may be taken.

Employee Eligibility Criteria
To be eligible for pregnancy disability leave, the employee must be disabled by

pregnancy, childbirth, or related medical condition and must provide appropriate medical
certification concerning the disability.

Events That May Entitle an Employee to Pregnancy Disability Leave

The 17 1/3 week pregnancy disability leave allowance includes any time taken (with or
without pay) for any of the following reasons:

° The employee is unable to work at all or is unable to perform any one or more of
the essential functions of their job without undue risk to self, the successful completion of
pregnancy, or to other persons because of pregnancy or childbirth, or because of any
medically recognized physical or mental condition that is related to pregnancy or
childbirth (including severe morning sickness); or

° The employee needs to take time off for prenatal care.

Duration of Pregnancy Disability Leave

Pregnancy disability leave may be taken in one or more periods, but not to exceed four
months total. “17 1/3 weeks” means the number of days the employee would normally
work within that period. For example, a full-time employee who works five eight hour
days per week, four months means 88 working and/or paid eight hour days of leave
entitlement based on an average of 22 working days per month for four months.

PDL will run concurrently with other applicable leaves, such as FMLA leave. The 12-
month look-back period will apply to all leaves granted concurrently.

1. Pay During Pregnancy Disability Leave

An employee on pregnancy disability leave may use all accrued paid sick leave at the
beginning of any otherwise unpaid leave period. The receipt of sick leave pay, or state
disability insurance benefits will not extend the length of pregnancy disability leave.

Sick pay will accrue during any period of unpaid pregnancy disability leave only until the
end of the month in which the unpaid leave began. For example, an employee who
delivers their baby on March 5 and goes out on leave on that date, would earn one day of
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sick leave for the month of March. Accrual for leave would be suspended until the
employee returns from leave. All sick leave will be applied starting with the first day of
absence until the leave is exhausted.

2. Health Benefits

The provisions of various employee benefit plans govern continued eligibility during
pregnancy disability leave and these provisions may change from time to time. When a
request for pregnancy disability leave is granted, the School will give the employee
written confirmation of the arrangements made for the payment of insurance premiums
during the leave period.

3. Seniority

An employee on pregnancy disability leave remains an employee of the School and a
leave will not constitute a break in service. When an employee returns from pregnancy
disability leave, the employee will return with the same seniority as when the leave
commenced.

4. Medical Certifications

An employee requesting a pregnancy disability leave must provide a medical certification
from their healthcare provider on a form supplied by the School. Failure to provide the
required certification in a timely manner (within fifteen (15) days of the leave request)
may result in a denial of the leave request until such certification is provided.

Re-certifications are required if leave is sought after expiration of the time estimated by
the healthcare provider. Failure to submit required re-certifications can result in
termination of the leave.

5. Requesting and Scheduling Pregnancy Disability Leave
An employee should request pregnancy disability leave by contacting HR.

The employee should provide at least thirty (30) days notice or as long of notice as is
practicable, if the need for the leave is foreseeable.

Where possible, employees must make a reasonable effort to schedule foreseeable
planned medical treatments so as not to unduly disrupt the School’s operations.

Pregnancy disability leave may be taken intermittently or on a reduced leave schedule
when medically advisable, as determined by the employee’s healthcare provider.

If an employee needs intermittent leave or leave on a reduced schedule that is foreseeable
based on planned medical treatment, the employee may be transferred temporarily to an
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available alternative position for which the employee is qualified, which has equivalent
pay and benefits that better accommodates recurring periods of leave than the employee’s
regular position.

In most cases, the School will respond 