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Compliance Coordinator
Job Description

Position Title: Compliance Coordinator
Reports To: Chief Executive Officer(s) (or designees)
FLSA Status: Exempt
School Classification: Certificated Administration
Pay Range: Based upon experience & student enrollment
Work Schedule: 12 months
Location: Remote Office

Position Summary: The Compliance Coordinator assists with the responsibility of operational functions of
the Charter’s compliance program.

Qualifications: To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required.

● BA or BS required, advanced degree preferred.
● A valid, current, and appropriate California state school administrator or teacher credential. A

copy of credential to be provided and kept current.
● A minimum of three years experience in educational leadership, Charter school leadership, or

teaching preferred. Experience with progressively increasing levels of responsibility in
leadership/mentoring – work experience in a non-education context will also be considered.

● Strong administrative/organizational/time-management skills required with a demonstrated
capacity to multitask/prioritize, and work independently with limited direction.

● Knowledge of California laws and regulations for Public and Charter Schools, budget
development and management, and implementation of curriculum and educational reform
models.

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237).
No prospective employee can report to work without this clearance being received and the
Human Resources Manager notifying the immediate supervisor of this clearance.

Compliance Coordinator Job Description
Pending Board Approval
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● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 49406) upon
employment and thereafter updated every four years.

● Valid California Driver’s License.

ESSENTIAL DUTIES and RESPONSIBILITIES:
● Take responsible steps to secure full and regular attendance for all students enrolled, in

accordance with policies established by the Board of Directors.
● Monitor and report teachers completion of compliance paperwork.
● Report any anomalies or concerns to the Chief Executive Officer.
● Assist the Chief Executive Officer(s), and the Operations Administrator(s), in development of

ADA monitoring and collection strategies and policies.
● Train, field questions, troubleshoot, and re-train teachers, program directors (or designees) in

the SIS.
● Assist with development and implementation of the Charter’s compliance training program.
● Work to gather and condense results from internal audits to focus on what teachers need

retrainings and report this information to the Chief Executive Officer.
● Monitor and report teachers’ progress and completion of training programs.
● Attend SIS trainings that pertains to compliance and attendance systems.
● Support teachers and directors with compliance questions..
● Assist with internal auditing of all compliance documents.
● Support teachers to ensure errors are understood and corrected.
● Perform re-checks of previous teacher errors compliance errors to ensure the audit error has

been corrected appropriately.
● Development and oversight of custom curriculum in the SIS.
● Stay up-to-date on all IS compliance laws.
● Assist with development of Charter calendars.

General Expectations:

● Support the mission, vision, and goals of Elite Academic Academy.
● Serve as a contributing member of the Charter staff and collaborate with team members to

achieve the school’s goals.
● Complete and submit required documents as requested or required by the Charter and/or

Board of Directors and/or the District.
● Participate in and develop professional development workshops as needed.
● Create and maintain a safe, supportive, and effective learning environment.
● Support teachers with evaluating students' academic and social growth through multiple

measures.

Compliance Coordinator  Job Description
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● Assist with implementation of school-adopted assessment program(s). Assist with facilitation
of required testing and assessments.

● Assist teachers and students with Community College and CTE class enrollments.
● Identify student needs and cooperate with other professional staff members in assessing and

helping solve students’ health, attitude, and learning challenges.
● Maintain professional competence through professional development educational activities.
● Provide employee evaluations.
● Utilize technology as a means of educating and communicating.

Other Duties:
● Document and report to the school’s management all formal disciplinary actions involving

students and staff; addressing and resolving complaints from students, parents, and staff in a
timely manner; ensuring compliance with the school’s Uniform Complaint Policy; the school’s
Uniform Technology Policy; and the provisions of California Penal Code Section 11166 (Child
Abuse and Neglect Reporting Act).

● Perform other duties as assigned.

Use of Computer Technology:
To perform this job successfully, an individual should have general knowledge of database software,
how to use the internet to find information and complete tasks, email usage, order processing
systems, spreadsheet software, and word processing software. The employee is expected to acquire
and maintain a working computer with an internet connection and a printer.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.

● Hearing and speaking to exchange information
● Dexterity of hands and fingers to demonstrate activities
● Operates a computer and other office productivity machinery
● Seeing to read a variety of materials and monitor students
● Bending at the waist, kneeling or crouching
● Sitting or standing for extended periods of time
● Lifting objects up to 50 pounds
● Close vision and ability to adjust focus

Work Environment:
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions.
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● Noise level is generally moderate
● Meetings conducted in public and private settings
● Indoor and outdoor in varying temperature
● Employee must have available transportation and be able to drive up to 100 miles in a day

Employee Acknowledgement:

____________________________ ____________________________ _______________
Employee Signature Printed Name Date
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Credit Recovery/Acceleration Lead Stipend - Job Description

Position Title: Credit Recovery/Acceleration Lead
Department: Certificated Teaching
Reports To: Program Director (or Designee)
FLSA Classification: Exempt
Stipend: $5,000-$15,000 annually depending on experience
Classification: Certificated
School Calendar Days: 12 month Calendar

Job Description: This is not a stand-alone job description, but a rider to our teaching and/or other
exceptional education job descriptions. This payscale is in addition to the other position.

General Duties:

Duties of this position include, but are not limited, to:

● Manage personnel involved with the program.
○ Screen, interview, and hire temporary staff needed.
○ Supervise and support Leads, TORs, Content Teachers, and Instructional Aides.
○ Provide weekly professional development for staff to ensure a successful program.
○ Review all compliance tasks for accuracy.
○ Ensure report cards are completed and accurate.

● Develop professional development.
○ New TOR training on compliance, use of Canvas LMS, parent-student relationships, and

how to support content teachers.
○ Lead Teacher training on leadership, staff management, and program outcomes.
○ New Content Teacher training on course content, attendance requirements, and

engaging teaching practices in an independent study environment.
○ Weekly professional development on compliance and/or content delivery.

Credit Recover/Acceleration Lead Stipend Job Description
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● Provide teacher, parent, and student webinars about Elite’s summer program.
● Provide orientation webinars and recordings for students.
● Secure guest speakers and enrichment activities for students to participate in throughout the

program.
○ Coordinate with approved Community Partners to ensure quality enrichment activities

are provided to students.
○ Coordinate with the Community Relations department to provide enrichment boxes to all

enrolled students.
○ Seek out and schedule guest speakers that appeal to enrolled students.

● Collaborate with Admissions Dept to ensure student enrollment is completed, to include
assigning TORs to students.

● Develop systems of support to ensure students have a positive and successful experience.
○ Create 6 week calendars/pacing of what students are expected to do for each course.
○ Make sure academic welcome boxes have everything students need to access the

courses and enrichment offerings.
○ Create a Student/Parent handbook outlining expectations and requirements for the

program.
○ Work with Marketing Dept to provide current website and social media information

regarding the program.

Required Qualifications:

● Valid professional teaching credential.
● Master’s degree or one year curriculum leadership at the school.
● Minimum of one year as a Professional Teacher.
● Ability to work an extended schedule.

Desired Qualifications:

● Professional development in the area(s) of:
○ communication and conferencing skills;
○ leadership development;
○ classroom management;
○ standards-based curriculum development;
○ peer observation, coaching, mentoring, and conferencing skills;
○ student and parent conferencing skills;
○ knowledge of subject matter;
○ independent study compliance;
○ remote teaching;
○ assessment of student performance;
○ grant writing.
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● Master’s degree or higher.
● 5 or more years in the field of Education with independent study experience.

Employee Acknowledgement:

____________________________ ____________________________ _______________
Employee Signature Printed Name Date
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Special Education Department (SPED) Liaison
Job Description

Job Title: SPED Liaison
Department: Special Education Department
Reports To: Special Education Administrative Assistant (or designee)
FLSA Classification: Non-Exempt
Classification: Classified
Pay Range:
Work Schedule:
Location:

$20.00 - $26.00/hr (part-time or full-time)
12 months
Remote and/or Onsite Office (Temecula)

Position Summary: Provide support to the Special Education faculty,administrators and staff
to ensure the appropriate delivery of special education and related services.

ESSENTIAL DUTIES AND RESPONSIBILITIES

● Serve as liaison to the assigned Special Education Administrative Assistant; perform
communication services; receive, screen, and route telephone calls; take and relay
messages as appropriate; and schedule and arrange interviews, appointments,
conferences and other events; maintain appointment and activity calendars.

● Exercise independent judgment in resolving issues and refer difficult issues to the
administrator as necessary.

● Follow established procedures and meet deadlines.
● Coordinate, schedule and attend meetings; prepare and send out notices of meetings;

reserve facilities; collect and compile information for meetings, projects and
workshops; take, transcribe and distribute minutes as directed.

● Liaison between SPED vendors and Elite Academic Academy.

Special Education Department Liaison Job Description
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● Input data into an assigned computer system; initiate queries and generate
computerized reports as requested; establish and maintain automated records and
files; assure accuracy of input and output data; and submit reports to appropriate
personnel.

● Maintain SEIS and WebIEP databases.
● Manage and submit all SPED compliance and reporting data to CALPADS.
● Assign all SPED students to case managers and all placement info.
● Support all SPED staff in various platforms.
● Assign assessment teams for all assessments.
● Support budget planning needs.
● Schedule IEP meetings.
● Send and receive DocuSign for all SPED documents.
● Maintain student SPED files.
● Monitor SPED timelines.

Other Duties:
● Assist with documenting and reporting to school management all formal

disciplinary actions involving students and staff; addressing and resolving
complaints from students, parents, and staff in a timely manner; and ensuring
compliance with the Uniform Complaint Policy, the Uniform Technology Policy, and
the provisions of California Penal Code Section 11166 (Child Abuse and Neglect
Reporting Act).

● Perform other duties as assigned.

Knowledge and Abilities:   To perform this job successfully, an individual must be able to
perform each essential duty satisfactorily.   The requirements listed below are
representative of the knowledge, skill, and/or ability required.

Knowledge of:

● Modern office practices, procedures and equipment.
● Telephone techniques and etiquette.
● Policies and objectives of assigned program and activities.
● Applicable laws, codes, regulations, policies and procedures.
● Record-keeping techniques.
● Correct English usage, grammar, spelling, punctuation and vocabulary.
● Interpersonal skills using tact, patience and courtesy.
● Oral and written communication skills.
● Operation of a computer and assigned software.
● Methods of collecting and organizing data and information.

Special Education Department Liaison Job Description
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● Business letter and report writing, editing and proofreading.
● Mathematical computations.

Ability to:

● Perform varied and responsible secretarial and administrative assistant duties.
● Serve as assistant and liaison to the SPED Administrative Assistant, and coordinate

communications.
● Assure smooth and efficient office operations.
● Work independently with little direction.
● Understand and resolve issues, complaints or problems.
● Maintain confidentiality of sensitive and privileged information.
● Determine appropriate action within clearly defined guidelines.
● Establish and maintain cooperative and effective working relationships with others.
● Maintain records and files.
● Compile and verify data and prepare reports.
● Complete work with many interruptions.
● Plan and organize work.
● Meet schedules and timelines.

EDUCATION AND EXPERIENCE:

● Any combination equivalent to: graduation from high school; and three years
increasingly responsible clerical or secretarial experience involving frequent public
contact.

Physical Demands: The physical demands described here are representative of those that
must be met by an employee to successfully perform the essential functions of this job.
Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions.

● Hearing and speaking to exchange information in person or on the telephone.

● Dexterity of hands and fingers to operate a computer keyboard.

● Operates a computer and other office productivity machinery.

● Seeing to read a variety of materials.

● Bending at the waist, kneeling or crouching.

● Sitting or standing for extended periods of time.

● Lifting objects up to 50 pounds.

● Close vision and ability to adjust focus.
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Work Environment: The work environment characteristics described here are
representative of those an employee encounters while performing the essential functions of
this job.  Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

● Noise level is generally moderate.

● Work conducted in a public setting.

● Indoor in varying temperature.

● Employee must have available transportation and be able to drive up to 100 miles in
a day.

Employee Acknowledgement:

_____________________________ ____________________________   ________________

Employee Signature Printed Name Date

Special Education Department Liaison Job Description
Pending Board Approval

4



MTSS Content Teacher

Job Description

Job Title: MTSS Content Teacher

Department: Credentialed Teacher

Reports To: Director of designated Academy (or Academic Administrator)

FLSA Status: Non-Exempt (for Part-Time hourly)/Exempt (for Full-Time salary)

Job Classification: Certificated Part-Time or Full-Time

Pay Range: Hourly for Part-Time/Salary for Full-Time (rates depending on experience)

Position Location: Remote Office

Position Summary:

The MTSS Content Teacher is responsible for overseeing subject-specific online courses.  The

MTSS Content Teacher hosts weekly live sessions that engage students to achieve content

mastery. The MTSS Content Teacher reviews and sets up their course according to guidelines

provided, and their knowledge of content/grade level standards.  The MTSS Content Teacher

ensures that there is adequate rigor and makes modifications to curriculum as needed, provides

students with timely feedback on submitted work, reviews completed coursework, and makes

final grade determination.  As needed, the MTSS Content Teacher creates personalized pacing

guides including due dates and assignments for the course for the parent and Teacher of Record

to utilize.  In addition, the MTSS Content Teacher will ensure academic success of the students in

their courses through consistent and clear communication, Live Sessions  for student

participation.  The MTSS Content Teacher holds office hours for small groups and/or 1-1 tutoring

opportunities for Elite students.  The MTSS Content Teacher responds to students within 24 hours

of receipt of message, and communicates to Elite Educator any concerns regarding the

successful completion of a course. The MTSS Content Teacher will also sit in on parent/student

meetings with the Teacher of Record and/or Administrator to devise a success plan for the

student, give specific information to the SPED department or Student Support Team as

applicable.  This position will also include providing and coordinating direct intervention
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programs for identified students, identifying curriculum and instructional support for students

and also working with Teachers of Record on including effective intervention strategies, and

implementing specialized services to meet the needs of each and every student. In addition, this

position will assist in developing a systematic school-wide approach to MTSS.

Qualifications: To perform this job successfully, an individual must be able to perform each

essential duty satisfactorily.  The requirements listed below are representative of the

knowledge, skill, and/or ability required.

● A valid, current, and appropriate California state teaching credential for teaching staff.  A

copy of Teaching Credential to be provided and kept current.

● Highly qualified to authorize students’ learning in the content area served.

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code

44237). No prospective employee can report to work without this clearance being

received and the Human Resources Manager notifying the immediate supervisor of this

clearance.

● Proof of a clear TB test dated within the last 60 days (Ed. Code 49406) upon employment

and thereafter updated every four years.

General skills:

● Team player.

● Love of learning – a lifelong learner.

● Ability to transmit passion for learning to students and families.

● Flexibility and adaptability.

● Well developed, clear communication and interpersonal skills that maintain a respectful,

professional and courteous manner.

● Conflict resolution skills.

● Strong organizational skills.

● Openness to differing views and objectives.

● Computer and technology literacy including webinars.

● Tech-oriented mindset.

● Willingness to research and become knowledgeable of curriculum and educational

resources.

● Ability to deliver information effectively.

● Serve the staff, student and parent's needs to the best of his/her ability without allowing

his/her own convenience to interfere.

● Ensures a culture where students, parents and teachers feel valued and served by

contributing to providing a positive, supportive atmosphere for all.

● Consistently communicate professionally and with a tone of mutual respect.

MTSS Content Teacher Job Description
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● Maintain integrity at all times.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

MTSS Content Teacher:

● Initial setup and preparation of  courses, including due dates, syllabus, grading scale, and

content review.

● Provide students with syllabus, pacing guide with due dates for assignments, standards

being addressed, and assessments.

● Develop and deliver weekly live sessions that help students develop content mastery,

and take attendance at live sessions for compliance purposes.

● Issue midterm progress report.

● Offer office hours and tutoring opportunities for students.

● Review completed coursework and make final grade determination.

● Update course as necessary.

● Provide MTSS support services for identified students through weekly synchronous

lessons.

● Coordinate and facilitate the implementation of academic and social-emotional

interventions for students in need of support towards meeting course standards.

● Use data, such as progress reports, assignment feedback, and school assessments, to

determine and provide the skills development needed for a student to become

academically proficient.

● Provide data for SST and 504 meetings and communicate with parents, teachers, staff

regarding progress or further interventions needed.

● Participate in Student Support Team meetings as needed to assist in coordination of

intervention services for all students receiving MTSS support.

● Identify and promote opportunities/additional potential resources that would improve

students’ academic outcomes.

● Monitor the progress of the entire caseload, maintain records, complete compliance

requirements,  and communicate with parents and Teachers of Record..

Personalized Courses:

● Provide parents/students with standards, syllabus, and contact information.

● Review the course outline and ensure the standards are covered and that there is

adequate rigor.

● Provide students and parents with feedback as necessary.

● Create a pacing guide for the year for the parent and student to utilize.  This pacing

guide will include due dates for assignments.
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● Work with academic supervisors for final approval on personalized courses.

● Review completed coursework and make final grade determination.

Education:

● Bachelor’s Degree

● Single Subject and/or Multiple Subject credential by coursework or exam -or- HQ by

other means (e.g. HOUSSE, VPSS, etc.)

Experience:

At Least 10+  years directly related experience.

Use of Computer Technology:

To perform this job successfully, an individual should have general knowledge of database

software, how to use the internet to find information and complete tasks, email usage, order

processing systems, spreadsheet software, Learning  Management Systems, and word

processing software.  The MTSS Content Teacher is expected to maintain a school issued

working computer with an internet connection and a printer.

Physical Demands:

The physical demands described here are representative of those that must be met by an

employee to successfully perform the essential functions of this job.  Reasonable

accommodations may be made to enable individuals with disabilities to perform the essential

functions.  While performing the duties of this job, the employee is frequently required to sit,

talk and hear.  The employee is also required to stand and walk.  The employee must have

available transportation and be able to drive up to 100 miles in a day.  The employee must

occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job

include close vision and ability to adjust focus.

Work Environment:

The work environment characteristics described here are representative of those an employee

encounters while performing the essential functions of this job.  Reasonable accommodations

may be made to enable individuals with disabilities to perform the essential functions. The

noise level in the work environment is usually moderate.

Must be willing to meet in person (as needed) at least once a quarter for Professional

Development or academic planning.
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Employee Acknowledgement:

__________________________ ________________________    ___________________

Employee Signature Printed Name Date
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Company Type of Service Charter Annual Fiscal Impact
Diligent (BoardEffect) Business Services Mountain Empire 4,892.50$
Sage Intacct Business Services Mountain Empire 4,300.00$
Bill.com Business Services Mountain Empire 8,067.60$
OPS Purchasing System Mountain Empire 10,879.40$
Rosetta Stone Foreign Languages Mountain Empire 2,500.00$
Scantron Testing Mountain Empire 2,500.00$
FlipSwitch Marketing Inc. Marketing Mountain Empire 80,000.00$
Strongmind Curriculum Mountain Empire 220,000.00$
Waisman Consulting Special Ed Services Mountain Empire 400,000.00$
Blank Rome Legal Fees Mountain Empire 25,000.00$
Hatch & Cesario Legal Fees (SPED) Mountain Empire 15,000.00$
Parent Square Inc Technology Services, Educational Mountain Empire 3,300.00$

Mountain Empire Reoccurring Contracts 22/23 School Year





Date of Offer: May 2, 2022
Assignment Offered:  Temporary Content Teacher
Candidate Name: 
Candidate Address:  

It is our pleasure to offer you a position with Elite Academic Academy - Mountain Empire, as a Temporary 
Content Teacher.  This offer is contingent upon final Board approval, an acceptable FBI/DOJ background 
clearance, student enrollment in the Year-Round program, and your timely completion of the requirements set 
forth in this letter. 

If you are currently under contract with another district/charter for June 27, 2022 - August 9, 2022, you must 
provide Elite Academic Academy - Mountain Empire with documentation of your eligibility for employment 
(most traditional schools only contract through June).  You must meet all certification requirements before the 
beginning of your assignment.  Failure to timely provide the specified credentials will nullify this offer. 

Upon completion of these matters, and we have the student enrollment in the program, and your area of 
preference, the CEO will have final approval of your employment.  At that time, we will send you a temporary 
employment contract for your review, signature, and completion.  Your salary would be based on the 
compensation as outlined below. If you are offered an assignment and you choose to decline it, Elite Academic 
Academy - Mountain Empire is not obligated to offer you another assignment.  You would, however, be eligible 
to apply and interview for other assignments. 

Terms and Benefits for this position: 

Start Date:  June 27, 2022
Term:  Temporary/At- Will
Position Title:  Temporary Content Teacher 
FLSA/CA Classification:  Non-Exempt
Hourly Rate:  $41.88
Hours per week:

● 40 hours: 80 students and over
● 35 hours:70-79 students
●
● 25 hours: 50-59 students 
●
● 15 hours:30-39 students
●

Number of Vacation Days:  0
Work Days: (Monday- Friday) Year Round Calendar
Retirement Benefits:  STRS

Please sign below to indicate your acceptance of this conditional offer and return this letter within 5 calendar 
days.  Please let us know if you have any questions.  We look forward to working with you.  Please understand
vacation time is not granted and you are expected to work from June 27, 2022- August 9, 2022. 

I have read and understood the conditions and commitments stated above.  I have initiated below to indicate 
that I have accepted or declined this offer. 



 

Candidate:   

 

_____(Initial) I accept the offer of employment with Elite Academic Academy starting June 27, 2022. I 
understand that this offer is expressly conditioned on Board approval, an acceptable FBI/DOJ background check, 
student enrollm of the requirements set out in this letter.  

_____(Initial) I oyment with Elite Academic Academy  

 

Signature: ___ _________Date:________  

 

Chief Executiv ___________Date ________ 

 



Date of Offer: May 19, 2022
Assignment Offered:  Temporary Content Teacher
Candidate Name: 
Candidate Address: 

It is our pleasure to offer you a position with Elite Academic Academy - Mountain Empire, as a Temporary 
Content Teacher.  This offer is contingent upon final Board approval, an acceptable FBI/DOJ background 
clearance, student enrollment in the Year-Round program, and your timely completion of the requirements set 
forth in this letter. 

If you are currently under contract with another district/charter for June 27, 2022 - August 9, 2022, you must 
provide Elite Academic Academy - Mountain Empire with documentation of your eligibility for employment 
(most traditional schools only contract through June).  You must meet all certification requirements before the 
beginning of your assignment.  Failure to timely provide the specified credentials will nullify this offer. 

Upon completion of these matters, and we have the student enrollment in the program, and your area of 
preference, the CEO will have final approval of your employment.  At that time, we will send you a temporary 
employment contract for your review, signature, and completion.  Your salary would be based on the 
compensation as outlined below. If you are offered an assignment and you choose to decline it, Elite Academic 
Academy - Mountain Empire is not obligated to offer you another assignment.  You would, however, be eligible 
to apply and interview for other assignments. 

Terms and Benefits for this position: 

Start Date:  June 27, 2022
Term:  Temporary/At- Will
Position Title:  Temporary Content Teacher 
FLSA/CA Classification:  Non-Exempt
Hourly Rate:  $41.88
Hours per week:

● 40 hours: 80 students and over
● 35 hours:70-79 students
●
● 25 hours: 50-59 students 
●
● 15 hours:30-39 students
●

Number of Vacation Days:  0
Work Days: (Monday- Friday) Year Round Calendar
Retirement Benefits:  STRS

Please sign below to indicate your acceptance of this conditional offer and return this letter within 5 calendar 
days.  Please let us know if you have any questions.  We look forward to working with you.  Please understand
vacation time is not granted and you are expected to work from June 27, 2022- August 9, 2022. 

I have read and understood the conditions and commitments stated above.  I have initiated below to indicate 
that I have accepted or declined this offer. 



 

Candidate:   

 

_____(Initial) I accept the offer of employment with Elite Academic Academy starting June 27, 2022. I 
understand that this offer is expressly conditioned on Board approval, an acceptable FBI/DOJ background check, 
student enroll of the requirements set out in this letter.  

_____(Initial) I oyment with Elite Academic Academy  

 

Signature: ____ __________Date:________  

 

Chief Executive ___________Date ________ 

 



Date of Offer: May 26, 2022
Assignment Offered:  Temporary Content Teacher
Candidate Name:  hle
Candidate Address:  

It is our pleasure to offer you a position with Elite Academic Academy - Mountain Empire, as a Temporary 
Content Teacher.  This offer is contingent upon final Board approval, an acceptable FBI/DOJ background 
clearance, student enrollment in the Year-Round program, and your timely completion of the requirements set 
forth in this letter. 

If you are currently under contract with another district/charter for June 27, 2022 - August 9, 2022, you must 
provide Elite Academic Academy - Mountain Empire with documentation of your eligibility for employment 
(most traditional schools only contract through June).  You must meet all certification requirements before the 
beginning of your assignment.  Failure to timely provide the specified credentials will nullify this offer. 

Upon completion of these matters, and we have the student enrollment in the program, and your area of 
preference, the CEO will have final approval of your employment.  At that time, we will send you a temporary 
employment contract for your review, signature, and completion.  Your salary would be based on the 
compensation as outlined below. If you are offered an assignment and you choose to decline it, Elite Academic 
Academy - Mountain Empire is not obligated to offer you another assignment.  You would, however, be eligible 
to apply and interview for other assignments. 

Terms and Benefits for this position: 

Start Date:  June 27, 2022
Term:  Temporary/At- Will
Position Title:  Temporary Content Teacher 
FLSA/CA Classification:  Non-Exempt
Hourly Rate:  $41.88
Hours per week:

● 40 hours: 80 students and over
● 35 hours:70-79 students
●
● 25 hours: 50-59 students 
●
● 15 hours:30-39 students
●

Number of Vacation Days:  0
Work Days: (Monday- Friday) Year Round Calendar
Retirement Benefits:  STRS

Please sign below to indicate your acceptance of this conditional offer and return this letter within 5 calendar 
days.  Please let us know if you have any questions.  We look forward to working with you.  Please understand
vacation time is not granted and you are expected to work from June 27, 2022- August 9, 2022. 

I have read and understood the conditions and commitments stated above.  I have initiated below to indicate 
that I have accepted or declined this offer. 



 

Candidate:   

 

_____(Initial) I accept the offer of employment with Elite Academic Academy starting June 27, 2022. I 
understand tha ard approval, an acceptable FBI/DOJ background check, 
student enrollm uirements set out in this letter.  

_____(Initial) I ith Elite Academic Academy  

 

Signature: ____ __Date:________  

 

Chief Executive ___Date ________ 

 



Date of Offer: May 17, 2022
Assignment Offered: Teacher of Record - Homeschool
Candidate Name: 
Candidate Address: 

It is our pleasure to offer you a position with Elite Academic Academy-Mountain Empire. This offer is contingent 
on final Board approval, an acceptable FBI/DOJbackground check, student enrollment in the charter and your 
timely completion of the requirements set forth in this letter. 

If you are currently under contract with another district/charter for the 22.23 school year, you must provide 
Elite Academic Academy-Mountain Empire with documentation of your release by that district/charter. You 
must meet all certification requirements before the beginning of your assignment. Failure to timely provide the 
specified credentials will nullify this offer. 

Upon completion of these matters, and we have the student enrollment confirmed, the CEO will have final 
approval of your employment. At that time, we will send you an employment contract for you to sign and return. 
Your salary would be based on the compensation outlined below. If you are offered an assignment and choose 
to decline it, Elite Academic Academy-Mountain Empire is not obligated to offer you another assignment. You 
would, however, be eligible to apply and interview for other assignments. 

Terms and Benefits for this position: 

Start Date: August 8, 2022
Term: At Will
Position Title:  Teacher of Record - Homeschool
FLSA/CA Classification:  Exempt
Annual Salary: $73,365 ($6,669.55 per month - August 2022 thru June 2023)
Work Days: 201 Days ($365/day) (see attached calendar)
Stipends: $150 monthly travel & mileage stipend
Number of Sick Days: 6
Retirement Benefits: California State Teachers Retirement System
Employer Paid Medical Benefits: $10,800 annually (eligible after 1 month of 
employment)

Please sign below to indicate your acceptance of this conditional offer and return this letter to me within seven 
calendar days. Please let us know if you have any questions. We look forward to working with you.

Chief Executive Officer ______________________________Date ________



I have read and understood the conditions and commitments stated above. I have initialed below to indicate 
that I have accepted or declined this offer.  

 

Candidate:    

_____(Initial) I accept the offer of employment with Elite Academic Academy starting August 8, 2022. I 
understand that this offer is expressly conditioned on Board approval, an acceptable FBI/DOJ background check, 
student enrollment and my timely completion of the requirements set out in this letter.  

 

_____(Initial) I do not accept the offer of employment with Elite Academic Academy.  

 

Name ______________________________Date ________ 

  

 
 





Date of Offer:  May 22, 2022
Assignment Offered:  Temporary Content Teacher 
Candidate Name: 
Candidate Address:  

It is our pleasure to offer you a temporary position with the Elite Academic Academy – Mountain Empire 
the “School”).  This Temporary Employment Contract (the “Contract” or “Temporary Employment 
Contract”) states the terms and conditions that govern the contractual agreement between Elite 
Academic Academy - Mountain Empire and Melissa Cole (the “Temp”) who agrees to be bound by this 
Contract.

WHEREAS, the School is engaged in Public Charter School Education; and

WHEREAS, the School desires to employ and retain the services of the Temp on a temporary basis 
according to the terms and conditions herein.

NOW, THEREFORE, In consideration of the mutual covenants and promises made by the parties hereto, 
the School and the Temp (individually, each a “Party” and collectively, the “Parties”) covenant and agree 
as follows:

● The term of this Temporary Employment Contract shall commence on June 27, 2022, and continue 
until August 9, 2022; with mandatory training June 27, 2022 through June 29, 2022.

● This offer of employment is conditioned upon the receipt of proof of your legal eligibility to 
work in the United States [I-9], and successful completion of all background (Livescan) 
checks.

● The Temp agrees and acknowledges that, just as the Temp has the right to terminate employment 
with the School at any time, with or without cause and with or without notice, the School has the 
same right, and may terminate the Temp’s employment with the School at any time, with or 
without cause and with or without notice. 

● The School shall employ the Temp as Temporary Content Teacher (the “Position”) performing the 
duties described on Exhibit A attached hereto.  The Temp accepts employment with the School on 
the terms and conditions set forth in this Temporary Employment Contract, and agrees to devote 
his/her full time and attention (reasonable periods of illness excepted) to the performance of 
his/her duties under this Contract. 

● The Temp’s days of work shall be Monday through Friday at hours determined by the School (see
below for details) provided that ordinary working hours shall not exceed 40 hours per week, 
unless agreed upon by the School.

o Note:  Your authorized hours, per week, will be determined by the number of students you 
are assigned; and will be confirmed by your direct supervisor.  The hours are as follows:

▪ 40 hours:  80 students and over



▪ 35 hours: 70-79 students 
▪ 30 hours:  60-69 students 
▪ 25 hours:  50-59 students  
▪ 20 hours:  40-49 students 
▪ 15 hours: 30-39 students 
▪ 10 hours:  20-29 students 

o You are required to record your time via our timekeeping system, in Paycom.  You will be 
provided with specific instructions regarding this system.  You will be responsible for 
reviewing, approving, and submitting your time to your supervisor.  You must report any 
instance where you believe your time, or pay, is inaccurate to the payroll department. 

● In consideration for the performance of the duties hereunder, the Temp shall be entitled to 
compensation as described on Exhibit B attached hereto. 

● The Temp agrees and acknowledges that he/she shall comply with the School’s Employee 
Handbook.  Copies of such documents are available upon request. 

● No modification of this Contract shall be valid unless in writing and agreed upon by both Parties. 
● This Temporary Employment Contract and the interpretation of its terms shall be governed by 

and construed in accordance with the laws of the State of California and subject to the exclusive 
jurisdiction of the federal and state courts located in San Diego County, California 
 
IN WITNESS WHEREOF, each of the Parties has executed this Temporary Employment Contract, as 
of the day and year set forth below. 
 
Elite Academic Academy 
 
______________________________        _________________ 
Meghan Freeman - CEO  Date 
 

 BY: 

     _________________  
      Date 
 
Exhibit A.  Job Description (See attached)  
 
Exhibit B.  Compensation:  

● COMPENSATION.  
o The Temp shall be entitled to receive an hourly rate of $41.88 (the “Compensation”) for 

performance of the duties described in the Temporary Employment Contract. 
o Payments from the pay period beginning on the 1st and ending on the 15th will be paid on, 

or before, the 26th of that month; and payments for the pay period beginning on the 16th 
thru the end of the month, will be paid on or before the 10th of the month. 

o The compensation set out above shall be the Temp’s sole compensation under the 
Temporary Employment Contract.  Sick leave will be provided in accordance with the law. 

o Payments to the Temp shall be subject to employer withholding. 
o STRS:  Certificated Teacher shall be subject to STRS. 
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Temporary Content Teacher 
Job Description 

Job Title:  Temporary Content Teacher 
Department: Credentialed Teacher
Reports To: Director of designated Academy (or Academic Administrator)
FLSA Status: Non-Exempt (for Part-Time hourly)/Exempt (for Full-Time salary)
Job Classification: Certificated Part-Time or Full-Time
Pay Range: Hourly for Part-Time/Salary for Full-Time (rates depending on experience) 
Position Location: Remote Office, but may require in-person meeting with groups of students 1-2 days a 
week

Position Summary:  
The Content Teacher is responsible for overseeing subject-specific hybrid courses.  The Content Teacher hosts 
weekly live sessions that engage students to achieve content mastery. The Content Teacher reviews and sets up 
their course according to guidelines provided.  The Content Teacher provides students with timely feedback on 
submitted work and makes final grade determination.  As needed, the Content Teacher creates personalized 
pacing guides including due dates and assignments for the course for the parent and Teacher of Record to utilize.  
In addition, the Content Teacher will ensure academic success of the students in their courses through consistent 
and clear communication.  The Content Teacher holds office hours for small groups and/or 1-1 tutoring 
opportunities for Elite students.  The Content Teacher responds to students within 24 hours of receipt of message 
and communicates to Elite Educator any concerns regarding the successful completion of a course. The Content 
Teacher will also sit in on parent/student meetings with the Teacher of Record and/or Administrator to devise a 
success plan for the student, give specific information to the SPED department or Student Support Team as 
applicable.

Qualifications:  To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.



Temporary Content Teacher Job Description 
 Board Approved March 03, 2022 

2 of 3 
 

● A valid, current, and appropriate California state teaching credential for teaching staff.  A copy of 
Teaching Credential to be provided and kept current.  

● Highly qualified to authorize students’ learning in the content area served. 
● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237). No 

prospective employee can report to work without this clearance being received and the Human 
Resources Manager notifying the immediate supervisor of this clearance.  

● Proof of a clear TB test dated within the last 60 days (Ed. Code 49406) upon employment and thereafter 
updated every four years. 

 
General skills: 

● Team player. 
● Love of learning – a lifelong learner. 
● Ability to transmit passion for learning to students and families. 
● Flexibility and adaptability. 
● Well developed, clear communication and interpersonal skills that maintain a respectful, professional 

and courteous manner. 
● Conflict resolution skills. 
● Strong organizational skills. 
● Openness to differing views and objectives. 
● Technology-literate, preferably in Canvas LMS and Google Suite 
● Willingness to research and become knowledgeable of curriculum and educational resources. 
● Ability to deliver information effectively. 
● Serve the staff, student and parent's needs to the best of his/her ability without allowing his/her own 

convenience to interfere. 
● Ensures a culture where students, parents and teachers feel valued and served by contributing to 

providing a positive, supportive atmosphere for all. 

● Consistently communicate professionally and with a tone of mutual respect. 

● Maintain integrity at all times. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
Content Teacher:  

● Initial setup and preparation of their courses. 
● Develop and deliver weekly live sessions that help students develop content mastery, and take 

attendance at live sessions for compliance purposes. 
● Provide students with syllabus, pacing guide with due dates for assignments, and assessments. 
● Offer office hours and tutoring opportunities for students. 
● Review completed coursework and make final grade determination. 
● Provide students and parents with feedback in a timely manner 
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Education: 
● Bachelor’s Degree
● Single Subject and/or Multiple Subject credential by coursework or exam -or- HQ by other means (e.g. 

HOUSSE, VPSS, etc.)

Experience: 
Two (2) years directly related experience.

Use of Computer Technology:
To perform this job successfully, an individual should have general knowledge of database software, how to use 
the internet to find information and complete tasks, email usage, order processing systems, spreadsheet 
software, Learning  Management Systems, and word processing software.  The Content Teacher is expected to 
maintain a school issued working computer with an internet connection and a printer.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  While performing the duties of this job, the 
employee is frequently required to sit, talk and hear.  The employee is also required to stand and walk.  The 
employee must have available transportation and be able to drive up to 100 miles in a day.  The employee must 
occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision 
and ability to adjust focus.

Work Environment:
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. The noise level in the work environment is usually moderate.

Must be willing to meet in person (as needed) at least once a quarter for Professional Development or academic 
planning. 

___   _ _______________         ___________________
              Printed Name              Date
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between 
(“Employee”) on the one hand, and Elite Academic Academy Mountain Empire (“the Company”), or any of its 
current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR EEMENT. 
 

 
COMPANY:      E
 
By:                                                                      By:                                                              
 Its:  Chief Executive Officer   
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy-Mountain Empire (the “School") and ("Employee") 
(collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined.  “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  This Agreement may be executed in one or more counterparts, each of which 
shall be deemed an original, but all of which together shall constitute one and the same instrument.    
 
 
 
Date: _______________  

NAME 
 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 





Date of Offer:  May 26, 2022
Assignment Offered:  Temporary Content Teacher 
Candidate Name: 
Candidate Address:  

It is our pleasure to offer you a temporary position with Elite Academic Academy – Mountain Empire the 
“School”).  This Temporary Employment Contract (the “Contract” or “Temporary Employment Contract”) 
states the terms and conditions that govern the contractual agreement between Elite Academic Academy 
- Mountain Empire and Beth Enlow (the “Temp”) who agrees to be bound by this Contract.

WHEREAS, the School is engaged in Public Charter School Education; and

WHEREAS, the School desires to employ and retain the services of the Temp on a temporary basis 
according to the terms and conditions herein.

NOW, THEREFORE, In consideration of the mutual covenants and promises made by the parties hereto, 
the School and the Temp (individually, each a “Party” and collectively, the “Parties”) covenant and agree 
as follows:

● The term of this Temporary Employment Contract shall commence on June 27, 2022, and continue 
until August 9, 2022; with mandatory training June 27, 2022 through June 29, 2022.

● This offer of employment is conditioned upon the receipt of proof of your legal eligibility to 
work in the United States [I-9], and successful completion of all background (Livescan) 
checks.

● The Temp agrees and acknowledges that, just as the Temp has the right to terminate employment 
with the School at any time, with or without cause and with or without notice, the School has the 
same right, and may terminate the Temp’s employment with the School at any time, with or 
without cause and with or without notice. 

● The School shall employ the Temp as Temporary Content Teacher (the “Position”) performing the 
duties described on Exhibit A attached hereto.  The Temp accepts employment with the School on 
the terms and conditions set forth in this Temporary Employment Contract, and agrees to devote 
his/her full time and attention (reasonable periods of illness excepted) to the performance of 
his/her duties under this Contract. 

● The Temp’s days of work shall be Monday through Friday at hours determined by the School (see 
below for details) provided that ordinary working hours shall not exceed 40 hours per week, 
unless agreed upon by the School.

o Note:  Your authorized hours, per week, will be determined by the number of students you 
are assigned; and will be confirmed by your direct supervisor.  The hours are as follows:

▪ 40 hours:  80 students and over
▪ 35 hours: 70-79 students



▪ 30 hours:  60-69 students 
▪ 25 hours:  50-59 students  
▪ 20 hours:  40-49 students 
▪ 15 hours: 30-39 students 
▪ 10 hours:  20-29 students 

o You are required to record your time via our timekeeping system, in Paycom.  You will be 
provided with specific instructions regarding this system.  You will be responsible for 
reviewing, approving, and submitting your time to your supervisor.  You must report any 
instance where you believe your time, or pay, is inaccurate to the payroll department. 

● In consideration for the performance of the duties hereunder, the Temp shall be entitled to 
compensation as described on Exhibit B attached hereto. 

● The Temp agrees and acknowledges that he/she shall comply with the School’s Employee 
Handbook.  Copies of such documents are available upon request. 

● No modification of this Contract shall be valid unless in writing and agreed upon by both Parties. 
● This Temporary Employment Contract and the interpretation of its terms shall be governed by 

and construed in accordance with the laws of the State of California and subject to the exclusive 
jurisdiction of the federal and state courts located in San Diego County, California 
 
IN WITNESS WHEREOF, each of the Parties has executed this Temporary Employment Contract, as 
of the day and year set forth below. 
 
Elite Academic Academy 
 
______________________________        _________________ 
Meghan Freeman - CEO  Date 
 

EPTED BY: 

____        _________________  
   Date 
 
Exhibit A.  Job Description (See attached)  
 
Exhibit B.  Compensation:  

● COMPENSATION.  
o The Temp shall be entitled to receive an hourly rate of $41.88 (the “Compensation”) for 

performance of the duties described in the Temporary Employment Contract. 
o Payments from the pay period beginning on the 1st and ending on the 15th will be paid on, 

or before, the 26th of that month; and payments for the pay period beginning on the 16th 
thru the end of the month, will be paid on or before the 10th of the month. 

o The compensation set out above shall be the Temp’s sole compensation under the 
Temporary Employment Contract.  Sick leave will be provided in accordance with the law. 

o Payments to the Temp shall be subject to employer withholding. 
o STRS:  Certificated Teacher shall be subject to STRS. 
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Temporary Content Teacher 
Job Description 

Job Title:  Temporary Content Teacher 
Department: Credentialed Teacher
Reports To: Director of designated Academy (or Academic Administrator)
FLSA Status: Non-Exempt (for Part-Time hourly)/Exempt (for Full-Time salary)
Job Classification: Certificated Part-Time or Full-Time
Pay Range: Hourly for Part-Time/Salary for Full-Time (rates depending on experience) 
Position Location: Remote Office, but may require in-person meeting with groups of students 1-2 days a 
week

Position Summary:  
The Content Teacher is responsible for overseeing subject-specific hybrid courses.  The Content Teacher hosts 
weekly live sessions that engage students to achieve content mastery. The Content Teacher reviews and sets up 
their course according to guidelines provided.  The Content Teacher provides students with timely feedback on 
submitted work and makes final grade determination.  As needed, the Content Teacher creates personalized 
pacing guides including due dates and assignments for the course for the parent and Teacher of Record to utilize.  
In addition, the Content Teacher will ensure academic success of the students in their courses through consistent 
and clear communication.  The Content Teacher holds office hours for small groups and/or 1-1 tutoring 
opportunities for Elite students.  The Content Teacher responds to students within 24 hours of receipt of message 
and communicates to Elite Educator any concerns regarding the successful completion of a course. The Content 
Teacher will also sit in on parent/student meetings with the Teacher of Record and/or Administrator to devise a 
success plan for the student, give specific information to the SPED department or Student Support Team as 
applicable.

Qualifications:  To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.
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● A valid, current, and appropriate California state teaching credential for teaching staff.  A copy of 
Teaching Credential to be provided and kept current.  

● Highly qualified to authorize students’ learning in the content area served. 
● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237). No 

prospective employee can report to work without this clearance being received and the Human 
Resources Manager notifying the immediate supervisor of this clearance.  

● Proof of a clear TB test dated within the last 60 days (Ed. Code 49406) upon employment and thereafter 
updated every four years. 

 
General skills: 

● Team player. 
● Love of learning – a lifelong learner. 
● Ability to transmit passion for learning to students and families. 
● Flexibility and adaptability. 
● Well developed, clear communication and interpersonal skills that maintain a respectful, professional 

and courteous manner. 
● Conflict resolution skills. 
● Strong organizational skills. 
● Openness to differing views and objectives. 
● Technology-literate, preferably in Canvas LMS and Google Suite 
● Willingness to research and become knowledgeable of curriculum and educational resources. 
● Ability to deliver information effectively. 
● Serve the staff, student and parent's needs to the best of his/her ability without allowing his/her own 

convenience to interfere. 
● Ensures a culture where students, parents and teachers feel valued and served by contributing to 

providing a positive, supportive atmosphere for all. 

● Consistently communicate professionally and with a tone of mutual respect. 

● Maintain integrity at all times. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
Content Teacher:  

● Initial setup and preparation of their courses. 
● Develop and deliver weekly live sessions that help students develop content mastery, and take 

attendance at live sessions for compliance purposes. 
● Provide students with syllabus, pacing guide with due dates for assignments, and assessments. 
● Offer office hours and tutoring opportunities for students. 
● Review completed coursework and make final grade determination. 
● Provide students and parents with feedback in a timely manner 
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Education: 
● Bachelor’s Degree
● Single Subject and/or Multiple Subject credential by coursework or exam -or- HQ by other means (e.g. 

HOUSSE, VPSS, etc.)

Experience: 
Two (2) years directly related experience.

Use of Computer Technology:
To perform this job successfully, an individual should have general knowledge of database software, how to use 
the internet to find information and complete tasks, email usage, order processing systems, spreadsheet 
software, Learning  Management Systems, and word processing software.  The Content Teacher is expected to 
maintain a school issued working computer with an internet connection and a printer.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  While performing the duties of this job, the 
employee is frequently required to sit, talk and hear.  The employee is also required to stand and walk.  The 
employee must have available transportation and be able to drive up to 100 miles in a day.  The employee must 
occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision 
and ability to adjust focus.

Work Environment:
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. The noise level in the work environment is usually moderate.

Must be willing to meet in person (as needed) at least once a quarter for Professional Development or academic 
planning. 

Employee Acknowledgement:

________   ____________________________         ___________________
                 Printed Name              Date
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between 
(“Employee”) on the one hand, and Elite Academic Academy Mountain Empire (“the Company”), or any of its 
current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR D EMENT. 
 

 
COMPANY:      EM
 
By:                                                                      By:                                                                 
 Its:  Chief Executive Officer   
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy-Mountain Empire (the “School") and ("Employee") 
(collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School. Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined.  “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  This Agreem ounterparts, each of which 
shall be deemed an original, but all  and the same instrument.    
 
 
 
Date: _______________  

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 





Date of Offer:  May 19, 2022
Assignment Offered:  Temporary Content Teacher 
Candidate Name: 

It is our pleasure to offer you a temporary position with the Elite Academic Academy – Mountain Empire 
the “School”).  This Temporary Employment Contract (the “Contract” or “Temporary Employment 
Contract”) states the terms and conditions that govern the contractual agreement between Elite 
Academic Academy - Mountain Empire and Jason Bornn (the “Temp”) who agrees to be bound by this 
Contract.

WHEREAS, the School is engaged in Public Charter School Education; and

WHEREAS, the School desires to employ and retain the services of the Temp on a temporary basis 
according to the terms and conditions herein.

NOW, THEREFORE, In consideration of the mutual covenants and promises made by the parties hereto, 
the School and the Temp (individually, each a “Party” and collectively, the “Parties”) covenant and agree 
as follows:

● The term of this Temporary Employment Contract shall commence on June 27, 2022, and continue 
until August 9, 2022; with mandatory training June 27, 2022 through June 29, 2022.

● This offer of employment is conditioned upon the receipt of proof of your legal eligibility to 
work in the United States [I-9], and successful completion of all background (Livescan) 
checks.

● The Temp agrees and acknowledges that, just as the Temp has the right to terminate employment 
with the School at any time, with or without cause and with or without notice, the School has the 
same right, and may terminate the Temp’s employment with the School at any time, with or 
without cause and with or without notice. 

● The School shall employ the Temp as Temporary Content Teacher (the “Position”) performing the 
duties described on Exhibit A attached hereto.  The Temp accepts employment with the School on 
the terms and conditions set forth in this Temporary Employment Contract, and agrees to devote 
his/her full time and attention (reasonable periods of illness excepted) to the performance of 
his/her duties under this Contract. 

● The Temp’s days of work shall be Monday through Friday at hours determined by the School (see 
below for details) provided that ordinary working hours shall not exceed 40 hours per week, 
unless agreed upon by the School.

o Note:  Your authorized hours, per week, will be determined by the number of students you 
are assigned; and will be confirmed by your direct supervisor.  The hours are as follows:

▪ 40 hours:  80 students and over



▪ 35 hours: 70-79 students 
▪ 30 hours:  60-69 students 
▪ 25 hours:  50-59 students  
▪ 20 hours:  40-49 students 
▪ 15 hours: 30-39 students 
▪ 10 hours:  20-29 students 

o You are required to record your time via our timekeeping system, in Paycom.  You will be 
provided with specific instructions regarding this system.  You will be responsible for 
reviewing, approving, and submitting your time to your supervisor.  You must report any 
instance where you believe your time, or pay, is inaccurate to the payroll department. 

● In consideration for the performance of the duties hereunder, the Temp shall be entitled to 
compensation as described on Exhibit B attached hereto. 

● The Temp agrees and acknowledges that he/she shall comply with the School’s Employee 
Handbook.  Copies of such documents are available upon request. 

● No modification of this Contract shall be valid unless in writing and agreed upon by both Parties. 
● This Temporary Employment Contract and the interpretation of its terms shall be governed by 

and construed in accordance with the laws of the State of California and subject to the exclusive 
jurisdiction of the federal and state courts located in San Diego County, California 
 
IN WITNESS WHEREOF, each of the Parties has executed this Temporary Employment Contract, as 
of the day and year set forth below. 
 
Elite Academic Academy 
 
______________________________        _________________ 
Meghan Freeman - CEO  Date 
 

D BY: 

      _________________  
  Date 

Exhibit A.  Job Description (See attached)  
 
Exhibit B.  Compensation:  

● COMPENSATION.  
o The Temp shall be entitled to receive an hourly rate of $41.88 (the “Compensation”) for 

performance of the duties described in the Temporary Employment Contract. 
o Payments from the pay period beginning on the 1st and ending on the 15th will be paid on, 

or before, the 26th of that month; and payments for the pay period beginning on the 16th 
thru the end of the month, will be paid on or before the 10th of the month. 

o The compensation set out above shall be the Temp’s sole compensation under the 
Temporary Employment Contract.  Sick leave will be provided in accordance with the law. 

o Payments to the Temp shall be subject to employer withholding. 
o STRS:  Certificated Teacher shall be subject to STRS. 
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Temporary Content Teacher 
Job Description 

Job Title:  Temporary Content Teacher 
Department: Credentialed Teacher
Reports To: Director of designated Academy (or Academic Administrator)
FLSA Status: Non-Exempt (for Part-Time hourly)/Exempt (for Full-Time salary)
Job Classification: Certificated Part-Time or Full-Time
Pay Range: Hourly for Part-Time/Salary for Full-Time (rates depending on experience) 
Position Location: Remote Office, but may require in-person meeting with groups of students 1-2 days a 
week

Position Summary:  
The Content Teacher is responsible for overseeing subject-specific hybrid courses.  The Content Teacher hosts 
weekly live sessions that engage students to achieve content mastery. The Content Teacher reviews and sets up 
their course according to guidelines provided.  The Content Teacher provides students with timely feedback on 
submitted work and makes final grade determination.  As needed, the Content Teacher creates personalized 
pacing guides including due dates and assignments for the course for the parent and Teacher of Record to utilize.  
In addition, the Content Teacher will ensure academic success of the students in their courses through consistent 
and clear communication.  The Content Teacher holds office hours for small groups and/or 1-1 tutoring 
opportunities for Elite students.  The Content Teacher responds to students within 24 hours of receipt of message 
and communicates to Elite Educator any concerns regarding the successful completion of a course. The Content 
Teacher will also sit in on parent/student meetings with the Teacher of Record and/or Administrator to devise a 
success plan for the student, give specific information to the SPED department or Student Support Team as 
applicable.

Qualifications:  To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.
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● A valid, current, and appropriate California state teaching credential for teaching staff.  A copy of 
Teaching Credential to be provided and kept current.  

● Highly qualified to authorize students’ learning in the content area served. 
● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237). No 

prospective employee can report to work without this clearance being received and the Human 
Resources Manager notifying the immediate supervisor of this clearance.  

● Proof of a clear TB test dated within the last 60 days (Ed. Code 49406) upon employment and thereafter 
updated every four years. 

 
General skills: 

● Team player. 
● Love of learning – a lifelong learner. 
● Ability to transmit passion for learning to students and families. 
● Flexibility and adaptability. 
● Well developed, clear communication and interpersonal skills that maintain a respectful, professional 

and courteous manner. 
● Conflict resolution skills. 
● Strong organizational skills. 
● Openness to differing views and objectives. 
● Technology-literate, preferably in Canvas LMS and Google Suite 
● Willingness to research and become knowledgeable of curriculum and educational resources. 
● Ability to deliver information effectively. 
● Serve the staff, student and parent's needs to the best of his/her ability without allowing his/her own 

convenience to interfere. 
● Ensures a culture where students, parents and teachers feel valued and served by contributing to 

providing a positive, supportive atmosphere for all. 

● Consistently communicate professionally and with a tone of mutual respect. 

● Maintain integrity at all times. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
Content Teacher:  

● Initial setup and preparation of their courses. 
● Develop and deliver weekly live sessions that help students develop content mastery, and take 

attendance at live sessions for compliance purposes. 
● Provide students with syllabus, pacing guide with due dates for assignments, and assessments. 
● Offer office hours and tutoring opportunities for students. 
● Review completed coursework and make final grade determination. 
● Provide students and parents with feedback in a timely manner 
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Education: 
● Bachelor’s Degree
● Single Subject and/or Multiple Subject credential by coursework or exam -or- HQ by other means (e.g. 

HOUSSE, VPSS, etc.)

Experience: 
Two (2) years directly related experience.

Use of Computer Technology:
To perform this job successfully, an individual should have general knowledge of database software, how to use 
the internet to find information and complete tasks, email usage, order processing systems, spreadsheet 
software, Learning  Management Systems, and word processing software.  The Content Teacher is expected to 
maintain a school issued working computer with an internet connection and a printer.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  While performing the duties of this job, the 
employee is frequently required to sit, talk and hear.  The employee is also required to stand and walk.  The 
employee must have available transportation and be able to drive up to 100 miles in a day.  The employee must 
occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision 
and ability to adjust focus.

Work Environment:
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. The noise level in the work environment is usually moderate.

Must be willing to meet in person (as needed) at least once a quarter for Professional Development or academic 
planning. 

Employee Acknowledgement:
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between 
(“Employee”) on the one hand, and Elite Academic Academy Mountain Empire (“the Company”), or any of its 
current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, F NT. 
 

 
COMPANY:      
 
By:                                                                      By:                                                       
 Its:  Chief Executive Officer   
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy-Mountain Empire (the “School") and ("Employee") 
(collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined.  “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  This A erparts, each of which 
shall be deemed an original,  the same instrument.    
 
 
 
Date: _______________ 

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 





Date of Offer:  May 25, 2022
Assignment Offered:  Temporary Content Teacher 
Candidate Name: 

It is our pleasure to offer you a temporary position with the Elite Academic Academy – Mountain Empire 
the “School”).  This Temporary Employment Contract (the “Contract” or “Temporary Employment 
Contract”) states the terms and conditions that govern the contractual agreement between Elite 
Academic Academy - Mountain Empire and Breann Klepach (the “Temp”) who agrees to be bound by this 
Contract.

WHEREAS, the School is engaged in Public Charter School Education; and

WHEREAS, the School desires to employ and retain the services of the Temp on a temporary basis 
according to the terms and conditions herein.

NOW, THEREFORE, In consideration of the mutual covenants and promises made by the parties hereto, 
the School and the Temp (individually, each a “Party” and collectively, the “Parties”) covenant and agree 
as follows:

● The term of this Temporary Employment Contract shall commence on June 27, 2022, and continue 
until August 9, 2022; with mandatory training June 27, 2022 through June 29, 2022.

● This offer of employment is conditioned upon the receipt of proof of your legal eligibility to 
work in the United States [I-9], and successful completion of all background (Livescan) 
checks.

● The Temp agrees and acknowledges that, just as the Temp has the right to terminate employment 
with the School at any time, with or without cause and with or without notice, the School has the 
same right, and may terminate the Temp’s employment with the School at any time, with or 
without cause and with or without notice. 

● The School shall employ the Temp as Temporary Content Teacher (the “Position”) performing the 
duties described on Exhibit A attached hereto.  The Temp accepts employment with the School on 
the terms and conditions set forth in this Temporary Employment Contract, and agrees to devote 
his/her full time and attention (reasonable periods of illness excepted) to the performance of 
his/her duties under this Contract. 

● The Temp’s days of work shall be Monday through Friday at hours determined by the School (see 
below for details) provided that ordinary working hours shall not exceed 40 hours per week, 
unless agreed upon by the School.

o Note:  Your authorized hours, per week, will be determined by the number of students you 
are assigned; and will be confirmed by your direct supervisor.  The hours are as follows:

▪ 40 hours:  80 students and over



▪ 35 hours: 70-79 students 
▪ 30 hours:  60-69 students 
▪ 25 hours:  50-59 students  
▪ 20 hours:  40-49 students 
▪ 15 hours: 30-39 students 
▪ 10 hours:  20-29 students 

o You are required to record your time via our timekeeping system, in Paycom.  You will be 
provided with specific instructions regarding this system.  You will be responsible for 
reviewing, approving, and submitting your time to your supervisor.  You must report any 
instance where you believe your time, or pay, is inaccurate to the payroll department. 

● In consideration for the performance of the duties hereunder, the Temp shall be entitled to 
compensation as described on Exhibit B attached hereto. 

● The Temp agrees and acknowledges that he/she shall comply with the School’s Employee 
Handbook.  Copies of such documents are available upon request. 

● No modification of this Contract shall be valid unless in writing and agreed upon by both Parties. 
● This Temporary Employment Contract and the interpretation of its terms shall be governed by 

and construed in accordance with the laws of the State of California and subject to the exclusive 
jurisdiction of the federal and state courts located in San Diego County, California 
 
IN WITNESS WHEREOF, each of the Parties has executed this Temporary Employment Contract, as 
of the day and year set forth below. 
 
Elite Academic Academy 
 
______________________________        _________________ 
Meghan Freeman - CEO  Date 
 

 BY: 

    _________________  
     Date 
 
Exhibit A.  Job Description (See attached)  
 
Exhibit B.  Compensation:  

● COMPENSATION.  
o The Temp shall be entitled to receive an hourly rate of $41.88 (the “Compensation”) for 

performance of the duties described in the Temporary Employment Contract. 
o Payments from the pay period beginning on the 1st and ending on the 15th will be paid on, 

or before, the 26th of that month; and payments for the pay period beginning on the 16th 
thru the end of the month, will be paid on or before the 10th of the month. 

o The compensation set out above shall be the Temp’s sole compensation under the 
Temporary Employment Contract.  Sick leave will be provided in accordance with the law. 

o Payments to the Temp shall be subject to employer withholding. 
o STRS:  Certificated Teacher shall be subject to STRS. 
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Temporary Content Teacher 
Job Description 

Job Title:  Temporary Content Teacher 
Department: Credentialed Teacher
Reports To: Director of designated Academy (or Academic Administrator)
FLSA Status: Non-Exempt (for Part-Time hourly)/Exempt (for Full-Time salary)
Job Classification: Certificated Part-Time or Full-Time
Pay Range: Hourly for Part-Time/Salary for Full-Time (rates depending on experience) 
Position Location: Remote Office, but may require in-person meeting with groups of students 1-2 days a 
week

Position Summary:  
The Content Teacher is responsible for overseeing subject-specific hybrid courses.  The Content Teacher hosts 
weekly live sessions that engage students to achieve content mastery. The Content Teacher reviews and sets up 
their course according to guidelines provided.  The Content Teacher provides students with timely feedback on 
submitted work and makes final grade determination.  As needed, the Content Teacher creates personalized 
pacing guides including due dates and assignments for the course for the parent and Teacher of Record to utilize.  
In addition, the Content Teacher will ensure academic success of the students in their courses through consistent 
and clear communication.  The Content Teacher holds office hours for small groups and/or 1-1 tutoring 
opportunities for Elite students.  The Content Teacher responds to students within 24 hours of receipt of message 
and communicates to Elite Educator any concerns regarding the successful completion of a course. The Content 
Teacher will also sit in on parent/student meetings with the Teacher of Record and/or Administrator to devise a 
success plan for the student, give specific information to the SPED department or Student Support Team as 
applicable.

Qualifications:  To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.
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● A valid, current, and appropriate California state teaching credential for teaching staff.  A copy of 
Teaching Credential to be provided and kept current.  

● Highly qualified to authorize students’ learning in the content area served. 
● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237). No 

prospective employee can report to work without this clearance being received and the Human 
Resources Manager notifying the immediate supervisor of this clearance.  

● Proof of a clear TB test dated within the last 60 days (Ed. Code 49406) upon employment and thereafter 
updated every four years. 

 
General skills: 

● Team player. 
● Love of learning – a lifelong learner. 
● Ability to transmit passion for learning to students and families. 
● Flexibility and adaptability. 
● Well developed, clear communication and interpersonal skills that maintain a respectful, professional 

and courteous manner. 
● Conflict resolution skills. 
● Strong organizational skills. 
● Openness to differing views and objectives. 
● Technology-literate, preferably in Canvas LMS and Google Suite 
● Willingness to research and become knowledgeable of curriculum and educational resources. 
● Ability to deliver information effectively. 
● Serve the staff, student and parent's needs to the best of his/her ability without allowing his/her own 

convenience to interfere. 
● Ensures a culture where students, parents and teachers feel valued and served by contributing to 

providing a positive, supportive atmosphere for all. 

● Consistently communicate professionally and with a tone of mutual respect. 

● Maintain integrity at all times. 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
Content Teacher:  

● Initial setup and preparation of their courses. 
● Develop and deliver weekly live sessions that help students develop content mastery, and take 

attendance at live sessions for compliance purposes. 
● Provide students with syllabus, pacing guide with due dates for assignments, and assessments. 
● Offer office hours and tutoring opportunities for students. 
● Review completed coursework and make final grade determination. 
● Provide students and parents with feedback in a timely manner 
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Education: 
● Bachelor’s Degree
● Single Subject and/or Multiple Subject credential by coursework or exam -or- HQ by other means (e.g. 

HOUSSE, VPSS, etc.)

Experience: 
Two (2) years directly related experience.

Use of Computer Technology:
To perform this job successfully, an individual should have general knowledge of database software, how to use 
the internet to find information and complete tasks, email usage, order processing systems, spreadsheet 
software, Learning  Management Systems, and word processing software.  The Content Teacher is expected to 
maintain a school issued working computer with an internet connection and a printer.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  While performing the duties of this job, the 
employee is frequently required to sit, talk and hear.  The employee is also required to stand and walk.  The 
employee must have available transportation and be able to drive up to 100 miles in a day.  The employee must 
occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision 
and ability to adjust focus.

Work Environment:
The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. The noise level in the work environment is usually moderate.

Must be willing to meet in person (as needed) at least once a quarter for Professional Development or academic 
planning. 

Employee Acknowledgement:

  ____________________________         ___________________
       Printed Name              Date
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between
(“Employee”) on the one hand, and Elite Academic Academy Mountain Empire (“the Company”), or any of its 
current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR MENT. 
 

 
COMPANY:      E
 
By:                                                                      By:                                                               
 Its:  Chief Executive Officer   
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy-Mountain Empire (the “School") and ("Employee") 
(collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined.  “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  Thi unterparts, each of which 
shall be deemed an origin and the same instrument.    
 
 
 
Date: _______________ 

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 





Date of Offer:  April 26, 2022 
Assignment Offered:  Temporary Part-Time Instructional Aide
Candidate Name:  
Candidate Address:  

It is our pleasure to offer you a temporary position with the Elite Academic Academy - Mountain Empire 
(the “School”).  This Temporary Employment Contract (the “Contract” or “Temporary Employment 
Contract”) states the terms and conditions that govern the contractual agreement between Elite 
Academic Academy - Mountain Empire and RaeNelle McDougal (the “Temp”) who agrees to be bound by 
this Contract.

WHEREAS, the School is engaged in Public Charter School Education; and

WHEREAS, the School desires to employ and retain the services of the Temp on a temporary basis 
according to the terms and conditions herein.

NOW, THEREFORE, In consideration of the mutual covenants and promises made by the parties hereto, 
the School and the Temp (individually, each a “Party” and collectively, the “Parties”) covenant and agree 
as follows:

● The term of this Temporary Employment Contract shall commence on June 20, 2022, and continue 
until August 9, 2022.

● This offer of employment is conditioned upon the receipt of proof of your legal eligibility to 
work in the United States [I-9].

● The Temp agrees and acknowledges that, just as the Temp has the right to terminate employment 
with the School at any time, with or without cause and with or without notice, the School has the 
same right, and may terminate the Temp’s employment with the School at any time, with or 
without cause and with or without notice. 

● The School shall employ the Temp as a Part-Time Instructional Aide (the “Position”) performing 
the duties described on Exhibit A attached hereto.  The Temp accepts employment with the School 
on the terms and conditions set forth in this Temporary Employment Contract, and agrees to 
devote his/her full time and attention (reasonable periods of illness excepted) to the performance 
of his/her duties under this Contract. 

● The Temp’s days of work shall be Monday through Friday at hours determined by the School, 
provided that ordinary working hours shall not exceed 20 hours per week, unless agreed upon by 
the School.

● In consideration for the performance of the duties hereunder, the Temp shall be entitled to 
compensation as described in Exhibit B attached hereto.



● The Temp agrees and acknowledges that he/she shall comply with the School’s Employee 
Handbook.  Copies of such documents are available upon request. 

● No modification of this Contract shall be valid unless in writing and agreed upon by both Parties. 
● This Temporary Employment Contract and the interpretation of its terms shall be governed by 

and construed in accordance with the laws of the State of California and subject to the exclusive 
jurisdiction of the federal and state courts located in San Bernardino, California 
 
IN WITNESS WHEREOF, each of the Parties has executed this Temporary Employment Contract, , 
as of the day and year set forth below. 
 
Elite Academic Academy 
 
 
______________________________        _________________ 
Meghan Freeman -CEO  Date 
 
AGREED TO AND ACCEPTED BY: 

      _________________  
   Date 
 
 
 
Exhibit A.  Job Description (See attached)  
 

Exhibit B.  Compensation:  

● COMPENSATION.  
o The Temp shall be entitled to receive an hourly rate of $18.00 (the “Compensation”) for 

performance of the duties described in the Temporary Employment Contract. 
o Payments from the pay period beginning on the 1st and ending on the 15th will be paid on, 

or before, the 26th of that month; and payments for the pay period beginning on the 16th 
thru the end of the month, will be paid on or before the 10th of the month.    

o The compensation set out above shall be the Temp’s sole compensation under the 
Temporary Employment Contract.  Sick leave will be provided in accordance with the law. 

o Payments to the Temp shall be subject to employer withholding. 
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Temporary Year-Round Instructional Aide
Job Description

Position Title:         Temporary Year-Round Instructional Aide
Reports To:        Teacher of Record
FLSA Status: Non-Exempt
School Classification: Classified
Pay Range: $15-$18 per hour
Work Schedule: Varies
Location: Remote 

Position Summary:  The Instructional Aide supports the staff and students by completing various duties 
outlined in this job description to support student engagement and learning.

Qualifications: To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 
ability required.

● Any combination equivalent to: graduation from high school and at least one year experience 
related to the duties and responsibilities specified.

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237). No 
prospective employee can report to work without this clearance being received and the Human 
Resources Manager notifying the immediate supervisor of this clearance. 

● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 49406) upon employment 
and thereafter updated every four years.

ESSENTIAL DUTIES and RESPONSIBILITIES:

● Carry out tasks assigned by the admin/teacher of record.
● Provide support to the teacher to ensure students are engaged in their academics.
● Contact students via phone, text, or zoom to help keep them engaged.
● Collect student work samples, and required signed documents for the teacher of record.



 

 
Temporary Year-Round Instructional Aide Job Description 

Board Approved May 06, 2021 
2 of 3 

 

● Assist students in uploading work and required documents  
● Follow up on emails written by the teacher of record. 
● Assists students and/or parents, individually or in groups, with lesson assignments to present or 

reinforce learning concepts. 
● Assist students and/or parents  in connecting with the proper support needed by their teachers 

of record, academic support and content teachers.  
● Assist in the maintenance/preparation of instructional materials. 
● Assist in maintenance of student attendance and achievement. 
● Assist students in attending enrichment webinars. 

 
Other Duties 

● Respond to all school related written correspondence, phone calls, voicemails, and emails within 
24 business hours. 

● Document and report to the school’s management all formal disciplinary actions involving 
students; supporting management with addressing and resolving complaints from students and 
parents in a timely manner; and ensuring compliance with the provisions of California Penal Code 
Section 11166 (Child Abuse and Neglect Reporting Act). 

● Perform other duties as assigned. 
 
Knowledge and Abilities:  To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, 
and/or ability required. 
  

● Effective written and oral communication form. 
● Ability to understand and follow safety procedures. 
● Develop and maintain effective working relationships. 
● Display sensitivity, tact and responsiveness in various situations and needs. 
● Handle public contact and relations effectively. 
● Ability to understand and follow specific instructions and procedures. 
● Analyze and resolve problems. 
● Ability to work independently and coordinate with others. 
● Maintain accurate and orderly records. 
● Ability to work collaboratively with a team. 
● Maintain a high level of confidentiality. 
● Handle feedback and constructive criticism. 

 
Use of Computer Technology: 
To perform this job successfully, an individual should have general knowledge of database software, 
how to use the internet to find information and complete tasks, email usage, order processing systems, 
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spreadsheet software, and word processing software.  The employee is expected to acquire and 
maintain a working computer with an internet connection and a printer.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

● Hearing and speaking to exchange information.
● Dexterity of hands and fingers to demonstrate activities.
● Operates a computer and other office productivity machinery.
● Seeing to read a variety of materials.
● Bending at the waist, kneeling or crouching.
● Sitting or standing for extended periods of time.
● Lifting objects up to 50 pounds.
● Close vision and ability to adjust focus.

Work Environment:
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

● Office environment.
● Work remotely.
● Noise level is generally moderate.
● Work conducted in a public setting.
● Indoor and outdoor in varying temperatures.
● Employee must have available transportation and be able to drive up to 100 miles in a day.

Hazards:
● Contact with dissatisfied individuals 

Employee Acknowledgement:

  __ _______      _______________
       Printed Name                                   Date
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between 
(“Employee”) on the one hand, and Elite Academic Academy - Mountain Empire (“the Company”), or any of its 
current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR DECLINING TO SIGN THIS AGREEMENT. 
 
 

 
COMPANY:      EM
 
By:                                                                      By:                                                           
 Its:  Chief Executive Officer       
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy – Mountain Empire (the “School") and 
("Employee") (collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined.  “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  Thi unterparts, each of which 
shall be deemed an origin and the same instrument.    
 
 
 
Date: _______________ 

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 



Date of Offer:  May 11, 2022
Assignment Offered:  Temporary Admissions Clerk
Candidate Name: 

It is our pleasure to offer you a temporary position with the Elite Academic Academy - Mountain Empire 
(the “School”).  This Temporary Employment Contract (the “Contract” or “Temporary Employment 
Contract”) states the terms and conditions that govern the contractual agreement between Elite 
Academic Academy - Mountain Empire and Emma Sakaguchi (the “Temp”) who agrees to be bound by 
this Contract.

WHEREAS, the School is engaged in Public Charter School Education; and

WHEREAS, the School desires to employ and retain the services of the Temp on a temporary basis 
according to the terms and conditions herein.

NOW, THEREFORE, In consideration of the mutual covenants and promises made by the parties hereto, 
the School and the Temp (individually, each a “Party” and collectively, the “Parties”) covenant and agree 
as follows:

● The term of this Temporary Employment Contract shall commence on May 16, 2022, and continue 
until September 1, 2022.

● This offer of employment is conditioned upon the receipt of proof of your legal eligibility to 
work in the United States [I-9].

● The Temp agrees and acknowledges that, just as the Temp has the right to terminate employment 
with the School at any time, with or without cause and with or without notice, the School has the 
same right, and may terminate the Temp’s employment with the School at any time, with or 
without cause and with or without notice. 

● The School shall employ the Temp as an Admissions Clerk (the “Position”) performing the duties 
described on Exhibit A attached hereto.  The Temp accepts employment with the School on the 
terms and conditions set forth in this Temporary Employment Contract, and agrees to devote 
his/her full time and attention (reasonable periods of illness excepted) to the performance of 
his/her duties under this Contract. 

● The Temp’s days of work shall be Monday through Friday at hours determined by the School, 
provided that ordinary working hours shall not exceed 20 hours per week, unless agreed upon by 
the School.

● In consideration for the performance of the duties hereunder, the Temp shall be entitled to 
compensation as described on Exhibit B attached hereto.



● The Temp agrees and acknowledges that he/she shall comply with the School’s Employee 
Handbook.  Copies of such documents are available upon request. 

● No modification of this Contract shall be valid unless in writing and agreed upon by both Parties. 
● This Temporary Employment Contract and the interpretation of its terms shall be governed by 

and construed in accordance with the laws of the State of California and subject to the exclusive 
jurisdiction of the federal and state courts located in San Bernardino, California 
 
IN WITNESS WHEREOF, each of the Parties has executed this Temporary Employment Contract, , 
as of the day and year set forth below. 
 
Elite Academic Academy 
 
 
______________________________        _________________ 
Meghan Freeman -CEO  Date 
 
AGREED TO AND ACCEPTED BY: 

       _________________  
 Date 

 
 
Exhibit A.  Job Description (See attached)  
 

Exhibit B.  Compensation:  

● COMPENSATION.  
o The Temp shall be entitled to receive an hourly rate of $25.00 (the “Compensation”) for 

performance of the duties described in the Temporary Employment Contract. 
o Payments from the pay period beginning on the 1st and ending on the 15th will be paid on, 

or before, the 26th of that month; and payments for the pay period beginning on the 16th 
thru the end of the month, will be paid on or before the 10th of the month.    

o The compensation set out above shall be the Temp’s sole compensation under the 
Temporary Employment Contract.  Sick leave will be provided in accordance with the law. 

o Payments to the Temp shall be subject to employer withholding. 
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Temporary Admissions Clerk
Job Description

Position Title:  Temporary Admissions Clerk 
Reports To:  Operations & Compliance Coordinator
FLSA Status: Non-Exempt
School Classification: Classified
Pay Range: $20-25 per hour, or salary equivalent (depending on experience)
Work Schedule: Temporary; Part-Time (approximately 4 - 6 hours per day; 

approximately 4-5 months).
Location: Onsite - Temecula, CA

Position Summary:  

The Admissions Clerk supports the Onboarding Specialist in taking phone calls and answering general 
questions about the school and the program.  The Admissions Clerk works to onboard new families that 
are starting with Elite. This position would check in with families throughout the enrollment process and 
then after the student is enrolled to make sure the family has heard from their teacher and that all 
questions regarding the program have been answered. The Admissions Clerk works to ensure student 
applications are complete and required attachments are submitted. The Admissions Clerk works to keep 
the SIS updated with all student information, and supports the operations of student enrollment. 

Qualifications:  To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required.

● High school diploma and clerical experience. Experience in the independent study educational 
model preferred. Bilingual skills preferred. 

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237). No 
prospective employee can report to work without this clearance being received and the Human 
Resources Manager notifying the immediate supervisor of this clearance. 
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● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 49406) upon employment 
and thereafter updated every four years. 
 

 
ESSENTIAL FUNCTIONS and RESPONSIBILITIES: 

Operations/Onboarding: 

● Answer general school phone calls and direct the questions to the appropriate departments. 
● Be the first contact with families communicating via email and/or phone system . 
● Explain the differences between the Schools’ various academies. 
● Support families in choosing the appropriate academy for their child. 
● Explain to families the enrollment process. 
● Follow up with families to help complete registration. 
● Check each application in the online registration portal  for uploaded documents. 
● Contacts parents for missing or incomplete documents, vaccine records, or waivers. Continue to 

follow up daily until docs have been received. 
● Notifies families of their acceptance into the school. 
● Documents acceptance status and notifies the teacher, and administration accordingly. 
● Uploads Global Notes for each student (medical record, vaccines, IEP/504, HSTs). 
● Supports contacting families to verify whether or not students will return each Fall. 
● Checks for new student applications/documents daily. 
● Follow up with parents/students on missing documents until documents are received or the 

application is withdrawn. 
● Initiates communication with enrolled students and keeps notes accordingly.  
● Ensures that student assignments are accurately recorded. 
● Following up with new students to ensure a successful transition into the program.  
● Input and maintain all student data into the student information system (SIS); including 

demographics, EL status, homeless status, etc. 
● Matches student start date with placement on the teacher’s roster.  
● Assist with immunization collection and recording. 
● Assist with Cumulative Records. 
● Assist with student file organization. 
● Assists with collection and maintenance of HDC forms. 
● Assists with collection and recording of re-enrollment forms. 
● Assist with internal compliance auditing. 
● Supports the Operations Department as needed. 

 
Other Duties: 

● Document and report to the school’s management all formal disciplinary actions involving 
students; supporting management with addressing and resolving complaints from students and 
parents in a timely manner; and ensuring compliance with the provisions of California Penal Code 
Section 11166 (Child Abuse and Neglect Reporting Act). 

● Perform other duties as assigned 
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Use of Computer Technology:
To perform this job successfully, an individual should have general knowledge of database software, how 
to use the internet to find information and complete tasks, email usage, order processing systems, 
spreadsheet software, and word processing software. The employee is expected to acquire and maintain a 
working computer with an internet connection and a printer.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

● Hearing and speaking to exchange information
● Dexterity of hands and fingers to demonstrate activities
● Operates a computer and other office productivity machinery
● Seeing to read a variety of materials
● Bending at the waist, kneeling or crouching
● Sitting or standing for extended periods of time
● Lifting objects up to 50 pounds
● Close vision and ability to adjust focus

Work Environment:
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

● Noise level is generally moderate
● Meetings conducted in an office setting
● Indoor varying in temperature

Employee Acknowledgement:

_____        _____________________      ____________
               Printed Name                         Date
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between 
 its 

current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR DECLINING TO SIGN THIS AGREEMENT. 
 
 

 
COMPANY:      EMP
 
By:                                                                      By:                                                                     
 Its:  Chief Executive Officer       
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy – Mountain Empire (the “School") and ("Employee") 
(collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined.  “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  This Agreement may be executed in one or more counterparts, each of which 
shall be deemed an original, but all of which together shall constitute one and the same instrument.    
 
 
 
Date: _______________ 

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 



Date of Offer:  May 10, 2022
Assignment Offered:  Temporary Admissions Clerk
Candidate Name: 

 

It is our pleasure to offer you a temporary position with the Elite Academic Academy - Mountain Empire 
(the “School”).  This Temporary Employment Contract (the “Contract” or “Temporary Employment 
Contract”) states the terms and conditions that govern the contractual agreement between Elite 
Academic Academy - Mountain Empire and Danielle Zankich (the “Temp”) who agrees to be bound by this 
Contract.

WHEREAS, the School is engaged in Public Charter School Education; and

WHEREAS, the School desires to employ and retain the services of the Temp on a temporary basis 
according to the terms and conditions herein.

NOW, THEREFORE, In consideration of the mutual covenants and promises made by the parties hereto, 
the School and the Temp (individually, each a “Party” and collectively, the “Parties”) covenant and agree 
as follows:

● The term of this Temporary Employment Contract shall commence on May 11, 2022, and continue 
until September 1, 2022.

● This offer of employment is conditioned upon the receipt of proof of your legal eligibility to 
work in the United States [I-9].

● The Temp agrees and acknowledges that, just as the Temp has the right to terminate employment 
with the School at any time, with or without cause and with or without notice, the School has the 
same right, and may terminate the Temp’s employment with the School at any time, with or 
without cause and with or without notice. 

● The School shall employ the Temp as an Admissions Clerk (the “Position”) performing the duties 
described on Exhibit A attached hereto.  The Temp accepts employment with the School on the 
terms and conditions set forth in this Temporary Employment Contract, and agrees to devote 
his/her full time and attention (reasonable periods of illness excepted) to the performance of 
his/her duties under this Contract. 

● The Temp’s days of work shall be Monday through Friday at hours determined by the School, 
provided that ordinary working hours shall not exceed 20 hours per week, unless agreed upon by 
the School.

● In consideration for the performance of the duties hereunder, the Temp shall be entitled to 
compensation as described on Exhibit B attached hereto.



● The Temp agrees and acknowledges that he/she shall comply with the School’s Employee 
Handbook.  Copies of such documents are available upon request. 

● No modification of this Contract shall be valid unless in writing and agreed upon by both Parties. 
● This Temporary Employment Contract and the interpretation of its terms shall be governed by 

and construed in accordance with the laws of the State of California and subject to the exclusive 
jurisdiction of the federal and state courts located in San Bernardino, California 
 
IN WITNESS WHEREOF, each of the Parties has executed this Temporary Employment Contract, , 
as of the day and year set forth below. 
 
Elite Academic Academy 
 
 
______________________________        _________________ 
Meghan Freeman -CEO  Date 
 
AGREED TO AND ACCEPTED BY: 

  _________________  
Date 

 
 
Exhibit A.  Job Description (See attached)  
 

Exhibit B.  Compensation:  

● COMPENSATION.  
o The Temp shall be entitled to receive an hourly rate of $25.00 (the “Compensation”) for 

performance of the duties described in the Temporary Employment Contract. 
o Payments from the pay period beginning on the 1st and ending on the 15th will be paid on, 

or before, the 26th of that month; and payments for the pay period beginning on the 16th 
thru the end of the month, will be paid on or before the 10th of the month.    

o The compensation set out above shall be the Temp’s sole compensation under the 
Temporary Employment Contract.  Sick leave will be provided in accordance with the law. 

o Payments to the Temp shall be subject to employer withholding. 
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Temporary Admissions Clerk
Job Description

Position Title:  Temporary Admissions Clerk 
Reports To:  Operations & Compliance Coordinator
FLSA Status: Non-Exempt
School Classification: Classified
Pay Range: $20-25 per hour, or salary equivalent (depending on experience)
Work Schedule: Temporary; Part-Time (approximately 4 - 6 hours per day; 

approximately 4-5 months).
Location: Onsite - Temecula, CA

Position Summary:  

The Admissions Clerk supports the Onboarding Specialist in taking phone calls and answering general 
questions about the school and the program.  The Admissions Clerk works to onboard new families that 
are starting with Elite. This position would check in with families throughout the enrollment process and 
then after the student is enrolled to make sure the family has heard from their teacher and that all 
questions regarding the program have been answered. The Admissions Clerk works to ensure student 
applications are complete and required attachments are submitted. The Admissions Clerk works to keep 
the SIS updated with all student information, and supports the operations of student enrollment. 

Qualifications:  To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required.

● High school diploma and clerical experience. Experience in the independent study educational 
model preferred. Bilingual skills preferred. 

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237). No 
prospective employee can report to work without this clearance being received and the Human 
Resources Manager notifying the immediate supervisor of this clearance. 



 
  Temporary Admissions Clerk  Job Description 

Pending Board Approval 
 

2 of 3 
 
 

● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 49406) upon employment 
and thereafter updated every four years. 
 

 
ESSENTIAL FUNCTIONS and RESPONSIBILITIES: 

Operations/Onboarding: 

● Answer general school phone calls and direct the questions to the appropriate departments. 
● Be the first contact with families communicating via email and/or phone system . 
● Explain the differences between the Schools’ various academies. 
● Support families in choosing the appropriate academy for their child. 
● Explain to families the enrollment process. 
● Follow up with families to help complete registration. 
● Check each application in the online registration portal  for uploaded documents. 
● Contacts parents for missing or incomplete documents, vaccine records, or waivers. Continue to 

follow up daily until docs have been received. 
● Notifies families of their acceptance into the school. 
● Documents acceptance status and notifies the teacher, and administration accordingly. 
● Uploads Global Notes for each student (medical record, vaccines, IEP/504, HSTs). 
● Supports contacting families to verify whether or not students will return each Fall. 
● Checks for new student applications/documents daily. 
● Follow up with parents/students on missing documents until documents are received or the 

application is withdrawn. 
● Initiates communication with enrolled students and keeps notes accordingly.  
● Ensures that student assignments are accurately recorded. 
● Following up with new students to ensure a successful transition into the program.  
● Input and maintain all student data into the student information system (SIS); including 

demographics, EL status, homeless status, etc. 
● Matches student start date with placement on the teacher’s roster.  
● Assist with immunization collection and recording. 
● Assist with Cumulative Records. 
● Assist with student file organization. 
● Assists with collection and maintenance of HDC forms. 
● Assists with collection and recording of re-enrollment forms. 
● Assist with internal compliance auditing. 
● Supports the Operations Department as needed. 

 
Other Duties: 

● Document and report to the school’s management all formal disciplinary actions involving 
students; supporting management with addressing and resolving complaints from students and 
parents in a timely manner; and ensuring compliance with the provisions of California Penal Code 
Section 11166 (Child Abuse and Neglect Reporting Act). 

● Perform other duties as assigned 
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Use of Computer Technology:
To perform this job successfully, an individual should have general knowledge of database software, how 
to use the internet to find information and complete tasks, email usage, order processing systems, 
spreadsheet software, and word processing software. The employee is expected to acquire and maintain a 
working computer with an internet connection and a printer.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

● Hearing and speaking to exchange information
● Dexterity of hands and fingers to demonstrate activities
● Operates a computer and other office productivity machinery
● Seeing to read a variety of materials
● Bending at the waist, kneeling or crouching
● Sitting or standing for extended periods of time
● Lifting objects up to 50 pounds
● Close vision and ability to adjust focus

Work Environment:
The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

● Noise level is generally moderate
● Meetings conducted in an office setting
● Indoor varying in temperature

Employee Acknowledgement:

__        _____________________      ____________
              Printed Name                         Date
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between 
(“Employee”) on the one hand, and Elite Academic Academy - Mountain Empire (“the Company”), or any of its 
current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR DECLINING TO SIGN THIS AGREEMENT. 
 
 

 
COMPANY:      EMP
 
By:                                                                      By:                                                              
 Its:  Chief Executive Officer    
 
DATED:                                                                   DATED:                                                                



1

CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy – Mountain Empire (the “School") and Employee") 
(collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined.  “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  This Agreement may be executed in one or more counterparts, each of which 
shall be deemed an original, but all of which together shall constitute one and the same instrument.    
 
 
 
Date: _______________  

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Mountain Empire

and

Name: 

in the position of

Title: Special Education - Education Specialist

May 26, 2022 

We are pleased to offer you the position of full-time exempt Special Education - Education Specialist
with Elite Academic Academy - Mountain Empire (the “School”) commencing August 18, 2022, 
including 2 Professional Development days (August 18 and 19, 2022).  We are delighted you chose 
to join the team and are confident you will enjoy it here.   The purpose of this letter is to summarize 
the terms of your employment with the School as set forth in this At-Will Employment Agreement 
(the “Agreement”), should you accept our offer.  This offer of employment is conditioned upon the 
receipt of proof of your legal eligibility to work in the United States (IRS I-9) and successful 
completion of all background (Livescan) checks.  

The terms of your employment with the School are as follows:

1. Job Duties.  Your job duties are detailed in the attached job description (Exhibit A) 
and you will report to the Special Education Coordinator, Special Education Consultant, or 
designee.

2. At-Will Employment.  Your employment at the School is "at will," which means that 
it is of no definite duration and will continue only as long as both you and the School consider it of 
mutual benefit.   Either you or the School is free to terminate the employment relationship at any 
time, with or without cause and with or without notice.  Although your job duties, title, 



 

 
 
 

 
 
 
 

compensation, and benefits, as well as our personnel policies and procedures, may change from 
time-to-time, the “at will” nature of your employment may only be changed in a document signed 
by you and the CEO of the School.  

 
3. Work Hours.  You are compensated for the general value of services you perform 

and not for the amount of time you spend on the job.  Thus, you will generally be paid your set 
salary notwithstanding the number of hours you work.  However, to ensure that you can be 
reached by your supervisor and communicate with those individuals who will assist you in 
performing your job duties, you are generally expected to work Monday to Friday during normal 
business hours.  

 
4. Compensation.  Due to funding uncertainties generally, and more specifically 

associated with the School’s required participation in the SB 740 funding process for non-seat-
time charter schools, as well as the unpredictability of legislation affecting charter schools, the 
total amount of School funds available for employee compensation is often unknown to the School 
at the outset of any academic year.  Accordingly, you will be paid a minimum annual salary of 
$85,932  (or $7,812 per month for 11 months - August 2022 thru June 2023) less applicable 
withholdings, for 186 days of work ($462/per day) (see calendar attached) including 2 days of 
Professional Development (see above), which amount may be adjusted upward during or at the 
conclusion of the academic year by the School’s governing board in its sole discretion.   You will 
also receive a stipend of $150.00 a month for travel and  mileage (in lieu of mileage 
reimbursement).  You will be paid once a month on, or before, the 26th of each month. Salary 
increases and annual bonuses may be awarded at the end of each calendar year, at the sole and 
absolute discretion of the CEO, based upon, among other things, your performance and the 
School’s overall performance during the calendar year. 

 
5. Benefits.  You will be eligible for all benefits as generally offered to similarly situated 

employees of the School, including contributions to California State Teachers Retirement System, 
as further described in our Employee Handbook.  The School also offers Health and Welfare 
benefits, after one month of employment, totaling $10,800 a year (or $900 a month), which can be 
used to purchase medical, dental, and vision insurance benefits offered through the Charter 
providers.  You may “opt out” of medical insurance provided by the Charter and retain a monthly 
allotment of $200.    For more information, please see the plan benefits.   
 

6. Arbitration.  It is a condition of your employment that you review our Arbitration 
Agreement (attached) which provides that any disputes between you and the School be submitted 
to binding arbitration.  You should notify the School in writing of any complaints you have with 
respect to your employment so that any issues can immediately be addressed and rectified.  

 
7. Confidentiality.  Because of the nature of our work and the highly confidential 

information we provide to our employees, you will be required to execute a Confidentiality and 
Non-Disclosure agreement (attached), which will remain in full force and effect after your 
employment.  

 
8. Equal Employment Opportunity.  The School is an equal opportunity employer.  

School policy prohibits discrimination, retaliation, or harassment based on actual or perceived 
ancestry, race, color, religion, including religious dress and grooming practices, national origin, 
including language use and possession of a driver’s license, citizenship, marital status, sex, 
pregnancy, childbirth, breastfeeding, or related medical conditions, gender, gender identity, 
gender expression, sexual orientation, age (40 and above), military or veteran status, physical or 



 

 
 
 

 
 
 
 

mental disability, including HIV and AIDS, medical condition, including cancer or a record or 
history of cancer, genetic characteristic or information, protected medical leaves (e.g., leave under 
the Family and Medical Leave Actor or the California Family Rights Act), domestic violence victim 
status, political affiliation, and any other status protected by federal, state, or local laws. This 
commitment applies to all personnel decisions and to all persons involved in the operations of the 
School.  In addition, you are expressly prohibited from discriminating against, retaliating against, 
or harassing any student of the School.  You must treat all students and third parties working for 
or on behalf of the School respectfully and appropriately.   

 
9. Prior Agreements.  You affirm that you are not a party to any agreement(s) such as a 

non-competition agreement that would prohibit you from employment with us.  
 
10. Organization Policies.   If you accept this offer and begin employment, on your first 

day of employment, you will be given additional information about the School, including but not 
limited to its Employee Handbook and other policies and procedures 

 
11. Entire Agreement. This Agreement and its Exhibit A, and accompanying 

attachments, when accepted by you, constitutes our entire agreement and supersedes all prior 
agreements and representations whether written or oral.  This Agreement may be amended only 
by a writing signed by both yourself and the CEO of the School.  To the extent this Agreement or its 
attachments conflict with our Employee Handbook or any other policy or procedure, this 
Agreement or its attachments, as the case may be, shall control.  

 
On your first day of work, you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain Empire 
team, contributing to the Special Education Department, and personally growing with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 
Employe
 
 
Signatur _________ Date: ______________________ 
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Special Education - Education Specialist 
Job Description

Position Title:         Special Education - Education Specialist
Reports To:        Director or Program Lead (or designee)
FLSA Status: Exempt
School Classification: Certificated
Pay Range: Based on the range of the program hiring
Work Schedule: 186 -221 days
Location: Onsite/Remote Office  

Position Summary: 
Has knowledge and expertise in special education.  School staff will rely on the Education Specialist to 
provide consultation and educational services within the area of special education.

ESSENTIAL DUTIES and RESPONSIBILITIES

● Case manage students with Individualized Education Programs (IEPs). 
● Conduct educational assessment related to students’ access to the academic core curriculum and 

progress towards meeting instructional academic goals. 
● Provide instruction and special education support to individuals with disabilities including specific 

learning disabilities, mild to moderate intellectual disabilities, other health impairments, serious 
emotional disturbance, and authorizes service in grades TK–12 and in classes organized primarily 
for adults through age 22 across a continuum of program options available. 

● Write IEPs, schedule IEP meetings. 
● Consult with various school team members, parents, and outside service providers; coordinate 

IEP services as needed. 
● Plan programs, coordinate curricular resources, and evaluate effectiveness of programs for 

individuals with exceptional needs. 
● Participate in staff and program development related to the special methods and approaches of 

providing special education services. 
● Perform duties as assigned. 
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Qualifications:  To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily.    The requirements listed below are representative of the knowledge, skill, and/or 
ability required. 
 

● Bachelor’s degree from an accredited college or university. 
● Most hold a valid, current, California state Education Specialist Instruction Credential 

Mild/Moderate for teaching staff.  A copy of Teaching Credential to be provided and kept 
current. 

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237).  No 
prospective employee can report to work without this clearance being received and Human 
Resources notifying the immediate supervisor of this clearance.  

● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 49406) upon employment 
and thereafter updated every four years. 

● Valid California Driver’s License. 
● Familiarity with the CA Common Core State Standards. 
● An enthusiasm for curriculum development to support a young and growing school program. 
● Core academic subject competence must be: 

○ EXAM:   Pass a subject matter examination approved by the CCTC in each subject taught 
or 

○ COURSEWORK: 
■ In each core area taught complete a: 

● A)    CCTC approved subject matter program, or 
● B)    Major, or 
● C)    Major equivalent, (32 semester units or the equivalent) or 
● D)    Graduate degree or 

○ ADVANCED CERTIFICATION: 
■ National Board Certification in the core area OR 

○ HOUSSE:  Complete California’s High Objective Uniform State Standard of Evaluation 
■ Must have strong math knowledge and math skills in the areas of General/Basic 

Math, Algebra 1, Geometry, Algebra 2, Pre-Calculus in addition to a general 
knowledge of other subjects (English, Science, History, etc). 

■ Must have strong computer skills including word processing, entering data into 
a database, Internet, electronic mail, and other digital literacy skills 

■ Must have own transportation, a valid driver’s license, and vehicle insurance as 
required by California law.  

 
Requirements/Experience: 

● Reside in the state of California 
● Bachelor's degree 
● Strong content and subject-matter knowledge  
● Ability to support and guide adults, as well as students 
● Strong written and verbal communication skills 
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● Organization and time-management skills 
● Excellent writing and grammar skills 
● Flexible schedule  
● Proficiency in various word processing programs, SEIS and experience using them in a    

professional capacity 
 
Other Duties: 

● Proctoring duties as needed during the testing season. 
● Respond to all school related written correspondence, phone calls, voicemails, and emails within 

24 business hours. 
● Document and report to the school’s management all formal disciplinary actions involving 

students; supporting management with addressing and resolving complaints from students and 
parents in a timely manner; and ensuring compliance with the provisions of California Penal Code 
Section 11166 (Child Abuse and Neglect Reporting Act). 

● Perform other duties as assigned. 
 
Use of Computer Technology: 
To perform this job successfully, an individual should have general knowledge of database software, 
how to use the internet to find information and complete tasks, email usage, order processing systems, 
spreadsheet software, and word processing software.  The employee is expected to acquire and 
maintain a working computer with an internet connection and a printer. 
 
Physical Demands: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
 

● Hearing and speaking to exchange information 
● Dexterity of hands and fingers to demonstrate activities 
● Operates a computer and other office productivity machinery 
● Seeing to read a variety of materials and monitor students 
● Bending at the waist, kneeling or crouching 
● Sitting or standing for extended periods of time 
● Lifting objects up to 50 pounds 
● Close vision and ability to adjust focus 

 
Work Environment: 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  
 

● Noise level is generally moderate 
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● Meetings conducted in public and private settings
● Indoor and outdoor in varying temperature
● Employee must have available transportation and be able to drive up to 100 miles in a day

Employee Acknowledgement:

___         
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between 
(“Employee”) on the one hand, and Elite Academic Academy Mountain Empire (“the Company”), or any of its 
current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR DECLINING TO SIGN THIS AGREEMENT. 
 

 
COMPANY:      E
 
By:                                                                      By:                                                               
 Its:  Chief Executive Officer   
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy-Mountain Empire(the “School") and 
("Employee") (collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined.  “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  



 
5 

 

Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  This Agreement may be executed in one or more counterparts, each of which 
shall be deemed an original, but all of which together shall constitute one and the same instrument.    
 
 
 
Date: _______________  

NAME 
 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 







AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Mountain Empire

and

Name: 

in the position of

Title: Teacher of Record - Homeschool

May 18, 2022 

We are pleased to offer you the position of full-time exempt Teacher of Record - Homeschool with 
Elite Academic Academy - Mountain Empire (the “School”) commencing August 8, 2022, including 2 
Professional Development days (August 18 and 19, 2022).  We are delighted you chose to join the 
team and are confident you will enjoy it here.   The purpose of this letter is to summarize the terms 
of your employment with the School as set forth in this At-Will Employment Agreement (the 
“Agreement”), should you accept our offer.  This offer of employment is conditioned upon the 
receipt of proof of your legal eligibility to work in the United States (IRS I-9) and successful 
completion of all background (Livescan) checks.  

The terms of your employment with the School are as follows:

1. Job Duties.  Your job duties are detailed in the attached job description (Exhibit A) 
and you will report to the Director of Homeschool, or designee.

2. At-Will Employment.  Your employment at the School is "at will," which means that 
it is of no definite duration and will continue only as long as both you and the School consider it of 
mutual benefit.   Either you or the School is free to terminate the employment relationship at any 
time, with or without cause and with or without notice.  Although your job duties, title, 
compensation, and benefits, as well as our personnel policies and procedures, may change from 



 

 
 
 

 
 
 
 

time-to-time, the “at will” nature of your employment may only be changed in a document signed 
by you and the CEO of the School.  

 
3. Work Hours.  You are compensated for the general value of services you perform 

and not for the amount of time you spend on the job.  Thus, you will generally be paid your set 
salary notwithstanding the number of hours you work.  However, to ensure that you can be 
reached by your supervisor and communicate with those individuals who will assist you in 
performing your job duties, you are generally expected to work Monday to Friday during normal 
business hours.  

 
4. Compensation.  Due to funding uncertainties generally, and more specifically 

associated with the School’s required participation in the SB 740 funding process for non-seat-
time charter schools, as well as the unpredictability of legislation affecting charter schools, the 
total amount of School funds available for employee compensation is often unknown to the School 
at the outset of any academic year.  Accordingly, you will be paid a minimum salary of $73,365 (or 
$6,669.55 per month, for 11 months - August 2022 through June 2023), less applicable 
withholdings, for 201 days of work ($365/day) (see calendar attached) including 2 days of 
Professional Development (see above), which amount may be adjusted upward during or at the 
conclusion of the academic year by the School’s governing board in its sole discretion.   You will 
also receive a stipend of $150.00 a month for travel and  mileage (in lieu of mileage 
reimbursement).  You will be paid once a month on, or before, the 26th of each month.  Salary 
increases and annual bonuses may be awarded at the end of each calendar year, at the sole and 
absolute discretion of the CEO, based upon, among other things, your performance and the 
School’s overall performance during the calendar year. 

 
5. Benefits.  You will be eligible for all benefits as generally offered to similarly situated 

employees of the School, including contributions to California State Teachers Retirement System, 
as further described in our Employee Handbook.  The School also offers Health and Welfare 
benefits, after one month of employment, totaling $10,800 a year (or $900 a month), which can be 
used to purchase medical, dental, and vision insurance benefits offered through the Charter 
providers.  You may “opt out” of medical insurance provided by the Charter and retain a monthly 
allotment of $200.    For more information, please see the plan benefits.   
 

6. Arbitration.  It is a condition of your employment that you review our Arbitration 
Agreement (attached) which provides that any disputes between you and the School be submitted 
to binding arbitration.  You should notify the School in writing of any complaints you have with 
respect to your employment so that any issues can immediately be addressed and rectified.  

 
7. Confidentiality.  Because of the nature of our work and the highly confidential 

information we provide to our employees, you will be required to execute a Confidentiality and 
Non-Disclosure agreement (attached), which will remain in full force and effect after your 
employment.  

 
8. Equal Employment Opportunity.  The School is an equal opportunity employer.  

School policy prohibits discrimination, retaliation, or harassment based on actual or perceived 
ancestry, race, color, religion, including religious dress and grooming practices, national origin, 
including language use and possession of a driver’s license, citizenship, marital status, sex, 
pregnancy, childbirth, breastfeeding, or related medical conditions, gender, gender identity, 
gender expression, sexual orientation, age (40 and above), military or veteran status, physical or 
mental disability, including HIV and AIDS, medical condition, including cancer or a record or 



 

 
 
 

 
 
 
 

history of cancer, genetic characteristic or information, protected medical leaves (e.g., leave under 
the Family and Medical Leave Actor or the California Family Rights Act), domestic violence victim 
status, political affiliation, and any other status protected by federal, state, or local laws. This 
commitment applies to all personnel decisions and to all persons involved in the operations of the 
School.  In addition, you are expressly prohibited from discriminating against, retaliating against, 
or harassing any student of the School.  You must treat all students and third parties working for 
or on behalf of the School respectfully and appropriately.   

 
9. Prior Agreements.  You affirm that you are not a party to any agreement(s) such as a 

non-competition agreement that would prohibit you from employment with us.  
 
10. Organization Policies.   If you accept this offer and begin employment, on your first 

day of employment, you will be given additional information about the School, including but not 
limited to its Employee Handbook and other policies and procedures 

 
11. Entire Agreement. This Agreement and its Exhibit A, and accompanying 

attachments, when accepted by you, constitutes our entire agreement and supersedes all prior 
agreements and representations whether written or oral.  This Agreement may be amended only 
by a writing signed by both yourself and the CEO of the School.  To the extent this Agreement or its 
attachments conflict with our Employee Handbook or any other policy or procedure, this 
Agreement or its attachments, as the case may be, shall control.  

 
On your first day of work, you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain Empire 
team, contributing to the Certificated Teaching Department, and personally growing with the 
School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 
Employee: 
 
 

 Date: ______________________ 
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Teacher of Record - Homeschool
Job Description

Position Title: Teacher of Record - Homeschool
Reports To: Director of Homeschool (or designee)
FLSA Status: Exempt
School Classification:  Certificated
Pay Range: Starting at $62,000 annually
Work Schedule: 186-221 days
Location: Remote Office

Position Summary: 
Teachers of Record - Homeschool support students in meeting their educational goals and 
ensuring they are successful in an independent study environment. Required duties include 
administrative responsibilities and completion of all required paperwork as outlined below.  
Teachers of Record - Homeschool are required to participate in all staff meetings and trainings.  
Teachers of Record - Homeschool are expected to uphold the school's mission and shared 
values, philosophy, and policies and procedures.  Teachers of Record - Homeschool must carry 
and maintain a valid California teaching credential.  Teachers of Record - Homeschool must 
meet with K-8 students at least once every 35 days but communicate weekly.  High School 
students will be supported weekly.  Teachers of Record - Homeschool may have to tutor 
students/support tutoring opportunities weekly if they are not making sufficient academic 
progress and an intervention plan is in effect. 

Qualifications:  To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required.

● A valid, current, and appropriate California state teaching credential for teaching 
staff. A copy of Teaching Credential to be provided and kept current.

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 
44237).  No prospective employee can report to work without this clearance being 
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received and Human Resources notifying the immediate supervisor of this clearance. 
● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 

49406) upon employment and thereafter updated every four years. 
● Valid California Driver’s License. 

 
General Skills: 

● Team player. 
● Love of learning – a lifelong learner. 
● Ability to transmit passion for learning to students and families. 
● Flexibility and accountability. 
● Well developed, clear communication and interpersonal skills that maintain a 

respectful, professional, and courteous manner. 
● Conflict resolution skills. 
● Strong organizational skills. 
● Openness to differing views and objectives. 
● Computer and technology literacy. 
● Willingness to research and become knowledgeable of curriculum and educational 

resources. 
● Ability to deliver information concerning curriculum, teaching, assessment, and 

learning to families. 
● Serve the student and parent's needs to the best of his/her ability without 

allowing his/her own convenience to interfere. 
●  

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 
Professional Support:   

● The Teacher of Record - Homeschool’s goal is to ensure the academic success of each 
student on their roster.   

● Teachers of Record - Homeschool must meet with assigned students and parents to 
support the student’s academic needs, and to facilitate adequate progress toward the 
common core state standards.  This requires understanding the student/family goals 
and Teachers of Record - Homeschool assist families in the development and execution 
of the goals.   

● Teachers of Record - Homeschool will work with students in all grade levels TK-12.  For 
students in grades 6-12 this includes a knowledge of the high school requirements.   

● Teachers of Record - Homeschool will complete all educational and administrative 
duties, paperwork, and other tasks as needed to achieve this goal. Professional support 
is not limited to the school calendar days. 
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Responsibilities: 
● Develop an educational plan with each family at the beginning of each learning period. 
● Maintain daily communication through live and synchronous sessions with students 

and parents/guardians through online platform, email, and telephone communication. 
● Evaluate, update, and document student progress towards the educational plan and 

Common Core State Standards by examining the entire body of student learning at 
the monthly Academic Consultation and engaging the student through evaluative 
discussion and observation. 

● Collect work samples each learning period and use those samples to create a 
record of each students’ learning. 

● Stay current with school policy and procedure. 
● Complete the required paperwork and documentation for each student 

according to individual deadlines. 
● Responsible for synchronous and live sessions to support increased student 

engagement and grade level mastery.  
● Advise and support parents and students. 
● Ensure students’ academic needs are met by ordering, researching, and suggesting 

curriculum. 
● Suggest and provide information regarding available educational opportunities. 
● Proactively seek information on high school curriculum and course work. 
● Stay current with UC A-G requirements, school policy and procedure. 
● Work with Program Director to ensure high school requirements are being met. 
● Design Custom High School Courses according to student need. 
● Maintain an accurate online budget for each student-make sure funds are spent 

according to academic priority—curriculum, tutoring, and then enrichment. 
● Communicate school information to the parents/students. 
● Respond to all school related written correspondence, phone calls, voicemails, 

and emails within 24 business hours. 
● Attend IEP and other required meetings for assigned students. 
● Use computer technology, email, the Internet, and other technology. 
● Attend mandatory teacher trainings and weekly meetings/mentoring sessions. 
● Complete online and other trainings as determined as necessary by the school. 
● Proctor state mandated tests and administer any charter required assessments, 

such as the i-Ready assessment, easyCBM, etc. 
● Support high school students and parents with high school planning. 
● Evaluate student transcripts for graduation/completion purposes. 
● May perform other duties commensurate with the functions and level of the position. 

 
Paperwork and Documentation: 
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The Teacher of Record - Homeschool must complete all paperwork and documentation 
necessary to serve each assigned student. Completed documentation must be submitted by 
specific due dates as specified by the school.  The required documentation includes, but is not 
limited to, the following: 
 

● Master Agreements and enrollment paperwork 
● Attendance Reporting 
● Assignment and Work Record (AWR) in School Pathways to document student 

learning--to be completed within two weeks after attendance has been taken 
● Report Cards 
● Portfolios(digital) 
● Purchase Orders 
● Checkout (performed after last day of school) 
● High school plans and paperwork 
● IEP paperwork 
● Additional paperwork as needed 

 
Advice and Support: 

The Teacher of Record - Homeschool is expected to serve students with varying needs.  A 
broad base of educational knowledge, as well as a thorough understanding of educational 
opportunities available through the school, is necessary to support families adequately.  This 
knowledge must include, but is not limited to, familiarity with the following: 
 

● School and Common Core State Standards 
● Curricular options to meet the standards 
● Learning approaches and teaching philosophies 
● School graduation requirements 
● School and community in-services available 
● Internet resources 
● Distance learning 
● Field Trips 
● High School specific information 

 
The Teacher of Record - Homeschool is responsible for answering educational questions 
posed by their families, performing research, using the Elite Educator manual, and 
consulting their assigned local lead as needed. 

 
 
Other Duties 
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● Proctoring duties as needed during the testing window. 
● Plan two field trips per year and create educational materials to support the field trip.  

This includes but is not limited to worksheets to be completed on the field trip, before 
or after. 

● Respond to all school related written correspondence, phone calls, voicemails, and 
emails within 24 business hours. 

● Document and report to the school’s management all formal disciplinary actions 
involving students; supporting management with addressing and resolving complaints 
from students and parents in a timely manner; and ensuring compliance with the 
provisions of California Penal Code Section 11166 (Child Abuse and Neglect Reporting  
Act). 

● Perform other duties as assigned. 
 
Use of Computer Technology: 
To perform this job successfully, an individual should have general knowledge of database 
software, how to use the internet to find information and complete tasks, email usage, order 
processing systems, spreadsheet software, and word processing software.  The employee is 
expected to acquire and maintain a working computer with an internet connection and a 
printer. The employee should be familiar with videochat platforms in order to support students 
virtually and attend meetings, as applicable. 
 
Physical Demands: 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 

● Hearing and speaking to exchange information. 
● Dexterity of hands and fingers to demonstrate activities. 
● Operates a computer and other office machinery. 
● Seeing to read a variety of materials and monitor students. 
● Bending at the waist, kneeling, or crouching. 
● Sitting or standing for extended periods of time. 
● Lifting objects up to 50 pounds. 
● Close vision and ability to adjust focus. 

 
Work Environment: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
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● Noise level is generally moderate
● Meetings conducted in public and private settings
● Indoor and outdoor in varying temperature
● Employee must have available transportation and be able to drive up to 100 miles in a 

day

 ____ _____________      _______________
   Printed Name                                   Date
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between  
on the one hand, and Elite Academic Academy Mountain Empire (“the Company”), or any of its 

current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR DECLINING TO SIGN THIS AGREEMENT. 
 

 
COMPANY:      EMPL
 
By:                                                                      By:                                                                        
 Its:  Chief Executive Officer    
 
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy - Mountain Empire (the “School") and ("Employee") 
(collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined. “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 



 
2 

 

confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  This Agreement may be executed in one or more counterparts, each of which 
shall be deemed an original, but al ne and the same instrument.    
 
 
 
Date: _______________  

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 







AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Mountain Empire

and

Name: o

in the position of

Title: Teacher of Record - Homeschool

May 18, 2022 

We are pleased to offer you the position of full-time exempt Teacher of Record - Homeschool with 
Elite Academic Academy - Mountain Empire (the “School”) commencing August 8, 2022, including 2 
Professional Development days (August 18 and 19, 2022).  We are delighted you chose to join the 
team and are confident you will enjoy it here.   The purpose of this letter is to summarize the terms 
of your employment with the School as set forth in this At-Will Employment Agreement (the 
“Agreement”), should you accept our offer.  This offer of employment is conditioned upon the 
receipt of proof of your legal eligibility to work in the United States (IRS I-9) and successful 
completion of all background (Livescan) checks.  

The terms of your employment with the School are as follows:

1. Job Duties.  Your job duties are detailed in the attached job description (Exhibit A) 
and you will report to the Director of Homeschool, or designee.

2. At-Will Employment.  Your employment at the School is "at will," which means that 
it is of no definite duration and will continue only as long as both you and the School consider it of 
mutual benefit.   Either you or the School is free to terminate the employment relationship at any 
time, with or without cause and with or without notice.  Although your job duties, title, 
compensation, and benefits, as well as our personnel policies and procedures, may change from 



 

 
 
 

 
 
 
 

time-to-time, the “at will” nature of your employment may only be changed in a document signed 
by you and the CEO of the School.  

 
3. Work Hours.  You are compensated for the general value of services you perform 

and not for the amount of time you spend on the job.  Thus, you will generally be paid your set 
salary notwithstanding the number of hours you work.  However, to ensure that you can be 
reached by your supervisor and communicate with those individuals who will assist you in 
performing your job duties, you are generally expected to work Monday to Friday during normal 
business hours.  

 
4. Compensation.  Due to funding uncertainties generally, and more specifically 

associated with the School’s required participation in the SB 740 funding process for non-seat-
time charter schools, as well as the unpredictability of legislation affecting charter schools, the 
total amount of School funds available for employee compensation is often unknown to the School 
at the outset of any academic year.  Accordingly, you will be paid a minimum annual salary of 
$67,335 (or $6,121.36 per month, for 11 months - August 2022 through June 2023), less applicable 
withholdings, for 201 days of work ($335/day) (see calendar attached) including 2 days of 
Professional Development (see above), which amount may be adjusted upward during or at the 
conclusion of the academic year by the School’s governing board in its sole discretion.   You will 
also receive a stipend of $150.00 a month for travel and  mileage (in lieu of mileage 
reimbursement).  You will be paid once a month on, or before, the 26th of each month.  Salary 
increases and annual bonuses may be awarded at the end of each calendar year, at the sole and 
absolute discretion of the CEO, based upon, among other things, your performance and the 
School’s overall performance during the calendar year. 

 
5. Benefits.  You will be eligible for all benefits as generally offered to similarly situated 

employees of the School, including contributions to California State Teachers Retirement System, 
as further described in our Employee Handbook.  The School also offers Health and Welfare 
benefits, after one month of employment, totaling $10,800 a year (or $900 a month), which can be 
used to purchase medical, dental, and vision insurance benefits offered through the Charter 
providers.  You may “opt out” of medical insurance provided by the Charter and retain a monthly 
allotment of $200.    For more information, please see the plan benefits.   
 

6. Arbitration.  It is a condition of your employment that you review our Arbitration 
Agreement (attached) which provides that any disputes between you and the School be submitted 
to binding arbitration.  You should notify the School in writing of any complaints you have with 
respect to your employment so that any issues can immediately be addressed and rectified.  

 
7. Confidentiality.  Because of the nature of our work and the highly confidential 

information we provide to our employees, you will be required to execute a Confidentiality and 
Non-Disclosure agreement (attached), which will remain in full force and effect after your 
employment.  

 
8. Equal Employment Opportunity.  The School is an equal opportunity employer.  

School policy prohibits discrimination, retaliation, or harassment based on actual or perceived 
ancestry, race, color, religion, including religious dress and grooming practices, national origin, 
including language use and possession of a driver’s license, citizenship, marital status, sex, 
pregnancy, childbirth, breastfeeding, or related medical conditions, gender, gender identity, 
gender expression, sexual orientation, age (40 and above), military or veteran status, physical or 
mental disability, including HIV and AIDS, medical condition, including cancer or a record or 



 

 
 
 

 
 
 
 

history of cancer, genetic characteristic or information, protected medical leaves (e.g., leave under 
the Family and Medical Leave Actor or the California Family Rights Act), domestic violence victim 
status, political affiliation, and any other status protected by federal, state, or local laws. This 
commitment applies to all personnel decisions and to all persons involved in the operations of the 
School.  In addition, you are expressly prohibited from discriminating against, retaliating against, 
or harassing any student of the School.  You must treat all students and third parties working for 
or on behalf of the School respectfully and appropriately.   

 
9. Prior Agreements.  You affirm that you are not a party to any agreement(s) such as a 

non-competition agreement that would prohibit you from employment with us.  
 
10. Organization Policies.   If you accept this offer and begin employment, on your first 

day of employment, you will be given additional information about the School, including but not 
limited to its Employee Handbook and other policies and procedures 

 
11. Entire Agreement. This Agreement and its Exhibit A, and accompanying 

attachments, when accepted by you, constitutes our entire agreement and supersedes all prior 
agreements and representations whether written or oral.  This Agreement may be amended only 
by a writing signed by both yourself and the CEO of the School.  To the extent this Agreement or its 
attachments conflict with our Employee Handbook or any other policy or procedure, this 
Agreement or its attachments, as the case may be, shall control.  

 
On your first day of work, you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain Empire 
team, contributing to the Certificated Teaching Department, and personally growing with the 
School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 
Employee: 
 
 
Signature:  __ ______ Date: ______________________ 
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Teacher of Record - Homeschool
Job Description

Position Title: Teacher of Record - Homeschool
Reports To: Director of Homeschool (or designee)
FLSA Status: Exempt
School Classification:  Certificated
Pay Range: Starting at $62,000 annually
Work Schedule: 186-221 days
Location: Remote Office

Position Summary: 
Teachers of Record - Homeschool support students in meeting their educational goals and 
ensuring they are successful in an independent study environment. Required duties include 
administrative responsibilities and completion of all required paperwork as outlined below.  
Teachers of Record - Homeschool are required to participate in all staff meetings and trainings.  
Teachers of Record - Homeschool are expected to uphold the school's mission and shared 
values, philosophy, and policies and procedures.  Teachers of Record - Homeschool must carry 
and maintain a valid California teaching credential.  Teachers of Record - Homeschool must 
meet with K-8 students at least once every 35 days but communicate weekly.  High School 
students will be supported weekly.  Teachers of Record - Homeschool may have to tutor 
students/support tutoring opportunities weekly if they are not making sufficient academic 
progress and an intervention plan is in effect. 

Qualifications:  To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required.

● A valid, current, and appropriate California state teaching credential for teaching 
staff. A copy of Teaching Credential to be provided and kept current.

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 
44237).  No prospective employee can report to work without this clearance being 
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received and Human Resources notifying the immediate supervisor of this clearance. 
● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 

49406) upon employment and thereafter updated every four years. 
● Valid California Driver’s License. 

 
General Skills: 

● Team player. 
● Love of learning – a lifelong learner. 
● Ability to transmit passion for learning to students and families. 
● Flexibility and accountability. 
● Well developed, clear communication and interpersonal skills that maintain a 

respectful, professional, and courteous manner. 
● Conflict resolution skills. 
● Strong organizational skills. 
● Openness to differing views and objectives. 
● Computer and technology literacy. 
● Willingness to research and become knowledgeable of curriculum and educational 

resources. 
● Ability to deliver information concerning curriculum, teaching, assessment, and 

learning to families. 
● Serve the student and parent's needs to the best of his/her ability without 

allowing his/her own convenience to interfere. 
●  

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 
Professional Support:   

● The Teacher of Record - Homeschool’s goal is to ensure the academic success of each 
student on their roster.   

● Teachers of Record - Homeschool must meet with assigned students and parents to 
support the student’s academic needs, and to facilitate adequate progress toward the 
common core state standards.  This requires understanding the student/family goals 
and Teachers of Record - Homeschool assist families in the development and execution 
of the goals.   

● Teachers of Record - Homeschool will work with students in all grade levels TK-12.  For 
students in grades 6-12 this includes a knowledge of the high school requirements.   

● Teachers of Record - Homeschool will complete all educational and administrative 
duties, paperwork, and other tasks as needed to achieve this goal. Professional support 
is not limited to the school calendar days. 
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Responsibilities: 
● Develop an educational plan with each family at the beginning of each learning period. 
● Maintain daily communication through live and synchronous sessions with students 

and parents/guardians through online platform, email, and telephone communication. 
● Evaluate, update, and document student progress towards the educational plan and 

Common Core State Standards by examining the entire body of student learning at 
the monthly Academic Consultation and engaging the student through evaluative 
discussion and observation. 

● Collect work samples each learning period and use those samples to create a 
record of each students’ learning. 

● Stay current with school policy and procedure. 
● Complete the required paperwork and documentation for each student 

according to individual deadlines. 
● Responsible for synchronous and live sessions to support increased student 

engagement and grade level mastery.  
● Advise and support parents and students. 
● Ensure students’ academic needs are met by ordering, researching, and suggesting 

curriculum. 
● Suggest and provide information regarding available educational opportunities. 
● Proactively seek information on high school curriculum and course work. 
● Stay current with UC A-G requirements, school policy and procedure. 
● Work with Program Director to ensure high school requirements are being met. 
● Design Custom High School Courses according to student need. 
● Maintain an accurate online budget for each student-make sure funds are spent 

according to academic priority—curriculum, tutoring, and then enrichment. 
● Communicate school information to the parents/students. 
● Respond to all school related written correspondence, phone calls, voicemails, 

and emails within 24 business hours. 
● Attend IEP and other required meetings for assigned students. 
● Use computer technology, email, the Internet, and other technology. 
● Attend mandatory teacher trainings and weekly meetings/mentoring sessions. 
● Complete online and other trainings as determined as necessary by the school. 
● Proctor state mandated tests and administer any charter required assessments, 

such as the i-Ready assessment, easyCBM, etc. 
● Support high school students and parents with high school planning. 
● Evaluate student transcripts for graduation/completion purposes. 
● May perform other duties commensurate with the functions and level of the position. 

 
Paperwork and Documentation: 



 
 
 

 
Teacher of Record - Homeschool Job Description 

Board Approved Nov. 04, 2021 
4  

The Teacher of Record - Homeschool must complete all paperwork and documentation 
necessary to serve each assigned student. Completed documentation must be submitted by 
specific due dates as specified by the school.  The required documentation includes, but is not 
limited to, the following: 
 

● Master Agreements and enrollment paperwork 
● Attendance Reporting 
● Assignment and Work Record (AWR) in School Pathways to document student 

learning--to be completed within two weeks after attendance has been taken 
● Report Cards 
● Portfolios(digital) 
● Purchase Orders 
● Checkout (performed after last day of school) 
● High school plans and paperwork 
● IEP paperwork 
● Additional paperwork as needed 

 
Advice and Support: 

The Teacher of Record - Homeschool is expected to serve students with varying needs.  A 
broad base of educational knowledge, as well as a thorough understanding of educational 
opportunities available through the school, is necessary to support families adequately.  This 
knowledge must include, but is not limited to, familiarity with the following: 
 

● School and Common Core State Standards 
● Curricular options to meet the standards 
● Learning approaches and teaching philosophies 
● School graduation requirements 
● School and community in-services available 
● Internet resources 
● Distance learning 
● Field Trips 
● High School specific information 

 
The Teacher of Record - Homeschool is responsible for answering educational questions 
posed by their families, performing research, using the Elite Educator manual, and 
consulting their assigned local lead as needed. 

 
 
Other Duties 
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● Proctoring duties as needed during the testing window. 
● Plan two field trips per year and create educational materials to support the field trip.  

This includes but is not limited to worksheets to be completed on the field trip, before 
or after. 

● Respond to all school related written correspondence, phone calls, voicemails, and 
emails within 24 business hours. 

● Document and report to the school’s management all formal disciplinary actions 
involving students; supporting management with addressing and resolving complaints 
from students and parents in a timely manner; and ensuring compliance with the 
provisions of California Penal Code Section 11166 (Child Abuse and Neglect Reporting  
Act). 

● Perform other duties as assigned. 
 
Use of Computer Technology: 
To perform this job successfully, an individual should have general knowledge of database 
software, how to use the internet to find information and complete tasks, email usage, order 
processing systems, spreadsheet software, and word processing software.  The employee is 
expected to acquire and maintain a working computer with an internet connection and a 
printer. The employee should be familiar with videochat platforms in order to support students 
virtually and attend meetings, as applicable. 
 
Physical Demands: 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 

● Hearing and speaking to exchange information. 
● Dexterity of hands and fingers to demonstrate activities. 
● Operates a computer and other office machinery. 
● Seeing to read a variety of materials and monitor students. 
● Bending at the waist, kneeling, or crouching. 
● Sitting or standing for extended periods of time. 
● Lifting objects up to 50 pounds. 
● Close vision and ability to adjust focus. 

 
Work Environment: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
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● Noise level is generally moderate
● Meetings conducted in public and private settings
● Indoor and outdoor in varying temperature
● Employee must have available transportation and be able to drive up to 100 miles in a 

day

Employee Acknowledgement:

________   ____________________________      _______________
                 Printed Name                                   Date
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between  
(“Employee”) on the one hand, and Elite Academic Academy Mountain Empire (“the Company”), or any of 

its current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR D MENT. 
 

 
COMPANY:      EM
 
By:                                                                      By:                                                                
 Its:  Chief Executive Officer   
 
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy - Mountain Empire (the “School") and ("Employee") 
(collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined.  “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  This Agreement may be executed in one or more counterparts, each of which 
shall be deemed an original, but all of which together shall constitute one and the same instrument.    
 
 
 
Date: _______________  

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 







AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Mountain Empire

and

Name: 

in the position of

Title: Teacher of Record - Homeschool

May 26, 2022 

We are pleased to offer you the position of full-time exempt Teacher of Record - Homeschool with 
Elite Academic Academy - Mountain Empire (the “School”) commencing August 8, 2022, including 2 
Professional Development days (August 18 and 19, 2022).  We are delighted you chose to join the 
team and are confident you will enjoy it here.   The purpose of this letter is to summarize the terms 
of your employment with the School as set forth in this At-Will Employment Agreement (the 
“Agreement”), should you accept our offer.  This offer of employment is conditioned upon the 
receipt of proof of your legal eligibility to work in the United States (IRS I-9) and successful 
completion of all background (Livescan) checks.  

The terms of your employment with the School are as follows:

1. Job Duties.  Your job duties are detailed in the attached job description (Exhibit A) 
and you will report to the Director of Homeschool, or designee.

2. At-Will Employment.  Your employment at the School is "at will," which means that 
it is of no definite duration and will continue only as long as both you and the School consider it of 
mutual benefit.   Either you or the School is free to terminate the employment relationship at any 
time, with or without cause and with or without notice.  Although your job duties, title, 
compensation, and benefits, as well as our personnel policies and procedures, may change from 



 

 
 
 

 
 
 
 

time-to-time, the “at will” nature of your employment may only be changed in a document signed 
by you and the CEO of the School.  

 
3. Work Hours.  You are compensated for the general value of services you perform 

and not for the amount of time you spend on the job.  Thus, you will generally be paid your set 
salary notwithstanding the number of hours you work.  However, to ensure that you can be 
reached by your supervisor and communicate with those individuals who will assist you in 
performing your job duties, you are generally expected to work Monday to Friday during normal 
business hours.  

 
4. Compensation.  Due to funding uncertainties generally, and more specifically 

associated with the School’s required participation in the SB 740 funding process for non-seat-
time charter schools, as well as the unpredictability of legislation affecting charter schools, the 
total amount of School funds available for employee compensation is often unknown to the School 
at the outset of any academic year.  Accordingly, you will be paid a minimum salary of $73,365 (or 
$6,669.55 per month, for 11 months - August 2022 through June 2023), less applicable 
withholdings, for 201 days of work ($365/day) (see calendar attached) including 2 days of 
Professional Development (see above), which amount may be adjusted upward during or at the 
conclusion of the academic year by the School’s governing board in its sole discretion.   You will 
also receive a stipend of $150.00 a month for travel and  mileage (in lieu of mileage 
reimbursement).  You will be paid once a month on, or before, the 26th of each month.  Salary 
increases and annual bonuses may be awarded at the end of each calendar year, at the sole and 
absolute discretion of the CEO, based upon, among other things, your performance and the 
School’s overall performance during the calendar year. 

 
5. Benefits.  You will be eligible for all benefits as generally offered to similarly situated 

employees of the School, including contributions to California State Teachers Retirement System, 
as further described in our Employee Handbook.  The School also offers Health and Welfare 
benefits, after one month of employment, totaling $10,800 a year (or $900 a month), which can be 
used to purchase medical, dental, and vision insurance benefits offered through the Charter 
providers.  You may “opt out” of medical insurance provided by the Charter and retain a monthly 
allotment of $200.    For more information, please see the plan benefits.   
 

6. Arbitration.  It is a condition of your employment that you review our Arbitration 
Agreement (attached) which provides that any disputes between you and the School be submitted 
to binding arbitration.  You should notify the School in writing of any complaints you have with 
respect to your employment so that any issues can immediately be addressed and rectified.  

 
7. Confidentiality.  Because of the nature of our work and the highly confidential 

information we provide to our employees, you will be required to execute a Confidentiality and 
Non-Disclosure agreement (attached), which will remain in full force and effect after your 
employment.  

 
8. Equal Employment Opportunity.  The School is an equal opportunity employer.  

School policy prohibits discrimination, retaliation, or harassment based on actual or perceived 
ancestry, race, color, religion, including religious dress and grooming practices, national origin, 
including language use and possession of a driver’s license, citizenship, marital status, sex, 
pregnancy, childbirth, breastfeeding, or related medical conditions, gender, gender identity, 
gender expression, sexual orientation, age (40 and above), military or veteran status, physical or 
mental disability, including HIV and AIDS, medical condition, including cancer or a record or 



 

 
 
 

 
 
 
 

history of cancer, genetic characteristic or information, protected medical leaves (e.g., leave under 
the Family and Medical Leave Actor or the California Family Rights Act), domestic violence victim 
status, political affiliation, and any other status protected by federal, state, or local laws. This 
commitment applies to all personnel decisions and to all persons involved in the operations of the 
School.  In addition, you are expressly prohibited from discriminating against, retaliating against, 
or harassing any student of the School.  You must treat all students and third parties working for 
or on behalf of the School respectfully and appropriately.   

 
9. Prior Agreements.  You affirm that you are not a party to any agreement(s) such as a 

non-competition agreement that would prohibit you from employment with us.  
 
10. Organization Policies.   If you accept this offer and begin employment, on your first 

day of employment, you will be given additional information about the School, including but not 
limited to its Employee Handbook and other policies and procedures 

 
11. Entire Agreement. This Agreement and its Exhibit A, and accompanying 

attachments, when accepted by you, constitutes our entire agreement and supersedes all prior 
agreements and representations whether written or oral.  This Agreement may be amended only 
by a writing signed by both yourself and the CEO of the School.  To the extent this Agreement or its 
attachments conflict with our Employee Handbook or any other policy or procedure, this 
Agreement or its attachments, as the case may be, shall control.  

 
On your first day of work, you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain Empire 
team, contributing to the Certificated Teaching Department, and personally growing with the 
School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 
Employee:  
 
 
Signature:  _______________________________________ Date: ______________________ 
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Teacher of Record - Homeschool
Job Description

Position Title: Teacher of Record - Homeschool
Reports To: Director of Homeschool (or designee)
FLSA Status: Exempt
School Classification:  Certificated
Pay Range: Starting at $62,000 annually
Work Schedule: 186-221 days
Location: Remote Office

Position Summary: 
Teachers of Record - Homeschool support students in meeting their educational goals and 
ensuring they are successful in an independent study environment. Required duties include 
administrative responsibilities and completion of all required paperwork as outlined below.  
Teachers of Record - Homeschool are required to participate in all staff meetings and trainings.  
Teachers of Record - Homeschool are expected to uphold the school's mission and shared 
values, philosophy, and policies and procedures.  Teachers of Record - Homeschool must carry 
and maintain a valid California teaching credential.  Teachers of Record - Homeschool must 
meet with K-8 students at least once every 35 days but communicate weekly.  High School 
students will be supported weekly.  Teachers of Record - Homeschool may have to tutor 
students/support tutoring opportunities weekly if they are not making sufficient academic 
progress and an intervention plan is in effect. 

Qualifications:  To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required.

● A valid, current, and appropriate California state teaching credential for teaching 
staff. A copy of Teaching Credential to be provided and kept current.

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 
44237).  No prospective employee can report to work without this clearance being 
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received and Human Resources notifying the immediate supervisor of this clearance. 
● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 

49406) upon employment and thereafter updated every four years. 
● Valid California Driver’s License. 

 
General Skills: 

● Team player. 
● Love of learning – a lifelong learner. 
● Ability to transmit passion for learning to students and families. 
● Flexibility and accountability. 
● Well developed, clear communication and interpersonal skills that maintain a 

respectful, professional, and courteous manner. 
● Conflict resolution skills. 
● Strong organizational skills. 
● Openness to differing views and objectives. 
● Computer and technology literacy. 
● Willingness to research and become knowledgeable of curriculum and educational 

resources. 
● Ability to deliver information concerning curriculum, teaching, assessment, and 

learning to families. 
● Serve the student and parent's needs to the best of his/her ability without 

allowing his/her own convenience to interfere. 
●  

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 
Professional Support:   

● The Teacher of Record - Homeschool’s goal is to ensure the academic success of each 
student on their roster.   

● Teachers of Record - Homeschool must meet with assigned students and parents to 
support the student’s academic needs, and to facilitate adequate progress toward the 
common core state standards.  This requires understanding the student/family goals 
and Teachers of Record - Homeschool assist families in the development and execution 
of the goals.   

● Teachers of Record - Homeschool will work with students in all grade levels TK-12.  For 
students in grades 6-12 this includes a knowledge of the high school requirements.   

● Teachers of Record - Homeschool will complete all educational and administrative 
duties, paperwork, and other tasks as needed to achieve this goal. Professional support 
is not limited to the school calendar days. 
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Responsibilities: 
● Develop an educational plan with each family at the beginning of each learning period. 
● Maintain daily communication through live and synchronous sessions with students 

and parents/guardians through online platform, email, and telephone communication. 
● Evaluate, update, and document student progress towards the educational plan and 

Common Core State Standards by examining the entire body of student learning at 
the monthly Academic Consultation and engaging the student through evaluative 
discussion and observation. 

● Collect work samples each learning period and use those samples to create a 
record of each students’ learning. 

● Stay current with school policy and procedure. 
● Complete the required paperwork and documentation for each student 

according to individual deadlines. 
● Responsible for synchronous and live sessions to support increased student 

engagement and grade level mastery.  
● Advise and support parents and students. 
● Ensure students’ academic needs are met by ordering, researching, and suggesting 

curriculum. 
● Suggest and provide information regarding available educational opportunities. 
● Proactively seek information on high school curriculum and course work. 
● Stay current with UC A-G requirements, school policy and procedure. 
● Work with Program Director to ensure high school requirements are being met. 
● Design Custom High School Courses according to student need. 
● Maintain an accurate online budget for each student-make sure funds are spent 

according to academic priority—curriculum, tutoring, and then enrichment. 
● Communicate school information to the parents/students. 
● Respond to all school related written correspondence, phone calls, voicemails, 

and emails within 24 business hours. 
● Attend IEP and other required meetings for assigned students. 
● Use computer technology, email, the Internet, and other technology. 
● Attend mandatory teacher trainings and weekly meetings/mentoring sessions. 
● Complete online and other trainings as determined as necessary by the school. 
● Proctor state mandated tests and administer any charter required assessments, 

such as the i-Ready assessment, easyCBM, etc. 
● Support high school students and parents with high school planning. 
● Evaluate student transcripts for graduation/completion purposes. 
● May perform other duties commensurate with the functions and level of the position. 

 
Paperwork and Documentation: 
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The Teacher of Record - Homeschool must complete all paperwork and documentation 
necessary to serve each assigned student. Completed documentation must be submitted by 
specific due dates as specified by the school.  The required documentation includes, but is not 
limited to, the following: 
 

● Master Agreements and enrollment paperwork 
● Attendance Reporting 
● Assignment and Work Record (AWR) in School Pathways to document student 

learning--to be completed within two weeks after attendance has been taken 
● Report Cards 
● Portfolios(digital) 
● Purchase Orders 
● Checkout (performed after last day of school) 
● High school plans and paperwork 
● IEP paperwork 
● Additional paperwork as needed 

 
Advice and Support: 

The Teacher of Record - Homeschool is expected to serve students with varying needs.  A 
broad base of educational knowledge, as well as a thorough understanding of educational 
opportunities available through the school, is necessary to support families adequately.  This 
knowledge must include, but is not limited to, familiarity with the following: 
 

● School and Common Core State Standards 
● Curricular options to meet the standards 
● Learning approaches and teaching philosophies 
● School graduation requirements 
● School and community in-services available 
● Internet resources 
● Distance learning 
● Field Trips 
● High School specific information 

 
The Teacher of Record - Homeschool is responsible for answering educational questions 
posed by their families, performing research, using the Elite Educator manual, and 
consulting their assigned local lead as needed. 

 
 
Other Duties 
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● Proctoring duties as needed during the testing window. 
● Plan two field trips per year and create educational materials to support the field trip.  

This includes but is not limited to worksheets to be completed on the field trip, before 
or after. 

● Respond to all school related written correspondence, phone calls, voicemails, and 
emails within 24 business hours. 

● Document and report to the school’s management all formal disciplinary actions 
involving students; supporting management with addressing and resolving complaints 
from students and parents in a timely manner; and ensuring compliance with the 
provisions of California Penal Code Section 11166 (Child Abuse and Neglect Reporting  
Act). 

● Perform other duties as assigned. 
 
Use of Computer Technology: 
To perform this job successfully, an individual should have general knowledge of database 
software, how to use the internet to find information and complete tasks, email usage, order 
processing systems, spreadsheet software, and word processing software.  The employee is 
expected to acquire and maintain a working computer with an internet connection and a 
printer. The employee should be familiar with videochat platforms in order to support students 
virtually and attend meetings, as applicable. 
 
Physical Demands: 

The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 

● Hearing and speaking to exchange information. 
● Dexterity of hands and fingers to demonstrate activities. 
● Operates a computer and other office machinery. 
● Seeing to read a variety of materials and monitor students. 
● Bending at the waist, kneeling, or crouching. 
● Sitting or standing for extended periods of time. 
● Lifting objects up to 50 pounds. 
● Close vision and ability to adjust focus. 

 
Work Environment: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 
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● Noise level is generally moderate
● Meetings conducted in public and private settings
● Indoor and outdoor in varying temperature
● Employee must have available transportation and be able to drive up to 100 miles in a 

day

Employee Acknowledgement:

______   ____________________________      _______________
                 Printed Name                                   Date
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MUTUAL AGREEMENT TO ARBITRATE DISPUTES

The parties to this Mutual Agreement to Arbitrate Disputes (“Agreement”) wish to resolve, fairly and quickly, any and all 
disputes which may arise between them and agree as follows: 

A. Agreement to Arbitrate.  Any controversy, dispute or claim (“Claim”) whatsoever between  
(“Employee”) on the one hand, and Elite Academic Academy - Mountain Empire (“the Company”), or any of its 
current and former directors, officers, shareholders, employees, agents, representatives, or related entities 
(collectively “Company Parties”), on the other hand, (collectively, the “Parties”) shall be resolved by the Parties by 
final and binding arbitration at the request of either Party. 

B. Claims Covered.  This Agreement broadly covers any and all claims that have existed, currently exist, and/or may 
arise between the Parties including, but not limited to, claims for: (a) misclassification, wages (regular or overtime), 
meal period and/or rest break premiums, wage statement penalties, waiting time penalties, paid time off/vacation, 
business expenses, benefits and/or other compensation; (b) breach of contract (oral, implied, express or written); (c) 
wrongful termination and/or retaliation; (d) unfair competition and/or misappropriation of trade secrets; (e) 
discrimination, harassment, and/or retaliation on the basis of a characteristic protected by law; and (f) any other 
claims arising out of or related to the employment relationship (including application for employment) or 
termination of the employment relationship or for violation of any federal, state, or other government law, statute, 
regulation, or ordinance including, without limitation, the California Labor Code, the Industrial Welfare 
Commission Wage Orders, the California Business and Professions Code, the Fair Labor Standards Act, California’s 
Fair Employment and Housing Act, Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, 
the Age Discrimination in Employment Act, and the United States and California Constitutions (collectively, 
“Covered Claims”).  

C. Excluded Claims.  Notwithstanding the above broad scope of Covered Claims, this Agreement does not cover any 
claims to the extent such claims are non-arbitrable pursuant to applicable law (which are not preempted by the 
FAA).

D. Class and Collective Action Waiver. Covered Claims shall be arbitrated on an individual basis only.  No 
Covered Claim shall be (a) heard or arbitrated on a class or collective action basis on behalf of other persons 
alleged to be similarly situated, or (b) joined, consolidated, or otherwise combined with the claims of other 
persons in one proceeding.  Each Party waives the right to bring, maintain, participate in, or receive money 
from, any class or collective proceeding, whether in arbitration or otherwise. 

E. Notice of Claim.  A demand for arbitration must be in writing by certified or registered mail, return receipt requested 
and obtained, or by service as authorized for the commencement of a civil action and made within the applicable 
statute of limitations period. The notice must describe the nature of the controversy and the remedy sought. In the 
event that there is a dispute as to whether the Parties agreed to arbitrate a claim or an issue, the court shall have the 
exclusive authority to determine arbitrability.  

F. Rules of Arbitration.  Arbitration under this Agreement will be conducted in accordance with the then current 
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Employment Arbitration Rules and Mediation Procedures of the American Arbitration Association (“AAA Rules”) 
or in accordance with the rules of another similar organization agreed to by the Parties.  A current copy of the AAA 
Rules is available at www.adr.org and from Elite Academic Academy’s Human Resources Department upon 
request.  

G. Place of Arbitration.  Arbitration shall take place before a neutral arbitrator within 45 miles of where Employee is or 
was last employed by the Company.  

H. Discovery.  The Parties shall be entitled to conduct reasonable discovery, including, without limitation, conducting 
depositions of and requesting documents from each other and third parties. The arbitrator shall have the authority to 
resolve discovery disputes, modify procedures to ensure they are affordable and accessible, and order prehearing third-
party discovery.   

I. Arbitration Decision.  The arbitrator shall prepare in writing and timely provide to the Parties a decision and award 
which includes factual findings and the reasons upon which the decision is based.  The arbitrator may make any award 
available under law, including monetary damages, injunctive relief, and attorneys’ fees.  The decision of the arbitrator 
shall be binding and conclusive on the Parties, except as otherwise required by law.  Judgment upon the award rendered 
by the arbitrator may be entered in any court having proper jurisdiction.   

J. Arbitration Fees and Costs.  Company shall be entirely responsible for the arbitrator’s fees.  Each Party shall pay 
his/her/its own costs and attorneys’ fees, if any, except that the arbitrator shall award attorneys’ fees and costs in 
accordance with applicable law. 

K. Governing Law.  Any enforcement of this arbitration provision shall be governed by the Federal Arbitration Act (the 
“FAA”), and any procedural issues related to this arbitration provision shall be governed by California law, unless 
California law conflicts with the FAA in which case the FAA shall govern.  
 

L. Employee Right to Review and Consult Counsel.  Employee has the right to review this agreement with their 
counsel if needed, and if Employee has any questions about this Agreement, Employee should contact Elite 
Academic Academy’s Human Resources Department.  

M. Sole and Entire Agreement.  This Agreement constitutes the entire agreement between the Parties with respect to the 
matters referenced herein and can be modified only in a writing signed by both Parties, stating the intent to revoke or 
modify this Agreement. If any provision in this Agreement is determined to be unenforceable, then the remaining 
provisions shall remain in full effect.   

By signing below, each party knowingly waives the right to class and collective procedures/actions 
and the right to trial by jury or judge for any covered claim. Each party retains all other rights, 
including the right to counsel, to call and cross-examine witnesses, to reasonable discovery, and to 
have claims addressed by an impartial factfinder.  
 
Each party acknowledges that it or s/he are hereby advised to seek legal advice as to their rights and 
responsibilities under this agreement.   
 
THIS AGREEMENT IS VOLUNTARY AND EMPLOYEE WILL NOT BE FIRED OR, IN THE 
CASE OF A NEW HIRE, BE DENIED A JOB, FOR DECLINING TO SIGN THIS AGREEMENT. 
 

 
COMPANY:      
 
By:                                                                      By:                                                         
 Its:  Chief Executive Officer   
 
 
DATED:                                                                   DATED:                                                                
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CONFIDENTIALITY AND NON-DISCLOSURE AGREEMENT

The Parties to this Confidentiality and Non-Solicitation Agreement ("Agreement") are 
Elite Academic Academy - Mountain Empire (the “School") and ("Employee") 
(collectively referred to herein as the “Parties”).

1. Employee Access to Confidential Information.  The School and Employee acknowledge 
that the business of the School and the nature of Employee's work will require Employee to have 
access to Confidential Information (as such term is defined below) of the School and/or its families, 
which, if disclosed in an unauthorized manner, could be highly prejudicial to the School and/or its 
families.  

2. Value of School Business, Families, and Confidential Information. The School has created, 
developed, and obtained Confidential Information (as such term is defined below).  Additionally, 
the School has entered into agreements with third parties whereby these third parties produce 
confidential, proprietary, and/or trade secret information for the School.  Such information has 
independent actual or potential economic value from not being generally known to the public or 
to other persons who can obtain economic value from its disclosure or use and is not readily 
available through any source other than the School.  Maintenance of confidentiality regarding such 
information and special knowledge is essential to preserving the competitive position and value of 
the School.  Further, the specialized services provided by the School to its families are such that 
potential families might not be aware of the availability of such services from the School.  
Consequently, the School has gone to considerable time, expense, and effort in seeking out 
potential families, explaining to these potential families the unique value of the School’s services, 
and developing family relationships.  This specialized business requires the School to develop 
confidential relationships with its families, whereby the School and each family work together 
closely to develop customized services for each family.  Therefore, information concerning both 
the nature and the fact of the School’s relationships has independent actual or potential economic 
value from not being generally known to the public or to other persons who can obtain economic 
value from its disclosure or use.  The confidentiality of the School's families is essential to the 
continued economic viability of the School and is subject to continuous, vigorous efforts by the 
School to maintain secrecy. 

3. Confidential Information Defined. “Confidential Information” of the School includes, 
but is not limited to, proprietary and/or trade secret information, intellectual property, ideas 
innovations, organization financial documents and transactions, student and family information 
and records, confidential financial data or other non-public proprietary organization information, 
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confidential information regarding business partners, vendors, or families and students, business 
methods, devices, processes, compilation of information, computer software developed by or for 
the School records, methods of data processing, surveys, designs, questionnaires, reports, industry 
norms, models, forecasts, formulae, equations, studies or data developed in connection with any 
project or activity of the School, and School financial information.  

    A. Exclusions.  Confidential Information shall not include: (a) information now and 
hereafter voluntarily disseminated by the School to the public or which otherwise becomes 
part of the public domain through lawful means; (b) information already known to 
Employee as documented by written records which predate Employee's employment with 
the School; and (c) information independently developed by Employee after termination 
of Employee’s employment. 

 
4. Value of the School’s Workforce.  The Parties further acknowledge and agree that the 

School needs to maintain a stable workforce in order to remain in business.  Thus, the School is 
entitled to protect its legitimate business interest in preventing persons from disrupting, damaging, 
impairing, or interfering with its business by soliciting its employees for employment with another 
company. 
 

5. Employee's Obligations as to Confidential Information. Therefore, as a condition of 
employment, Employee agrees to maintain the secrecy of the School's  Confidential Information 
and to not engage in unfair competition with the School as follows: 
 

A. No Disclosure.  Employee will not use, disclose, or disseminate in any manner 
whatsoever any Confidential Information, either directly or indirectly, either during 
employment with the School or following termination of employment, except as 
required in the course of employment with the School, or as expressly authorized 
in writing by an officer or manager of the School. 

  
B. No Reproduction or Removal.  Employee will not reproduce in any manner, or 

remove from the School or Employee's work location, any Confidential 
Information, whether or not recorded in writing, by sound or visual means, on 
computer or computer disk or by any other means, either during employment with 
the School or following termination of employment, except as required in the 
course of employment with the School, or expressly authorized in writing by an 
officer of the School. 

 
C. Duty to Prevent Disclosure. Employee will take all precautions reasonably 

necessary to prevent the unauthorized use, disclosure, or dissemination of 
Confidential Information either during employment with the School or following 
termination of employment with the School. 

 
D. Required Disclosure. Notwithstanding Sections A, B and C above, in the event that 

Employee is requested or required (by oral questions, interrogatories, requests for 
information or documents, subpoena, civil investigative demand or other similar 
process in legal proceedings) to disclose any of the Confidential Information, 
Employee shall provide the School with prompt written notice of any such request 
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or requirement so that the School may seek a protective order or other appropriate 
remedy, or waive compliance with the provisions of this Agreement.  If, in the 
absence of a protective order or other remedy or the receipt of a waiver by the 
School, Employee is nonetheless legally compelled to disclose Confidential 
Information to any tribunal or else stand liable for contempt or suffer other censure 
or penalty, Employee may, without liability hereunder, disclose to such tribunal 
only that portion of the Confidential Information that is legally required to be 
disclosed, provided that Employee exercises his or her best efforts to preserve the 
confidentiality of the Confidential Information, including, without limitation, by 
cooperating with the School to obtain an appropriate protective order or other 
reliable assurance that confidential treatment will be accorded the Confidential 
Information by such tribunal. 

 
E. Ownership of Materials; Return of Materials Upon Termination of Employment.  

All Confidential Information and/or other ideas, concepts, know-how, techniques, 
processes, methods, inventions, discoveries, developments, innovations, and 
improvements, that are reasonably related to the business of the School, involve the 
School’s research or development (whether actual or demonstrably anticipated), or 
are produced by Employee during the period of employment with the School 
belongs to the School and not Employee.  Upon termination of Employee's 
employment with the School for any reason whatsoever, Employee will 
immediately turn over to the School all Confidential Information.  Additionally, 
Employee will return all other School property or equipment, including but not 
limited to keys, entry devices, documents, computer software, and/or other 
materials related to the business, professional or personal affairs of the School or 
any of the School’s families.  Further, Employee will not retain any copies of any 
of the above materials in hardcopy, electronic or other form.  

 
F. Prohibition on Use of Trade Secret Information. Employee agrees that during 

Employee’s employment with the School and following termination of Employee's 
employment with the School, for any reason whatsoever, Employee shall not use 
the School’s trade secret information, including without limitation, (1) to contact 
or solicit any families or prospective families of the School whom Employee served 
or whose names became known to Employee while in the employ of the School 
either on the Employee's behalf or on behalf of any other party engaged in a 
business which is competitive with the School or  (2) to solicit the employment of 
any School employee, whether or not the solicited employee would commit any 
breach of his or her own employment terms by leaving the service of the School. 

 
G. No Competition During Employment.  Employee agrees that during employment 

with the School, Employee will not engage in any other employment or activity that 
might interfere with or be in competition with the interests of the School.  

 
H. Student Information.  Employee agrees not to use, disclose, or disseminate in any 

manner whatsoever, for compensation or otherwise, any information, actions, 
events, behavior, or other conduct that Employee observes or hears from the 
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School’s students or their families, either directly or indirectly, either during 
employment with the School or following termination of employment.  Employee 
further agrees to take all precautions reasonably necessary to prevent the 
unauthorized use, disclosure, or dissemination of the School’s students’ 
information, actions, events, behavior, or other conduct, either during employment 
with the School or following termination of employment with the School.  

 
6. Trade Secrets.  The Parties further recognize and acknowledge that neither the above 

provisions nor the School’s exercise of any rights thereunder shall limit the rights of the School 
under applicable statutes and common law rules regarding trade secrets, including without 
limitation, the Uniform Trade Secrets Act (Cal. Civ. Code Section 3426 et seq.) or limit the rights 
of the School to seek damages relief.  In particular, and without limitation of the foregoing, the 
School reserves it rights under California Civil Code Section 3426.3 to seek total damages in an 
amount two times that of actual damages suffered as a result of misappropriation of its Confidential 
Information.  
 

7. School’s Entitlement to Compensation Received by Employee for Use or Disclosure of 
Confidential Information.  Employee further expressly agrees that, without limiting any other right 
or remedies the School may have, the School shall be entitled to recover any and all monies or 
other benefits whatsoever received by Employee or on Employee’s behalf or by any other person 
or entity from any and all sources in connection with any use or dissemination by Employee, or 
Employee’s agents, of any Confidential Information and that any such monies or other benefits so 
received shall be held in trust by the recipient for immediate payment over to the School.  
 

8. Severability.  In the event a court of competent jurisdiction finds any provision of this 
Agreement to be invalid or otherwise unenforceable, the remaining portions of this Agreement 
will retain their full force and effect.           
 

9. Entire and Sole Agreement.  The Parties agree that this Agreement contains their entire 
agreement and supersedes all other agreements and understandings, whether written or oral, 
covering the subject matter hereof.  The Parties warrant that there were no representations, 
agreements, arrangements or understandings, whether written or oral, between them relating to the 
subject matter contained in this Agreement which are not fully expressed herein.  No modification, 
amendment or waiver of any of the provisions contained in this Agreement, or any future 
representations, promise, or condition in connection with the subject matter of this Agreement, 
shall be binding upon any party to this Agreement unless made in writing and signed by such party 
or by a duly authorized officer, partner, or agent of such party.  
 

10. Governing Law.  The Parties agree that the laws of the State of California shall govern the 
interpretation and enforcement of this Agreement, without giving effect to that State's choice of 
law rules. 
 

11. Independent Review and Advice.  By signing his/her name below, Employee expressly 
acknowledges that he/she has read this Agreement, has had the opportunity to ask School 
representatives questions about it, has had the opportunity to consult with an attorney of his/her 
choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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Employee further agrees that signing this Agreement is a condition of his/her employment with 
the School and payment therefore, which he/she understood before accepting employment with 
the School. 
 

12. Costs and Attorneys Fees.   In the event of any dispute, controversy, or other proceedings 
(including litigation or arbitration) arising out of or related to this Agreement, the prevailing party 
shall be entitled to reimbursement of all of its costs, including attorney and expert witnesses’ fees 
and costs. 
 

13. Successors and Assigns.  All covenants, representations, warranties and agreements of the 
Parties contained herein shall be binding upon and inure to the benefit of their respective 
successors and permitted assigns. 
 

14. Counterparts.  This Agreement may be executed in one or more counterparts, each of which 
shall be deemed an original, but all of which together shall constitute one and the same instrument.    
 
 
 
Date: _______________  

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 















2022-23 Local Control Accountability Plan for Elite Academic Academy-Mountain Empire Page 1 of 72

LCFF Budget Overview for Parents
Local Educational Agency (LEA) Name: Elite Academic Academy-Mountain Empire
CDS Code: 37682130136978
School Year: 2022-23
LEA contact information:
Meghan Freeman, M.Ed.
CEO

866-354-8302 x704
School districts receive funding from different sources: state funds under the Local Control Funding Formula 
(LCFF), other state funds, local funds, and federal funds. LCFF funds include a base level of funding for all LEAs 
and extra funding - called "supplemental and concentration" grants - to LEAs based on the enrollment of high 
needs students (foster youth, English learners, and low-income students).

Budget Overview for the 2022-23 School Year
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This chart shows the total general purpose revenue Elite Academic Academy-Mountain Empire expects to 
receive in the coming year from all sources.

The text description for the above chart is as follows: The total revenue projected for Elite Academic Academy-
Mountain Empire is $, of which $ is Local Control Funding Formula (LCFF), $ is other state funds, $ is local 
funds, and $ is federal funds.  Of the $ in LCFF Funds, $ is generated based on the enrollment of high needs 
students (foster youth, English learner, and low-income students).



2022-23 Local Control Accountability Plan for Elite Academic Academy-Mountain Empire Page 3 of 72

LCFF Budget Overview for Parents
The LCFF gives school districts more flexibility in deciding how to use state funds. In exchange, school districts 
must work with parents, educators, students, and the community to develop a Local Control and Accountability 
Plan (LCAP) that shows how they will use these funds to serve students.

This chart provides a quick summary of how much Elite Academic Academy-Mountain Empire plans to spend for 
2022-23. It shows how much of the total is tied to planned actions and services in the LCAP.

The text description of the above chart is as follows: Elite Academic Academy-Mountain Empire plans to spend $ 
for the 2022-23 school year. Of that amount, $ is tied to actions/services in the LCAP and $ is not included in the 
LCAP. The budgeted expenditures that are not included in the LCAP will be used for the following:

Increased or Improved Services for High Needs Students in the 
LCAP for the 2022-23 School Year

In 2022-23, Elite Academic Academy-Mountain Empire is projecting it will receive $ based on the enrollment of 
foster youth, English learner, and low-income students. Elite Academic Academy-Mountain Empire must describe 
how it intends to increase or improve services for high needs students in the LCAP.  Elite Academic Academy-
Mountain Empire plans to spend $ towards meeting this requirement, as described in the LCAP.
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LCFF Budget Overview for Parents

Update on Increased or Improved Services for High Needs 
Students in 2021-22

This chart compares what Elite Academic Academy-Mountain Empire budgeted last year in the LCAP for actions 
and services that contribute to increasing or improving services for high needs students with what  Elite 

Academic Academy-Mountain Empire estimates it has spent on actions and services that contribute to increasing 
or improving services for high needs students in the current year.

The text description of the above chart is as follows: In 2021-22, Elite Academic Academy-Mountain Empire's 
LCAP budgeted $ for planned actions to increase or improve services for high needs students. Elite Academic 
Academy-Mountain Empire actually spent $ for actions to increase or improve services for high needs students in 
2021-22.
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rm
an

ce
 o

n 
th

e 
st

at
e 

an
d 

lo
ca

l i
nd

ic
at

or
s,

 in
cl

ud
in

g 
th

ei
r l

oc
al

ly
 c

ol
le

ct
ed

 a
nd

 re
po

rte
d 

da
ta

 fo
r t

he
 lo

ca
l i

nd
ic

at
or

s 
th

at
 

ar
e 

in
cl

ud
ed

 in
 th

e 
D

as
hb

oa
rd

 in
 d

et
er

m
in

in
g 

w
he

th
er

 a
nd

 h
ow

 to
 p

rio
rit

iz
e 

its
 g

oa
ls

 w
ith

in
 th

e 
LC

AP
.

In
 o

rd
er

 to
 s

up
po

rt 
pr

io
rit

iz
at

io
n 

of
 g

oa
ls

, t
he

 L
C

AP
 te

m
pl

at
e 

pr
ov

id
es

 L
EA

s 
w

ith
 th

e 
op

tio
n 

of
 d

ev
el

op
in

g 
th

re
e 

di
ffe

re
nt

 k
in

ds
 o

f g
oa

ls
:

•
Fo

cu
s 

G
oa

l: 
A 

Fo
cu

s 
G

oa
l i

s 
re

la
tiv

el
y 

m
or

e 
co

nc
en

tra
te

d 
in

 s
co

pe
 a

nd
 m

ay
 fo

cu
s 

on
 a

 fe
w

er
 n

um
be

r o
f m

et
ric

s 
to

 m
ea

su
re

 im
pr

ov
em

en
t. 

A 
Fo

cu
s 

G
oa

l s
ta

te
m

en
t w

ill 
be

 ti
m

e 
bo

un
d 

an
d 

m
ak

e 
cl

ea
r h

ow
 th

e 
go

al
 is

 to
 b

e 
m

ea
su

re
d.

•
Br

oa
d 

G
oa

l: 
A 

Br
oa

d 
G

oa
l i

s 
re

la
tiv

el
y 

le
ss

 c
on

ce
nt

ra
te

d 
in

 it
s 

sc
op

e 
an

d 
m

ay
 fo

cu
s 

on
 im

pr
ov

in
g 

pe
rfo

rm
an

ce
 a

cr
os

s 
a 

w
id

e 
ra

ng
e 

of
 m

et
ric

s.

•
M

ai
nt

en
an

ce
 o

f P
ro

gr
es

s 
G

oa
l: 

A 
M

ai
nt

en
an

ce
 o

f P
ro

gr
es

s 
G

oa
l i

nc
lu

de
s 

ac
tio

ns
 th

at
 m

ay
 b

e 
on

go
in

g 
w

ith
ou

t s
ig

ni
fic

an
t c

ha
ng

es
 a

nd
 a

llo
w

s 
an

 
LE

A 
to

 tr
ac

k 
pe

rfo
rm

an
ce

 o
n 

an
y 

m
et

ric
s 

no
t a

dd
re

ss
ed

 in
 th

e 
ot

he
r g

oa
ls

 o
f t

he
 L

C
AP

.

At
 a

 m
in

im
um

, t
he

 L
C

AP
 m

us
t a

dd
re

ss
 a

ll 
LC

FF
 p

rio
rit

ie
s 

an
d 

as
so

ci
at

ed
 m

et
ric

s.
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Fo
cu

s 
G

oa
l(s

)
G

oa
l D

es
cr

ip
tio

n:
 T

he
 d

es
cr

ip
tio

n 
pr

ov
id

ed
 fo

r a
 F

oc
us

 G
oa

l m
us

t b
e 

sp
ec

ifi
c,

 m
ea

su
ra

bl
e,

 a
nd

 ti
m

e 
bo

un
d.

 A
n 

LE
A 

de
ve

lo
ps

 a
 F

oc
us

 G
oa

l 
to

 a
dd

re
ss

 a
re

as
 o

f n
ee

d 
th

at
 m

ay
 re

qu
ire

 o
r b

en
ef

it 
fro

m
 a

 m
or

e 
sp

ec
ifi

c 
an

d 
da

ta
 in

te
ns

iv
e 

ap
pr

oa
ch

. T
he

 F
oc

us
 G

oa
l c

an
 e

xp
lic

itl
y 

re
fe

re
nc

e 
th

e 
m

et
ric

(s
) b

y 
w

hi
ch

 a
ch

ie
ve

m
en

t o
f t

he
 g

oa
l w

ill 
be

 m
ea

su
re

d 
an

d 
th

e 
tim

e 
fra

m
e 

ac
co

rd
in

g 
to

 w
hi

ch
 th

e 
LE

A 
ex

pe
ct

s 
to

 a
ch

ie
ve

 
th

e 
go

al
.

Ex
pl

an
at

io
n 

of
 w

hy
 th

e 
LE

A
 h

as
 d

ev
el

op
ed

 th
is

 g
oa

l: 
Ex

pl
ai

n 
w

hy
 th

e 
LE

A 
ha

s 
ch

os
en

 to
 p

rio
rit

iz
e 

th
is

 g
oa

l. 
An

 e
xp

la
na

tio
n 

m
us

t b
e 

ba
se

d 
on

 D
as

hb
oa

rd
 d

at
a 

or
 o

th
er

 lo
ca

lly
 c

ol
le

ct
ed

 d
at

a.
 L

EA
s 

m
us

t d
es

cr
ib

e 
ho

w
 th

e 
LE

A 
id

en
tif

ie
d 

th
is

 g
oa

l f
or

 fo
cu

se
d 

at
te

nt
io

n,
 in

cl
ud

in
g 

re
le

va
nt

 c
on

su
lta

tio
n 

w
ith

 e
du

ca
tio

na
l p

ar
tn

er
s.

 L
EA

s 
ar

e 
en

co
ur

ag
ed

 to
 p

ro
m

ot
e 

tra
ns

pa
re

nc
y 

an
d 

un
de

rs
ta

nd
in

g 
ar

ou
nd

 th
e 

de
ci

si
on

 to
 

pu
rs

ue
 a

 fo
cu

s 
go

al
.

B
ro

ad
 G

oa
l

G
oa

l D
es

cr
ip

tio
n:

 D
es

cr
ib

e 
w

ha
t t

he
 L

EA
 p

la
ns

 to
 a

ch
ie

ve
 th

ro
ug

h 
th

e 
ac

tio
ns

 in
cl

ud
ed

 in
 th

e 
go

al
. T

he
 d

es
cr

ip
tio

n 
of

 a
 b

ro
ad

 g
oa

l w
ill 

be
 

cl
ea

rly
 a

lig
ne

d 
w

ith
 th

e 
ex

pe
ct

ed
 m

ea
su

ra
bl

e 
ou

tc
om

es
 in

cl
ud

ed
 fo

r t
he

 g
oa

l. 
Th

e 
go

al
 d

es
cr

ip
tio

n 
or

ga
ni

ze
s 

th
e 

ac
tio

ns
 a

nd
 e

xp
ec

te
d 

ou
tc

om
es

 in
 a

 c
oh

es
iv

e 
an

d 
co

ns
is

te
nt

 m
an

ne
r. 

A 
go

al
 d

es
cr

ip
tio

n 
is

 s
pe

ci
fic

 e
no

ug
h 

to
 b

e 
m

ea
su

ra
bl

e 
in

 e
ith

er
 q

ua
nt

ita
tiv

e 
or

 q
ua

lit
at

iv
e 

te
rm

s.
 A

 b
ro

ad
 g

oa
l i

s 
no

t a
s 

sp
ec

ifi
c 

as
 a

 fo
cu

s 
go

al
. W

hi
le

 it
 is

 s
pe

ci
fic

 e
no

ug
h 

to
 b

e 
m

ea
su

ra
bl

e,
 th

er
e 

ar
e 

m
an

y 
di

ffe
re

nt
 m

et
ric

s 
fo

r 
m

ea
su

rin
g 

pr
og

re
ss

 to
w

ar
d 

th
e 

go
al

.

Ex
pl

an
at

io
n 

of
 w

hy
 th

e 
LE

A
 h

as
 d

ev
el

op
ed

 th
is

 g
oa

l: 
Ex

pl
ai

n 
w

hy
 th

e 
LE

A 
de

ve
lo

pe
d 

th
is

 g
oa

l a
nd

 h
ow

 th
e 

ac
tio

ns
 a

nd
 m

et
ric

s 
gr

ou
pe

d 
to

ge
th

er
 w

ill 
he

lp
 a

ch
ie

ve
 th

e 
go

al
.

M
ai

nt
en

an
ce

 o
f P

ro
gr

es
s 

G
oa

l
G

oa
l D

es
cr

ip
tio

n:
 D

es
cr

ib
e 

ho
w

 th
e 

LE
A 

in
te

nd
s 

to
 m

ai
nt

ai
n 

th
e 

pr
og

re
ss

 m
ad

e 
in

 th
e 

LC
FF

 S
ta

te
 P

rio
rit

ie
s 

no
t a

dd
re

ss
ed

 b
y 

th
e 

ot
he

r g
oa

ls
 

in
 th

e 
LC

AP
. U

se
 th

is
 ty

pe
 o

f g
oa

l t
o 

ad
dr

es
s 

th
e 

st
at

e 
pr

io
rit

ie
s 

an
d 

ap
pl

ic
ab

le
 m

et
ric

s 
no

t a
dd

re
ss

ed
 w

ith
in

 th
e 

ot
he

r g
oa

ls
 in

 th
e 

LC
AP

. T
he

 
st

at
e 

pr
io

rit
ie

s 
an

d 
m

et
ric

s 
to

 b
e 

ad
dr

es
se

d 
in

 th
is

 s
ec

tio
n 

ar
e 

th
os

e 
fo

r w
hi

ch
 th

e 
LE

A,
 in

 c
on

su
lta

tio
n 

w
ith

 e
du

ca
tio

na
l p

ar
tn

er
s,

 h
as

 
de

te
rm

in
ed

 to
 m

ai
nt

ai
n 

ac
tio

ns
 a

nd
 m

on
ito

r p
ro

gr
es

s 
w

hi
le

 fo
cu

si
ng

 im
pl

em
en

ta
tio

n 
ef

fo
rts

 o
n 

th
e 

ac
tio

ns
 c

ov
er

ed
 b

y 
ot

he
r g

oa
ls

 in
 th

e 
LC

AP
.

Ex
pl

an
at

io
n 

of
 w

hy
 th

e 
LE

A
 h

as
 d

ev
el

op
ed

 th
is

 g
oa

l: 
Ex

pl
ai

n 
ho

w
 th

e 
ac

tio
ns

 w
ill 

su
st

ai
n 

th
e 

pr
og

re
ss

 e
xe

m
pl

ifi
ed

 b
y 

th
e 

re
la

te
d 

m
et

ric
s.

R
eq

ui
re

d 
G

oa
ls

In
 g

en
er

al
, L

EA
s 

ha
ve

 fl
ex

ib
ilit

y 
in

 d
et

er
m

in
in

g 
w

ha
t g

oa
ls

 to
 in

cl
ud

e 
in

 th
e 

LC
AP

 a
nd

 w
ha

t t
ho

se
 g

oa
ls

 w
ill 

ad
dr

es
s;

 h
ow

ev
er

, b
eg

in
ni

ng
 w

ith
 

th
e 

de
ve

lo
pm

en
t o

f t
he

 2
02

2–
23

 L
C

AP
, L

EA
s 

th
at

 m
ee

t c
er

ta
in

 c
rit

er
ia

 a
re

 re
qu

ire
d 

to
 in

cl
ud

e 
a 

sp
ec

ifi
c 

go
al

 in
 th

ei
r L

C
AP

.

C
on

si
st

en
tly

 lo
w

-p
er

fo
rm

in
g 

st
ud

en
t g

ro
up

(s
) c

rit
er

ia
: A

n 
LE

A 
is

 e
lig

ib
le

 fo
r D

iff
er

en
tia

te
d 

As
si

st
an

ce
 fo

r t
hr

ee
 o

r m
or

e 
co

ns
ec

ut
iv

e 
ye

ar
s 

ba
se

d 
on

 th
e 

pe
rfo

rm
an

ce
 o

f t
he

 s
am

e 
st

ud
en

t g
ro

up
 o

r g
ro

up
s 

in
 th

e 
D

as
hb

oa
rd

. A
 li

st
 o

f t
he

 L
EA

s 
re

qu
ire

d 
to

 in
cl

ud
e 

a 
go

al
 in

 th
e 

LC
AP

 
ba

se
d 

on
 s

tu
de

nt
 g

ro
up

 p
er

fo
rm

an
ce

, a
nd

 th
e 

st
ud

en
t g

ro
up

(s
) t

ha
t l

ea
d 

to
 id

en
tif

ic
at

io
n,

 m
ay

 b
e 

fo
un

d 
on

 th
e 

C
D

E’
s 

Lo
ca

l C
on

tro
l F

un
di

ng
 

Fo
rm

ul
a 

w
eb

 p
ag

e 
at

ht
tp

s:
//w

w
w

.c
de

.c
a.

go
v/

fg
/a

a/
lc

/. 

•
C

on
si

st
en

tly
 lo

w
-p

er
fo

rm
in

g 
st

ud
en

t g
ro

up
(s

) g
oa

l r
eq

ui
re

m
en

t: 
An

 L
EA

 m
ee

tin
g 

th
e 

co
ns

is
te

nt
ly

 lo
w

-p
er

fo
rm

in
g 

st
ud

en
t g

ro
up

(s
) c

rit
er

ia
 m

us
t 

in
cl

ud
e 

a 
go

al
 in

 it
s 

LC
AP

 fo
cu

se
d 

on
 im

pr
ov

in
g 

th
e 

pe
rfo

rm
an

ce
 o

f t
he

 s
tu

de
nt

 g
ro

up
 o

r g
ro

up
s 

th
at

 le
d 

to
 th

e 
LE

A’
s 

el
ig

ib
ilit

y 
fo

r D
iff

er
en

tia
te

d 
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As
si

st
an

ce
. T

hi
s 

go
al

 m
us

t i
nc

lu
de

 m
et

ric
s,

 o
ut

co
m

es
, a

ct
io

ns
, a

nd
 e

xp
en

di
tu

re
s 

sp
ec

ifi
c 

to
 a

dd
re

ss
in

g 
th

e 
ne

ed
s 

of
, a

nd
 im

pr
ov

in
g 

ou
tc

om
es

 fo
r, 

th
is

 s
tu

de
nt

 g
ro

up
 o

r g
ro

up
s.

 A
n 

LE
A 

re
qu

ire
d 

to
 a

dd
re

ss
 m

ul
tip

le
 s

tu
de

nt
 g

ro
up

s 
is

 n
ot

 re
qu

ire
d 

to
 h

av
e 

a 
go

al
 to

 a
dd

re
ss

 e
ac

h 
st

ud
en

t g
ro

up
; 

ho
w

ev
er

, e
ac

h 
st

ud
en

t g
ro

up
 m

us
t b

e 
sp

ec
ifi

ca
lly

 a
dd

re
ss

ed
 in

 th
e 

go
al

. T
hi

s 
re

qu
ire

m
en

t m
ay

 n
ot

 b
e 

m
et

 b
y 

co
m

bi
ni

ng
 th

is
 re

qu
ire

d 
go

al
 w

ith
 

an
ot

he
r g

oa
l.

•
G

oa
l D

es
cr

ip
tio

n:
 D

es
cr

ib
e 

th
e 

ou
tc

om
es

 th
e 

LE
A 

pl
an

s 
to

 a
ch

ie
ve

 to
 a

dd
re

ss
 th

e 
ne

ed
s 

of
, a

nd
 im

pr
ov

e 
ou

tc
om

es
 fo

r, 
th

e 
st

ud
en

t g
ro

up
 o

r 
gr

ou
ps

 th
at

 le
d 

to
 th

e 
LE

A’
s 

el
ig

ib
ilit

y 
fo

r D
iff

er
en

tia
te

d 
As

si
st

an
ce

.

•
Ex

pl
an

at
io

n 
of

 w
hy

 th
e 

LE
A

 h
as

 d
ev

el
op

ed
 th

is
 g

oa
l: 

Ex
pl

ai
n 

w
hy

 th
e 

LE
A 

is
 re

qu
ire

d 
to

 d
ev

el
op

 th
is

 g
oa

l, 
in

cl
ud

in
g 

id
en

tif
yi

ng
 th

e 
st

ud
en

t 
gr

ou
p(

s)
 th

at
 le

ad
 to

 th
e 

LE
A 

be
in

g 
re

qu
ire

d 
to

 d
ev

el
op

 th
is

 g
oa

l, 
ho

w
 th

e 
ac

tio
ns

 a
nd

 a
ss

oc
ia

te
d 

m
et

ric
s 

in
cl

ud
ed

 in
 th

is
 g

oa
l d

iff
er

 fr
om

 p
re

vi
ou

s 
ef

fo
rts

 to
 im

pr
ov

e 
ou

tc
om

es
 fo

r t
he

 s
tu

de
nt

 g
ro

up
(s

), 
an

d 
w

hy
 th

e 
LE

A 
be

lie
ve

s 
th

e 
ac

tio
ns

, m
et

ric
s,

 a
nd

 e
xp

en
di

tu
re

s 
in

cl
ud

ed
 in

 th
is

 g
oa

l w
ill 

he
lp

 
ac

hi
ev

e 
th

e 
ou

tc
om

es
 id

en
tif

ie
d 

in
 th

e 
go

al
 d

es
cr

ip
tio

n.

Lo
w

-p
er

fo
rm

in
g 

sc
ho

ol
(s

) c
rit

er
ia

: T
he

 fo
llo

w
in

g 
cr

ite
ria

 o
nl

y 
ap

pl
ie

s 
to

 a
 s

ch
oo

l d
is

tri
ct

 o
r C

O
E 

w
ith

 tw
o 

or
 m

or
e 

sc
ho

ol
s;

 it
 d

oe
s 

no
t a

pp
ly

 
to

 a
 s

in
gl

e-
sc

ho
ol

 d
is

tri
ct

. A
 s

ch
oo

l d
is

tri
ct

 o
r C

O
E 

ha
s 

on
e 

or
 m

or
e 

sc
ho

ol
s 

th
at

, f
or

 tw
o 

co
ns

ec
ut

iv
e 

ye
ar

s,
 re

ce
iv

ed
 th

e 
tw

o 
lo

w
es

t 
pe

rfo
rm

an
ce

 le
ve

ls
 o

n 
al

l b
ut

 o
ne

 o
f t

he
 s

ta
te

 in
di

ca
to

rs
 fo

r w
hi

ch
 th

e 
sc

ho
ol

(s
) r

ec
ei

ve
 p

er
fo

rm
an

ce
 le

ve
ls

 in
 th

e 
D

as
hb

oa
rd

 a
nd

 th
e 

pe
rfo

rm
an

ce
 o

f t
he

 “A
ll 

St
ud

en
ts

” s
tu

de
nt

 g
ro

up
 fo

r t
he

 L
EA

 is
 a

t l
ea

st
 o

ne
 p

er
fo

rm
an

ce
 le

ve
l h

ig
he

r i
n 

al
l o

f t
ho

se
 in

di
ca

to
rs

. A
 li

st
 o

f t
he

 L
EA

s 
re

qu
ire

d 
to

 in
cl

ud
e 

a 
go

al
 in

 th
e 

LC
AP

 b
as

ed
 o

n 
sc

ho
ol

 p
er

fo
rm

an
ce

, a
nd

 th
e 

sc
ho

ol
(s

) t
ha

t l
ea

d 
to

 id
en

tif
ic

at
io

n,
 m

ay
 b

e 
fo

un
d 

on
 th

e 
C

D
E’

s 
Lo

ca
l C

on
tro

l F
un

di
ng

 F
or

m
ul

a 
w

eb
 p

ag
e 

at
ht

tp
s:

//w
w

w
.c

de
.c

a.
go

v/
fg

/a
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Resolution recognizing a state of emergency and authorizing teleconferenced
meetings pursuant to AB 361

WHEREAS, in response to the novel coronavirus (“COVID-19”) pandemic, Governor
Newsom adopted a series of Executive Orders allowing the legislative bodies of local
governments to meet remotely via teleconference so long as other provisions of the

Ralph M. Brown Act (“Brown Act”) were followed; and

WHEREAS, on Sept. 16, 2021, Governor Newsom signed AB 361, which immediately
amended the Brown Act allowing governing boards to continue holding virtual meetings
outside the teleconferencing requirements of Government Code section 54953(b), if the

board makes a finding that there is a proclaimed State of Emergency, and either (1)
state or local officials have imposed or recommended social distancing measures, or (2)
meeting in person would present imminent risks to the health or safety of attendees due

to the emergency; and

WHEREAS, on March 4, 2020, Governor Newsom declared a statewide emergency
arising from COVID-19 pursuant to Government Code section 8625; and

WHEREAS, social distancing measures have been imposed to mitigate the spread of
COVID-19; and

WHEREAS, the governing board of the Elite Academic Academy- Mountain Empire
believes the spread of COVID-19 poses an imminent risk to the health and safety of in
person meeting attendees; and WHEREAS, the governing board is committed to open

and transparent governance in compliance with the Brown Act; and WHEREAS, the
governing board is conducting virtual meetings by way of telephonic and/or

internet-based services as to allow members of the public to fully participate in meetings
and offer public comment.

NOW THEREFORE, BE IT RESOLVED, that the recitals set forth above are true and
correct and fully incorporated into this Resolution by reference.



BE IT FURTHER RESOLVED, that the governing board of the Elite Academic
Academy-Mountain Empire recognizes that a State of Emergency in the State of

California continues to exist due to the COVID-19 pandemic.

BE IT FURTHER RESOLVED, that the governing board recognizes that social
distancing measures remain recommended by state and local officials.

BE IT FURTHER RESOLVED, that the governing board finds that holding in-person
meetings would present imminent risks to the health or safety of attendees due to the

cause of the State of Emergency and that the cause of the State of Emergency directly
impacts the ability of the governing board members to meet safely in person.

BE IT FURTHER RESOLVED, the governing board of the Elite Academic
Academy-Mountain Empire authorizes the use of teleconferencing for all meetings in

accordance with Government Code section 54953(e) and all other applicable provisions
of the Brown Act, for a period of thirty (30) days from the adoption of this resolution, or
such a time that the Governing Board adopts a subsequent resolution in accordance

with Government Code section 54953(e)(3).

Adopted this day of the month of in 2022.

Motion made by:

Second made by:

List members voting “aye:”

List members voting “no:”

List members abstaining:

List members



DISTRICT

CERTIFICATION OF SIGNATURES

As clerk/secretary to the governing board of the above named district, I certify that the signatures shown below in Column 1 are the 
verified signatures of the members of the governing board. I certify that the signatures shown in Column 2 are the verified signatures of the 
person or persons authorized to sign notices of employment, contracts and orders drawn on the funds of the district. These certifications 
are made in accordance with the provisions of Education Code Sections:
     K-12 Districts: 35143, 42632, and 42633
     Community College Districts: 72000, 85232, and 85233

If persons authorized to sign orders as shown in Column 2 are unable to do so, the law requires the signatures of the majority of the 
governing board.

These approved signatures are valid for the period of:                                                            to

In accordance with governing board approval dated                                             , 20              .

Signature

Typed Name

Clerk (Secretary) of the Board

Clerk (Secretary) of the BoardNOTE: Please TYPE name under signature.

Column 1
Signatures of Members of the Governing Board

SIGNATURE

TYPED NAME

President of the Board of Trustees/Education
SIGNATURE

TYPED NAME

Clerk/Secretary of the Board of Trustees/Education
SIGNATURE

TYPED NAME

Member of the Board of Trustees/Education
SIGNATURE

TYPED NAME

Member of the Board of Trustees/Education
SIGNATURE

TYPED NAME

Member of the Board of Trustees/Education
SIGNATURE

TYPED NAME

Member of the Board of Trustees/Education
SIGNATURE

TYPED NAME

Member of the Board of Trustees/Education

Column 2

Signatures of Personnel and/or Members of Governing Board 
authorized to sign Orders for Salary or Commercial Payments, 
Notices of Employment, and Contracts:
SIGNATURE

TYPED NAME

TITLE
SIGNATURE

TYPED NAME

TITLE
SIGNATURE

TYPED NAME

TITLE
SIGNATURE

TYPED NAME

TITLE
SIGNATURE

TYPED NAME

TITLE
SIGNATURE

TYPED NAME

TITLE
SIGNATURE

TYPED NAME

TITLE

Number of Signatures required:
ORDERS FOR SALARY PAYMENTS

NOTICES OF EMPLOYMENT

ORDERS FOR COMMERCIAL PAYMENTS

CONTRACTS

If the Board has given special instructions for signing warrants 
or orders, please attach a copy of the resolution to this form.
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SCHEDULE 1



Elite Spirit Cheer and Dance
RE: Payment Schedule
17 Via Del Renal Ct.
Lake Elsinore, CA 92532

This payment agreement is between “Elite Spirit Cheer and Dance” and “Elite Academic 
Academy- Mountain Empire and Elite Academic Academy- Lucerne” for the 2022/2023 Year-
Round Program first learning period. This agreement is above and beyond the approved Elite 
Academic Academy community partner packet that was completed and approved by our 
community relations department. This agreement is only valid for the dates outlined below and for 
the supplemental services to our students in the area of “Athletic Enrichment Services”.  Elite 
Spirit Cheer and Dance will be hosting weekly in-person cheer practice with an assigned coach 
and an intensive cheer clinic July 27-29.
                     
Important items to remember:

1. Elite Spirit Cheer and Dance will be required to submit daily attendance for all students 
who attend the program beginning July 1, 2022, and through August 06, 2022. (Any 
students not attending Elite for a full 30 school days will have reduced educational funds.) 
Prorated payment schedule to Elite Spirit Cheer and Dance based on student attendance.  
Students must attend these dates to receive full funding. 

               July 1 - 2                     $40
July 1 – 9 $160
July 1 - 16 $280
July 1 - 23 $400

   July 1- Aug 6        $500

2. Elite Spirit Cheer and Dance understands that EAA can only pay you once services are 
rendered.

3. All invoices submitted by Elite Spirit Cheer and Dance must include:  Bill To 
information (Elite Academic Academy, 43414 Business Park Drive, Temecula, CA 
92590); Elite Spirit Cheer and Dance information (must match W9); an invoice number;
invoice date; student’s name; purchase order (PO) number; weekly attendance days; 
amount per student; and total due. 

4. Please note that we have set two payment schedules, A and B, which are outlined below to 
support the unique Social Distancing circumstances we are experiencing. 

  Schedule A:  Full Services ( COVID-19 Social Distancing Lifted/In Person Services)

Student Attendance Invoice Submitted Date Paid
Payment #1 $160 per student July 1-9 07/11/2022 07/18/2022
Payment #2 $240 per student July 1-24 07/25/2022 08/01/2022
Payment #3 $100 per student July 1- Aug 6 08/15/2021 8/26/2022

5. Payment #1 will only be paid for students who are fully enrolled with completed 
applications, master agreements, an associated PO number, and have confirmed attendance 
in school and with Elite Spirit Cheer and Dance through July 9.



6. Payment #2 will only be paid for students who are fully enrolled with completed
applications, master agreements, an associated PO number, and have confirmed attendance
in school and with Elite Spirit Cheer and Dance through July 25.

7. Payment #3 will only be paid for students who have continued to attend for the remainder
of the learning period through August 6th.

8. Elite Academic Academy is responsible to support families/students in the completion
of ALL academic requirements for our Year Round program. Your support in
encouraging families/students to complete assignments is greatly appreciated and will
support us in improved attendance resulting in a better chance of full payment for
your supplemental enrichment services.

9. Students who drop out of the program early will have limited funds for enrichment, and
payments will be prorated based on accurate attendance. Please see the prorated schedule
above.

10. If Elite Spirit Cheer and Dance is deemed to have been overpaid for a student, Elite
Academic Academy will subtract that total from Payment #3, and/or invoice the
community partner for a refund on that student, with a net 30 payment expected.

11. If Elite Academic Academy has underpaid Elite Spirit Cheer and Dance for a student,
Elite Academic Academy will ensure the total funds for all students, in full attendance of
learning period, are paid by Payment #3.

12. Elite Spirit Cheer and Dance is responsible for submitting timely invoices with accurate
information, and acknowledges that such errors may result in payment delays. Any invoice
for Year Round Services received after 8/15/22 (for Schedule A payments only; see above)
will be paid in net 60 terms as long as the students have completed all required elements
outlined above.

13. This agreement is made solely between Elite Spirit Cheer and Dance and Elite Academic
Academy.  Should Elite Spirit Cheer and Dance choose to subcontract any portion of their
services, with a third-party partner, not vetted or approved by Elite Academic Academy,
Elite Spirit Cheer and Dance will be strictly liable for all actions of said third-party
partner, including dissemination of misinformation, and Elite Academic Academy will
have the right to terminate this agreement with Partner, effective immediately, by providing
written notice to Elite Spirit Cheer and Dance

14. Elite reserves the right to modify the above payment schedule dates in the event the state
of California defers scheduled payments to public schools. Elite will notify Community
Partners in writing of the new proposed dates, if this occurs.

We are very excited to form this partnership and provide an amazing opportunity for students!

Signature: _________________________________ Date:
Meghan Freeman, CEO
Elite Academic Academy

Signature: _________________________________ Date:
Cristina Planchon, CEO/Owner
Elite Spirit Cheer and Dance



Around the Horn (ATH)
RE: Payment Schedule
855 S. Main St., Ste. K-150
Fallbrook, CA 92028

This payment agreement is between “Around the Horn (ATH)” and “Elite Academic Academy-
Mountain Empire and Elite Academic Academy- Lucerne” for the 2022/2023 Year-Round 
Program first learning period. This agreement is above and beyond the approved Elite Academic 
Academy community partner packet that was completed and approved by our community relations
department. This agreement is only valid for the dates outlined below and for the supplemental 
services to our students in the area of physical education. Around the Horn (ATH) will be hosting 
in-person practices as well as scheduled games in public locations.  
                     
Important items to remember:

1. Around the Horn (ATH) will be required to submit daily attendance for all students who 
attend the program beginning July 1, 2022, and through August 06, 2022. (Any students 
not attending Elite for a full 30 school days will have reduced educational funds.) Prorated 
payment schedule to Around the Horn (ATH) based on student attendance.  Students 
must attend these dates to receive full funding. 

   July 1 - 2                      $40
July 1 – 9 $160
July 1 - 16 $280
July 1 - 23 $400

   July 1- Aug 6        $500

2. Around the Horn (ATH) understands that EAA can only pay you once services are 
rendered.

3. All invoices submitted by Around the Horn (ATH) must include:  Bill To information 
(Elite Academic Academy, 43414 Business Park Drive, Temecula, CA 92590); Around 
the Horn (ATH) information (must match W9); an invoice number; invoice date; student’s 
name; purchase order (PO) number; weekly attendance days; amount per student; and total 
due. 

4. Please note that we have set two payment schedules, A and B, which are outlined below to 
support the unique Social Distancing circumstances we are experiencing. 

  Schedule A:  Full Services ( COVID-19 Social Distancing Lifted/In Person Services)

Student Attendance Invoice Submitted Date Paid
Payment #1 $160 per student July 1-9 07/11/2022 07/18/2022
Payment #2 $240 per student July 1-24 07/25/2022 08/01/2022
Payment #3 $100 per student July 1- Aug 6 08/15/2021 8/26/2022

5. Payment #1 will only be paid for students who are fully enrolled with completed 
applications, master agreements, an associated PO number, and have confirmed attendance 
in school and with Around the Horn (ATH) through July 9.



6. Payment #2 will only be paid for students who are fully enrolled with completed
applications, master agreements, an associated PO number, and have confirmed attendance
in school and with Around the Horn (ATH) through July 25.

7. Payment #3 will only be paid for students who have continued to attend for the remainder
of the learning period through August 6th.

8. Elite Academic Academy is responsible to support families/students in the completion
of ALL academic requirements for our Year Round program. Your support in
encouraging families/students to complete assignments is greatly appreciated and will
support us in improved attendance resulting in a better chance of full payment for
your supplemental enrichment services.

9. Students who drop out of the program early will have limited funds for enrichment, and
payments will be prorated based on accurate attendance. Please see the prorated schedule
above.

10. If Around the Horn (ATH) is deemed to have been overpaid for a student, Elite Academic
Academy will subtract that total from Payment #3, and/or invoice the community partner
for a refund on that student, with a net 30 payment expected.

11. If Elite Academic Academy has underpaid Around the Horn (ATH) for a student, Elite
Academic Academy will ensure the total funds for all students, in full attendance of
learning period, are paid by Payment #3.

12. Around the Horn (ATH) is responsible for submitting timely invoices with accurate
information, and acknowledges that such errors may result in payment delays. Any invoice
for Year Round Services received after 8/15/22 (for Schedule A payments only; see above)
will be paid in net 60 terms as long as the students have completed all required elements
outlined above.

13. This agreement is made solely between Around the Horn (ATH) and Elite Academic
Academy.  Should Around the Horn (ATH) choose to subcontract any portion of their
services, with a third-party partner, not vetted or approved by Elite Academic Academy,
Around the Horn (ATH) will be strictly liable for all actions of said third-party partner,
including dissemination of misinformation, and Elite Academic Academy will have the
right to terminate this agreement with Partner, effective immediately, by providing written
notice to Around the Horn (ATH)

14. Elite reserves the right to modify the above payment schedule dates in the event the state
of California defers scheduled payments to public schools. Elite will notify Community
Partners in writing of the new proposed dates, if this occurs.

We are very excited to form this partnership and provide an amazing opportunity for students!

Signature: _________________________________ Date:
Meghan Freeman, CEO
Elite Academic Academy

Signature: _________________________________ Date:
Doug Baker, CEO/Owner
Around the Horn (ATH)



Ambassadors Media Group. LLC (AOC) 
RE: Payment Schedule
28562 Oso Pkwy, D-132
Rancho Santa Margarita, CA 92688

This payment agreement is between “Ambassadors Media Group. LLC (AOC)” and “Elite 
Academic Academy- Mountain Empire and Elite Academic Academy- Lucerne” for the 2022/2023 
Year-Round Program first learning period. This agreement is above and beyond the approved Elite 
Academic Academy community partner packet that was completed and approved by our community 
relations department. This agreement is only valid for the dates outlined below and for the 
supplemental services to our students in the area of “Social and Emotional Wellness Enrichment 
Services”.    Ambassadors Media Group. LLC (AOC) will schedule guest speakers throughout 
the courses, and a culminating event that includes guest speakers and sports clinics.

Important items to remember:
1. Ambassadors Media Group, LLC (AOC) will be required to submit daily attendance for

all students who attend the program beginning July 1, 2022, and through August 06, 2022.
(Any students not attending Elite for a full 30 school days will have reduced educational
funds.) Prorated payment schedule to Ambassadors Media Group, LLC (AOC) based on
student attendance.  Students must attend these dates to receive full funding.

July 1 - 2 $40
July 1 – 9 $160
July 1 - 16 $280
July 1 - 23 $400
July 1- Aug 6 $500

2. Ambassadors Media Group, LLC (AOC) understands that EAA can only pay you once
services are rendered.

3. All invoices submitted by Ambassadors Media Group, LLC (AOC), must include:  Bill
To information (Elite Academic Academy, 43414 Business Park Drive, Temecula, CA
92590); Ambassadors Media Group, LLC (AOC) information (must match W9); an
invoice number; invoice date; student’s name; purchase order (PO) number; weekly
attendance days; amount per student; and total due.

4. Please note that we have set two payment schedules, A and B, which are outlined below to
support the unique Social Distancing circumstances we are experiencing.

Schedule A: Full Services ( COVID-19 Social Distancing Lifted/In Person Services)

Student Attendance Invoice Submitted Date Paid
Payment #1 $160 per student July 1-9 07/11/2022 07/18/2022
Payment #2 $240 per student July 1-24 07/25/2022 08/01/2022
Payment #3 $100 per student July 1- Aug 6 08/15/2021 8/26/2022

5. Payment #1 will only be paid for students who are fully enrolled with completed
applications, master agreements, an associated PO number, and have confirmed attendance
in school and with Ambassadors Media Group, LLC (AOC) through July 9.



6. Payment #2 will only be paid for students who are fully enrolled with completed
applications, master agreements, an associated PO number, and have confirmed attendance
in school and with Ambassadors Media Group, LLC (AOC) through July 25.

7. Payment #3 will only be paid for students who have continued to attend for the remainder
of the learning period through August 6th.

8. Elite Academic Academy is responsible to support families/students in the completion
of ALL academic requirements for our Year Round program. Your support in
encouraging families/students to complete assignments is greatly appreciated and will
support us in improved attendance resulting in a better chance of full payment for your
supplemental enrichment services.

9. Students who drop out of the program early will have limited funds for enrichment, and
payments will be prorated based on accurate attendance. Please see the prorated schedule
above.

10. If Ambassadors Media Group, LLC (AOC) is deemed to have been overpaid for a student,
Elite Academic Academy will subtract that total from Payment #3, and/or invoice the
community partner for a refund on that student, with a net 30 payment expected.

11. If Elite Academic Academy has underpaid Ambassadors Media Group, LLC (AOC) for
a student, Elite Academic Academy will ensure the total funds for all students, in full
attendance of learning period, are paid by Payment #3.

12. Ambassadors Media Group, LLC (AOC) is responsible for submitting timely invoices
with accurate information, and acknowledges that such errors may result in payment delays.
Any invoice for Year Round Services received after 8/15/22 (for Schedule A payments only;
see above) will be paid in net 60 terms as long as the students have completed all required
elements outlined above.

13. This agreement is made solely between Ambassadors Media Group, LLC (AOC) and
Elite Academic Academy.  Should Ambassadors Media Group, LLC (AOC) choose to
subcontract any portion of their services, with a third-party partner, not vetted or approved
by Elite Academic Academy, Ambassadors Media Group, LLC (AOC) will be strictly
liable for all actions of said third-party partner, including dissemination of misinformation,
and Elite Academic Academy will have the right to terminate this agreement with Partner,
effective immediately, by providing written notice to Ambassadors Media Group, LLC
(AOC).

14. Elite reserves the right to modify the above payment schedule dates in the event the state
of California defers scheduled payments to public schools. Elite will notify Community
Partners in writing of the new proposed dates, if this occurs.

We are very excited to form this partnership and provide an amazing opportunity for students!

Signature: _________________________________ Date:
Meghan Freeman, CEO
Elite Academic Academy

Signature: _________________________________ Date:
Eric Hannah, CEO/Owner
Ambassadors Media Group, LLC (AOC)



Model COVID-19 Prevention Program (CPP)
Screen reader settings.
The worker to ensure compliance with the COVID-19 Emergency Temporary Rules can fill out this fill-in template. Instructions in red font in parentheses indicate where to enter workplace-specific information. Additional editing will be warranted, as necessary, to ensure that the written program is adapted to actual workplace conditions and characteristics. There are four Additional Considerations at the end of the document that may need to be incorporated into the CPP, where appropriate.

With some exceptions, all employers and places of employment are required to establish and implement an
effective written COVID-19 Prevention Program (CPP) pursuant to the Emergency Temporary Standards in
place for COVID-19, California Code of Regulations (CCR), Title 8, section 3205(c). Cal/OSHA has
developed this model program to assist employers with creating their own unique CPP tailored to their
workplace.

Employers are not required to use this program. Instead, they may create their own program or use another
CPP template. Employers can also create a written CPP by incorporating elements of this program into
their existing Injury and Illness Prevention Program (IIPP). Cal/OSHA encourages employers to engage
with employees in the design, implementation and evolution of their CPP.

Using this model alone does not ensure compliance with the emergency temporary standard. To use this
model program effectively, the person(s) responsible for implementing the CPP should carefully review:

• All of the elements that may be required in the following CCR, Title 8 sections:

o 3205, COVID-19 Prevention
o 3205.1, Multiple COVID-19 Infection and COVID-19 Outbreaks
o 3205.2, Major COVID-19 Outbreaks
o 3205.3, Prevention in Employer-Provided Housing
o 3205.4, COVID-19 Prevention in Employer-Provided Transportation
o The four Additional Considerations provided at the end of this program to see if they are

applicable to your workplace.

• Additional guidance and resources are available at www.dir.ca.gov/dosh/coronavirus/

May 2022



COVID-19 Prevention Program (CPP) for Elite Academic

Academy – Mountain Empire

This CPP is designed to control employees’ exposures to the SARS-CoV-2 virus (severe acute respiratory
syndrome coronavirus 2) that causes COVID-19 (Coronavirus Disease 2019) that may occur in our workplace.

Date: June 09, 2022

Authority and Responsibility
Ms. Meghan Freeman has overall authority and responsibility for implementing the provisions of this CPP in
our workplace. In addition, all managers and supervisors are responsible for implementing and maintaining
the CPP in their assigned work areas and for ensuring employees receive answers to questions about the
program in a language they understand.

All employees are responsible for using safe work practices, following all directives, policies and
procedures, and assisting in maintaining a safe work environment.

Identification and Evaluation of COVID-19 Hazards
We implement the following in our workplace:

• Conduct workplace-specific evaluations using the Appendix A: Identification of COVID-19 Hazards
form.

• Document the vaccination status of our employees by using Appendix E: Documentation of
Employee COVID-19 Vaccination Status, which is maintained as a confidential medical
record. [Note: The Cal/OSHA COVID-19 Emergency Temporary Standards do not
require employers to document employee vaccination status. Required protective
measures in the Emergency Temporary Standards are the same regardless of the
vaccination status of employees.]

• Evaluate employees’ potential workplace exposures to all persons at, or who may enter, our workplace.
• Develop and implement COVID-19 policies and procedures to respond effectively and immediately to

individuals at the workplace who are a COVID-19 case to prevent or reduce the risk of transmission in
the workplace Symptom Self-Check prior to begin of shift, electronic check in for symptomatic
persons, immediately notifies Human Resources. All staff are required to notify staff if they are
symptomatic or are in close contact (per the CDC Guidelines) with someone who is positive.
State and County guidelines are followed with regard to possible quarantine.

• Review applicable orders and general and industry-specific guidance from the State of California, Cal/
OSHA, and the local health department related to COVID-19 hazards and prevention including:
o Cal/OSHA-CDPH Interim Guidance for Ventilation, Filtration, and Air Quality in Indoor

Environment.
o CDPH Face Covering Requirements.
o CDPH Isolation and Quarantine Guidance.
o Applicable CDPH Employees & Workplaces Guidance.

• Evaluate existing COVID-19 prevention controls in our workplace and the need for different or
additional controls, including maximizing the effectiveness of ventilation and air filtration.

• Conduct periodic inspections using the Appendix B: COVID-19 Inspections form as needed to
identify and evaluate unhealthy conditions, work practices, and work procedures related to COVID-19
and to ensure compliance with our COVID-19 policies and procedures.

• [Enter other identification and evaluation measures you take in your workplace. Reference
section 3205(c)(2) for details.]



Employee participation

Employees and their authorized employees’ representatives are encouraged to participate in the
identification and evaluation of COVID-19 hazards by: By contacting their Supervisor of Human
Resources should they suspect a COVID-19 workplace hazard. Additionally, we will  utilize the
approved IIPP Plan to conduct and record workplace safety evaluations.



Employee screening
We screen our employees and respond to those with COVID-19 symptoms by: We ask that employees
self-screen prior to start of shift and immediately report any COVID-19 symptoms to their Supervisor
and/or Human Resources. We also directly screen our employees when they come to work, measure
and record current temperature using non-contact thermometers.

Correction of COVID-19 Hazards
Unsafe or unhealthy work conditions, practices or procedures are documented on the Appendix B:
COVID-19 Inspections form, and corrected in a timely manner based on the severity of the hazards, as
follows:

[Describe how the following will be accomplished:
• The severity of the hazard will be assessed, and correction time frames assigned, accordingly.
• Individuals are identified as being responsible for timely correction.
• Follow-up measures are taken to ensure timely correction.]

Control of COVID-19 Hazards

Face Coverings
We provide clean, undamaged face coverings and ensure they are properly worn by employees
when required by orders from the California Department of Public Health (CDPH). NIOSH
approved face masks are provided, free of charge, to any and all employees who request
them. Proper fitting training is provided to ensure that face coverings will be worn over the
nose and mouth, replaced, and cleaned, as needed. Face covering requirements are
communicated to non-employees via posted information on the doors of all facilities.
Employees required to wear face coverings in our workplace may remove them under the following
conditions:

• When an employee is alone in a room or a vehicle.
• While eating or drinking at the workplace, provided employees are at least six feet apart and outside air

supply to the area, if indoors, has been maximized to the extent feasible.
• When employees are required to wear respirators in accordance with our respirator program that

meets section 5144 requirements.
• Employees who cannot wear face coverings due to a medical or mental health condition or disability,

or who are hearing-impaired or communicating with a hearing-impaired person. Such employees will
wear an effective, non-restrictive alternative, such as a face shield with a drape on the bottom, if their
condition permits it. If their condition does not permit it, then the employee will be tested at least
weekly for COVID-19.

• Specific tasks that cannot feasibly be performed with a face covering. This exception is limited to the
time in which such tasks are being performed.

Any employee not wearing a required face covering will be tested at least weekly for COVID-19.

We will not prevent any employee from wearing a face covering when it is not required unless it would
create a safety hazard, such as interfering with the safe operation of equipment.

Face coverings will also be provided to any employee that requests one, regardless of their vaccination
status.

Engineering controls

For indoor locations, using Appendix B, we identify and evaluate how to maximize, to the extent feasible,
ventilation with outdoor air using the highest filtration efficiency compatible with our existing ventilation
system, and whether the use of portable or mounted High Efficiency Particulate Air (HEPA) filtration units,
or other air cleaning systems, would reduce the risk of transmission by:
• Ventilation System maintained by building owner/management company per contract.



• Utilize stand alone filtration units indoors.
• CDPH’s Interim Guidance for Ventilation, Filtration, and Air Quality in Indoor Environments.
• We will allow staff to prop the front door open for at least half of the work day to allow for outside

air to filter through the offices

Hand sanitizing
To implement effective hand sanitizing procedures, we:
• Evaluate handwashing facilities.
• Determine the need for additional facilities.
• Encourage and allow time for employee handwashing.
• Provide employees with an effective hand sanitizer, and prohibit hand sanitizers that contain

methanol (i.e., methyl alcohol).
• Encourage employees to wash their hands for at least 20 seconds each time.

Personal protective equipment (PPE) used to control employees’ exposure to COVID-19

We evaluate the need for PPE (such as gloves, goggles, and face shields) as required by section 3380,
and provide and ensure use of such PPE as needed.

Upon request, we provide respirators for voluntary use to all employees who are working indoors or in
vehicles with more than one person.Employees that request a respirator for voluntary use will be
encouraged to use them in compliance with section 5144(c)(2) and will be provided with a
respirator of the correct size, and provided the information required by Appendix D of section
5144
We provide and ensure use of respirators in compliance with section 5144 when deemed necessary by
Cal/OSHA.

Testing of employees
We make COVID-19 testing available at no cost, during paid time, to all employees:

● Who had close contact in the workplace; or
● Who have COVID-19 symptoms, and
● During outbreaks and major outbreaks (see below for further details).

Investigating and Responding to COVID-19 Cases
We have developed effective procedures to investigate COVID-19 cases that include seeking information
from our employees regarding COVID-19 cases, close contacts, test results, and onset of symptoms. This
is accomplished by using the Appendix C: Investigating COVID-19 Cases form.

We also ensure the following is implemented:
• Employees who had a close contact are offered COVID-19 testing at no cost during their

working hours, except for returned cases as defined in 3205(b)(11).
• The information on benefits described in Training and Instruction, and Exclusion of COVID-19

Cases, below, will be provided to these employees.
• Written notice within one business day of our knowledge of a COVID-19 case that people at the

worksite may have been exposed to COVID-19. This notice will be provided to all employees
(and their authorized representative), independent contractors and other employers on the
premises at the same worksite as the COVID-19 case during the infectious period. These
notifications will meet the requirements of T8CCR section 3205(c)(3)(B) and Labor Code section
6409.6(a)(4); (a)(2); and (c).

• We consider a “close contact” that meets the definition in section 3205(b)(1), unless it is
otherwise defined by CDPH; “infectious period” meets the definition in 3205(b)(9), unless it is
otherwise defined by CDPH; and “worksite” meets the section 3205(b)(12) definition.]

System for Communicating



Our goal is to ensure that we have effective two-way communication with our employees, in a form they
can readily understand, and that it includes the following information:

• Who employees should report COVID-19 symptoms, possible close contacts and hazards to, and how.
Employees should report COVID-19 symptoms and possible hazards to Human Resources.

• That employees can report symptoms, possible close contacts and hazards without fear of reprisal.
• How employees with medical or other conditions that put them at increased risk of severe COVID-19

illness can request accommodations.Employee with medical or other conditions that put them at
increased risk of severe COVID-19 illness can request accommodations to
HR@eliteacademic.com

• Access to COVID-19 testing when testing is required. In the event we are required to provide
testing because of a workplace exposure or outbreak we will provide this at no cost to the
employee during working hours, including when the testing is in response to CCR Title 8
section 3205.1, Multiple COVID-19 Infections and COVID-19 Outbreaks, as well as section
3205.2, Major COVID-19 Outbreaks.

• The COVID-19 hazards employees (including other employers and individuals in contact with our
workplace) may be exposed to, what is being done to control those hazards, and our COVID-19 policies
and procedures. Confidentiality requirements for COVID-19 cases will be implemented and all
identifying information will be held in confidentiality.

Training and Instruction
We provide effective employee training and instruction that includes:

• Our COVID-19 policies and procedures to protect employees from COVID-19 hazards, and how to
participate in the identification and evaluation of COVID-19 hazards.

• Information regarding COVID-19-related benefits (including mandated sick and vaccination leave) to
which the employee may be entitled under applicable federal, state, or local laws.

• The fact that:
o COVID-19 is an infectious disease that can be spread through the air.
o COVID-19 may be transmitted when a person touches a contaminated object and then touches

their eyes, nose, or mouth.
o An infectious person may have no symptoms.

• The fact that particles containing the virus can travel more than six feet, especially indoors, so physical
distancing, face coverings, increased ventilation indoors, and respiratory protection decrease the
spread of COVID-19 and are most effective when used in combination.

• The right of employees to request a respirator for voluntary use, as required by section 3205, without
fear of retaliation, and our policies for providing the respirators. Employees voluntarily using respirators
will be provided with effective training and instruction according to section 5144(c)(2) requirements,
including:
o How to properly wear them; and
o How to perform a seal check according to the manufacturer’s instructions each time a respirator is

worn, and the fact that facial hair can interfere with a seal.
• The importance of frequent hand washing with soap and water for at least 20 seconds and using hand

sanitizer when employees do not have immediate access to a sink or hand washing facility, and that
hand sanitizer does not work if the hands are soiled.

• Proper use of face coverings and the fact that face coverings are not respiratory protective equipment.
Since COVID-19 is an airborne disease, N95s and more protective respirators protect the users from
airborne disease, while face coverings primarily protect people around the user.

• The conditions where face coverings must be worn at the workplace.
• That employees can request face coverings and can wear them at work regardless of vaccination

status and without fear of retaliation.
• COVID-19 symptoms, and the importance of obtaining a COVID-19 test and not coming to work if the

employee has COVID-19 symptoms.
• Information on our COVID-19 policies and how to access COVID-19 testing and vaccination, and the

fact that vaccination is effective at preventing COVID-19, protecting against both transmission and
serious illness or death.



Appendix D: COVID-19 Training Roster will be used to document this training.

Exclusion of COVID-19 Cases and Employees who had a Close Contact
Where we have a COVID-19 case or close contact in our workplace, we limit transmission by:

• Ensuring that COVID-19 cases are excluded from the workplace until the return-to-work requirements in
section 3205(c)(10) are met.

• Reviewing current CDPH guidance for persons who had close contacts, including any guidance
regarding quarantine or other measures to reduce transmission.

• Developing, implementing, and maintaining effective policies to prevent transmission of COVID-19 by
persons who had close contacts.

• For employees excluded from work, continuing, and maintaining employees’ earnings, wages,
seniority, and all other employees’ rights and benefits. This will be accomplished by: All guidance is
provided within the Employee Handbook.

• Providing employees at the time of exclusion with information on available benefits.

Reporting, Recordkeeping, and Access
It is our policy to:

• Report information about COVID-19 cases and outbreaks at our workplace to the local health
department whenever required by law, and provide any related information requested by the local
health department.

• Maintain records of the steps taken to implement our written COVID-19 Prevention Program in
accordance with section 3203(b).

• Make our written COVID-19 Prevention Program available at the workplace to employees, authorized
employee representatives, and to representatives of Cal/OSHA immediately upon request.

• Use the Appendix C: Investigating COVID-19 Cases form to keep a record of and track all COVID-19
cases.

Return-to-Work Criteria
We will meet the following return to work criteria for COVID-19 cases and employees excluded from
work:
• COVID-19 cases, regardless of vaccination status or previous infection and who do not develop

symptoms or symptoms are resolving, cannot return to work until we can demonstrate that all of the
following criteria have been met:
o At least five days have passed from the date that COVID-19 symptoms began or, if the person does

not develop COVID-19 symptoms, from the date of first positive COVID-19 test;
o At least 24 hours have passed since a fever of 100.4 degrees Fahrenheit or higher has resolved

without the use of fever reducing medications; and
o A negative COVID-19 test from a specimen collected on the fifth day or later is obtained; or, if

unable to test or the employer chooses not to require a test, 10 days have passed from the date
that COVID-19 symptoms began or, if the person does not develop COVID-19 symptoms, from the
date of first positive COVID-19 test.

• COVID-19 cases, regardless of vaccination status or previous infection, whose COVID19
symptoms are not resolving, may not return to work until:
o At least 24 hours have passed since a fever of 100.4 degrees Fahrenheit or higher has resolved

without the use of fever-reducing medication; and
o 10 days have passed since the symptoms began.

• COVID-19 tests may be self-administered and self-read only if the following independent verification of
Method to be used will be a time-stamped photograph of the results emailed to Human
Resources.

• Regardless of vaccination status, previous infection, or lack of COVID-19 symptoms, a COVID-19 case
shall wear a face covering in the workplace until 10 days have passed since the date that COVID-19
symptoms began or, if the person did not have COVID-19 symptoms, from the date of their first positive
COVID-19 test.



• The return to work requirements for COVID-19 cases who do or do not develop symptoms apply
regardless of whether an employee has previously been excluded or other precautions were taken in
response to an employee’s close contact or membership in an exposed group.

• If an order to isolate, quarantine, or exclude an employee is issued by a local or state health official, the
employee will not return to work until the period of isolation or quarantine is completed or the order is
lifted. [Reference section 3205(c)(10)(E) and (F) for additional guidance.]

• the results can be provided

_______________________________________________________________________________

Ms. Meghan Freeman, CEO Date



Appendix A: Identification of COVID-19 Hazards
All persons, regardless of symptoms or negative COVID-19 test results, will be considered potentially
infectious. Particular attention will be paid to areas where people may congregate or come in contact with
one another, regardless of whether employees are performing an assigned work task or not. For example:
meetings, trainings, entrances, bathrooms, hallways, aisles, walkways, elevators, break or eating areas,
cool-down areas, and waiting areas.

Evaluation of potential workplace exposure will be to all persons at the workplace or who may enter the
workplace, including coworkers, employees of other entities, members of the public, customers or clients,
and independent contractors. We will consider how employees and other persons enter, leave, and travel
through the workplace, in addition to addressing stationary work.

Person conducting the evaluation:

Date:

Name(s) of employee and authorized employee representative that participated:

Interaction, area, activity,
work task, process,
equipment and material
that potentially exposes
employees to COVID-19
hazards

Places and times

Potential for COVID-19
exposures and employees
affected, including members
of the public and employees
of other employers

Existing and/or
additional COVID-19
prevention controls



Appendix B: COVID-19 Inspections
Date:

Name of person conducting the inspection:

Work location evaluated:

Exposure Controls Status Person Assigned to
Correct Date Corrected

Engineering

Ventilation* (amount of
fresh air and

filtration maximized)

Additional room air
filtration*

[Add any additional
controls your workplace
is using]

Administrative

Hand washing facilities
(adequate

numbers and supplies)

Disinfecting and hand
sanitizing solutions

being used according to
manufacturer instructions

[Add any additional
controls

your workplace is
using]



Exposure Controls Status Person Assigned to
Correct Date Corrected

[Add any additional
controls

your workplace is
using]

PPE (not shared,
available and being worn)

Face coverings (where
required; must be clean,
undamaged, worn over

nose/mouth)

Gloves

Face shields/goggles

Respiratory protection

[Add any additional
controls

your workplace is
using]

*Identify and evaluate how to maximize ventilation with outdoor air; the highest level of filtration efficiency
compatible with the existing ventilation system; and whether the use of portable or mounted HEPA filtration
units, or other air cleaning systems, would reduce the risk of COVID-19 transmission. Review applicable
orders and guidance from the State of California and local health departments related to COVID-19 hazards
and prevention have been reviewed, including the Cal/OSHA-CDPH Interim Guidance for Ventilation,
Filtrations, and Air Quality in Indoor Environments and information specific to your industry, location,
and operations. We maximize the quantity of outside air provided to the extent feasible, except when the
United States Environmental Protection Agency (EPA) Air Quality Index is greater than 100 for any pollutant
or if opening windows or maximizing outdoor air by other means would cause a hazard to employees, for
instance from excessive heat or cold.



Appendix C: Investigating COVID-19 Cases
All personal identifying information of COVID-19 cases or persons with COVID-19 symptoms, and any
employee required medical records will be kept confidential unless disclosure is required or permitted by
law. Un-redacted information on COVID-19 cases will be provided to the local health department, CDPH,
Cal/OSHA, the National Institute for Occupational Safety and Health (NIOSH) immediately upon request,
and when required by law.

Date:

Name of person conducting the investigation:

Name of COVID-19 case (employee or non-employee*) and contact information:

Occupation (if non-employee*, why they were in the workplace):
*If we are made aware of a non-employee COVID-19 case in our workplace

Names of employees/representatives involved in the investigation:

Date investigation was initiated:

Locations where the COVID-19 case was present in the workplace during the infectious period,
and activities being performed:

Date and time the COVID-19 case was last present and excluded from the workplace:

Date of the positive or negative test and/or diagnosis:

Date the case first had one or more COVID-19 symptoms, if any:

Information received regarding COVID-19 test results and onset of symptoms (attach documentation):

Summary determination of who may have had a close contact with the COVID-19 case during the infectious
period. Attach additional information, including:

• The names of those found to be in close contact.
• Their vaccination status.
• When testing was offered, including the results and the names of those that were exempt from testing

and why they were exempt from testing.
• The names of those close contacts that were excluded per our Exclusion of COVID-19 Cases and

Employees who had a Close Contact requirements.
• The names of those close contacts exempt from exclusion requirements and why they were exempt from

exclusion.



Notice given (within one business day, in a way that does not reveal any personal identifying information of
the COVID-19 case) of the potential COVID-19 exposure to:

1. All employees who were on the premises at the same worksite as the COVID-19 case during the infectious
period

2. Their authorized representatives (If applicable, the notice required by Labor Code section 6409.6(a)
(2) and (c))

Names of employees that were
notified:

Names of their authorized
representatives: Date

Independent contractors and other employers on the premises at the same worksite as the COVID-19 case
during the infectious period.

Names of individuals that were notified: Date

What were the workplace conditions that could have contributed to the risk of COVID-19 exposure?

What could be done to reduce exposure to COVID-19?

Was local health department notified? Date?



Appendix D: COVID-19 Training Roster
Date:

Person that conducted the training:

Employee Name Signature



Appendix E: Optional Documentation of Employee COVID-19
Vaccination Status (CONFIDENTIAL)

Employee Name Vaccinations Received1
Method of

Documentation2

2 Acceptable options include:
• Employees provide proof of vaccination (vaccine card, image of vaccine card or health care document showing

vaccination status) and employer maintains a copy.
• Employees provide proof of vaccination. The employer maintains a record of the employees who presented proof, but

not the vaccine record itself.
• Employees self-attest to vaccination status and employer maintains a record of who self-attests.

1 List the vaccination brand and dates of initial and subsequent boosters.



Additional Consideration #1

Multiple COVID-19 Infections and COVID-19 Outbreaks
[This addendum will need to be added to your CPP if three or more employee COVID-19 cases
within an exposed group visited the workplace during their infectious period at any time during a
14-day period. Reference section 3205.1 for details.]

This addendum will stay in effect until there are no new COVID-19 cases detected in the exposed group for
a 14-day period.

COVID-19 testing

We provide COVID-19 testing at no cost to all employees, during paid time, in our exposed group
except for:

• Employees who were not present during the relevant 14-day period.
• Returned cases who did not develop COVID-19 symptoms after returning to work pursuant to our

return to work criteria.

COVID-19 testing consists of the following:

• All employees in our exposed group are immediately tested regardless of their vaccination status and
then again one week later. Negative COVID-19 test results of employees with COVID-19 exposure will
not impact the duration of any quarantine, isolation, or exclusion period required by, or orders issued
by, the local health department.

• After the first two COVID-19 tests, we continue to provide COVID-19 testing once a week of
employees in the exposed group who remain at the workplace, or more frequently if recommended by
the local health department, until there are no new COVID-19 cases detected in our workplace for a
14-day period.

• Employees who had close contacts shall have a negative COVID-19 test taken within three and five
days after the close contact or shall be excluded and follow the return to work requirements of section
3205(c)(10) for COVID-19 cases.

• We make additional testing available when deemed necessary by Cal/OSHA or if recommended by the
local health department.

We continue to comply with the applicable elements of our CPP, as well as the following:

1. Employees in the exposed group wear face coverings when indoors, or when outdoors and less
than six feet apart (unless one of the face-covering exceptions indicated in our CPP apply).

2. We give notice to employees in the exposed group of their right to request a respirator for voluntary
use.

3. We evaluate whether to implement physical distancing of at least six feet between persons, or
where six feet of physical distancing is not feasible, as much distance between persons as
feasible.

COVID-19 investigation, review, and hazard correction

We immediately perform a review of potentially relevant COVID-19 policies, procedures, and controls and
implement changes as needed to prevent further spread of COVID-19.

The investigation and review is documented and includes:

• Investigation of new or unabated COVID-19 hazards including:
o Our leave policies and practices and whether employees are discouraged from remaining home

when sick.
o Our COVID-19 testing policies.
o Insufficient outdoor air.
o Insufficient air filtration.



o Lack of physical distancing.
• Updating the review:

o Every thirty days that the outbreak continues.
o In response to new information or to new or previously unrecognized COVID-19 hazards.
o When otherwise necessary.

• Implementing changes to reduce the transmission of COVID-19 based on the investigation and review.
We consider:
o Moving indoor tasks outdoors or having them performed remotely.
o Increasing outdoor air supply when work is done indoors.
o Improving air filtration.
o Increasing physical distancing as much as feasible.
o Requiring respiratory protection in compliance with section 5144.

Buildings or structures with mechanical ventilation

We will filter recirculated air with Minimum Efficiency Reporting Value (MERV) 13 or higher efficiency
filters, if compatible with the ventilation system. If MERV-13 or higher filters are not compatible, we will use
filters with the highest compatible filtering efficiency. We will also evaluate whether portable or mounted
High Efficiency Particulate Air (HEPA) filtration units or other air cleaning systems would reduce the risk of
transmission and, if so, implement their use to the degree feasible.



Additional Consideration #2

Major COVID-19 Outbreaks
[This addendum will need to be added to your CPP should 20 or more employee COVID-19 cases in
an exposed group visit your workplace during the infectious period within a 30-day period.
Reference section 3205.2 for details.]

This addendum will stay in effect until there are fewer than three COVID-19 cases detected in our exposed
group for a 14-day period.

We continue to comply with the Multiple COVID-19 Infections and COVID-19 Outbreaks addendum, except
that the COVID-19 testing, regardless of vaccination status, will be required of all employees in the exposed
group twice a week, or more frequently if recommended by the local health department. Employees in the
exposed group will be tested or excluded and follow the return to work requirements of section 3205(c)(10)
for COVID-19 cases starting from the date that the outbreak begins.

In addition to complying with our CPP and Multiple COVID-19 Infections and COVID-19 Outbreaks
addendum, we also:

• Provide employees in the exposed group with respirators for voluntary use in compliance with section
5144(c)(2) and determine the need for a respiratory protection program or changes to an existing
respiratory protection program under section 5144 to address COVID-19 hazards.

• Separate by six feet (except where we can demonstrate that six feet of separation is not feasible and
there is momentary exposure while persons are in movement) any employees in the exposed group
who are not wearing respirators required by us and used in compliance with section 5144. When it is
not feasible to maintain a distance of at least six feet, individuals are as far apart as feasible.Various
methods used, such as physical distancing that includes: telework or other remote work
arrangements; reducing the number of persons in an area at one time, including visitors; visual
cues such as signs and floor markings to indicate where employees and others should be
located or their direction and path of travel; staggered arrival, departure, work, and break times;
and adjusted work processes or procedures, such as reducing production speed, to allow
greater distance between employees

• Evaluate whether to halt some or all operations at the workplace until COVID-19 hazards have been
corrected.

• Implement any other control measures deemed necessary by Cal/OSHA.



MODEL INJURY AND ILLNESS PREVENTION PROGRAM
FOR NON-HIGH HAZARD EMPLOYERS

document contains information that requires font color attributes to be turned on in screen reader settings.

Every California employer must establish, implement and maintain a written Injury and Illness
Prevention (IIP) Program and a copy must be maintained at each workplace or at a central worksite if
the employer has non-fixed worksites. The requirements for establishing, implementing and
maintaining an effective written injury and illness prevention program are contained in Title 8 of the
California Code of Regulations, Section 3203 (T8 CCR 3203) and consist of the following elements:

● Responsibility
● Compliance
● Communication
● Hazard Assessment
● Accident/Exposure Investigation
● Hazard Correction
● Training and Instruction
● Employee access to the IIP Program
● Recordkeeping

This model program has been prepared for use by employers in industries that have been determined
by Cal/OSHA to be non-high hazard. You are not required to use this program. However, any
employer in an industry which has been determined by Cal/OSHA as being non-high hazard who
adopts, posts, and implements this model program in good faith is not subject to assessment of a civil
penalty for a first violation of T8 CCR 3203.

Proper use of this model program requires the IIP Program administrator of your establishment to
carefully review the requirements for each of the IIP Program elements found in this model program,
fill in the appropriate blank spaces and check those items that are applicable to your workplace. The
recordkeeping section requires that the IIP Program administrator select and implement the category
appropriate for your establishment. Sample forms for hazard assessment and correction,
accident/exposure investigation, and worker training and instruction are provided with this model
program.

This model program must be maintained by the employer in order to be effective.

Read the Injury and Illness Prevention Program standard online:
www.dir.ca.gov/title8/3203.html

January 2021



INJURY AND ILLNESS PREVENTION PROGRAM (IIPP) for
Elite Academic Academy - Mountain Empire

RESPONSIBILITY

The Injury and Illness Prevention Program (IIP Program) administrator, Ms. Meghan Freeman,
has the authority and responsibility for implementing the provisions of this program for Elite
Academic Academy - Mountain Empire.

All managers and supervisors are responsible for implementing and maintaining the IIP Program
in their work areas and for answering worker questions about the IIP Program.

COMPLIANCE

All workers, including managers and supervisors, are responsible for complying with safe and
healthful work practices. Our system of ensuring that all workers comply with these practices
include one or more of the following checked practices:

• Informing workers of the provisions of our IIP Program.

• Evaluating the safety performance of all workers.

• Recognizing employees who perform safe and healthful work practices.

• Providing training to workers whose safety performance is deficient.

• Disciplining workers for failure to comply with safe and healthful work practices.

COMMUNICATION

All managers and supervisors are responsible for communicating with all workers about
occupational safety and health in a form readily understandable by all workers. Our
communication system encourages all workers to inform their managers and supervisors about
workplace hazards without fear of reprisal.

Our communication system includes one or more of the following checked items:

• New worker orientation including a discussion of safety and health policies and procedures.

• Review of our IIP Program.

• Workplace safety and health training programs.

• Regularly scheduled safety meetings.



• Posted or distributed safety information.

• A system for workers to anonymously inform management about workplace hazards.

• Our establishment has less than ten workers and communicates with and instructs workers

orally about general safe work practices and hazards unique to each worker’s job assignment.



HAZARD ASSESSMENT

Periodic inspections to identify and evaluate workplace hazards shall be performed by a
competent observer in the following areas of our workplace:

Competent Observer Area

Periodic inspections are performed according to the following schedule:

1. We will conduct inspections bi-annually.
2. When we initially establish our IIP Program.
3. When new substances, processes, procedures, or equipment that present potential new

hazards are introduced into our workplace.
4. When new, previously unidentified hazards are recognized.
5. When occupational injuries and illnesses occur.
6. Whenever workplace conditions warrant an inspection.

ACCIDENT/EXPOSURE INVESTIGATIONS

Procedures for investigating workplace accidents and hazardous substance exposures include:

1. Visiting the accident scene as soon as possible.
2. Interviewing injured workers and witnesses.
3. Examining the workplace for factors associated with the accident/exposure.
4. Determining the cause of the accident/exposure.
5. Taking corrective action to prevent the accident/exposure from reoccurring.
6. Recording the findings and corrective actions taken.

HAZARD CORRECTION

Unsafe or unhealthy work conditions, practices or procedures shall be corrected in a timely
manner based on the severity of the hazards. Hazards shall be corrected according to the
following procedures:

1. When observed or discovered.
2. When an imminent hazard exists that cannot be immediately abated without endangering

employee(s) and/or property, we will remove all exposed workers from the area except those
necessary to correct the existing condition. Workers necessary to correct the hazardous
condition shall be provided with the necessary protection.



TRAINING AND INSTRUCTION

All workers, including managers and supervisors, shall have training and instruction on general
and job-specific safety and health practices. Training and instruction is provided as follows:

1. When the IIP Program is first established.
2. To all new workers, except for construction workers who are provided training through a

construction industry occupational safety and health program approved by Cal/OSHA.
3. To all workers given new job assignments for which training has not previously been provided.
4. Whenever new substances, processes, procedures, or equipment are introduced to the

workplace and present a new hazard.
5. Whenever we are made aware of a new or previously unrecognized hazard.
6. To supervisors to familiarize them with the safety and health hazards to which workers under

their immediate direction and control may be exposed.
7. To all workers with respect to hazards specific to each employee’s job assignment.

General workplace safety and health practices include, but are not limited to, the following:

1. Implementation and maintenance of the IIP Program.
2. Emergency action and fire prevention plan.
3. Provisions for medical services and first aid, including emergency procedures.
4. Prevention of musculoskeletal disorders, including proper lifting techniques.
5. Proper housekeeping, such as keeping stairways and aisles clear, work areas neat and

orderly, and promptly cleaning up spills.
6. Prohibiting horseplay, scuffling, or other acts that tend to adversely influence safety.
7. Proper storage to prevent stacking goods in an unstable manner and storing goods against

doors, exits, fire extinguishing equipment and electrical panels.
8. Proper reporting of hazards and accidents to supervisors.
9. Hazard communication, including worker awareness of potential chemical hazards, and

proper labeling of containers.
10. Proper storage and handling of toxic and hazardous substances, including prohibiting eating

or storing food and beverages in areas where they can become contaminated.

EMPLOYEE ACCESS TO THE IIPP

Our employees – or their designated representatives - have the right to examine and receive a
copy of our IIIPP. This will be accomplished by:

1. Provide access in a reasonable time, place, and manner, but in no event later than five (5)
business days after the request for access is received from an employee or designated
representative.
a. Whenever an employee or designated representative requests a copy of the Program, we

will provide the requester an electronic copy of the Program.

We will also furnish a copy of this IIPP to all employees at the time of establishment or update.

Any copy provided to an employee or their designated representative need not include any of the
records of the steps taken to implement and maintain the written IIP Program.

Where we have distinctly different and separate operations with distinctly separate and different
IIPPs, we may limit access to the IIPP applicable to the employee requesting it.



An employee must provide written authorization in order to make someone their “designated
representative.” A recognized or certified collective bargaining agent will be treated automatically
as a designated representative for the purpose of access to the company IIPP. The written
authorization must include the following information:

● The name and signature of the employee authorizing the designated representative.
● The date of the request.
● The name of the designated representative.
● The date upon which the written authorization will expire (if less than 1 year).

RECORDKEEPING

We have checked one of the following categories as our recordkeeping policy.

• Category 1. Our establishment has twenty or more workers; has a workers' compensation
modification rate of greater than 1.1 and is not on a designated low hazard industry list; or, is
on a designated high hazard industry list. We have taken the following steps to implement and
maintain our IIP Program:

1. Records of hazard assessment inspections, including the person(s) or persons conducting
the inspection, the unsafe conditions and work practices that have been identified and the
action taken to correct the identified unsafe conditions and work practices, are recorded
on a hazard assessment and correction form.

2. Documentation of safety and health training for each worker, including the worker's name
or other identifier, training dates, type(s) of training, and training providers are recorded on
a worker training and instruction form. We also include the records relating to worker
training provided by a construction industry occupational safety and health program
approved by Cal/OSHA.

Inspection records and training documentation will be maintained according to the following
checked schedule:

• For one year, except for training records of workers who have worked for less than one
year which are provided to the worker upon termination of employment.

• Since we have less than ten workers, including managers and supervisors, we only
maintain inspection records until the hazard is corrected and only maintain a log of
instructions to workers with respect to worker job assignments when they are first hired or
assigned new duties.

• Category 2. Our establishment has fewer than twenty workers and is not on a designated
high hazard industry list. We are also on a designated low hazard industry list or have a
workers' compensation experience modification rate of 1.1 or less, and have taken the
following steps to implement and maintain our IIP Program:

1. Records of hazard assessment inspections.

2. Documentation of safety and health training for each worker.



Inspection records and training documentation will be maintained according to the following
checked schedule:

• For one year, except for training records of workers who have worked for less than one
year, which are provided to the worker upon termination of employment.

• Since we have less than ten workers, including managers and supervisors, we maintain
inspection records only until the hazard is corrected and only maintain a log of instructions
to workers with respect to worker job assignments when they’re first hired or assigned
new duties.

• Category 3. We are a local governmental entity (any county, city, or district, and any public or
quasi-public corporation or public agency therein) and we are not required to keep written
records of the steps taken to implement and maintain our IIP Program.



HAZARD ASSESSMENT AND CORRECTION RECORD
Date of Inspection: Person Conducting Inspection:

Unsafe Condition or Work Practice:

Corrective Action Taken:

Date of Inspection: Person Conducting Inspection:

Unsafe Condition or Work Practice:

Corrective Action Taken:

Date of Inspection: Person Conducting Inspection:

Unsafe Condition or Work Practice:

Corrective Action Taken:



ACCIDENT/EXPOSURE INVESTIGATION REPORT
Date & Time of Accident:

Location:

Accident Description:

Workers Involved:

The underlying cause(s) of the accident/exposure:

Corrective Actions Taken:

Manager Responsible:

Date Completed:



WORKER TRAINING AND INSTRUCTION RECORD

EMPLOYEE NAME TRAINING DATES TYPE OF
TRAINING TRAINERS



Cal/OSHA Consultation Service

On-site Assistance Program Area Offices

Northern California
1750 Howe Avenue, Suite 490
Sacramento, CA 95825
(916) 263-0704

San Francisco Bay Area
1515 Clay Street, Suite 1103
Oakland, CA 94612
(510) 622-2891

San Fernando Valley
6150 Van Nuys Blvd., Suite 307
Van Nuys, CA 91401
(818) 901-5754

Central Valley
2550 Mariposa Mall, Room 2005
Fresno, CA 93721
(559) 445-6800

San Bernardino
464West 4th Street,
Suite 339 San
Bernardino, CA
92401
(909) 383-4567

LA/Orange County
1   Centerpointe Dr., Suite
150
La Palma, CA 90623

(714) 562-5525

San Diego/ Imperial
7575 Metropolitan Dr., Suite 204
San Diego, CA 92108
(619) 767-2060

Voluntary Protection Program Oakland, CA 94612 (510) 622-1081



School Year 22-23 Quote  
PresenceLearning Therapy Essentials for 

Elite Academic Academy 

PRICING AND SERVICES The pricing runs from July 1, 2022 through June 30, 2023. 

Services/Product Quantity/User Per User Fee Subtotal 

Teletherapy Essentials For 
Support Staff: Therapy Room 
only no access to assessments. 

0 0 0 

Teletherapy Essentials For 
SLP +Assessments 

1 $2200 $2200 

Teletherapy Essentials 
+Psychoeducational
Assessments

1 $3000 $3000 

Teletherapy Essentials + 
Academic Achievement 

3 $1600 $4800 

$10,000.00 



Quote Invoice Elite Academic Academy
Project: Math PD & Support

for 2022-23 School Year

Date: 5/26/2022
Contact: Laura Spencer

lspencer@eliteacademic.com

DESCRIPTION OF WORK QTY PRICE SUB TOTAL

4 days of Math PD and/or Support for the ‘22/23 School Year
● Professional Development & Planning
● Model Lessons w/Students
● Co-teaching with Middle/HS Math Teachers
● Emphasis on:

○ Engaging Virtual Strategies/Routines for
Independent Study Model

○ SEL, Building Community/Culture, Gamification,
Thinking Classroom in a Virtual Setting

Where: In-Person (TBD) & Virtual
When: TBD

4
days

$3000/day

(1 day = 6 hrs*)

Virtual Support
can be

$12,000

GRAND TOTAL $12,000

PAYMENT TERMS
To be made payable to
Mathletic Performance, Inc.
EIN: 45-5372689
ID: C3462957

(559) 303-3463
Ed Campos Jr
edcamposjr@gmail.com

ADDRESS
Mathletic Performance, Inc.
1855 E Sandalwood. Tulare, CA 93274

APPROVED BY

NAME

FOR

DATE






