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Community Relations Lead
Job Description

Job Title: Community Relations Lead
Department: Community Relations
Reports To: Director of Community Relations (or designee)
FLSA Classification: Non-Exempt
Classification: Classified
Pay Range:
Location:

$50,000 - $60,000 annually
Onsite Office (Temecula)

Position Summary: The Community Relations Lead position assists the team in overseeing the clerical
and technical duties related to Community Partner approvals, reimbursement processing, maintaining
supplies, curriculum and equipment and ongoing and major projects. This position keeps track of all
products and supplies, ensuring that stock is organized, and assisting in the unloading and processing of
deliveries, packing and shipping inventory and ensures that company inventory remains balanced,
restocks supplies, assists in maintaining inventory records, and provides customer assistance.

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 three years clerical accounting
experience.

● 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

Community Partners Responsibilities:
● Prepare and send out community partner applications to prospective partners.
● Update community partner packet yearly and send a letter that includes any update to all current

partners.

Community Relations Lead  Job Description
Pending Board Approval

1 of 5



● Receives community partner requests and completes the process for approvals; communicates
with community partners; tracks process on spreadsheet; and input in database.

● Create an Online Purchasing System (OPS) accounts for all approved and cleared partners,
ensuring each community partner descriptions are accurate and complete.

● Answers community partners’ questions and calls regarding payment positively and supportively.
● Assists community partners with electronic invoicing procedures.
● Responds proactively to community partner inquiries and follow up on unpaid invoices in a

timely manner.
● Assist as needed, with a variety of technical duties related to the purchasing of services, supplies

and equipment; assure purchasing activities comply with established guidelines and regulations.
● Assist as needed, with inputting purchase order information into an assigned computer system

including delivery address, discounts, account coding, purchase amounts, product quantity and
other required data; generate purchase orders and submit for approval as necessary; and maintain
automated records as appropriate.

● Assist with preparing and maintaining a variety of records and reports related to purchase orders,
expenditures and assigned activities; and maintain and update vendor catalogs and files.

● Assist as needed, with initiating and receiving phone calls concerning various purchasing
functions; and respond to inquiries and provide information concerning purchase orders, on-line
requisitions and the procurement of equipment, supplies and materials.

● Operate a variety of office equipment including a calculator, copier, fax machine, typewriter,
computer and assigned software.

● Assist with preparing a variety of correspondence related to the business services function
including memoranda, bulletins and cancellation notices.

● Attend a variety of assigned meetings.

Shipping and Inventory Responsibilities:
● Monitors and maintains current inventory levels; processes purchase orders as required; track

orders and investigates problems.
● Records purchases, maintains database, performs physical count of inventory, and reconciles

actual stock count to computer-generated reports.
● Receives and unpack items delivered; re-stocks items as necessary; labels shelves.
● Processes and/or approves invoices for payment.
● Moves and restructures organization of inventory room to make space for new inventory.
● Packs up items for shipping and creates shipping labels.
● Perform routine clerical duties, including data entry, answering telephones, and assisting

customers.
● Tracking and updating the database with incoming and outgoing products.
● Loading and unloading deliveries.
● Maintain safety while using equipment and tools.
● Notify the Director (or designee) of replenishment of inventory.
● Perform miscellaneous job-related duties as assigned.

Reimbursement Responsibilities:
● Monitors the overall process related to reimbursement.
● Monitor reimbursement ticketing system.
● Enter ticket information into a pre-approval form in DocuSign.
● Send pre-approval form to parent, teacher, and director for e-signatures for final approval.
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● Enter ticket information into the reimbursement submission form.
● Send DocuSign reimbursement form to parent for e-signature, parent need to upload receipt

(EMR ONLY).
● Send DocuSign reimbursement form to parent, enrichment provider, and reimbursement clerk for

e-signatures, parent need to upload receipt (VCI ONLY).
● Prepare documents to be uploaded to Bill.com for payment.
● Invoice match purchase orders in Online Purchasing System (OPS).
● Add note in OPS for PO’s indicating documents have been paid in Bill.com.
● Within 30 days of processing, verify that the reimbursement has been paid in Bill.com.
● Mark PO’s in OPS as PAID once verification is completed.

Other Duties:
● Assist with documenting and reporting to PACS 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 PACS Uniform Complaint Policy, the
PACS Uniform Technology Policy, and the provisions of California Penal Code Section 11166
(Child Abuse and Neglect Reporting Act).

● Attend off-site enrollment events to represent programs and support families with the enrollment
process, times may vary.

● 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:
● Purchasing practices and procedures.
● Basic accounting practices, procedures and terminology.
● Operation of a centralized telephone switchboard.
● Telephone techniques and etiquette.
● Modern office practices, procedures and equipment.
● Oral and written communication skills.
● Interpersonal skills using tact, patience and courtesy.
● Correct English usage, grammar, spelling, punctuation and vocabulary.
● Operation of a computer and assigned software.
● Record-keeping and report preparation techniques.
● Mathematical computations.

Ability to:
● Type at 35 words per minute from a clear copy.
● Perform a variety of technical duties related to the purchasing of services, supplies and

equipment.
● Prepare, review, verify and process purchasing forms and documents.
● Learn and apply established rules, regulations, policies and procedures related to the purchasing

function.
● Maintain routine records, vendor lists, and catalogs.
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● Communicate effectively both orally and in writing.
● Establish and maintain cooperative and effective working relationships with others.
● Meet schedules and timelines.
● Understand and follow oral and written instructions.
● Operate a computer and assigned software.
● Maintain records and prepare reports.
● Add, subtract, multiply and divide quickly and accurately.
● Complete work with many interruptions.

EDUCATION AND EXPERIENCE:
● Any combination equivalent to: graduation from high school; and three years clerical accounting

experience.
● Bilingual skills preferred.

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.

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.
● Noise level is generally moderate.
● Work conducted in a public setting.
● Indoor in varying temperatures.
● Employees 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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Coordinator of Schoolwide Systems and Supports
Job Description

Position Title: Coordinator of Schoolwide Systems and Supports
Reports To: Chief Academic Innovation Officer (or designee)
FLSA Status: Exempt
School Classification: Certificated Administration
Pay Range: Based upon experience & student enrollment
Work Schedule: 12 months
Location: Remote Office

Position Summary: This position will work with the Chief Academic Innovation Officer to ensure
successful completion of major projects within the Elite organization. The Coordinator is to act as a
bridge between the project team and the administrator developing the project. This position will ensure
the project runs smoothly by assisting in the planning, monitoring and reporting through the use of
various project management tools and strategies. This position will play an integral role in the
development and implementation of all MTSS systems, procedures, and data reporting. The Coordinator
of Schoolwide Systems and Supports will also work with partners to identify resources and creative
solutions to finding new opportunities for Elite Academic Academy and the students it serves.

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 is

preferred but not required. 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.
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● 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.

● 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:

Administrative Responsibilities:

● Build/Maintain systems to implement and monitor MTSS programs and systems

○ Build analysis reports of assessment data for Academy Directors and Student

Support Team.

○ Track performance of students to inform growth celebrations and to

determine students not meeting predicted progress.

○ Monitor student information system data for accuracy and data integrity.

○ Create complex queries to produce custom reports and disaggregate student

data.

○ Ensure local and formal assessment and survey data in SIS and Monday.com is accurate
for each student.

● Create systems to assist Academy and Department directors with strategic planning

and project management.

○ Assist in the definition of project scope and objectives.

○ Assist in the development of  a detailed project plan and system to monitor

and track progress.

○ Create and maintain comprehensive project documentation, as needed.

○ Establish and maintain relationships with involved staff, providing updates on

project status and changes.

○ Monitor and assign resources appropriately to streamline project efficiency

and maximize deliverable outputs.

○ Measure performance using appropriate project management tools and

techniques.

○ Gather and present school data through internal and external reports that

include charts, graphs, and narrative information in an accessible, clear
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format.

● Other duties as assigned.

General Expectations:

● Support all Elite Academic Staff with project ideas and implementation.

● Maintain confidentiality of sensitive employee and student information.

● Attend various meetings as required.

● Meet established deadlines.

● Follow all protocols and policies.

● Follow legal mandates relative to mandated reporting.

● Participate in marketing events and/or additional activities held by the school such as graduation

ceremonies.

Use of Computer Technology:

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

tools, 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

● Meetings conducted in public and private settings
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● 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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Curriculum Coordinator
Job Description

Position Title: Curriculum Coordinator
Reports To: Chief Academic Innovations Officer (or designee)
FLSA Status: Exempt
School Classification: Certificated Administration
Pay Range: Based on experience and student enrollment
Work Schedule: 12 months
Location: Onsite/Remote Office

Position Summary: To serve under the Governing Board, and the Chief Academic Innovations Officer, as

Curriculum Coordinator. Provides direct curriculum and instructional support services to teachers

including effective strategies and intervention. Responsible for providing instructional leadership across

subject areas. Position objectives include studying, evaluating, and implementing research based

curriculum that meets the needs of independent study students; improving the academic program by

assisting with program evaluation; and assisting in the coordination of relevant staff development.

Qualifications:

● BA or BS required, advanced degree preferred.

● Professional Clear CA Credential (Multiple or Single Subject), Administrative credential preferred.

● 5 or more years of teaching experience with progressively increasing levels of responsibility in

leadership/mentoring – work experience in a non-education context will also be considered.

● Minimum of seven years teaching/administrative strongly preferred.

● Strong administrative/organizational/time-management skills required with a demonstrated

capacity to multitask/prioritize, and work independently with limited direction.

● 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 License.
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ESSENTIAL DUTIES and RESPONSIBILITIES

● Collaborate with the Chief Academic Innovations Officer, Chief Student Development Officer, and

Academy Directors to develop and provide a guaranteed and viable curriculum to every Elite

student.

○ In collaboration with the Chief Academic Innovation Officer and Chief Student

Development Officer, create and support a clear vision and a common language and

model of instructional practice.

○ Work with teachers and academy directors to establish a common understanding of

what students should know and be able to do, regardless of the curriculum program

used, and that these understandings align with state standards.

○ Develop a plan with Academy Directors to monitor and evaluate effectiveness of

curriculum (both in-house and purchase) and make recommendations to Directors when

non-effective curriculum is identified.

○ Develops and implements follow-up plans for curriculum revisions and new curriculum

material adoptions.

○ Write curriculum, as needed, to meet student needs.

○ Partner with the Director of Assessment and Data and the Director of MTSS to analyze

student performance data and find resources that best meet the academic needs of

students.

○ Create monthly parent tips/strategies about curriculum and instructional support for

newsletters, webinars and videos.

● Provide professional development to Content Teachers, Teachers of Record, and Instructional

Aides that help them grow their pedagogical skills and instructional strategies.

○ Establishes goals and objectives for staff professional development programs that

support a high level of instructional practice in classrooms.

○ Create differentiated professional development based on specific aspects of identified

instructional practices.

○ Support and encourage teachers to take risks and set growth goals that will grow with

their practice, and then coach them so that they can reach these goals.

○ Develop methods for teachers to track their individual progress to ensure the programs,

practices, and professional development are having their desired effects.

○ Co-teach lessons to model best practices.

General Expectations:

● Encourage and support all Elite Academic Staff.

● Report to Chief Academic Innovations Officer or designee.

● Attend various meetings

● Meet established deadlines.

Curriculum Coordinator Job Description
Pending Board Approval

2 of 4



● Follow all protocols and policies.

● Follow legal mandates relative to mandated reporting.

● Participate in marketing events and/or additional activities held by the school such as graduation

ceremonies.

Other Duties:

● 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

● 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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____________________________ ____________________________      ___________
Employee Signature Printed Name Date

Curriculum Coordinator Job Description
Pending Board Approval

4 of 4



Director of Multi-Tiered Systems of Support (MTSS)
Job Description

Position Title: Director of Multi-Tiered Systems of Support (MTSS)
Reports To: Chief Academic Innovations Officer (or designee)
FLSA Status: Exempt
School Classification: Certificated Administration
Pay Range: Based on experience and student enrollment
Work Schedule: 12 months
Location: Onsite/Remote Office

Position Summary: To serve under the Governing Board, and the Chief Academic Innovations Officer, as

Director of MTSS serving all Elite students. Responsible for collaborating closely with administrators,

teachers, support staff, families, and students to establish and implement a tiered framework that uses

data to meet the needs of each and every student through academics, behavior, and social-emotional

learning (SEL) interventions. This position will provide guidance to ensure that research-based MTSS

strategies, interventions, and systems are in place to support student achievement. This job includes the

development and management of the Summer Growth Academy to support Elite K-8 students needing

intervention or acceleration support during the summer. Also, support student growth by implementing

literacy and math programs to instill the love of learning and life skills in our Elite youth throughout the

entire year.

Qualifications:

● BA or BS required, advanced degree preferred.

● Professional Clear CA Credential (Multiple or Single Subject), Administrative credential preferred.

● 3 or more years of teaching experience with progressively increasing levels of responsibility in

leadership/mentoring – work experience in a non-education context will also be considered.

● Minimum of five years teaching/administrative strongly preferred.

● Strong administrative/organizational/time-management skills required with a demonstrated

capacity to multitask/prioritize, and work independently with limited direction.

● 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.
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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 License.

ESSENTIAL DUTIES and RESPONSIBILITIES

● Oversee MTSS Re-Engagement and Academic Intervention Services

○ Based on needs assessment, oversee the development and implementation of Tier 1, 2,

and 3 intervention protocols, problem-solving processes, data-based decision-making,

progress monitoring, and communication and collaboration processes among the

Student Support Team and Academies.

○ Training and ongoing coaching to school leadership teams and teachers on the MTSS

framework.

○ Lead the planning, implementation and evaluation of new programs and/or the

modification of existing programs to meet the unique learning needs of identified

students, including the development of additional pathways for student learning.

○ Analyzing and utilizing student and teacher data to guide data-based decision making

and enhance instruction and learning

○ Provide professional development to Teachers of Record and Content Teachers on Tier 1

strategies to support student learning.

● Schedule and facilitate SST meetings. Ensures students receive significant levels of support as a

result of the SST process.

● Develop an engaging Summer Growth Academy that provides both acceleration and intervention

support to K-8 Elite students.

● Provide leadership on how to promote high levels of instructional and academic support to

students and families.

○ In coordination with the Director of Assessment and Accountability, carry out a program

of community outreach and parent support as a means of communicating and

strengthening the school program.

○ Conduct parent outreach for families identified as needing reengagement, and support

them in developing a plan that will keep the student engaged in academic coursework

○ Partner with community organizations, government agencies, out-of-school programs,

and families to ensure availability of resources

● Ensures adherence to federal and state laws, reporting requirements, and maintenance of school

plans.
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General Expectations:

● Encourage and support all Elite Academic Staff.

● Attend various meetings:

○ Actively participate in Directors and Leadership meetings to ensure student support and

success stay a high priority.

○ Attend meetings with cabinet members, as requested.

○ Attend board meetings, and prepare monthly MTSS updates.

● Meet established deadlines.

● Follow all protocols and policies.

● Follow legal mandates relative to mandated reporting.

● Participate in marketing events and/or additional activities held by the school such as graduation

ceremonies.

Other Duties:

● 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

● Meetings conducted in public and private settings
Director of Multi-Tiered Systems of Support (MTSS)Job Description

Pending Board Approval
3 of 4



● 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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Director of Assessment and Accountability
Job Description

Position Title: Director of Assessment and Accountability
Reports To: Chief Academic Innovations Officer (or designee)
FLSA Status: Exempt
School Classification: Certificated Administration
Pay Range: Based upon experience & student enrollment
Work Schedule: 12 months
Location: Remote Office

Position Summary: This position will align department goals and work with Elite’s vision and strategic
plan. Additionally, oversees Elite’s assessment program, which implements the monitoring system for
student achievement, program data, and demographic data, as well as establishes procedures and
protocols for, and ensures, all Elite Academic Academy students are prepared for (and take), any and all
state and locally required assessments. This position is also responsible for the implementation and
coordination of parent education programs; English Language program implementation and oversight;
MTSS tutoring program management; and working with Academy Directors to use student data to inform
their practices. Reporting to the Chief Academic Innovations Officer, or designee, this individual will be a
strong relationship builder who will leverage deep knowledge of the education sector to dramatically
support all team members in annually increasing the academic success of all Elite students. S/he will
work with partners to identify resources and creative solutions to finding new opportunities for Elite
Academic Academy and the students it serves.

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 is

preferred but not required. A copy of credential to be provided and kept current.
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● 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.

● 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:

Administrative Responsibilities:

● Oversight and management of all state and local assessments
○ Develop and implement testing strategies and support to ensure all students are ready

to perform their best on all state-mandated and local assessments.
○ Work with administrative staff to ensure compliance with all state-mandated and local

assessments.
○ Attend all CDE and county meetings on assessment to ensure up-to-date processes are

in place.
○ Support Directors in ensuring that at least 95% of students participate in  all

state-mandated and local assessments.
○ Secure local locations for students to take assessments, as needed.
○ Work with leads and support staff to  ensure CAASPP, CAST, EAP, ELPAC, and Physical

Fitness tests are conducted appropriately.
○ Plan and train staff on state assessment data and accountability systems as well as

develop a report to share results of annual assessments to the school board and all
advisory groups.

● Implement a 12-Month Assessment Plan
○ Create a calendar of all state and local assessment windows that aligns with Learning

Periods and report cards. Include resources needed to implement the plan.
○ Develop monthly parent messages about data and assessment for newsletters, webinars

and videos.
○ Work with leadership to provide test taking support for each Academy.
○ Ensure on-going and systemic support for assessment.
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○ Collaborate with the Student Support Services Department to ensure students
performing under grade level receive needed support.

○ Ensure all local and formal assessment data is in the SIS for each student.

● Lead data conversations with Academy Directors
○ Disaggregate data and create reports; and provide evaluative findings (including student

achievement data) for the review of curriculum and instruction program effectiveness.
○ Assist Directors in identifying missing data points to help determine program

effectiveness
○ Meet regularly with Academy Directors and Student Support Team to establish future

goals based on data and identify specific training needs for staff.
○ Research best practices to support Academy Directors with their identified goals.

● Oversee the Tutor Platform
○ Develops instructional intervention programs in collaboration with Student Support

Team and Academy Directors.
○ Determine participants based on state and local assessment data, and monitor progress

of participants throughout the program.
○ Provide needed professional development to tutors to ensure a successful intervention

program.
○ Onboard new tutors, both Elite staff and community partners, to ensure the platform is

used effectively.
○ Monitor multiple data sources throughout the year that determine student academic

progress and lead data discussions to inform Directors of progress.

● Develop and Monitor the Onboarding Process for all new Elite students
○ Improve opportunities for students and their families to gain access to support services

by helping them understand and navigate the various programs and processes of Elite.

● Supervise the English Learner program
○ Monitor English Learner student progress utilizing student assessment data and

classroom progress reports. Provides student re-designation status when appropriate.
○ Assist districts in the selection of appropriate ELD and supplementary EL materials and

provide professional learning as appropriate.
○ Direct English Learner Advisory Committee goals and outcomes, as needed.
○ Collaborate with classroom teachers on effective ways to increase student achievement

for English Learners.

General Expectations:

● Encourage, create and support all Elite Academic Staff.

● Report to Chief Academic Innovations Officer or designee.

● Attend various meetings:

○ Actively participate in Directors and Leadership meetings to ensure student academic

progress and assessment remains a high priority.
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○ Attend meetings with cabinet members, as requested.

○ Attend board meetings, and prepare monthly assessment updates.

● Meet established deadlines.

● Follow all protocols and policies.

● Follow legal mandates relative to mandated reporting.

● Participate in marketing events and/or additional activities held by the school such as graduation

ceremonies.

Other Duties:

● 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

● 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
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____________________________ ____________________________      _______________
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MTSS Instructional Aide
Job Description

Position Title: MTSS Instructional Aide
Reports To: Director of Assessment and Accountability, and/or designee
FLSA Status: Non-Exempt
School Classification: Classified
Pay Range: Based on experience
Work Schedule: Varies
Location: Remote/On-site Office

Position Summary: Under the direction of the Director of Assessment and Accountability, this position will
collaborate with staff in implementing a tiered intervention model that includes assessment, targeted
instruction, progress monitoring, and evaluation of intervention programs with the goal of increasing student
achievement.

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 three years applicable
experience 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.

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

● Support the Student Support Department by ensuring MTSS processes, protocols, and plans
are implemented to meet the needs of students.

● Utilize best practice instructional strategies and research-based interventions and curriculum
materials to meet the learning needs of identified MTSS students.

● Share resources such as research-based instructional strategies and interventions with the
MTSS Instructional Aide team to improve student achievement.

● Participate in student support team meetings and SSTs, as needed, to advise on the progress
of identified students and to design intervention plans aligned to student needs.

● Schedule group tutoring sessions and provide a summary of each session in the Tutor
Platform.

● Attend professional development opportunities that promote improved instructional
strategies and support researched-based resource material needed to implement the
intervention program successfully and support/maintain professional growth.

● Keep in confidence all personal, student or personnel records and information.

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.
● Develop and maintain effective working relationships.
● Display sensitivity, tact and responsiveness in various situations and needs.
● Handle public contact and relations effectively.
● Plan short and long range activities.
● Analyze and resolve problems.
● Creative and able to work independently and coordinate with others.
● Maintain accurate and orderly records.
● Ability to work collaboratively with a team.
● Maintain high level of confidentiality.
● Handle feedback and constructive criticism.
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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.

● Office environment.
● 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.

Hazards:
● Contact with dissatisfied individuals

Employee Acknowledgement:

____________________________ ____________________________ _______________
Employee Signature Printed Name Date
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Position Title: Independent Study School Social Worker (TK-12)
Reports to: Chief Academic Innovations Officer or Designee
Classification: Certificated
Pay Range: $60,000-$70,000
Work Schedule: 12 months
Location: Remote office and travel to all counties served

Position Summary: An Elite Academic Academy (EAA) Social Worker assists in addressing the

psychological and social well-being of EAA students. Responsibilities include mental health counseling for

students, crisis response, resource connection for families, leading SEL classes and/or small groups, and

being a part of the Student Support Services team. This position is for an independent study, virtual

charter school. The majority of services provided will be virtual, but some travel may be required.

Qualifications:

● Master’s degree in Social Work or Psychology and a registered intern number with the California

Board of Behavioral Sciences.

● Pupil Personnel Services Credential (PPSC) preferred in school social work, child welfare and/or

attendance.

● Bilingual preferred but not required

● 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.

● Valid California Driver’s License and proof of valid car insurance policy.
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ESSENTIAL DUTIES and RESPONSIBILITIES

● Work in collaboration with the Student Support Team to provide a cohesive multi-tiered level of

support for students.

○ Identify and provide professional development on strategies that will increase student

success for students with personal and psychological issues that affect their

performance, behavior, and socialization in school.

○ Create and facilitate SEL classes and/or small groups for identified Elite students.

○ Creating and facilitating group intervention sessions for students.

● Provide mental health counseling for students with personal and psychological issues that affect

their performance, behavior, and socialization in school.

● Support the Special Education Department by providing and documenting required clinical

counseling sessions, as needed

● Provide crisis response to Elite students and families in need, often over the phone or through

virtual conference tools.

● Provide resources to families within their counties throughout Southern California.

● Develop and facilitate professional development workshops for Elite staff.

● Oversee Suicide Prevention program

○ Provide staff and student psychoeducation on suicide prevention from current best

practices

○ Complete Suicide Risk Assessments, when needed

● Ensure appropriate services are provided to students who qualify under the McKinney-Vento

Homeless Assistance Act and/or CA Department of Ed’s Foster Youth Rights

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 professional development workshops as needed.

● Create and maintain a safe, supportive, and effective learning environment.

● Attend various meetings

● Meet established deadlines.

● Follow all protocols and policies.

● Follow legal mandates relative to mandated reporting.

● Participate in marketing events and/or additional activities held by the school such as graduation

ceremonies.
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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.

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
● 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
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____________________________ ____________________________ _______________
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Instructional Aide
Job Description

Position Title: Instructional Aide
Reports To: Director and/or designee
FLSA Status: Non-Exempt
School Classification: Classified
Pay Range: Based on experience
Work Schedule: Varies
Location: Remote/On-site Office

Position Summary: The Instructional Aide supports the staff by completing various duties outlined in this
job description to support learning, planning, and functioning of Elite Academic Academy.

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 three years applicable
experience 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.

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

● Carry out tasks assigned by the admin/teacher.
● Assume responsibility for small learning groups of children.
● Assist in the maintenance/preparation of instructional materials.
● Assist in maintenance of student attendance and achievement.
● Assist with supervision of students.
● Assist with gathering documentation needed for compliance.
● Assist with tutoring.
● Assist with proctoring student assessments.

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.
● Develop and maintain effective working relationships.
● Display sensitivity, tact and responsiveness in various situations and needs.
● Handle public contact and relations effectively.
● Plan short and long range activities.
● Analyze and resolve problems.
● Creative and able to work independently and coordinate with others.
● Maintain accurate and orderly records.
● Ability to work collaboratively with a team.
● Maintain 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, spreadsheet software, and word processing software.  The employee is expected to acquire
and maintain a working computer with an internet connection and a printer.
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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.
● 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.

Hazards:
● Contact with dissatisfied individuals

Employee Acknowledgement:

____________________________ ____________________________ _______________
Employee Signature Printed Name Date
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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:

_______________________ _____________________ ____________
Employee Signature Printed Name Date
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Speech Language Pathology Assistant (SLPA)
Job Description

Position Title: Speech Language Pathology Assistant
Reports To: Speech Language Pathologist, SPED Coordinator, or designee
FLSA Status: Exempt
School Classification: Certificated
Pay Range: Starting at $50,000 annually, depending on experience
Work Schedule: 12 months
Location: Onsite/Remote Office

Position Summary: The Certified Speech-Pathology Assistant (CSPA), under the supervision of a Speech
and Language Specialist, will provide speech and language therapy services.

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, Certification by the Speech-Language Pathology and Audiology Board.
● Experience with screening and assisting with evaluation for language, voice, fluency,

articulation, and hearing impairment disorders.
● Prefer experience in providing speech and language therapy.
● Prefer experience in a school setting.
● 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.

● Knowledge of Federal and State special education laws, timelines, and mandates.
● Valid California Driver’s License and insurance.
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ESSENTIAL DUTIES and RESPONSIBILITIES:

The scope of responsibility, duties, and functions of speech-language pathology assistants, shall
include, but not be limited to, the following:

● Conducting speech-language screening, without interpretation.
● Providing direct treatment assistance to student’s under the supervision of a speech language

specialist.
● Following and implementing documented treatment plans or protocols developed by a

supervising speech-language specialist.
● Documenting student progress toward meeting established goals and objectives, and

reporting the information to a supervising speech-language specialist.
● Assisting a speech-language specialist during assessments, including, but not limited to,

assisting with formal documentation, conducting evaluations, preparing materials, and
performing clerical duties.

● When competent to do so, as determined by the supervising speech-language specialist,
acting as an interpreter for non-English-speaking students and their family members.

● Scheduling activities and preparing charts, records, graphs, and data.
● Performing checks and maintenance of equipment, including, but not limited to,

augmentative communication devices and hearing aids.
● Assisting with speech-language pathology research projects, in-service training, and family or

community education.
● Participate as part of the collaborative IEP team when determined appropriate by the

speech-language specialist.

KNOWLEDGE AND ABILITIES:

The knowledge and abilities of speech-language pathology assistants, shall include, but not be limited
to, the following:

● Distinguish between normal and delayed speech development and correct and incorrect
responses during communication activities.

● Have a functional knowledge of up-to-date therapy methodologies in speech and language.
● Work with designated student populations (autistic, preschool, K-12, etc.).
● Work with the disabled population.
● Work cooperatively with other staff to implement and support communication activities

across different settings.
● Implement specific activities to remediate speech and language skills under supervision of

Speech and Language Specialist.
● Facilitate behavior management in children.

Speech Language Pathology Assistant (SLPA)  Job Description
Pending Board Approval

2 of 3



● Manage required documentation.

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.

Experience:
Minimum of two years or more experience in speech and language practice within a public school
setting, including practice in assessment and therapy skills appropriate for the needs of a varied
student population

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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Lead Teacher Stipend - Job Description

Position Title: Lead Teacher
Department: Certificated Teaching
Reports To: Program Director (or Designee)
FLSA Classification: Exempt
Stipend: $10,000-$20,000 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 exceptional
education job descriptions. This payscale is in addition to the teaching position. This teacher must
participate, on a regular basis, in the direct education of students; and serve as faculty for professional
development activities. A Lead Teacher is responsible for organizing and implementing curriculum and
instructional programs for students, and meeting the duties of teaching as outlined in laws and policies.
During non-student contact time, this employee is responsible for assisting in the development of
standards-based curriculum and assessment opportunities, research-based instructional methods,
aligning of materials and resources to curriculum outcomes, and supporting teachers that are under
his/her direct supervision.

General Duties:

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

1. Professional Development:
● Training Induction Teachers, other Lead Teachers, and Mentor Teachers.
● Observing and providing peer assistance for colleagues in the area of compliance.
● Coaching teachers in effective independent study instructional and organizational strategies.
● Using data to adjust practice and supports for Academies and teachers.
● Planning/Leading team meetings to ensure communication with colleagues.
● Assisting in the coordination of all school based professional development opportunities linked
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to individual professional development plans and job competencies.
● Assisting in the coordination of the program for Induction teachers by communicating with the

Human Resources Department and Induction Coordinator.
● Creating documents and training materials for students and teachers to prepare for Virtual

Education.

2. Curriculum:
● Collaborating with content teachers and TORs to plan and manage the development of

standards-based curriculum, instruction, assessment plans, and strategies.
● Ensuring that all curriculum is used effectively as a resource to meet curriculum goals.
● Serving as a liaison between the academy and the Student Support Services, Academic

Innovation and Student Development Departments.
● Assisting with identifying and procuring resources staff need to support curriculum and

instruction.
● Assisting in the adoption of curriculum resources to support student learning.
● Overseeing the textbook ordering and inventory for the Academy.

3. Leadership:
● Working with the administration team to develop, implement, and evaluate the school's Local

Control Accountability Plan in alignment with Elite’s mission and vision.
● Conducting synchronous and live observations to help inform decisions and develop support

plans.
● Writing grants to aid in meeting the goals of the Continuous Improvement Plan.
● Assisting in the coordination and implementation of state and local testing.
● Have an understanding of fiscal/financial health of the program and work with direct supervisors

to ensure systems are in place to ensure fiscal solvency.
● Working and mentoring teachers with students who underperform and creating actions plans for

success.
● Working with Student Success team to ensure student success.
● Mentor teachers who are underperforming and provide support for teachers.
● Complete compliance checks throughout the school year and support teachers in fixing

compliance errors and issues.

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.
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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.

● 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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Large Academy Stipend - Job Description

Position Title: Large Academy Stipend

Department: Certificated Teaching

Reports To: CEO (or Designee)

FLSA Classification: Exempt

Stipend: $10,000 annually

Classification: Certificated

School Calendar Days: 12 month Calendar

Job Description: This is not a stand-alone job description, but a rider to our Director job descriptions.

This payscale supersedes the Director position. The Director of this academy must maintain a program

which includes 600 or more students for the rider stipend. This supports the additional workload

needed to maintain a larger academy.

Employee Acknowledgement:

____________________________ ____________________________      _______________

Employee Signature Printed Name Date
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Special Education Program Specialist Stipend
Job Description

Position Title: Special Education Program Specialist Stipend
Reports To: SPED Director/Consultant, SPED Coordinator, or designee
FLSA Status: Exempt
School Classification: Certificated
Stipend: $10,000 - $20,000/year depending on experience
Work Schedule: 12 months
Location: Remote Office

Position Summary:
This is not a stand-alone job description, but a rider to our Special Education teaching coordinator job
descriptions. This payscale is in addition to the teaching position. Provides overall program and
technical assistance; provides and coordinates staff development in one or more areas of expertise.

ESSENTIAL DUTIES and RESPONSIBILITIES:

● Observes, consults with, and assists Education Specialists, and designated instruction and
services instructors.

● Plans programs, coordinates curricular resources, and assists in evaluating the effectiveness of
programs for individuals with exceptional needs.

● Provides coordination, consultation and program development in his/her area(s) of expertise.
● Assists in planning and implementation, and participates in staff development, program

development, and innovation of special methods and approaches of staff development
activities at school, charter administration and SELPA levels.

● Participates as a member of IEP team, as appropriate.
● Assists special education personnel in implementing and coordinating the services in the IEP.
● Responsible for monitoring curriculum, materials, and methodology in his/her area(s) of

expertise.
● Serves as a resource in the identification, selection, and use of instructional materials.
● Assists in the articulation of special education programs between TK-12 grades.
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● Maintains knowledge of current laws and regulations pertaining to fair hearing materials.
● Attends meetings, conferences, and professional development training.
● Performs other duties as assigned.
● Maintains communication with teachers and administrators regarding student progress and

support.
● Working with SAI providers to mentor and provide Professional Development opportunities

to ensure a partnership is developed between SPED SAI providers and teachers of
record/content teachers to ensure student success and implementation of
accomidations/modifications.

● Maintain weekly check-in with student progress with their content/teacher of records and also
maintain a weekly presence in Canvas, if applicable, to ensure student progress and support in
online courses.

Employee Acknowledgement:

____________________________ ____________________________ _______________
Employee Signature Printed Name Date
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MTSS Stipend - Job Description

Position Title: MTSS Stipend

Department: Certificated Teaching

Reports To: Program Director (or Designee)

FLSA Classification: Exempt

Stipend: $5,000 to 25,000 annually depending on experience

Classification: Certificated

School Calendar Days: 186-225 Day Calendar

Job Description: This is not a stand-alone job description, but a rider to our teaching and/or various

exceptional education job descriptions. This payscale supersedes the teaching, or other certificated,

position. This position will provide direct intervention and progress monitoring for students who need

academic and/or engagement support. Activities may include coordinating intervention programs for

identified students, identifying curriculum and instructional support for Content Teachers and Teachers

of Record, 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.

General Duties:

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

● Provide MTSS support to, or as, the Teacher of Record for identified students.
● Provide students with direct intervention support services through weekly synchronous lessons.
● 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.

MTSS Stipend Job Description
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● Participate in Student Support Team meetings 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 content teachers.

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

for students in need of support towards meeting course standards.

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.

● 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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School Psychologist
Job Description

Position Title: School Psychologist
Reports To: SPED Director/Consultant, SPED Coordinator, or designee
FLSA Status: Exempt
School Classification: Certificated Administration
Pay Range: $100,000 - $150,000 Based upon experience
Work Schedule: 12 months
Location: Remote Office

Position Summary: The School Psychologist is a credentialed professional whose primary objective is the
application of scientific principles of learning and behavior to address students’ school-related challenges,
and to facilitate the learning and social-emotional development of students. The School Psychologist is
expected to deliver quality psychoeducational services that facilitate successful learning experiences for all
students in accordance with the National Association of School Psychologists (NASP) professional
standards and the educational philosophy and objectives of the charter school.

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.

● Current California license to practice psychology.
● Valid pupil personnel services credential (k-12) with special authorization in school

psychology.
● 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.
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ESSENTIAL DUTIES and RESPONSIBILITIES:

Psychoeducational Services

● Data-based decision making, program evaluation and accountability:
○ Use data to make empirically-based decisions, problem-solve, develop interventions,

measure progress and evaluate the outcomes of programs and services.
○ Administer and interpret psychoeducational assessments (including current

assessment instruments for autism and dyslexia) of students for special education
eligibility and placement, educational recommendations, reevaluation, and
educational needs.

○ Conduct and present legally defensible special education evaluations.
○ Complete comprehensive psychoeducational assessments.
○ Observe students in the instructional setting and in other school environments.
○ Develop targeted behavior and academic intervention plans.
○ Compile monthly accountability data.

● Consultation and Collaboration:
○ Collaborate effectively with teachers, specialists, administrators, parents, and outside

service providers to develop targeted strategies and interventions for students.
○ Consult with teachers in the development and implementation of instructional

methods and procedures designed to facilitate student learning and to decrease
learning and behavioral challenges.

○ Consult with school administrators concerning appropriate learning objectives for
students and the subsequent planning of interventions for students in general and
special education programs.

○ Review and discuss student progress and needs.
○ Make appropriate referrals to community resources/services.
○ Collaborate with other support staff to provide comprehensive services for all

students.
○ As appropriate and as assigned by administrator – serve in a leadership role in the

special education department, to provide guidance in implementation of special
education procedures, guidelines, and compliance.

● Effective Instruction and Development of Cognitive/Academic Skills, Socialization, and Life
Skills:

○ Serve as a member of IEP/SST teams to recommend, develop, and evaluate
appropriate goals and interventions that meet individual student needs.

○ Integrate multiple sources of information including student academic history to
develop interventions.

○ Collaborate with teachers and other special education service providers to evaluate
student progress towards goals and need for modifications in students’ IEPs.
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● Student Diversity in Development and Learning:
○ Demonstrate sensitivity and skills needed to work with diverse individuals and to

implement strategies based on individual characteristics, strengths, and needs.
○ Apply knowledge of individual differences, abilities, and disabilities and the potential

influence of biological, social, cultural, ethnic, experiential, socioeconomic,
gender-related, and linguistic factors in development and learning.

○ Evaluate students integrating multiple sources of data and address information
related to possible influence of cultural, ethnic, socioeconomic, and experiential
factors.

● Home/School/Community Collaboration:
○ Work effectively with families, educators, outside service providers and services in the

community to promote and provide comprehensive services to children and families.
○ Collaborate and consult with parents to promote student’s academic, social, and

behavioral success at home and school.
○ Coordinate community mental health services.
○ Have a variety of resources available to make appropriate community referrals.
○ Evaluate students integrating multiple sources of data and address information

related to possible influence of cultural, ethnic, socioeconomic, and experiential
factors.

○ Consult with educators regarding students’ individual differences and needs.
○ Conduct individual and group conferences/trainings with students, parents, and staff

members to foster academic growth, emotional health, and or professional
competence as needed.

● Prevention, Crisis Intervention, and Mental Health:
○ Provide and contribute to prevention and intervention programs that promote the

mental health and physical well-being of students.
○ Respond to students who are in crisis or immediate need of support.
○ Apply safe and positive physical intervention response techniques in situations where

a student is at risk of harming self or others, only as a last resort and preferably in a
team approach (must be formally trained in appropriate physical interventions, and
training must be current).

○ Engage students in conflict resolution and problem solving.
○ Provide counseling services to students who have designated instructional services on

their IEP.
○ Provide counseling services to at-risk, self-referred, and parentally referred general

education students as appropriate.
○ Conduct Suicide Risk Assessments and Threat Assessments.
○ Provide crisis intervention services for students, parents, and teachers.
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○ Make referrals to and consult with appropriate individuals and agencies in the
community needed to perform services beyond the scope of the school setting.

○ Facilitate students’ abilities to identify and apply solutions to their problems.

Information Technology

● Access, evaluate, and use information sources and technology.
● Attend training opportunities and maximize use of SEIS, email system, SIS and additional

technology resources as they become available.

Professional Development

● Participate in relevant professional development and/or activities that support the
schools’/programs’ mission statements and career professional development:

○ Remain current with the California Education Code as it applies to compliance in all
areas.

○ Provide direct supervision of interns and practicum students in school psychology.
○ Seek new information that is appropriate based on referrals.
○ Attend staff monthly meetings.
○ Attend school/program staff meetings and professional development opportunities.
○ Attend SELPA sponsored professional development activities.

School, Systems Organization and Policy Development

● Participate in school/program and SELPA procedural development and policy development:
○ Prepare monthly accountability records.
○ Attend and meaningfully contribute to school/program meetings.
○ Attend staff monthly meetings.
○ Support or participate in afterschool activities for the benefit of student success as

appropriate.
○ Maintain knowledge of school/program, SELPA, and California Education Code.

policies and regulations to communicate accurate information to students, parents,
teachers, and administrators.

○ Maintain knowledge of general education and special education programs and
interventions available at each school/program.

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
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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.

● 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

HAZARDS:
Contact with dissatisfied individuals.

Employee Acknowledgement:
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____________________________ ____________________________      _______________
Employee Signature Printed Name Date
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Employee Name:
Job Title:
Department:
Manager Name:
Review Date:
Review Period:
Length of Service:
Time in Role:
Location:

Welcome to your Performance Review.  Please take your time to answer
all the questions completely and honestly.
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Essential # 1 – Families and Community
Partner with Families and Communities to Improve Student Learning

(Required)
Key Essential Take Away(s): Teachers call, write, email, text, video conference and/or meet in person with
students’ families regularly to share progress and suggestions about helping students learn.

High Reliability Indicators:
High Reliability School (HRS) 1.2: Students, Parents and community perceive the school environment as
safe  and orderly
High Reliability School (HRS) 1.6: Students, parents and community have formal ways to provide input
regarding the optimal functioning of the school.

Employee Response:
Please identify your efforts and accomplishments this past year that align with the key essential take
away and the HRS indicators:

Please identify areas of support EAA can provide in these area(s):
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Manager Comments Following Verbal Evaluation:

Essential #2 – Professional Development  -
Ensuring Quality Professional Development to Improve Student Learning

(Required)
Key Essential Take Away(s): Teachers know how to monitor student progress, problem-solve if students are
not learning, and provide appropriate interventions to facilitate learning and advancements if they have
exceeded standards

High Reliability Indicators:
High Reliability School (HRS) 2.2: Support is provided to teachers to continually enhance their pedagogical
strengths and weaknesses that are based on multiple sources of data and are consistent with student
achievement data

Employee Response:
Please identify your efforts and accomplishments this year and how they align to the key essential take
away and the HRS indicators:

Please identify areas of support EAA can provide in these area(s):
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Manager Comments Following Verbal Evaluation:

Essential #3 - Aligning Resources -Focus resources to support instruction
improvement and improved student learning

(Required)
Key Essential Take Away(s):Teachers collaborate with colleagues and administrators to advocate and create
individual learning plans for each student.

High Reliability Indicators:
High Reliability School (HRS) 1.4 Teacher teams and collaborative groups regularly interact to address
common issues regarding curriculum, assessment, instruction and achievement of all students.

Employee Response:
Please identify your efforts and accomplishments in regard to  the key essential take away and the HRS
indicators:

Please identify areas of support EAA can provide in these area(s):
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Manager Comments Following Verbal Evaluation:

Essential #4 – Responsive Instruction-Use effective instructional practices
and create a collaborative charter school climate to improve student
learning.

(Required)
Key Essential Take Away(s): Teachers give prompt and specific feedback to students on their body of school
work, based on standards and assessment results.

High Reliability Indicators:
High Reliability School (HRS) 3.5: Data are analyzed, interpreted and used to regularly monitor progress
towards achievement goals
High Reliability School (HRS) 3.6: Appropriate school and academy level programs and practices are in place
to help students meet individual achievement goals when data indicated interventions are needed.

Employee Response:
Please identify your efforts and accomplishments this past year that align with the key essential take
away and the HRS indicators:
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Please identify areas of support EAA can provide in these area(s):

Manager Comments Following Verbal Evaluation:

Essential #5 – Shared Leadership  - Shared leadership to sustain instructional
improvement

(Required)
Key Essential Take Away(s): Teachers describe their colleagues and charter school leaders as resources

for helping them improve instruction and meet their goals. Teachers teach each other, and some teach

courses for colleagues.

High Reliability Indicators:

High Reliability School (HRS) 1.7: The success of the whole school, as well as individuals within the school, is

appropriately acknowledged.

High Reliability School (HRS) 2.6: Teachers have opportunities to observe and discuss effective
non-classroom based teaching.
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Employee Response:
Please identify your efforts and accomplishments this past year that align with the key essential take
away and the HRS indicators:

Please identify areas of support EAA can provide in these area(s):

Manager Comments Following Verbal Evaluation:
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Essential #6 – Student Work and Data
Examine student work to drive instruction and professional development

(Required)
Key Essential Take Away(s) :Teachers keep track of each students’ learning, and share progress with them
regularly to set new learning goals. Teachers use interim screening and formative assessments  to monitor
student progress and inform instruction.Teachers intervene immediately if a student is not progressing as
expected academically,linguistically or socially.

High Reliability Indicators:

High Reliability School (HRS) 4.1: Clear and measurable goals are established and are focused on critical
needs regarding improving achievement of individual students within the school.

Employee Response:
Please identify your efforts and accomplishments this past year that align with the key essential take
away and the HRS indicators:

Manager Comments Following Verbal Evaluation:

Page 8



GOALS
(Required)

Please review your goal(s) for the current 21.22 school year, based on your previous evaluation (copy
provided), and provide an update below regarding your progress pertaining to the goals you set for this year

2021.22 Employee Goals:

Progress pertaining to goal(s):

Now, please list goals for the upcoming 22.23 school year as determined by you, the employee.

Specific Goal #1 –

Why is this goal relevant?

Can you reasonably accomplish this goal?

How is it measurable?

Target Date to meet this goal?

Page 9



Specific Goal #2 –

Why is this goal relevant?

Can you reasonably accomplish this goal?

How is is measurable?

Target Date to meet this goal?
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Employee Name:

Job Title:
Department:
Manager Name:
Review Date:
Review Period:
Length of Service:
Time in Role:
Location:

Welcome to your Performance Review.  Please take your time to answer
all the questions completely and honestly.
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Essential # 1 – Families and Community
Partner with Families and Communities to Improve Student Learning

(Required)
Key Essential Take Away: Holds staff accountable for strong and measurable communication and outreach
to school and families.

High Reliability Indicators:
High Reliability School (HRS) 1.2:  Students, parents, and the community perceive the school environment
as safe and orderly.
High Reliability School (HRS) 1.6: Students, parents, and the community have formal ways to provide input
regarding the optimal functioning of the school.

Employee Response:
Please identify your efforts and accomplishments this past year that align with the key essential take
away and the HRS indicators:

Please identify areas of support EAA can provide in these area(s):
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Manager Comments Following Verbal Evaluation:

Essential #2 – Professional Development  -
Ensuring Quality Professional Development to Improve Student Learning

(Required)
Key Essential Take Away:  Leadership is responsible for ensuring that professional development has
coherence, is aligned with the Theory of Action Six Essentials, supports the improvement of practice, and
enhances the sustainability of each Academy and whole-charter improvement.

High Reliability Indicators:
High Reliability School (HRS) 2.2:  Support is provided to teachers to continually enhance their pedagogical
skills through reflection and professional growth plans.
High Reliability School (HRS) 2.4: Teachers are provided with clear, ongoing evaluations of their pedagogical
strengths and weaknesses that are based on multiple sources of data and are consistent with student
achievement data.
High Reliability School (HRS) 2.5: Teachers are provided with job-embedded professional development that
is directly related to their instructional growth goals.

Employee Response:
Please identify your efforts and accomplishments this year and how they align to the key essential take
away and the HRS indicators:

Please identify areas of support EAA can provide in these area(s):

Page 3



Manager Comments Following Verbal Evaluation:

Essential #3 - Aligning Resources -Focus resources to support instruction
improvement and improved student learning

(Required)
Key Essential Take Away : Program staff use student learning goals to decide whether to start, continue, or
discontinue any initiative.

High Reliability Indicators:
High Reliability School (HRS) 3.6: Appropriate school- and classroom level programs and practices are in
place to help students meet individual achievement goals when data indicate interventions are needed.
High Reliability School (HRS) 5.2: The school schedule is designed to accommodate students moving at a
pace appropriate to their situation and needs.

Employee Response:
Please identify your efforts and accomplishments in regard to  the key essential take away and the HRS
indicators:

Please identify areas of support EAA can provide in these area(s):
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Manager Comments Following Verbal Evaluation:

Essential #4 – Responsive Instruction-Use effective instructional practices
and create a collaborative charter school climate to improve student
learning.

(Required)
Key Essential Take Away: Every teacher is able to explain what his/her students are learning and why, and
describe how his/her learning plan will allow students to gain proficiency in core academic subjects.

High Reliability Indicators:
High Reliability Schools (HRS) 3.1: The school curriculum and accompanying assessments adhere to state
and district standards.
High Reliability Schools (HRS) 4.1: Clear and measurable goals are established and are focused on critical
needs regarding improving achievement of individual students within the school.
High Reliability Schools (HRS) 5.2: The school schedule is designed to accommodate students moving at a
pace appropriate to their situation and needs.

Employee Response:
Please identify your efforts and accomplishments in regard to the key essential take away and the HRS
indicators:
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Please identify areas of support EAA can provide in these area(s):

Manager Comments Following Verbal Evaluation:

Essential #5 – Shared Leadership  - Shared leadership to sustain instructional
improvement

(Required)
Key Essential Take Away: Utilizes concrete strategies to develop and share leadership with teachers and
other staff. Works with teachers and students and makes it a safe place for both groups to increase their
voices.

High Reliability Indicators:
High Reliability Schools (HRS) 1.5: Teachers and staff have formal ways to provide input regarding the
optimal functioning of the school.
High Reliability Schools (HRS) 1.6: Students, parents, and the community have formal ways to provide
input regarding the optimal functioning of the school.

Employee Response:
Please identify your efforts and accomplishments in regard to the key essential take away and the HRS
indicators:
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Please identify areas of support EAA can provide in these area(s):

Manager Comments Following Verbal Evaluation

Essential #6 – Student Work and Data
Examine student work to drive instruction and professional development

(Required)
Key Essential Take Away: School staff use the PLC process to analyze and use data (CAASPP, PFT, ELPAC, and
I-Ready results, student work, formative assessments, informal assessments) to:

○ monitor each student’s progress toward proficiency and to appropriately place students;
○ plan instruction;
○ intervene immediately to accelerate learning for all underperforming students (including

gifted);
○ problem-solve to make decisions about interventions and student placement;
○ check alignment among standards, curriculum, instruction, and assessments;
○ plan and evaluate professional learning;
○ hold themselves accountable for students’ achieving proficiency and for closing the achievemen

gap;
○ inform students and parents of academic progress.
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High Reliability Indicators:
High Reliability Schools (HRS) 3.5: Data are analyzed, interpreted, and used to regularly monitor progress
toward school achievement goals.
High Reliability Schools (HRS) 4.2: Data are analyzed, interpreted, and used to regularly monitor progress
toward student achievement goals.

Employee Response:
Please identify your efforts and accomplishments in regard to the key essential take away and the HRS
indicators:

Please identify areas of support EAA can provide in these area(s):

Manager Comments Following Verbal Evaluation:
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GOALS
(Required)

Please review your goal(s) for the current 21.22 school year, based on your previous evaluation (copy
provided), and provide an update below regarding your progress pertaining to these specific goals.

Previous Goal(s):

Progress pertaining to goal(s):

Now, please list goals for the upcoming 22.23 school year as determined by you, the employee.

Specific Goal #1 –

Why is this goal relevant?

Can you reasonably accomplish this goal?

How is it measurable?

Target Date to meet this goal?
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Specific Goal #2 –

Why is this goal relevant?

Can you reasonably accomplish this goal?

How is it measurable?

Target Date to meet this goal?
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Employee Name:
Job Title:
Department:
Manager Name:
Review Date:
Review Period:
Length of Service:
Time in Role:
Location:

Welcome to your Performance Review.  Please take your time to answer
all questions completely and honestly.
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#1 – Goal Development and Achievement (Required)
Achieves Elite Academic Academy’s departmental objectives and goals through performing work thoroughly,
effectively, and accurately.

1 – Briefly describe an achieved goal in your area of responsibility

� Employee Response:

� Manager Comments Following Verbal Evaluation:

2 – Briefly describe any goals or objectives established for the period between this and the next review
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� Employee Response:

� Manager Comments Following Verbal Evaluation:

#2 – Personal Leadership Competencies                                    (Required)
Is able to prioritize tasks, takes leadership of a project or task as requested, accepts procedures, fosters a
positive work environment, is accessible and responsive to others.

� Employee Response:
Please identify your efforts regarding the above:
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� Manager Comments Following Verbal Evaluation:

#3 – Essential: Aligning Resources                                                               (Required)
Collaborates with others, operates within a group on focused and specific goals, customer service oriented,
utilizes technology to increase accuracy and effectively completes tasks, open to learning new methods to
better align self with Elite Academic Academy’s departmental and overall mission and goals.

High Reliability Indicators:
High Reliability Schools (HRS) 1.5: Staff have formal ways to provide input regarding the optimal
functioning of the school.
High Reliability Schools (HRS) 1.8: The fiscal, operational, and technological resources of the school are
managed in a way that directly supports teachers and educational staff.

� Employee Response:

Please identify your efforts regarding the above:
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� Manager Comments Following Verbal Evaluation:

#4- Essential-Responsive Communication                                                   (Required)
Provides clear and unambiguous oral and written communication; employs active listening techniques and
provides feedback, communicates effectively with all employees in the organization, effectively presents
written ideas and information to others.

� Employee Response:
Please identify your efforts regarding the above:

� Manager Comments Following Verbal Evaluation:
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#5- Essential- Shared Leadership                                                                   (Required)
Is honest and reliable in carrying out instructions; observes personnel policies; complies with established
working hours; is a self starter; shows originality; makes decisions and initiates action when required.

� Employee Response:
Please identify your efforts regarding the above:

� Manager Response:

#6 – Essential-Work and Data                                                                        (Required)
Is able to make decisions based on data, feedback and sound reasoning, ensuring that decisions will be
based on Elite Academic Academy’s overall mission and goals.

� Employee Response:
Please identify your efforts regarding the above:
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� Manager Comments Following Verbal Evaluation:
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Date of Offer:  April 27, 2022
Assignment Offered:  Temporary Teacher of Record
Candidate Name:  
Candidate Address:  

It is our pleasure to offer you a position with Elite Academic Academy - Mountain Empire, as a Temporary 
Teacher of Record.  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 22, 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 22, 2022
Term:  Temporary/At- Will
Position Title:  Temporary Teacher of Record
FLSA/CA Classification:  Exempt
Stipends:  $6000 teaching stipend/$450 mileage stipend
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 full-time from June 22, 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 22, 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 n with Elite Academic Academy  

 

Signature: _______ ___Date:________  

 

Chief Executive Offi ____Date ________ 

 



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Mountain Empire

and

Name: 

in the position of

Title: Special Education - Education Specialist

April 27, 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 July 1, 2022 and 
including 2 Professional Development days (August 18 and 19, 2022).  We are delighted you chose 
to join the Certificated Teaching Department 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 
$102,102 (or $8508.50 per month), less applicable withholdings, for 221 days of work (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), along with a $125.00 monthly stipend in honor of 
your Master’s Degree.  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: 
 
Employee: 
 
 
Signature:  _____ ____ 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:

  ____________________________      _______________
            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:      EMPLO
 
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, 
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Employee shall provide the School with prompt written notice of any such request 
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, 
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events, behavior, or other conduct that Employee observes or hears from the 
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 
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choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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: _______________  _

N
 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 







AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Mountain Empire 

and

Name: 

in the position of

Title: Curriculum Coordinator 

April 28, 2022

 

We are pleased to offer you the position of part-time (hourly non-exempt) Curriculum Coordinator, 
with Elite Academic Academy Mountain Empire (the “School”), commencing May 1, 2022.  This 
position will then change to full-time (salary exempt) Curriculum Coordinator (with an MTSS 
stipend), also with Elite Academic Academy - Mountain Empire, commencing July 1, 2022.  We are 
delighted you chose to join the Elite Academic Academy 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”) which is 
incorporated herein, and you will report to the Chief Academic Innovations Officer, or 
designee.   The duties set forth in Exhibit A may be amended from time to time at the sole 
discretion of the School. 

2. At-Will Employment.  Your employment at Elite Academic Academy 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 Chief Executive Officer of the School.  

3. Work Hours.  Between May 1, 2022, and June 30, 2022, your days of work, and hours of 
employment, will be Monday through Friday at hours determined by the School and your 
direct supervisor, provided that ordinary working hours shall not exceed 20 hours per week, 
unless agreed upon by the School in advance.   We anticipate that there will be occasions when 
we will ask you to work over 20 hours per week, and/or occasions when you may be asked 
to work overtime.   All overtime hours must be approved in advance by your supervisor 

Beginning July 1, 2022, you will be 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. Best Efforts. You agree that you will at all times faithfully, industriously, and to the best of 
your ability perform all of the duties that may be required of you by the School which shall 
include:  

a. Fulfilling the job duties and functions enumerated in the job description, attached 
hereto as Exhibit A;  

b. Such other duties as assigned by the Board of the School or your supervisor from 
time-to-time as necessary in the School’s discretion and judgment to effectuate the 
purposes of this Agreement including assignments that are in addition to those 
expressly described in this Agreement or its Exhibit A; 

c. Attending any scheduled School events or training or planning sessions before or 
during the school year if requested by your direct supervisor; and 

d. Following and abiding by the School’s policies and procedures as adopted and 
amended from time-to-time, including those policies and procedures set forth in the 
School’s current Employee Handbook, which may be amended from time to time at 
the sole discretion of the School. 

5. Non-Competition During Employment.  You agree that while you are working for the School, 
you will not render services in person or by electronic means, paid or otherwise, to any other 
entity, unless prior written approval is given by the CEO. 

6. 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.  Between May 1, 2022 and June 30, 2022, you will be paid 
a minimum rate of $54.82 an hour for all regular hours worked, less applicable withholdings, 
for 232 days of work (see attached 21/22 calendar).   You will be paid twice a month on, or 
around, the 10th and 26th of each month. 

Beginning July 1, 2022, you will be paid a minimum annual salary of $100,000, less applicable 



withholdings, for 228 days of work (see 22/23 calendar attached), 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 an annual MTSS stipend of $25,000 
($2,083.33 per month), along with a stipend of $250.00 a month for travel and mileage (in 
lieu of mileage reimbursement) and  a $125.00 monthly stipend in honor of your Master’s 
Degree.  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. 

7. Timekeeping.  Between May 1, 2022 and June 30, 2022, while employed in a part-time non-
exempt position, you will be 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. 
 

8. Benefits.  As a part-time employee you will not generally be eligible for benefits, except for 
voluntary benefits, and those required by law such as paid sick time and California State 
Teachers Retirement System, as described in the School’s Employee Handbook.  Upon your 
transition to full-time status on July 1, 2022, 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 full-time employment 
(therefore beginning August 1, 2022), 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.   

9. Arbitration.  It is a condition of your employment that you review the School’s 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.  

10.  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. 

11. Equal Employment Opportunity.  The School is an equal opportunity employer. School policy 
prohibits discrimination, retaliation, or harassment based on practices, national origin, 
including language use and possession of a driver’s license issued 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.  

12. 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.  

13. 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 

14. 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 days.  

Once again, we are looking forward to you joining the Elite Academic Team, and personally growing 
with the School.  

Sincerely, 

 

Meghan Freeman, CEO  

CEO/Designee Signature:       Date:  

 

AGREED TO AND ACCEPTED BY: 

Employ Date: 

Address

Telepho
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Curriculum Coordinator
Job Description

Position Title:         Curriculum Coordinator
Reports To:       Chief Academic Innovations Officer (or designee)
FLSA Status: Exempt
School Classification: Certificated Administration
Pay Range: Based on experience and student enrollment
Work Schedule: 12 months
Location: Onsite/Remote Office  

Position Summary:  To serve under the Governing Board, and the Chief Academic Innovations Officer, as 
Curriculum Coordinator. Provides direct curriculum and instructional support services to teachers including 
effective strategies and intervention. Responsible for providing instructional leadership across subject 
areas. Position objectives include studying, evaluating, and implementing research based
curriculum that meets the needs of independent study students; improving the academic program by
assisting with program evaluation; and assisting in the coordination of relevant staff development.

Qualifications:

● BA or BS required, advanced degree preferred.
● Professional Clear CA Credential (Multiple or Single Subject), Administrative credential 

preferred.
● 5 or more years of teaching experience with progressively increasing levels of responsibility in 

leadership/mentoring – work experience in a non-education context will also be considered.
● Minimum of seven years teaching/administrative strongly preferred.
● Strong administrative/organizational/time-management skills required with a demonstrated 

capacity to multitask/prioritize, and work independently with limited direction.
● 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. 
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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 License. 
 
 

ESSENTIAL DUTIES and RESPONSIBILITIES 
 

● Collaborate with the Chief Academic Innovations Officer, Chief Student Development Officer, and 
Academy Directors to develop and provide a guaranteed and viable curriculum to every Elite 
student. 

○ In collaboration with the Chief Academic Innovation Officer and Chief Student 
Development Officer, create and support a clear vision and a common language and 
model of instructional practice.  

○ Work with teachers and academy directors to establish a common understanding of 
what students should know and be able to do, regardless of the curriculum program 
used, and that these understandings align with state standards. 

○ Develop a plan with Academy Directors to monitor and evaluate effectiveness of 
curriculum (both in-house and purchase) and make recommendations to Directors when 
non-effective curriculum is identified. 

○ Develops and implements follow-up plans for curriculum revisions and new curriculum 
material adoptions. 

○ Write curriculum, as needed, to meet student needs.  
○ Partner with the Director of Assessment and Data and the Director of MTSS to analyze 

student performance data and find resources that best meet the academic needs of 
students. 

○ Create monthly parent tips/strategies about curriculum and instructional support for 
newsletters, webinars and videos. 
 

● Provide professional development to Content Teachers, Teachers of Record, and Instructional 
Aides that help them grow their pedagogical skills and instructional strategies. 

○ Establishes goals and objectives for staff professional development programs that 
support a high level of instructional practice in classrooms. 

○ Create differentiated professional development based on specific aspects of identified 
instructional practices.  

○ Support and encourage teachers to take risks and set growth goals that will grow with 
their practice, and then coach them so that they can reach these goals. 

○ Develop methods for teachers to track their individual progress to ensure the programs, 
practices, and professional development are having their desired effects.  

○ Co-teach lessons to model best practices. 
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General Expectations: 
● Encourage and support all Elite Academic Staff. 
● Report to Chief Academic Innovations Officer or designee. 
● Attend various meetings 
● Meet established deadlines. 
● Follow all protocols and policies. 
● Follow legal mandates relative to mandated reporting. 
● Participate in marketing events and/or additional activities held by the school such as graduation 

ceremonies. 
 
Other Duties: 

● 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 
● Meetings conducted in public and private settings 
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● Indoor and outdoor in varying temperature
● Employee must have available transportation and be able to drive up to 100 miles in a day

ent:

_______   ____________________________      ___________
                 Printed Name                                   Date
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MTSS Stipend - Job Description

Position Title: MTSS Stipend
Department: Certificated Teaching 
Reports To: Program Director (or Designee) 
FLSA Classification: Exempt
Stipend: $25,000 annually depending on experience
Classification: Certificated
School Calendar Days: 186-225 Day Calendar

Job Description:  This is not a stand-alone job description, but a rider to our teaching and/or various 
exceptional education job descriptions. This payscale supersedes the teaching, or other certificated, 
position. This position will provide direct intervention and progress monitoring for students who need 
academic and/or engagement support. Activities may include coordinating intervention programs for 
identified students, identifying curriculum and instructional support for Content Teachers and Teachers 
of Record, 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. 

General Duties:

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

● Provide MTSS support to, or as, the Teacher of Record for identified students.
● Provide students with direct intervention support services through weekly synchronous lessons.
● 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.
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● Participate in Student Support Team meetings 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 content teachers.

● Coordinate and facilitate the implementation of academic and social-emotional interventions 
for students in need of support towards meeting course standards.

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.

● Master’s degree or higher.
● 5 or more years in the field of Education with independent study experience.

Employee Acknowledgement:

________      _______________
                                  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:      EMPLOYE
 
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, 
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Employee shall provide the School with prompt written notice of any such request 
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, 
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events, behavior, or other conduct that Employee observes or hears from the 
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 
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choice (at his/her own expense) before signing it, and understands the contents of this Agreement.  
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 











NOTICE TO EMPLOYEE AS TO CHANGE IN RELATIONSHIP
(Issued pursuant to provisions of Section 1089 of the 

California Unemployment Insurance Code)

Date: April 4, 2022 

Re: 

Per your temporary contract, on April 30, 2022 your employment position with Elite Academic 
Academy - Mountain Empire as a Temporary Community Relations Clerk will end; and, effective 
as of May 1, 2022 your position will be changed to a full-time non-exempt Community Relations 
Clerk, with Elite Academic Academy - Mountain Empire.

Please see the attached contract, job description, and accompanying documents for your review 
and consideration.  

Please contact Tracy Hasper, in Human Resources, if you have any questions or concerns. 

________________________
Meghan Freeman
CEO



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - MOUNTAIN EMPIRE

Name: 

in the position of

Title: COMMUNITY RELATIONS CLERK

April 4, 2022

We are pleased to offer you the position of Full -Time (NON-Exempt) Community Relations Clerk  
with Elite Academic Academy –Mountain Empire (the “School”) commencing May 1, 2022. We are 
delighted you chose to join the Elite Academic Academy team and are confident you will enjoy it here.  
The terms of your employment offer are set forth in this At-Will Employment Agreement (the 
“Agreement”), and are 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 (which you 
previously completed).  They are as follows:

1. Your job duties are detailed in the attached job description (“Exhibit A”) and you will report 
to the Director of Community Relations, or designee.  A copy of your job description, attached 
hereto as Exhibit A, is incorporated by reference herein.  The duties set forth in that job 
description may be amended from time to time at the sole discretion of the School. 

2. You agree that you will at all times faithfully, industriously, and to the best of your ability 
perform all of the duties that may be required of you which shall include: 

a. Fulfilling the functions enumerated in the job description, attached hereto as Exhibit 
A; 

b. Such other duties as assigned by the Board of the School or your supervisor from 
time-to-time as necessary in the School’s discretion and judgment to effectuate the 
purposes of this Agreement.  You understand that the School may at times make 
assignments that are in addition to those expressly described in this Agreement. 



c. Attending any scheduled School events or training or planning sessions before or 
during the school year if requested by your direct supervisor; and 

d. Following and abiding by the School’s policies and procedures as adopted and 
amended from time-to-time, including those policies and procedures set forth in the 
School’s current Employee Handbook, which may be amended from time to time at 
the sole discretion of the School. 

3. You agree that while you are working for the School you will not render services in person or 
by electronic means, paid or otherwise, to any other entity, unless prior written approval is 
given by the CEO. 

4. 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 rate of  $20.00 an hour for all 
regular hours worked, less applicable withholdings, for 239 days of work (see attached 
calendar), 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.  We anticipate that there 
will be occasions when we will ask you to work overtime. All overtime hours must be 
approved in advance by your supervisor. For any overtime hours worked, you will be paid at 
the appropriate overtime rate in accordance with all applicable laws.  You will be paid twice 
a month on, or around, the 10thh and 26th of each month.  Human Resources will confirm 
your exact pay dates.  

5. You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of vacation and sick pay (as outlined in the School’s Employee 
Handbook) 

6. The charter offers Health and Welfare benefits, 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.  You will be eligible for the Health and Welfare benefits, 
after one month of employment. 

7. You shall be provided with a duty-free, uninterrupted unpaid meal period of at least thirty 
minutes for a work period of over 5 hours in a day and one rest break of 10 minutes for every 
4 hours worked or major fraction thereof.   Your supervisor will schedule the times for your 
meal and rest periods.  

  
8. 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. 
 

9. Your employment at Elite Academic Academy 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 Chief Executive Officer of the School.  
 

10. It is a condition of your employment that you sign the School’s Arbitration Agreement 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.  

11.  It is also a condition of your employment that, upon starting employment, you sign our 
Confidentiality Agreement, which contains additional requirements for the protection of the 
school’s trade secret, confidential and proprietary information as well as an assignment to 
Elite Academic Academy of the ideas, concepts and other intellectual property that you create 
while you are employed by the school (please refer to the Employee Handbook for this 
document). 

12. The School is an equal opportunity employer. Company policy prohibits discrimination, 
retaliation, or harassment based on practices, national origin, including language use and 
possession of a driver’s license issued to persons unable to prove their presence in the United 
States is authorized under federal law, 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.  

13. 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.  

14. This Agreement, 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.  

15. 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 days.  

 

 

 



Once again, we are looking forward to you joining the Elite Academic Team, contributing to the 
Community Relations Department, and personally growing with the School.  

Sincerely, 

 

Meghan Freeman, CEO  

CEO/Designee Signature:       Date:  

 

AGREED TO AND ACCEPTED BY: 
 

 

Employee S

Address:  

Telephone: 
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Community Relations Clerk 
Job Description

  

Job Title: Community Relations Clerk 
Department: Community Relations 
Reports To: Director of Community Relations (or designee) 
FLSA Classification: Non-Exempt 
Classification: Classified 
Pay Range:
Location: 

$18-$25 per hour
Onsite Office (Temecula)

Position Summary:  The Community Relations Clerk position assists the team in overseeing the clerical 
and technical duties related to community partner approvals, maintaining supplies, curriculum and 
equipment.  This position keeps track of all products and supplies, ensuring that stock is organized, and 
assisting in the unloading and processing of deliveries, packing and shipping inventory and ensures that 
company inventory remains balanced, restocks supplies, assists in maintaining inventory records, and 
provides customer assistance.
  
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 three years clerical accounting 
experience.  

● 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. 
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ESSENTIAL DUTIES AND RESPONSIBILITIES  
  

Community Partners Responsibilities:  
● Prepare and send out community partner applications to prospective partners.  
● Update community partner packet yearly and send a letter that includes any update to all current 

partners.  
● Receives community partner requests and completes the process for approvals; communicates with 

community partners; tracks process on spreadsheet; and input in database.  

● Create an Online Purchasing System (OPS) accounts for all approved and cleared partners, ensuring 
each community partner descriptions are accurate and complete.  

● Answers community partners’ questions and calls regarding payment positively and supportively.  
● Assists community partners with electronic invoicing procedures.  
● Responds proactively to community partner inquiries and follow up on unpaid invoices in a timely 

manner.  
● Assist as needed, with a variety of technical duties related to the purchasing of services, supplies 

and equipment; assure purchasing activities comply with established guidelines and regulations.  
● Assist as needed, with Inputting purchase order information into an assigned computer system 

including delivery address, discounts, account coding, purchase amounts, product quantity and 
other required data; generate purchase orders and submit for approval as necessary; and maintain 
automated records as appropriate.  

● Assist with preparing and maintaining a variety of records and reports related to purchase orders, 
expenditures and assigned activities; and maintain and update vendor catalogues and files.  

● Assist as needed, with initiating and receiving phone calls concerning various purchasing functions; 
and respond to inquiries and provide information concerning purchase orders, on-line requisitions 
and the procurement of equipment, supplies and materials.  

● Operate a variety of office equipment including a calculator, copier, fax machine, typewriter, 
computer and assigned software.  

● Assist with preparing a variety of correspondence related to the business services function including 
memoranda, bulletins and cancellation notices.  

● Attend a variety of assigned meetings.  
  
 Shipping and Inventory Responsibilities:   

● Monitors and maintains current inventory levels; processes purchase orders as required; track 
orders and investigates problems. 

● Records purchases, maintains database, performs physical count of inventory, and reconciles actual 
stock count to computer-generated reports. 

● Receives and unpack items delivered; re-stocks items as necessary; labels shelves. 
● Processes and/or approves invoices for payment. 
● Moves and restructures organization of inventory room to make space for new inventory. 
● Packs up items for shipping and creates shipping labels. 
● Perform routine clerical duties, including data entry, answering telephones, and assisting customers. 
● Tracking and updating the database with incoming and outgoing products. 
● Loading and unloading deliveries. 
● Maintain safety while using equipment and tools. 
● Notify the Director (or designee) of replenishment of inventory. 
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● Perform miscellaneous job-related duties as assigned. 
  
 Other Duties: 

● Assist with documenting and reporting to PACS 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 PACS Uniform Complaint Policy, the PACS 
Uniform Technology Policy, and the provisions of California Penal Code Section 11166 (Child 
Abuse and Neglect Reporting Act).   

● Attend off-site enrollment events to represent programs and support families with the enrollment 
process, times may vary. 

● 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:   

● Purchasing practices and procedures.  
● Basic accounting practices, procedures and terminology.  
● Operation of a centralized telephone switchboard.  
● Telephone techniques and etiquette.   
● Modern office practices, procedures and equipment.  
● Oral and written communication skills.  
● Interpersonal skills using tact, patience and courtesy.  
● Correct English usage, grammar, spelling, punctuation and vocabulary.  
● Operation of a computer and assigned software.  
● Record-keeping and report preparation techniques.  
● Mathematical computations.  

  
Ability to:   

● Type at 35 words per minute from a clear copy.  
● Perform a variety of technical duties related to the purchasing of services, supplies and equipment.  
● Prepare, review, verify and process purchasing forms and documents.  
● Learn and apply established rules, regulations, policies and procedures related to the purchasing 

function. 
● Maintain routine records, vendor lists, and catalogs.  
● Communicate effectively both orally and in writing.  
● Establish and maintain cooperative and effective working relationships with others.  
● Meet schedules and timelines.  
● Understand and follow oral and written instructions.  
● Operate a computer and assigned software.  
● Maintain records and prepare reports.  
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● Add, subtract, multiply and divide quickly and accurately. 
● Complete work with many interruptions. 

EDUCATION AND EXPERIENCE:  
● Any combination equivalent to: graduation from high school; and three years clerical accounting 

experience. 
● Bilingual skills preferred.  

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. 

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. 
● 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: 

__________     __ ________________   ________________ 
                  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.  This Agreement may be executed in one or more counterparts, each of which 
shall be deemed an original, but all tute one and the same instrument.    
 
 
 
Date: _______________   

 
 
 

 
 
Date: _______________  By:________________________ 

Its:  Chief Executive Officer 







NOTICE TO EMPLOYEE AS TO CHANGE IN RELATIONSHIP
(Issued pursuant to provisions of Section 1089 of the 

California Unemployment Insurance Code)

Date: April 4, 2022 

Re:  

Per your temporary contract, on April 30, 2022 your employment position with Elite Academic 
Academy - Mountain Empire as a Temporary Community Relations Clerk will end; and, effective 
as of May 1, 2022 your position will be changed to a full-time non-exempt Community Relations 
Clerk, with Elite Academic Academy - Mountain Empire.  

Please see the attached contract, job description, and accompanying documents for your review 
and consideration.  

Please contact Tracy Hasper, in Human Resources, if you have any questions or concerns. 

________________________
Meghan Freeman
CEO

_____

Community Relations Clerk



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - MOUNTAIN EMPIRE

Name: 

in the position of

Title: COMMUNITY RELATIONS CLERK

April 4, 2022

We are pleased to offer you the position of Full -Time (NON-Exempt) Community Relations Clerk  
with Elite Academic Academy –Mountain Empire (the “School”) commencing May 1, 2022. We are 
delighted you chose to join the Elite Academic Academy team and are confident you will enjoy it here.  
The terms of your employment offer are set forth in this At-Will Employment Agreement (the 
“Agreement”), and are 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 (which you 
previously completed).  They are as follows:

1. Your job duties are detailed in the attached job description (“Exhibit A”) and you will report 
to the Director of Community Relations, or designee.  A copy of your job description, attached 
hereto as Exhibit A, is incorporated by reference herein.  The duties set forth in that job 
description may be amended from time to time at the sole discretion of the School. 

2. You agree that you will at all times faithfully, industriously, and to the best of your ability 
perform all of the duties that may be required of you which shall include: 

a. Fulfilling the functions enumerated in the job description, attached hereto as Exhibit 
A; 

b. Such other duties as assigned by the Board of the School or your supervisor from 
time-to-time as necessary in the School’s discretion and judgment to effectuate the 
purposes of this Agreement.  You understand that the School may at times make 
assignments that are in addition to those expressly described in this Agreement. 



c. Attending any scheduled School events or training or planning sessions before or 
during the school year if requested by your direct supervisor; and 

d. Following and abiding by the School’s policies and procedures as adopted and 
amended from time-to-time, including those policies and procedures set forth in the 
School’s current Employee Handbook, which may be amended from time to time at 
the sole discretion of the School. 

3. You agree that while you are working for the School you will not render services in person or 
by electronic means, paid or otherwise, to any other entity, unless prior written approval is 
given by the CEO. 

4. 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 rate of  $20.00 an hour for all 
regular hours worked, less applicable withholdings, for 239 days of work (see attached 
calendar), 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.  We anticipate that there 
will be occasions when we will ask you to work overtime. All overtime hours must be 
approved in advance by your supervisor. For any overtime hours worked, you will be paid at 
the appropriate overtime rate in accordance with all applicable laws.  You will be paid twice 
a month on, or around, the 10thh and 26th of each month.  Human Resources will confirm 
your exact pay dates.  

5. You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of vacation and sick pay (as outlined in the School’s Employee 
Handbook) 

6. The charter offers Health and Welfare benefits, 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.  You will be eligible for the Health and Welfare benefits, 
after one month of employment. 

7. You shall be provided with a duty-free, uninterrupted unpaid meal period of at least thirty 
minutes for a work period of over 5 hours in a day and one rest break of 10 minutes for every 
4 hours worked or major fraction thereof.   Your supervisor will schedule the times for your 
meal and rest periods.  

  
8. 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. 
 

9. Your employment at Elite Academic Academy 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 Chief Executive Officer of the School.  
 

10. It is a condition of your employment that you sign the School’s Arbitration Agreement 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.  

11.  It is also a condition of your employment that, upon starting employment, you sign our 
Confidentiality Agreement, which contains additional requirements for the protection of the 
school’s trade secret, confidential and proprietary information as well as an assignment to 
Elite Academic Academy of the ideas, concepts and other intellectual property that you create 
while you are employed by the school (please refer to the Employee Handbook for this 
document). 

12. The School is an equal opportunity employer. Company policy prohibits discrimination, 
retaliation, or harassment based on practices, national origin, including language use and 
possession of a driver’s license issued to persons unable to prove their presence in the United 
States is authorized under federal law, 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.  

13. 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.  

14. This Agreement, 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.  

15. 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 days.  

 

 

 



Once again, we are looking forward to you joining the Elite Academic Team, contributing to the 
Community Relations Department, and personally growing with the School.  

Sincerely, 

 

Meghan Freeman, CEO  

CEO/Designee Signature:       Date:  

 

AGREED TO AND ACCEPTED BY: 

 

 
 



Community Relations Clerk Job Description
Board Approved 08/05/2021

1 of 4

Community Relations Clerk 
Job Description

  

Job Title: Community Relations Clerk 
Department: Community Relations 
Reports To: Director of Community Relations (or designee) 
FLSA Classification: Non-Exempt 
Classification: Classified 
Pay Range:
Location: 

$18-$25 per hour
Onsite Office (Temecula)

Position Summary:  The Community Relations Clerk position assists the team in overseeing the clerical 
and technical duties related to community partner approvals, maintaining supplies, curriculum and 
equipment.  This position keeps track of all products and supplies, ensuring that stock is organized, and 
assisting in the unloading and processing of deliveries, packing and shipping inventory and ensures that 
company inventory remains balanced, restocks supplies, assists in maintaining inventory records, and 
provides customer assistance.
  
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 three years clerical accounting 
experience.  

● 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. 
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ESSENTIAL DUTIES AND RESPONSIBILITIES  
  

Community Partners Responsibilities:  
● Prepare and send out community partner applications to prospective partners.  
● Update community partner packet yearly and send a letter that includes any update to all current 

partners.  
● Receives community partner requests and completes the process for approvals; communicates with 

community partners; tracks process on spreadsheet; and input in database.  

● Create an Online Purchasing System (OPS) accounts for all approved and cleared partners, ensuring 
each community partner descriptions are accurate and complete.  

● Answers community partners’ questions and calls regarding payment positively and supportively.  
● Assists community partners with electronic invoicing procedures.  
● Responds proactively to community partner inquiries and follow up on unpaid invoices in a timely 

manner.  
● Assist as needed, with a variety of technical duties related to the purchasing of services, supplies 

and equipment; assure purchasing activities comply with established guidelines and regulations.  
● Assist as needed, with Inputting purchase order information into an assigned computer system 

including delivery address, discounts, account coding, purchase amounts, product quantity and 
other required data; generate purchase orders and submit for approval as necessary; and maintain 
automated records as appropriate.  

● Assist with preparing and maintaining a variety of records and reports related to purchase orders, 
expenditures and assigned activities; and maintain and update vendor catalogues and files.  

● Assist as needed, with initiating and receiving phone calls concerning various purchasing functions; 
and respond to inquiries and provide information concerning purchase orders, on-line requisitions 
and the procurement of equipment, supplies and materials.  

● Operate a variety of office equipment including a calculator, copier, fax machine, typewriter, 
computer and assigned software.  

● Assist with preparing a variety of correspondence related to the business services function including 
memoranda, bulletins and cancellation notices.  

● Attend a variety of assigned meetings.  
  
 Shipping and Inventory Responsibilities:   

● Monitors and maintains current inventory levels; processes purchase orders as required; track 
orders and investigates problems. 

● Records purchases, maintains database, performs physical count of inventory, and reconciles actual 
stock count to computer-generated reports. 

● Receives and unpack items delivered; re-stocks items as necessary; labels shelves. 
● Processes and/or approves invoices for payment. 
● Moves and restructures organization of inventory room to make space for new inventory. 
● Packs up items for shipping and creates shipping labels. 
● Perform routine clerical duties, including data entry, answering telephones, and assisting customers. 
● Tracking and updating the database with incoming and outgoing products. 
● Loading and unloading deliveries. 
● Maintain safety while using equipment and tools. 
● Notify the Director (or designee) of replenishment of inventory. 
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● Perform miscellaneous job-related duties as assigned. 
  
 Other Duties: 

● Assist with documenting and reporting to PACS 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 PACS Uniform Complaint Policy, the PACS 
Uniform Technology Policy, and the provisions of California Penal Code Section 11166 (Child 
Abuse and Neglect Reporting Act).   

● Attend off-site enrollment events to represent programs and support families with the enrollment 
process, times may vary. 

● 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:   

● Purchasing practices and procedures.  
● Basic accounting practices, procedures and terminology.  
● Operation of a centralized telephone switchboard.  
● Telephone techniques and etiquette.   
● Modern office practices, procedures and equipment.  
● Oral and written communication skills.  
● Interpersonal skills using tact, patience and courtesy.  
● Correct English usage, grammar, spelling, punctuation and vocabulary.  
● Operation of a computer and assigned software.  
● Record-keeping and report preparation techniques.  
● Mathematical computations.  

  
Ability to:   

● Type at 35 words per minute from a clear copy.  
● Perform a variety of technical duties related to the purchasing of services, supplies and equipment.  
● Prepare, review, verify and process purchasing forms and documents.  
● Learn and apply established rules, regulations, policies and procedures related to the purchasing 

function. 
● Maintain routine records, vendor lists, and catalogs.  
● Communicate effectively both orally and in writing.  
● Establish and maintain cooperative and effective working relationships with others.  
● Meet schedules and timelines.  
● Understand and follow oral and written instructions.  
● Operate a computer and assigned software.  
● Maintain records and prepare reports.  
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● Add, subtract, multiply and divide quickly and accurately. 
● Complete work with many interruptions. 

EDUCATION AND EXPERIENCE:  
● Any combination equivalent to: graduation from high school; and three years clerical accounting 

experience. 
● Bilingual skills preferred.  

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. 

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. 
● 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: 

_____     ____________________________   ________________ 
                  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:      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



3

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







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



SALES QUOTE

CONFIDENTIAL AND PROPRIETARY INFORMATION

1. Agreement to Purchase.  Whoop, Inc. (“Whoop”) agrees to sell and purchaser (“Purchaser”) agrees to purchase the Whoop products
(“Products”) listed in the sales quote (“Quote”) to which these Whoop Standard Terms and Conditions (“Terms”) are attached, at the prices
specified in the Quote. All Products purchased hereunder from Whoop are subject to these Terms. All sales are final; provided that Purchaser

Signature:  \s1\

Purchaser: \n1\

Title:          \t1\

Date:

        \d1\
\accountID1\

This Sales Quote is expressly conditioned on Purchaser’s acceptance of the Whoop Standard Terms and Conditions, attached hereto.
Purchaser’s signature below shall constitute such acceptance.

* Estimated tax based on current shipping location and subject to
change.
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may cancel its order at any time prior to the shipment of the Products.

2. Terms of Sale.  Purchaser understands and agrees that the Products are intended solely for use by Purchaser or individual recipients to
whom Purchaser gives the Products (“Recipient”), and either Purchaser or Recipient shall be the end user of the Products.  Purchaser shall not
resell, barter, exchange, or otherwise transfer the Products to any other entity or individual at any charge. Purchaser acknowledges that
Whoop has made a substantial investment in developing its products, brand equity and authorized distributor base. Purchaser understands
that any unauthorized resale or attempts to resell the Products will cause irreparable harm to Whoop and its authorized distributor network.
Any software incorporated into or provided for use in or with a Product (whether initially, as part of maintenance or support or otherwise) is not
sold, but rather is licensed solely for Purchaser or Recipient’s personal, non-commercial use in or with that Product strictly in accordance with
any terms of use, documentation and any other use restrictions provided by Whoop to Purchaser in connection with the use of the Product.

3. Replacement Products.  For a period of one (1) year from the date Whoop ships the Products to Purchaser, Whoop may replace any
damaged Products at no cost to Purchaser with replacement Products (“Replacement Products”) but solely (i) to the extent specified in the
Quote and (ii) at Whoop’s discretion. In order to request Replacement Products, Purchaser must submit such request to Whoop at (617)
670-1074 or support@whoop.com. Purchaser shall return any damaged Product for which it receives a Replacement Product to Whoop to the
following address: Whoop, Inc., 1325 Boylston Street, Suite 401, Boston, MA 02215. Purchaser agrees to pay any shipping and handling
charges associated with all such returns.

4. Payment Terms.  All invoices shall be issued by Whoop upon shipment of the Products to Purchaser at the address specified by
Purchaser in the Quote or such other address provided by Purchaser to Whoop in writing. Except as explicitly set forth in the quotation, all
invoices shall by due and payable by Purchaser in US dollars within thirty (30) days from the invoice date. Late payments shall bear interest at
the rate of one and one-half percent (1.5%) per month or, if lower, the maximum rate allowed by law.

5. Sales Tax.  Purchaser shall be responsible for all taxes (except Whoop’s U.S. income taxes), duties and other governmental assessments.

6. Product Warranty.  Whoop warrants that the Products shall be free from material defects for a period of one (1) year from the date Whoop
ships the Products to Purchaser. Such warranty does not apply to Product units that have been damaged, mishandled, mistreated;  used or
maintained or stored other than in conformity with the applicable technical specifications and Whoop’s instructions; or modified, altered or
repaired in any manner by any party other than Whoop. Further, such warranty does not apply to any services or software incorporated into or
provided for use in or with a Product. TO THE MAXIMUM EXTENT PERMITTED BY LAW, PURCHASER'S SOLE AND EXCLUSIVE REMEDY
FOR ANY BREACH OF THE FOREGOING WARRANTY SHALL BE THE REPLACEMENT OF OR (AT WHOOP’S OPTION) A REFUND FOR
RETURNED NON-CONFORMING UNITS OF PRODUCT FOR WHICH FULL DOCUMENTATION AND PROOF OF NON-CONFORMITY IS
PROVIDED TO WHOOP WITHIN ONE YEAR AFTER THE ORIGINAL NON-CONFORMING PRODUCTS ARE SHIPPED BY WHOOP TO
PURCHASER. EXCEPT FOR THE FOREGOING WARRANTIES, WHOOP DOES NOT MAKE (AND HAS NOT AUTHORIZED ANYONE TO
MAKE) ANY EXPRESS OR IMPLIED WARRANTY, INCLUDING, WITHOUT LIMITATION, ANY WARRANTY OF MERCHANTABILITY OR
FITNESS FOR A PARTICULAR PURPOSE OR NON-INFRINGEMENT. WHOOP DOES NOT WARRANT THAT THE OPERATION OF THE
PRODUCT WILL BE UNINTERRUPTED OR ERROR-FREE.

7. Limitation of Liability.  TO THE MAXIMUM EXTENT PERMITTED BY LAW, WHOOP WILL NOT BE LIABLE WITH RESPECT TO ANY
SUBJECT MATTER OF THESE TERMS UNDER ANY CONTRACT, NEGLIGENCE, STRICT LIABILITY OR OTHER LEGAL OR EQUITABLE
THEORY, EVEN IF ADVISED OF THE POSSIBILITY THEREOF, FOR (I) ANY AMOUNTS IN EXCESS IN THE AGGREGATE OF THE
AMOUNTS PAID TO WHOOP HEREUNDER DURING THE TWELVE MONTH PERIOD PRIOR TO DATE THE CAUSE OF ACTION AROSE,
(II) ANY INDIRECT, INCIDENTAL OR CONSEQUENTIAL DAMAGES OR (III) COST OF PROCUREMENT OF SUBSTITUTE GOODS,
TECHNOLOGY OR SERVICES, NOTWITHSTANDING ANY FAILURE OF ESSENTIAL PURPOSE OF ANY LIMITED REMEDY. WHOOP
SHALL HAVE NO LIABILITY FOR ANY FAILURE OR DELAY DUE TO MATTERS BEYOND ITS REASONABLE CONTROL.

8. Confidentiality.  All non-public, confidential or proprietary information of Whoop, including, but not limited to, business operations, customer
lists, pricing, discounts or rebates, disclosed by Whoop to Purchaser, whether disclosed orally or disclosed or accessed in written, electronic or
other form or media, and whether or not marked, designated or otherwise identified as “confidential,” in connection with this Agreement is
confidential, solely for the use of performing this Agreement and may not be disclosed or copied unless authorized in advance by Whoop in
writing. Whoop shall be entitled to injunctive relief for any violation of this Section. This Section does not apply to information that is: (a) in the
public domain; (b) known to Purchaser at the time of disclosure; or (c) rightfully obtained by Purchaser on a non-confidential basis from a third
party.

9. Indemnification.  Purchaser shall indemnify, defend and hold Whoop harmless against all third party claims, suits, losses, expenses and
liabilities (including, without limitation, reasonable attorney’s fees) which may arise from Purchaser’s breach of these Terms.

10. Export Control.  Purchaser will not export or re-export, directly or indirectly, the Products, or any technical information related thereto, or
any direct products thereof, to any destination or person prohibited or restricted by the export control laws and regulations of the United States,
without the prior authorization from the appropriate governmental authorities.

11. Survival.  Purchaser’s obligations to Whoop shall survive the termination, cancellation or expiration of these Terms.

12. Title; Risk; Shipping.  Whoop shall not be liable for errors or omissions contained in Purchaser’s shipping information and instructions. All
sales shall be made F.O.B. place of shipment with title to and risk of loss for the Products passing to Purchaser upon shipment.

13. Assignment.  These Terms shall be binding upon and inure to the benefit of the parties and their respective heirs, successors and
assigns. Purchaser shall not assign these Terms without the prior written consent of Whoop. Any attempted assignment shall be null and void.

14. Entire Agreement.  These Terms constitute the entire agreement between the parties and supersedes all prior agreements and
understandings, whether written or oral, express or implied, relating to the subject matter of these Terms. No modification of these Terms shall
be valid unless agreed upon in writing and signed by both parties. Any purchase order or other document issued by Purchaser in connection
with these Terms or Purchaser’s purchase of the Products shall be solely for Purchaser’s internal business purposes, and in no event shall the
terms and conditions of any such document modify or become part of these Terms or become binding on Whoop, even if an acknowledgement
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copy is signed by Whoop or if Whoop delivers Products against such purchase order or document.

15. Severability.  In the event that any provision of these Terms shall be deemed invalid, illegal or otherwise unenforceable, such provision
shall be modified so as to be valid, enforceable and consistent with the parties’ intentions, and the remaining provisions shall continue to be
valid and enforceable.

16. Waiver.  Failure of either party to insist in an instance upon strict performance by the other party of any provision of these Terms, or to
exercise any right or privilege granted hereunder, shall not be construed or deemed to be a permanent or subsequent waiver in whole or in
part of such, or any other, provision, right or privilege.

17. Relationship of the Parties.  These Terms and the transactions contemplated hereunder shall not be construed as creating the
relationship of employee and employer, principal and agent, joint ventures, co-partners, affiliates or any other similar relationship, the existence
of which is expressly denied. Purchaser shall not construe or represent itself as an agent, employee, partner, representative or authorized
reseller of Whoop for any purpose. These Terms do not grant a license or right to Purchaser to use, and Purchaser agrees to refrain from
using, Whoop’s name, logo, trademarks, copyrighted materials or other intellectual property in any manner. Neither party shall have any right
to enter into any contracts or commitments on behalf of the other party. In the event that either party engages subcontractors to perform any of
its obligations hereunder, such party shall in all instances remain responsible for the proper performance of such obligations.

18. Consent. To the extent Purchaser requests that Whoop provide it with Personal Data or other data related to any end user of the
Products provided to Purchaser under this Quote, Purchaser represents, warrants and covenants that it (a) has obtained all necessary and
appropriate consents required by all applicable laws, regulations or rules, including without limitation all federal, state, local, and international
privacy and data security related laws and regulations that are, or which may in the future be, applicable to such Personal and other data
(“collectively, “Data Protection Laws”), to allow Whoop to provide such Personal and other data to Purchaser; and (b) it will use such Personal
and other data in compliance with all applicable laws, regulations or rules, including without limitation all Data Protection Laws. As used herein,
“Personal Data” means any information that identifies or relates to a particular individual and also includes information referred to as
“personally identifiable information” or “personal information” under applicable data privacy laws, rules, or regulations.

19. Jurisdiction.  These Terms shall be construed in accordance with and governed by the laws of the Commonwealth of Massachusetts,
without regard to its conflicts of law principles. Litigation arising from or related to these Terms shall be initiated and conducted in the state or
federal courts in the Commonwealth of Massachusetts and the parties hereby consent to the personal jurisdiction and venue of such courts.



2022-2023
Dear Prospective Educational Materials Partner:

Elite Academic Academy Charter School (henceforth referred to as “Elite”), a California nonprofit 
corporation. We have received a request from one of our families to order your materials. If you are 
interested in providing materials for our students, please carefully review the entire Educational 
Materials Partner Agreement Packet and mail or email the completed application to:

Elite Academic Academy 
43414 Business Park Drive

Temecula, CA 92590
(866) 354-8302 Ext. 7

communityrelations@eliteacademic.com

1. Educational Materials Partner Information Sheet
2. Process and Procedures Overview Page
3. W-9 Form

Upon receipt of a signed and completed Educational Materials Partner Agreement Packet, Elite will 
evaluate and send written notification of a decision as to the status of the application within 10 business 
days. Approved partners will be identified on the Elite’s website.

Elite uses a purchase order (PO) system for all partners. All POs must be approved by a Director or 
designee before invoices can be paid. Invoices should only be generated after materials or items have been 
shipped, and actual receipt must be verified by Accounts Payables. Partners who immediately generate 
invoices prior to shipment will be at risk of being suspended from the approved partner list, and/or payment 
will be delayed until the next AP cycle. Elite will not process payments merely upon the issuance of a PO. 
Elite reserves the right to remove a partner from their website at any time for violation of the terms 
of this Educational Materials Partner Agreement Packet.

Thank you for your interest in providing materials for our students. We look forward to working with you.

Community Relations Department
Go Green! We’re trying to cut down on paper.
Electronic documents are preferred as they ensure that information is clear and legible.



Educational Materials Partner Information Sheet

PLEASE COMPLETE, SIGN, & RETURN a copy of the following:

1. Educational Materials Partner Information Sheet
2. Process and Procedures Overview Page
3. W-9 form

If any required information or supporting documentation is missing or filled out incorrectly, AP will attempt to assist in clarifying which items are still 
outstanding. Prospective partners will have 30 calendar days from the date the initial application was received by Elite to complete the evaluation 
process. If the partner application process is not completed within this aforementioned time period, the application will no longer be considered active, 
and the file will be closed accordingly. If there is any change in the partner’s contact information, Elite must be informed in writing within 30 calendar 
days via email/fax or regular mail.

This Agreement is by and between two Independent Contractors and is not intended to and shall not be construed to create the relationship of agent, 
servant, employee, partnership, joint venture, or association.

By signing below, you understand and agree to the above conditions for becoming an approved community partner for us.

Signature Date

Educational Materials Partner/Company Name: Purchase Order Email:

Type of Material(s) Offered (please be specific): Primary Phone #:

Primary/Alternate Contact Person(s): Alternate Phone #:

Website Address (if applicable): Fax #:

Mailing Address (Number & Street), City, State, Zip:

*Educational Materials Partner’s Contact Billing Information**
(The section below must be completed)

Billing Contact:

Checks Made Payable To (name on W-9): Billing Phone #:

Billing Address: Billing Email:

(for CR office use only)
OPS #:

Please enter your Tax ID # here:



Process and Procedures for Educational Materials Partners

1. The parent or legal guardian should contact their Elite Educator who will place a PO for materials.

2. Each PO will be processed by AP and emailed to the educational materials partner.

3. Educational Materials Partner will provide only those materials which are identified on the PO. POs
may not be altered by the Educational Materials Partner once issued. Please verify that the items
are correctly identified, and the pricing is accurate. If there is any kind of error or discrepancy,
Partners are responsible to contact AP via email at acctspayable@eliteacademic.com to try and
address the issue in a timely manner.

4. Once materials have been delivered, the Educational Materials Partner should submit a detailed invoice
to the AP department at acctspayable@eliteacademic.com, which must be sent via email or regular mail.

5. AP processes checks on a Net +30 basis, upon receipt of materials.

6. The Educational Material Partner acknowledges that Elite reserves the right to modify the above
payment options terms in the event the state of California defers scheduled payments to public
schools.

ELITE WILL NOT:
1. Provide payment until after materials have been received.
2. Issue payment of an invoice if not properly submitted – e.g. missing a matching PO number.
3. Authorize or pay for items that are sectarian or denominational as this is not allowed for a public

school.

By signing below, the Educational Materials Partner acknowledges and accepts the aforementioned 
policies and procedures.

Print Name Title

Signature Date



Form    W-9
(Rev. October 2018)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

 Go to www.irs.gov/FormW9 for instructions and the latest information.

Give Form to the  

requester. Do not 

send to the IRS.
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3.

1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2  Business name/disregarded entity name, if different from above

3  Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the 
following seven boxes. 

Individual/sole proprietor or 
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership)  

Note: Check the appropriate box in the line above for the tax classification of the single-member owner.  Do not check 
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is 
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that 
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

Other (see instructions) 

4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):

Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)

(Applies to accounts maintained outside the U.S.)

5  Address (number, street, and apt. or suite no.) See instructions.

6  City, state, and ZIP code

Requester’s name and address (optional)

7  List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the instructions for Part I, later. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN, later.

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and 
Number To Give the Requester for guidelines on whose number to enter.

Social security number

– –

or
Employer identification number 

–

Part II Certification

Under penalties of perjury, I certify that:

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and
2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue

Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am
no longer subject to backup withholding; and

3. I am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because 
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid, 
acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments 
other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions for Part II, later.

Sign 
Here

Signature of 

U.S. person Date 

General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.

Future developments. For the latest information about developments 
related to Form W-9 and its instructions, such as legislation enacted 
after they were published, go to www.irs.gov/FormW9.

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an 
information return with the IRS must obtain your correct taxpayer 
identification number (TIN) which may be your social security number 
(SSN), individual taxpayer identification number (ITIN), adoption 
taxpayer identification number (ATIN), or employer identification number 
(EIN), to report on an information return the amount paid to you, or other 
amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following.

• Form 1099-INT (interest earned or paid)

• Form 1099-DIV (dividends, including those from stocks or mutual
funds)

• Form 1099-MISC (various types of income, prizes, awards, or gross
proceeds)

• Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)

• Form 1099-S (proceeds from real estate transactions)

• Form 1099-K (merchant card and third party network transactions)

• Form 1098 (home mortgage interest), 1098-E (student loan interest),
1098-T (tuition)

• Form 1099-C (canceled debt)

• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might 
be subject to backup withholding. See What is backup withholding, 
later.

Cat. No. 10231X Form W-9 (Rev. 10-2018)



2022-2023
Dear Prospective Instructional Services Community Partner:

Elite Academic Academy Charter School (henceforth referred to as “Elite”), a California nonprofit 
corporation is a high-quality independent study charter school. We have received a request to use your 
services. Please know, services provided by Community Partners associated with Elite are intended 
to supplement the educational services provided by our Credentialed Elite Educators to its 
students, not replace those services. Elite remains committed to ensuring that all of its students benefit 
from equal educational opportunities and that core educational curricula be provided exclusively by 
Elite to its students.

If you are interested in serving our students, please carefully review the entire Instructional 
Community Partner Agreement Packet and mail or email the completed application to:

Elite Academic Academy 
43414 Business Park Drive 

Temecula, CA 2590
(866) 354-8302 Ext. 7

communityrelations@eliteacademic.com

Required Documents:
1. Instructional Services Community Partner Information Sheet
2. Purchase Order Contract Terms
3. Process and Procedures Overview Page
4. Employer Fingerprinting Clearance Form
5. Live Scan* Fingerprint Form (DOJ)- ANY AND ALL EMPLOYEES OF THE COMMUNITY

PARTNER WHO MAY HAVE CONTACT WITH ELITE STUDENTS
6. W-9 Form
7. Community Partner Rate Sheet and Virtual and In-Person Enrichment Services Plans
8. Community Partner Marketing Information
9. Proof of liability insurance (the declaration page or an insurance card will be sufficient). [Note: Elite

Academic MUST be added as a Certificated Holder.]
10. Resume (including references) to establish qualifications – e.g. relevant experience, degrees, etc.

Upon receipt of a signed Instructional Services contract, and a complete Community Partner 
Agreement Packet, Elite will evaluate and send notification with a decision of the application within 
10 business days. Approved Community Partners will be identified on the program’s website. Elite 
reserves the right to remove any Community Partner from the website at any time, including 
for violation of the terms of this Community Partner Agreement Packet.



Unless an Instructional Services Community Partner receives a signed Purchase Order (PO) by
Elite, services performed will not be considered authorized by Elite, which means that any
services rendered prior to issuance of a signed PO will not be paid.

COVID-19: In an effort to abide by all local, state and federal regulations and the health and 
safety of Elite.  Elite will comply with fed/state/county/city requirement and guidelines (including 
those issued by CDPH, Cal-OSHA, and the CDC), their industry’s guidelines, and the industry 
guidelines for schools and school based programs. Elite Academic Academy will be honoring PO’s
for virtual, indoor and outdoor services by our Community Partners that abide by all safety
measures set forth by federal law, the California Department of Health, county regulations, and 
the industries mentioned above.

Community Partners must send invoices to the Accounts Payable (AP) department email at 
acctspayable@eliteacademic.com for actual services rendered. If you would like to submit invoices 
through our Online Purchasing System (OPS), you will receive separate instructions after you have 
been approved. All terms and conditions apply regardless of the invoice submission method. All
invoices are subject to verification by AP personnel. We do not process payments merely upon the 
issuance of a PO.

All Community Partners should send detailed invoices to AP the following month for services
rendered during the previous month - e.g. art lessons provided during September should be invoiced 
in October. AP processes invoices from Community Partners in two ways: (1) Community
Partners that utilize our ACH payment option are paid on “net 30” terms; and (2) Community 
Partners requesting manual checks will be paid on “net 45” terms.

Community Relations Management
Go Green! We’re trying to cut down on paper.
Electronic documents are preferred as they ensure that information is clear and legible.



Instructional Services Community Partner Information Sheet
Community Partner/Company Name: Primary/Alternate Contact Person(s):

Complete Primary Address (Number & Street), City, State, Zip:

   Purchase Order Email (PO will be sent to this email address):                           Primary Phone Number:

ACH Payment Option (provide email):                          Alternate Phone Number:

Website Address (if applicable):

Type of Service(s) Offered (please be specific):

**COMMUNITY PARTNER’S CONTACT BILLING INFORMATION**
(The section below must be completed)

Billing Contact:

Checks Made Payable To (name on W-9): Billing Phone #:

Billing Address: Billing Email:

PLEASE COMPLETE, SIGN, & RETURN a copy of the following:

1. Instructional Services Partner Information Sheet
2. Purchase Order Contract Terms
3. Process and Procedures Overview Page
4. Employer Fingerprinting Clearance Form
5. Live Scan* Fingerprint Form (DOJ)- ANY AND ALL EMPLOYEES OF THE COMMUNITY PARTNER WHO MAY HAVE CONTACT

WITH ELITE STUDENTS
6. W-9 Form
7. Community Partner Rate Sheet and Virtual and In-Person Enrichment Services Plans
8. Community Partner Marketing Information
9. Proof of liability insurance (the declaration page or an insurance card will be sufficient) [Note: Elite Academic MUST be added as a Certificated Holder.]
10. Resume (including references) to establish qualifications – e.g. relevant experience, degrees, etc.

If any required information or supporting documentation is missing or filled out incorrectly, AP will attempt to assist in clarifying which items are still 
outstanding. Prospective partners will have 30 calendar days from the date the initial application was received by Elite to complete the evaluation process. If 
the partner application process is not completed within this aforementioned time period, the application will no longer be considered active, and the file will be 
closed accordingly. If there is any change in the partner’s contact information, Elite must be informed in writing within 30 calendar days via email/fax or 
regular mail.

By signing below, you understand and agree to the above conditions for becoming an approved Community Partner for Elite Academic.

Signature Date

(for CR office use only)
OPS #:

Please enter your Tax ID # here:



Initial here

Purchase Order Contract Terms

The Community Partner providing instructional services will be referred to as CP, Accounts 
Payable will be referred to as AP, and Community Relations will be referred to as CR.
In consideration set forth below, CP agrees that CP can provide services to Elite students pursuant to 
the terms set forth in this Agreement.

1. The CP will NOT begin services without a signed PO issued from AP.

2. The CP’s services are supplemental to the CORE educational services provided by our
Credentialed Elite Educators to our students and does not replace those services.

3. The CP’s services provided DO NOT serve as a private school (students are not allowed to attend any
facility 4-5 days a week or receive any of their CORE Education from the CP).

4. The CP’s fees agreed to in this Purchase Order will remain in effect during the 2022-2023 year, and the CP will
not increase their fees during the 2022-2023 school year.

5. Elite will only pay the price and for the number of classes listed on the PO. All CPs are
responsible to reconcile POs with their invoices.

6. The CP is not authorized to provide any services that are not listed or are inconsistent with the
applicable PO, and CP acknowledges that Elite will not pay for any services that are not explicitly
identified in the PO.

7. The CP will not provide services and Elite will not pay for services that are sectarian or denominational
because Elite is a public charter school using taxpayer money.

8. AP will only make payment for CP’s services after services have actually been performed.

9. The CP will not be reimbursed for any services provided to their child/children.

10. If the CP is already otherwise employed as a teacher by Elite, it is not allowed to provide CP services to
students from their active student roster.

11. All CPs shall submit a DOJ Live Scan for Elite, (forwarding a copy of a DOJ Live Scan for
another entity cannot be accepted). The Community Relations department has included this form in
each packet.



Initial here

12.If CP has employees/contractors who will have contact with students, CP shall conduct a 
criminal background check of all such persons using DOJ Live Scan and certify via the 
Employer Fingerprinting Clearance Form that all have been cleared and that none have been
convicted (or has a criminal action pending) of a violent or serious felony as set forth
therein. CPs are financially responsible for their employees' DOJ Live Scan fees.

13. The CP is responsible for having all new employees/contractors (hired subsequent to being
approved as a CP) cleared using DOJ Live Scan prior to having any direct contact with students. 
CP shall provide Elite with an updated certification pursuant to Employer Fingerprinting 
Clearance Form for each new employee/contractor. CP shall continually monitor the status of all
its employees/contractors to ensure that any certification provided to Elite pursuant to Employer 
Fingerprinting Clearance Form remains valid and accurate.

14. The CP shall notify the Community Relations Department (CR) via email 
communityrelations@eliteacademic.com immediately of any adverse DOJ report, as well as 
any change of status of CP or its employees/contractors, which would render any previously
submitted DOJ clearance or certification pursuant to the Employer Fingerprinting Clearance
Form invalid or inaccurate.

15. The CP shall only service students from the first day of school through the last day of school.

16. The CP agrees that its invoices must be submitted the following month after services have
been rendered in the prior month to the AP department at 
acctspayable@eliteacademic.com.

17. All CP invoices must reference the appropriate PO number. AP will attempt to alert CPs 
of discrepancies, but the CP is responsible for submitting invoices with accurate 
information and acknowledges that such errors may result in processing delays where
payment may not be sent until the following month.

18. All CP final invoices must be sent by June 15, 2023.

19. AP processes invoices from CPs in two ways: (1) Community Partners that utilize our ACH payment 
option are paid on “net 30” terms; and (2) Community Partners requesting manual checks will be paid
on “net 45” terms.

20. Elite reserves the right to modify the above payment options terms in the event the state of 
California defers scheduled payments to public schools.

21. This Purchase Order Contract is by and between two independent contractors and is not
intended to and shall not be construed to create the relationship of agent, servant, employee, 
partnership, joint venture, or association. This contract, as well as the independent contractor 
relationship, can be terminated by either the CP or Elite at any time for any reason.



22. The CP shall have its own liability insurance and furnish a copy of a declaration page or
proof of insurance card showing that coverage is in force (with Elite Academic Academy
named as a Certificated Holder) while they are providing services to students. If coverage
expires during the school year, it is the CP’s responsibility to (a) renew coverage and (b) send
a copy of their updated declaration page or new proof of insurance card to CR to prove they
have active coverage within 30 calendar days from the renewal date. CPs who do not update
their insurance information will be in breach of this agreement, which would result in
immediate termination. We do not accept CPs who do not have their own liability insurance
and instead rely on students to purchase their own insurance coverage from a 3rd party.

23. Indemnity--All work, services, and obligations performed by or required of CP under this
Purchase Order Contract shall be at the risk of CP exclusively, and CP shall indemnify,
defend, and hold harmless Elite, its officers, officials, employees, and volunteers from and
against all of the following: Any and all liability, claims, damage, costs, expenses, awards,
fines, judgments, and attorney fees (including, without limitation, costs, attorney fees, expert
witness fees, and other expenses of litigation) of every nature arising out of or inconnection
with CP’s work, service, and obligations hereunder, excluding those claims, liabilities,
damages or judgments arising from the sole active negligence or willful misconduct of Elite.
The indemnity requirements provided herein shall survive the termination or expiration of
the contract.

24. The application process for becoming a CP will be reviewed and submitted yearly for approval by the
Community Relations Team.

25. The CP represents that none of its employees, agents, or principals are
related to or have business relationships with any employees, agents, or
principals of Elite.

By signing below, you AGREE to the above contract terms and understand that any deviation from 
these terms will result in the removal of approved Community Partner status.

Print Name Title

Signature Date



Process and Procedures for Community Partners

1. The parent or legal guardian should contact the Community Partner for pertinent information regarding 
available services, including but not limited to: time, location, and price.

2. The parent or legal guardian should contact their Elite Educator, who will place a PO for services.
3. Each signed PO will be processed by AP and emailed to the Community Partner.
4. Community Partner will provide only those services which are identified on the PO. POs may not be changed by 

the Community Partner once issued. Please check the cost for the service and number of services to be provided. 
If there is any kind of error or discrepancy, Community Partners are responsible for contacting AP via email to 
address the issue in a timely manner.

5. Once services are completed, the Community Partner should submit an invoice via email or by utilizing the Elite 
Online Purchasing System (OPS). Invoices should be sent to AP by the month following the rendition of
services.

6. AP processes invoices from Community Partners in two ways: (1) Community Partners that utilizes our 
ACH payment option are paid on “net 30” terms: and (2) Community Partners requesting manual checks 
will be paid on “net 45” terms.

7. Elite reserves the right to modify the above payment options terms in the event the state of 
California defers scheduled payments to public schools.

ELITE WILL NOT:

1. Be liable or pay for any services you, as a Community Partner, provided prior to the issuance of a valid PO.
2. Provide payment before services have been rendered.
3. Issue payment if an invoice is not properly submitted – e.g. missing the matching PO number and/or the date(s) 

of service, the student, or classes listed on the invoice do not match the PO. AP will attempt to assist the 
Community Partner in providing the necessary and correct information, but processing delays may cause 
payment to be delayed until the issue is resolved.

Elite reserves the right to terminate this agreement for non-compliance – e.g. if a Community Partner repeatedly fails to 
turn in an invoice with attendance dates or provides services and issues invoices without a pre-approved PO.

If a Community Partner is reported upon by the DOJ or if there is any incident that potentially puts students at risk, we will 
investigate the matter and may terminate this agreement immediately to protect the safety of and well-being of its students.

By signing below, the Community Partner acknowledges and accepts the aforementioned policies and procedures.

Print Name Title

Signature Date



EMPLOYER FINGERPRINTING CLEARANCE FORM

I hereby certify that I, (Community Partner), have conducted a criminal 
background check of all employees/contractors who will have contact with students, through the Department 
of Justice (DOJ), in accordance with Education Code Section 45125.1 and I certify to Elite, that no 
employee/contractor of the COMMUNITY PARTNER working with students of Elite has been convicted of 
a violent or serious felony as defined by Penal Code 667.5(c) and 1192.7(c), or any other applicable statute, 
nor has a criminal action pending upon charges of commission of a violent or serious felony as defined 
therein.

List all employees/contractors who will have contact with Elite students. You may attach another sheet, if 
necessary.

1. 3. 

2. 4. 

□ Check box AND initial if no employees/contractors.

Please select one:

□ has completed and returned the Live Scan included in this Community Partner packet.

□ has provided Company ORI Number issued by the DOJ
(all documentation must be provided)

Community Partner (if different from below) ORI Number issued by DOJ

Print Name Title

Signature Date



Live Scan* Fingerprinting Information Sheet

NOTE: The cost of Live Scan Fingerprinting is the responsibility of the Community Partner.

Three (3) copies of the DOJ form have been included in the Community Partner packet. You will need to fill
out all 3 copies and take them to the fingerprinting service office of your choice and have the Live Scan* 
operator fill in all 3 when done.

1. The Live Scan Fingerprinting (DOJ) Form is attached. We have filled out all appropriate sections prior
to sending the form to the Community Partner.

2. Community Partner is responsible for properly filling out the applicant information section ONLY and
scheduling a Live Scan appointment with an approved Live Scan Operator**

**For a list of Live Scan Operators visit: https://oag.ca.gov/fingerprints/operators

3. Community Partner is responsible for ensuring that the Live Scan Operator completely fills out the last
section on the form.

4. Each Community Partner needs to ensure that the Live Scan operator maintains one copy for their
records, returns one copy of the completed Live Scan form to Elite with the completed
Community Partner packet, and keeps one copy for his/her records.

5. Community Partner is responsible for any and all fees owed to the Live Scan Operator at the time of
services.

6. Once the Community Partner’s fingerprints are processed by the U.S. Department of Justice (DOJ) and
the Federal Bureau of Investigation (FBI), we will review the entire application and make a
determination as to whether or not the applicant should be added to the Approved Community Partner
List.



STATE OF CALIFORNIA
BCIA 8016
(orig. 04/2001; rev. 01/2011)

DEPARTMENT OF JUSTICE

REQUEST FOR LIVE SCAN SERVICE
Print Form Reset Form

ORIGINAL - Live Scan Operator SECOND COPY - Applicant THIRD COPY (if needed) - Requesting Agency

x

Applicant Submission

AM762 Volunteer/Vendor
ORI (Code assigned by DOJ) Authorized Applicant Type

Type of License/Certification/Permit OR Working Title (Maximum 30 characters - if assigned by DOJ, use exact title assigned)

Contributing Agency Information:
Elite Academic Academy 23240
Agency Authorized to Receive Criminal Record Information Mail Code (five-digit code assigned by DOJ)

43414 Business Park Drive Meghan Freeman
Street Address or P.O. Box Contact Name (mandatory for all school submissions)

 Temecula    CA 92590 (866) 354-8302 ext 702
City State  ZIP Code Contact Telephone Number

Applicant Information:

Last Name First Name Middle Initial Suffix

Other Name
(AKA or Alias) Last

Date of Birth Sex Male Female

First Suffix

Driver's License 

Billing
Height Weight Eye Color Hair Color 

Place of Birth (State or Country) Social Security Number

Number

Misc. 
Number

(Agency Billing Number)

(Other Identification Number)

Home
Address    Street Address or P.O. Box City State ZIP Code

Your Number: 
OCA Number (Agency Identifying Number)

Level of Service: DOJ FBI

If re-submission, list original ATI number: Original ATI Number
(Must provide proof of rejection)

Employer (Additional response for agencies specified by statute):

Employer Name Mail Code (five digit code assigned by DOJ)

Street Address or P.O. Box

City State ZIP Code Telephone Number (optional)

Live Scan Transaction Completed By:

Date

ATI Number

Name of Operator

Transmitting Agency LSID Amount Collected/Billed



STATE OF CALIFORNIA 
BCIA 8016 
(orig. 04/2001; rev. 01/2011) 

DEPARTMENT OF JUSTICE 

REQUEST FOR LIVE SCAN SERVICE 
Print Form Reset Form 

ORIGINAL - Live Scan Operator SECOND COPY - Applicant THIRD COPY (if needed) - Requesting Agency 

 

 

Applicant Submission 
 

 

AM762 Volunteer/Vendor 
 

ORI (Code assigned by DOJ) Authorized Applicant Type 
 

Type of License/Certification/Permit OR Working Title (Maximum 30 characters - if assigned by DOJ, use exact title assigned) 
 

Contributing Agency Information: 
Elite Academic Academy  23240 

 

Agency Authorized to Receive Criminal Record Information Mail Code (five-digit code assigned by DOJ) 

43414 Business Park Drive  Meghan Freeman  
Street Address or P.O. Box Contact Name (mandatory for all school submissions) 

 Temecula    CA 92590 (866) 354-8302 ext 702 
   

City State   ZIP Code Contact Telephone Number 
 

Applicant Information: 
 

Last Name First Name Middle Initial Suffix 
 

Other Name           
(AKA or Alias) Last 

Date of Birth 

 
 

Sex Male Female 

First Suffix 
 

Driver's License 

Billing 
   

Height Weight Eye Color Hair Color 

Place of Birth (State or Country) Social Security Number 

Number 
 

Misc. 
Number 

 
 

(Agency Billing Number) 

 
 

 

(Other Identification Number) 

Home               
Address    Street Address or P.O. Box City State ZIP Code 

 
 

Your Number:      
OCA Number (Agency Identifying Number) 

Level of Service: DOJ XFBI 

If re-submission, list original ATI number: Original ATI Number 
(Must provide proof of rejection) 

 
Employer (Additional response for agencies specified by statute): 

 
 

Employer Name Mail Code (five digit code assigned by DOJ) 

 
Street Address or P.O. Box 

 
City State ZIP Code Telephone Number (optional) 

 
 
Live Scan Transaction Completed By: 

 
 
 
 

 

Date 

 
 

ATI Number 

 

Name of Operator   

Transmitting Agency LSID Amount Collected/Billed 



STATE OF CALIFORNIA
BCIA 8016
(orig. 04/2001; rev. 01/2011)

DEPARTMENT OF JUSTICE

REQUEST FOR LIVE SCAN SERVICE
Print Form Reset Form

ORIGINAL - Live Scan Operator SECOND COPY - Applicant THIRD COPY (if needed) - Requesting Agency

Applicant Submission

AM762 Volunteer/Vendor
ORI (Code assigned by DOJ) Authorized Applicant Type

Type of License/Certification/Permit OR Working Title (Maximum 30 characters - if assigned by DOJ, use exact title assigned)

Contributing Agency Information:
Elite Academic Academy 23240
Agency Authorized to Receive Criminal Record Information Mail Code (five-digit code assigned by DOJ)

43414 Business Park Drive Meghan Freeman
Street Address or P.O. Box Contact Name (mandatory for all school submissions)

 Temecula    CA 92590 (866) 354-8302 ext 702
City State  ZIP Code Contact Telephone Number

Applicant Information:

Last Name First Name Middle Initial Suffix

Other Name
(AKA or Alias) Last

Date of Birth Sex Male Female

First Suffix

Driver's License

Billing
Height Weight Eye Color Hair Color 

Place of Birth (State or Country) Social Security Number

Number

Misc. 
Number

(Agency Billing Number)

(Other Identification Number)

Home
Address    Street Address or P.O. Box City State ZIP Code

Your Number: 
OCA Number (Agency Identifying Number)

Level of Service: DOJ FBI

If re-submission, list original ATI number: Original ATI Number
(Must provide proof of rejection)

Employer (Additional response for agencies specified by statute):

Employer Name Mail Code (five digit code assigned by DOJ)

Street Address or P.O. Box

City State ZIP Code Telephone Number (optional)

Live Scan Transaction Completed By:

Date

ATI Number

Name of Operator

Transmitting Agency LSID Amount Collected/Billed



Form    W-9
(Rev. October 2018)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

 Go to www.irs.gov/FormW9 for instructions and the latest information.

Give Form to the  

requester. Do not 

send to the IRS.
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3.

1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2  Business name/disregarded entity name, if different from above

3  Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the 
following seven boxes. 

Individual/sole proprietor or 
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership)  

Note: Check the appropriate box in the line above for the tax classification of the single-member owner.  Do not check 
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is 
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that 
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

Other (see instructions) 

4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):

Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)

(Applies to accounts maintained outside the U.S.)

5  Address (number, street, and apt. or suite no.) See instructions.

6  City, state, and ZIP code

Requester’s name and address (optional)

7  List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the instructions for Part I, later. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN, later.

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and 
Number To Give the Requester for guidelines on whose number to enter.

Social security number

– –

or
Employer identification number 

–

Part II Certification

Under penalties of perjury, I certify that:

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and
2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue

Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am
no longer subject to backup withholding; and

3. I am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because 
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid, 
acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments 
other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions for Part II, later.

Sign 
Here

Signature of 

U.S. person Date 

General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.

Future developments. For the latest information about developments 
related to Form W-9 and its instructions, such as legislation enacted 
after they were published, go to www.irs.gov/FormW9.

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an 
information return with the IRS must obtain your correct taxpayer 
identification number (TIN) which may be your social security number 
(SSN), individual taxpayer identification number (ITIN), adoption 
taxpayer identification number (ATIN), or employer identification number 
(EIN), to report on an information return the amount paid to you, or other 
amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following.

• Form 1099-INT (interest earned or paid)

• Form 1099-DIV (dividends, including those from stocks or mutual
funds)

• Form 1099-MISC (various types of income, prizes, awards, or gross
proceeds)

• Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)

• Form 1099-S (proceeds from real estate transactions)

• Form 1099-K (merchant card and third party network transactions)

• Form 1098 (home mortgage interest), 1098-E (student loan interest),
1098-T (tuition)

• Form 1099-C (canceled debt)

• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might 
be subject to backup withholding. See What is backup withholding, 
later.

Cat. No. 10231X Form W-9 (Rev. 10-2018)



Community Partner Cost/Rate Sheet
Our Community Partners are very important to us, and we want to ensure that students are served, and that Community 
Partners have the opportunity to provide them services. We have designed this Cost/Rate page to help inform parents
and students of the cost of your In-person and Virtual enrichment options. If there is an enrichment option that you do 
not provide, please indicate N/A in the space(s).

This sheet must be completed in order for students to participate in your offerings.

Enrichment Services Offered In-Person Services Cost Virtual Services Cost



Community Partner Virtual and In-Person
Enrichment Services Plans

Include your plans as to how you will be providing our students virtual and in-person enrichment services.

*If you do not provide either Virtual and/or In-Person Enrichment Services, please enter N/A in the
space(s) provided below.

Virtual Enrichment Services Plan:

In-Person Enrichment Services Plan:



Community Partner Marketing Information
Our Community Partners are very important to us. In an incredibly competitive market, we want to ensure that students
are served, and that Community Partners meet desired goals. We have designed this page to help us get a clear 
understanding of how we can effectively inform parents and students about the services offered and how they align to 
Common Core Standards.

Website name/address:

Social Media (please list all forms of social media, Facebook, Instagram, Snapchat, etc.):

Please attach a short write up about your company, and provide your personal resume. Please explain 
what academic subject your business offers students and how it supplements the core Academic 
Program at Elite Academic Academy.

Please be sure to attach any flyers and marketing materials along with your Community Partner paperwork.

Please send any reviews that you may have received since your business has been established (Yelp, 
Angie’s List, Craigslist, etc.)





4/4/22, 6:13 AM Hawk Ranch - Quote

FROM

TO

Hawk Ranch

Elite Academy/ Professional Development
(Attn: Meghan Freeman)

QUOTE

ISSUED

5054616
April 4, 2022

ITEM QUANTITY PRICE TOTAL

Proposed date of Tuesday, June 14, 2022
13 round tables with linens.
13 centerpieces
set up and breakdown
Italian lunch 
water, lemonade and ice tea bar

3 $600.00 $1,800.00

Catered Lunch
Catering 
2 salads
2 pastas with protein
bread and butter
plates, napkins
servers for Buffets
Dessert

125 $50.00 $6,250.00

Graduation
Graduation from 4:30 (guest will arrive)
Serving 200 guest (Jersey Mikes) 4;30 to 6:00 pm
6:00 pm to 9 pm Graduation
Venue Time (4 hours)

3 $1,200.00 $3,600.00

Security Guards w/PARKING ATTENDANTS
We are a licensed and permitted venue. We do not have a liquor license, therefore 
we do have a licensed bartending service that is required to serve all alcohol with a 
security team to be on the premises. We also need security of over 50 guests. One 
security person per 50 guests.
One Security guards is $400.
two Security guards is $800
three Security guards is $1200
four Security guards is $1600

4 $400.00 $1,600.00

Professional Development/Mountain Empire



4/4/22, 6:13 AM Hawk Ranch - Quote

ITEM QUANTITY PRICE TOTAL

Extra Chairs
We will rent 250 chairs (white resin chairs) 
We will use 150 we have at the venue 

250 $5.00 $1,250.00

Balloons for Decor
Two large 24 ft Balloon arches at the arbor that was shown to Teresa 
Two Pillar of balloons 
set up 

2 $500.00 $1,000.00

Jersey Mikes Lunch Boxes
5 different sandwiches to choose from  
chips 
cookie 

200 $10.00 $2,000.00

1024 Events & Productions (quote will be sent as well)
-Large 4 Speakers Sound System 2 wireless microphones
-Podium
-Live Streaming Zoom Package with 2 camera/2 camera operators
-AV Tech Team to Run Video, Audio, and Strike for Event
-80" TV's on Stands
-Photobooth w/Large 6 x 8 SIngle Prints
Super Fun DJ! wit 10 uplights
LIghting on Ceremony Arbor
Waived Delivery, Setup, Break Down ad Labor
The difference between our vendor that knows Hawk Ranch 1024 Events &
Productions $7800 (includes more plus DJ and Photobooth)
and Southern Calif Sound Stage & Lighting Corp is $8621.81
about a 2900 savings

1 $7,800.00 $7,800.00

Service Charge
20% service charge

1 $5,081.31 $5,081.31

Subtotal:
Discount (50.00%):

Riverside County Sales Tax (8.75%)

$30,381.31
-$15,190.66

$721.88

Total: $15,912.53

To indicate your acceptance of the above, sign electronically below.



4/4/22, 6:13 AM Hawk Ranch - Quote

Type your name



FROM

TO

Hawk Ranch

Elite Academy/ Professional
Development (Attn: Meghan Freeman)

QUOTE

ISSUED

5050179
March 31, 2022

ITEM QUANTITY PRICE TOTAL

Proposed date for Saturday May 7th, 2022 (Mountain)
-125 Guest Count/ Venue Fee
-4 hour venue time 6pm-10pm
(exclusivity to only your event on)
-Set up as early as 2pm
-Venue Fees Includes:
-White padded Chairs for Ceremony up to 150 guest
-60 inch round tables and white padded chairs for reception
-Black Linens for 13 round tables with seating for 10
-Set up and break down of event
-Venue Staff
-Soft drink station of Lemonade, Tea and Water

*****Restrictions Include: no confetti, no open flame, no Jewels or
marbles, no fake rose petals

1 $4,900.00 $4,900.00

Taco Truck for Catering
Taco Truck Includes:
-Three Meats (Carne Asada, Pollo Asada, Al Pastor)
-Cheese Enchiladas
-Rice and Beans
-Chips and Salsa
-Salsa Bar with Toppings
-Cheese Quesadillas
-Chicken Flautas

125 $50.00 $6,250.00

DJ Photo Booth with 1024 Productions and Uplighting. 1 $1,250.00 $1,250.00

Professional Development 5/7/22 (Mountain)



Smores Bar for Desserts
Includes:
Graham Cracker
Hershey's Chocolates
Marshmallows
Skewers

125 $4.00 $500.00

Service Charge
20% service charge

1 $2,533.88 $2,533.88

$ , .

To indicate your acceptance of the above, sign below.
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Health Benefits Allowance

Cash In Lieu of Health Benefits

Mileage/Travel Stipend
Full-Time Classified Staff/Certificated Teachers

Coordinators/Assitant Directors/Directors
Full-Time Remote Staff

CEO

Certificated Teaching Staff Stipends
Lead Teacher

Masters Degree
Doctorate/PHD

Large Academcy (600+ students)
SPED Program Specialist

MTSS
Marketing

Retirement Benefits
403B  -Classified

STRS- Certificated



BENEFITS/STIPENDS 
$900 per eligible month

$200 per eligible month

$150/month
$250/month 
833.33/month
By Contract

Annual Amount
Low - 10,000
Mid - 15,000

High - 20,000
$1,500
$2,000

$10,000
$10,000
$25,000
$15,000

7% Match
19/10% (not yet confirmed)



32+hours/week 

32+hours/week 

Note:  Base salary reduced by $10,000 

Monthly Amount
833.33

1250
1666.67

125
166.67
833.33
833.33

2083.33
1250
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Funding Estimate for Elite Academic Academy - Mountain Empire 05/02/22

Thank you for requesting information from the Charter School Capital team to support the educational efforts at Elite Academic 
Academy - Mountain Empire. Below please find the information requested.

Our team is committed to your success.  We are here to help you access, leverage, and sustain the resources you need to thrive, 
so you can focus on what matters most – educating students. Since 2007, we have put more than $2.5 billion to work for 800+
charter schools educating more than 1,550,000 students nationwide. We look forward to supporting your charter school.

Elite Academic Academy - Mountain Empire

Receivable
Target 

Funding 
Date

Gross 
Receivable 

Value

Initial 
Purchase 

Face Value 

Max Def. 
Purchase 

Price
Discount

Discount 
%

Upfront 
Purchase 

Price

August LCFF FY22-23 05/10/2022 $ 265,771 $ 187,900 $ 77,871 $ 4,366 2.32% $ 183,534

August In-Lieu FY22-23 05/10/2022 $ 95,751 $ 67,700 $ 28,051 $ 1,191 1.76% $ 66,509

Total $361,522 $255,600 $105,922 $5,557 2.17% $250,043

Initial Purchase Face 
l

$ 255,600

Discount $ 5,557

Upfront Purchase Price $ 250,043

Program Fee $ 0

Transaction Fee $ 0

Estimates only.  To be finalized at closing.

Questions? Please contact: 

Michelle Lohner - (971) 276-4579
mlohner@charterschoolcapital.com

Amount Requested: $ 250,000
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Funding made or arranged pursuant to California Finance Lenders Law license #603F028, 
and Florida Commercial Collection Agency (FCCA) license #COM9900288.

Important Information

1. The price at which Charter School Capital can purchase Receivables is based on short-term interest rates, including the official London Interbank
Offered Rate, or LIBOR, and the Prime Rate, and any other interest rate as may be applicable to Purchaser from time to time and the characteristics
of the Receivables to be purchased. The payment to your school will be based on realized attendance and the then-prevailing rate.

2. The Funding Estimate is based on an estimate of projected Receivables. This Funding Estimate is only a preliminary assessment, not a promise or 
guarantee to provide funding. Charter School Capital relies primarily on the credit markets to provide funds to charter schools. These markets 
necessarily carry risk regarding the timing and availability of funds. In addition, the actual financing is subject to completion of our due diligence, the
execution and delivery of a receivables purchase agreement and related documentation, and the satisfaction of all the conditions to closing specified 
in the receivables purchase agreement.
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5.3  Sick Time 

We provide paid sick time to eligible employees to provide protection against loss 
of income if you are ill or injured or if you need time off from work for necessary or 
routine health care for yourself or an immediate family member. Immediate family 
includes: a biological, adopted or foster child, stepchild, legal ward or a child to whom the 
employee stands in loco parentis; a biological, adoptive or foster parent, stepparent, or 
legal guardian of an employee or the employee's spouse or registered domestic partner, or 
a person who stood in loco parentis when the employee was a minor; a spouse; a 
registered domestic partner; a grandparent; a grandchild; or a sibling.  The designation of 
sick leave taken for a family member shall be made at the sole discretion of the employee. 

Accrued paid sick leave time is available to all employees who have worked in 
California for 30 or more days within a year from the beginning of employment. 

Accrual: 

Accrual of paid sick leave shall begin on the first day of employment. 

All employees of the Organization, including part-time, seasonal, and 
temporary employees, will earn at least one hour of paid sick leave for every 30 
hours worked but total accrued sick leave may not exceed forty-eight (48) hours 
or six (6) days. 

Unused accrued paid sick leave shall carry over to the following year of 
employment. 

No paid sick leave will accrue during an unpaid leave of absence. 

The Organization shall provide employees with written notice of the amount of 
paid sick leave available for use each payday on the employee’s paycheck or in a separate 
writing. 

Use: 

An employee may use accrued paid sick time beginning on the 90th day of employment. 

Eligible employees who are ill or injured and anticipate being away from work for 
more than 5 business days should speak with their health care provider or our Human 
Resources Department for information about Leave of Absence (LOA) or State Disability 
Insurance benefits. 

Basis for Paid Sick Leave 

Paid sick leave may be used for the following purposes: 



(1) Diagnosis, care, or treatment of an existing health condition of, or
preventive care for, an employee or an employee's immediate family member; and 

(2) For an employee who takes time off pursuant to the Organization’s policy on
Leave Due to Domestic Violence, Sexual Assault, or Stalking. 

Permissible Increments of Paid Sick Leave 

Paid sick leave may be taken in increments of two hours. If an employee must be 
away from work for a portion of any workday for the bases listed above, the hours 
missed will be charged against the employee’s paid sick leave. 

Compensation for Paid Sick Leave 

The rate of pay for paid sick leave shall be the employee’s regular rate of pay. If 
the employee had different hourly rates, was paid by commission or piece rate, or was a 
nonexempt salaried employee during the ninety (90) days prior to taking accrued sick 
leave, the hourly wage will be calculated by dividing the employee’s total wages, not 
including any overtime premium, by the total number of hours the employee worked 
during the 90-day period. 

Payment for sick leave will be made no later than the payday for the next regular 
payroll period after the sick leave was taken. 

Requesting Paid Sick Leave 

If the need for paid sick leave is foreseeable, employees shall provide reasonable 
advance notice to their supervisor. If the need for paid sick leave is not foreseeable, 
employees must provide notice of the need for the leave to their supervisor as soon as 
practicable and at least one- half hour in advance, if possible. If your supervisor is not 
available, leave a message with the Human Resources Department. 

Payment of Sick Leave Upon Separation of Employment 

Any accrued and unused paid sick leave will not be paid at the time of 
termination, resignation, retirement, or other separation of employment. 

However, if an employee who has separated from employment is rehired by the 
Organization within one year from the date of separation, the previously accrued and 
unused paid sick leave will be reinstated, and the employee may use the previously 
accrued and unused paid sick leave. The employee may also accrue additional paid sick 
leave upon rehiring as set forth in this policy. 

No Discrimination 

The Organization will not discharge, threaten to discharge, demote, suspend, or in 
any manner discriminate or retaliate against any employee for using accrued sick leave, 
attempting to use accrued sick leave, filing a complaint regarding paid sick leave, 



cooperating in an investigation or prosecution regarding paid sick leave, or opposing any 
policy or practice or act regarding sick leave that is prohibited by law. 



CL-500  6/2021 Page 1 of 4

State of California
Commission on Teacher Credentialing
Certification Division
1900 Capitol Avenue
Sacramento, CA 95811-4213

Email: credentials@ctc.ca.gov
Website: www.ctc.ca.gov

DECLARATION OF NEED FOR FULLY QUALIFIED EDUCATORS

  Original Declaration of Need for year: _____________

  Revised Declaration of Need for year: _____________

FOR SERVICE IN A SCHOOL DISTRICT OR DISTRICT/COUNTY AUTHORIZED CHARTER SCHOOL

Name of District or Charter: District CDS Code:

Name of County: County CDS Code:

By submitting this annual declaration, the district is certifying the following:

A diligent search, as defined below, to recruit a fully prepared teacher for the assignment(s) was made

If a suitable fully prepared teacher is not available to the school district, the district will make a reasonable effort
to recruit based on the priority stated below

The governing board/body of the school district or charter school specified above adopted a declaration at a regularly 
scheduled public meeting held on ____/____/____ certifying that there is an insufficient number of certificated persons 
who meet the district's specified employment criteria for the position(s) listed on the attached form.  The attached form 
was part of the agenda, and the declaration did NOT appear as part of a consent calendar.  

Enclose a copy of the board agenda item
With my signature below, I verify that the item was acted upon favorably by the board.  The declaration shall remain in
force until June 30, _________.

Submitted by (Superintendent, Board Secretary, or Designee):

___________________________________ ___________________________________ ____________________________________
Name Signature Title

___________________________________ ____________________________________ ____________________________________
Fax Number  Telephone Number Date

_____________________________________________________________________________________________________________
Mailing Address

_____________________________________________________________________________________________________________
EMail Address

FOR SERVICE IN A COUNTY OFFICE OF EDUCATION, STATE AGENCY, CHARTER SCHOOL OR NONPUBLIC SCHOOL 
AGENCY

Name of County _______________________________________________________ County CDS Code ___________________

Name of State Agency ________________________________________________________________________________________

Name of NPS/NPA______________________________________________________ County of Location __________________

05

2022-23

68213

37

05 2022

2023

Meghan Freeman CEO

760-560-2021 866-354-8302

43414 Business Park Drive, Temecula CA 92590

mfreeman@eliteacademic.com

Elite Academic Academy-Mountain Empire

San Diego
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The Superintendent of the County Office of Education or the Director of the State Agency or the Director of the NPS/NPA 
specified above adopted a declaration on ____/____/____, at least 72 hours following his or her public announcement 
that such a declaration would be made, certifying that there is an insufficient number of certificated persons who meet 
the county's, agency's or school's specified employment criteria for the position(s) listed on the attached form. 

The declaration shall remain in force until June 30, _________. 

Enclose a copy of the public announcement
Submitted by Superintendent, Director, or Designee:

 ___________________________________   ___________________________________   ____________________________________  
Name Signature Title 

 ___________________________________   ___________________________________   ____________________________________  
 Fax Number    Telephone Number   Date 

 _____________________________________________________________________________________________________________  
Mailing Address 

 _____________________________________________________________________________________________________________  
EMail Address 

This declaration must be on file with the Commission on Teacher Credentialing before any emergency permits will be
issued for service with the employing agency

AREAS OF ANTICIPATED NEED FOR FULLY QUALIFIED EDUCATORS 
Based on the previous year's actual needs and projections of enrollment, please indicate the number of emergency 
permits the employing agency estimates it will need in each of the identified areas during the valid period of this 
Declaration of Need for Fully Qualified Educators.  This declaration shall be valid only for the type(s) and subjects(s) 
identified below.   

This declaration must be revised by the employing agency when the total number of emergency permits applied for 
exceeds the estimate by ten percent.  Board approval is required for a revision. 

Type of Emergency Permit Estimated Number Needed 

CLAD/English Learner Authorization (applicant already 
holds teaching credential) 

 __________________________ 

Bilingual Authorization (applicant already holds teaching 
credential) 

List target language(s) for bilingual authorization: 

__________________________________________ 

 __________________________ 

Resource Specialist  _________________________  

Teacher Librarian Services  __________________________ 

LIMITED ASSIGNMENT PERMITS 
Limited Assignment Permits may only be issued to applicants holding a valid California teaching credential based on a 
baccalaureate degree and a professional preparation program including student teaching. 

5

5

Spanish, French, Chinese

5
3
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Based on the previous year’s actual needs and projections of enrollment, please indicate the number of Limited 
Assignment Permits the employing agency estimates it will need in the following areas. Additionally, for the Single 
Subject Limited Assignment Permits estimated, please include the authorization(s) which will be requested: 

TYPE OF LIMITED ASSIGNMENT PERMIT ESTIMATED NUMBER NEEDED 

Multiple Subject 

Single Subject 

Special Education 

TOTAL 

AUTHORIZATION(S) FOR SINGLE SUBJECT LIMITED ASSIGNMENT 
PERMITS (A separate page may be used if needed) 

ESTIMATED NUMBER NEEDED 

5
5
5

15

Math 5
English 5

Ed., Child Dev., Family Svcs 5
Health Sciences 5

Home Economics 5
Dance 5

Social Science 5
Music 5

Arts, Media, Entertainment 5
Business 5

Art 5
Science 5

Language other than English 5
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EFFORTS TO RECRUIT CERTIFIED PERSONNEL 
The employing agency declares that it has implemented in policy and practices a process for conducting a diligent search 
that includes, but is not limited to, distributing job announcements, contacting college and university placement centers, 
advertising in local newspapers, exploring incentives included in the Teaching as a Priority Block Grant (refer to 
www.cde.ca.gov for details), participating in state and regional recruitment centers and participating in job fairs in 
California. 

If a suitable fully prepared teacher is not available to the school district, the district made reasonable efforts to recruit an 
individual for the assignment, in the following order: 

A candidate who qualifies and agrees to participate in an approved internship program in the region of the school
district

An individual who is scheduled to complete initial preparation requirements within six months

EFFORTS TO CERTIFY, ASSIGN, AND DEVELOP FULLY QUALIFIED PERSONNEL 

Has your agency established a District Intern program?  Yes   No 

If no, explain. ____________________________________________________________________________ 

Does your agency participate in a Commission-approved 
college or university internship program? 

 Yes   No 

If yes, how many interns do you expect to have this year? ________________________________________ 

If yes, list each college or university with which you participate in an internship program. 

______________________________________________________________________________________  

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

If no, explain why you do not participate in an internship program. 

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

process not yet completed.

✔

✔



Board of Directors Meetings
2022/23 School Year

EAA- Mountain Empire at 10:00 am

August 4, 2022
September 1, 2022

October 6, 2022
November 3, 2022
December 1, 2022

February 2, 2023
March 2, 2023

April 6, 2023
May 4, 2023
June 1, 2023

June 15, 2023






