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Academic Innovation - Temporary IT Support
Job Description

Position Title: Academic Innovation - Temporary IT Support
Reports To: Director of Academic Innovation or designee
FLSA Status: Hourly Non-Exempt
Pay Range: $20.00 per hour
Work Schedule: Temporary/Year-Round
Location: Onsite/Remote Office

Position Summary: The Academic Innovation - Temporary IT Support position is responsible for the
management and support of technology related matters outlined in this job description ranging from
resolving issues with company Mac and PC computers, operating systems and platforms, critically
evaluating and addressing company tech issues, and troubleshooting and supporting the company users.

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 one year hands-on IT
technical support experience.

● Solid understanding of Google Suite tools and how to troubleshoot issues with the suite.
● Attention to detail and good problem-solving skills.
● Excellent interpersonal skills.
● Good written and verbal communication.
● 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.

Academic Innovation - Temporary IT Support Job Description
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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 DUTIES and RESPONSIBILITIES

Under the direction of the Chief Academic Innovations Officer, and in tandem with our Technology
Support Coordinator:

● Manage and support company issued Mac, PC, and Chromebook devices.
● Conduct hardware installation, maintenance and repair on student-issued Chromebooks.
● Load software installation and updates.
● Offer technical support on-site, via remote access software, phone and email to both

students and staff.
● Educate users how to utilize technology equipment correctly.
● Create job aids for technology-related platforms and issues.
● Manage multiple tech support cases at one time.

Use of Computer Technology:
To perform this job successfully, an individual should have knowledge of 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.
● 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.

Academic Innovation - Temporary IT Support Job Description
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● 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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At Promise Director
Job Description

Position Title: At Promise Director
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: 232 days
Location: Onsite/Remote Office

Position Summary: To serve under the Governing Board, and the Chief Academic Innovations Officer, as
At Promise Director serving all Elite students. 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.

● 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.

At Promise Director Job Description
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ESSENTIAL DUTIES and RESPONSIBILITIES:

Note, this list is illustrative only and is not intended to be a comprehensive list of tasks performed by
this classification.

● Assesses school needs in determining goals and objectives for long and short-range plans for
“At Promise” students.

● Develop an engaging Summer Growth Academy that provides both acceleration and
intervention support to K-8 Elite students.

● Ensures effective implementation of the instructional program and use of school materials.
● Provides leadership on how to promote high levels of instructional and academic support to

students and families.
● Carries out a program of community outreach and parent support as a means of

communicating and strengthening the school program.
● Carries on programs to maintain focus on school vision and to promote school morale.
● Collaborates with management to facilitate instructional and program improvement for “At

Promise” students.
● Training and ongoing coaching to school leadership teams and teachers on the MTSS

framework.
● Analyzing and utilizing student and teacher data to guide data-based decision making and

enhance direct instruction.
● Collaborates with leadership for SST’s and ensures students who are struggling are getting

significant levels of support.
● Work with the Assessment and Technology Departments to ensure students are accessing all

technology and tutoring support as outlined in the department plan.
● Support the established administrative organization with clear and consistent reporting and

appropriate delegation of authority.
● Collaborate with Operations to develop and implement school plans and procedures for the

safety, discipline, and conduct of students.
● Collaborate with the Community Relations Department to ensure high quality community

partnerships that support academic needs of students.
● Plans, coordinates, and evaluates the on-site personnel and programs of student support and

enrichment services.
● Ensures adherence to federal and state laws, reporting requirements, and maintenance of

school plans.
● Maintains and strengthens established communication between administration, teachers, and

classified employees.

At Promise Director Job Description
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Other Duties:

● Serve as assigned on committees.
● Other duties as assigned.
● Travel is required and can be up to 150 miles per day.

KNOWLEDGE AND ABILITIES:

Knowledge of:

● Federal and state laws, and reporting requirements.
● Contemporary management and instructional techniques.
● Curriculum, including highly developed competencies in at least one content area.
● Evaluation procedures.

Ability to:

● Represent the school with responsible, mature judgement, tact, and decisiveness.
● Assist in effecting positive change in staff and programs.

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.
● Seeing to read a variety of materials and monitor students.
● Bending at the waist, kneeling or crouching to assist students.
● Sitting or standing for extended periods of time.
● Lifting objects up to 25 pounds.
● Noise level is generally moderate.

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 and home office environment.
At Promise Director Job Description
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● Driving a vehicle to conduct work.
● Noise level is generally moderate.
● Meetings conducted in public and private settings.
● Indoor and outdoor in varying temperatures.

HAZARDS:

Contact with dissatisfied individuals.

Employee Acknowledgement:

____________________________ ____________________________ ___________
Employee Signature Printed Name Date
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Career Technical Education (CTE) Teacher
Job Description

Position Title: Career Technical Education (CTE) Teacher
Reports To: Chief Student Development Officer, Director of CTE, or designee
FLSA Status: Exempt
School Classification: Certificated
Pay Range: Starting at $62,000
Work Schedule: 187-225 days
Location: Remote Office (Travel Required)

Position Summary: The Career Technical Education (CTE) teacher will teach in one or multiple CTE

pathway programs and courses that align with the California CTE Industry Sectors and

Pathways.  The CTE Teacher will help implement and write curriculum, work with other

departments within the organization, assist with program planning and implementation of

clubs, job shadowing experiences, and facilitate hands-on projects that prepare students for the

21st century job field.

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 minimum of five years of experience working with TK-12 students.

● Knowledge of California laws and regulations for Public and Charter Schools.

● State and federal fingerprint clearance (Live Scan) 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.

Career Technical Education (CTE) Teacher Job Description
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ESSENTIAL DUTIES and RESPONSIBILITIES:

Responsibilities:

● Provide parents/students with information and tools to make an informed choice when selecting
from current academy pathways.

● Ensure Elite Academic Academy is set apart from similar schools/programs and that students
have the best opportunities and experiences available.

● Increase retention of high school students who often leave the homeschool model in high
school.

● Increase opportunities for our students, such as industry clinics/field trips/webinars  and
industry certification specific workshops, online consulting and virtual training.

● Recruiting/Exposure - create and work with the marketing department  to recruit and expose
current students to Elite CTE Academy offerings.

● Provide students an opportunity to engage socially with other students and to make
connections.

● Assistant with program planning, implementation and evaluation of CTE programs and practices.
● Serve as a curriculum expert and help to develop CTE curriculum.
● Instruct students in courses and provide systems of support for student engagement and

success.
● Assist CTE Director or designee with completing reporting requirements for state, federal, and

local initiatives.
● Collaborate with local organizations to provide outreach programs which are aligned with the

curriculum.
● Host CTE Clubs and provide students with opportunities for national competitions.
● Perform related duties and responsibilities as required by the CTE Director or Designee.
● Host Weekly Live Sessions for students in each CTE course.
● Take attendance of student participation in Live Sessions or Academy Events.
● Communicate and collaborate with Teachers of Record to ensure student academic success.

General Expectations:

● Develop a clear mission and vision for CTE  Academy program(s).

● Vet Community Partners and organize them by type to share with parents/students.

● Host clinics/field trips/webinars in Los Angeles, Riverside, and San Diego areas.

● Support Elite Administrators with individual program specific goals such as setting up a

program/track for student success and certification.

● Develop new relationships with quality Community Partners and create partnerships between

them and the programs.

● Work with programs to offer virtual and online physical education classes, training, and

workshops.

SMART Goals:

● Fulfill school-wide and individual LCAP/SMART goals.

Career Technical Education (CTE) Teacher Job Description
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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 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:

____________________________ ____________________________ _______________

Employee Signature Printed Name Date
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CTE Liaison - Athletic Lead
Job Description

Position Title: CTE Liaison - Athletic Lead
Reports To: Chief Student Development Officer (or designee)
FLSA Status: Exempt
School Classification: Classified
Pay Range: $60,000-$80,000
Work Schedule: 224 days
Location: Remote Office

Position Summary: The immediate goal of the CTE Liaison - Athletic Lead is to develop

connections with various physical education Community Partners, athletic trainers and specific

sport (baseball, hockey, tennis) vendors making current opportunities for competitive

development in specific sports more accessible to our students. The long-term goal is to develop

a comprehensive independent study athletic track that would serve competitive athletes in an

independent study model.

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 minimum of five years of experience working with TK-12 students in the field of

athletics/sports.

● Knowledge of California laws and regulations for Public and Charter Schools as it pertains to

athletics/CIF.

● 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.

CTE Liaison - Athletic Lead Job Description
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● Valid California Driver’s License.

ESSENTIAL DUTIES and RESPONSIBILITIES:

Responsibilities:

● Provide Parents/students with information and tools to make an informed choice when selecting
from current physical education and sport specific Community Partners, as they would be vetted
by a qualified professional.

● Ensure Elite Academic Academy is set apart from similar schools/programs, none of which are
not offering any sport specific athletic training or tracks focused on athletics.

● Increase retention of high school students who often leave the homeschool model in high
school.

● Increase opportunities for our students, such as sports clinics and sport specific workshops,
online athletic consulting, club sports, and virtual athletic training.

● Ensure students will have the opportunity to receive an Athlete Player Profile-"Athletic
Development Resume,: register with NCAA, and Compete in CIF as desired.

● Ensure students will have the opportunity to attend a Sports Testing event and benchmark
where they stand at the beginning of the session and will return to be re-tested to calculate
improvement.

● Ensure students will have the opportunity to receive Sports Performance Training-to receive
customized athletic development plans based upon the Sport Testing results.

● Recruiting/Exposure- Athletes are Indexed and when they reach an appropriate Index they are
exposed to professional organization.

● Ability to support parents/guardians in how to use instructional funds to support a passion they
may otherwise not be afforded.

● Provide Webinars and Round-table Discussions for students interested in athletics.
● Provide students with knowledge and opportunities to learn exercises and stretches.
● Act as a Liaison between Community Partners and the school in regard to Athletics.
● Host Monthly Club meetings.
● Collaborate with Teachers and staff to support student interests.
● Help to foster and maintain school initiatives.
 

General Expectations:

● Develop a clear mission and vision for our athletics program.

● Vet current physical education and/or sports Community Partners and organize them by type to

share with parents/students; use eSpatial as a resource and tool that allows families to easily

access vendors in the specific areas serviced.

● Offer Sports clinics/camps – minimum of one in LA County, Orange County, and Riverside County.

● Support Elite Administrators with individual program specific goals such as setting up a

program/track for student athletes.

● Develop new relationships with quality vendors and create partnerships between them and the

programs.
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● Work with programs to offer virtual and online physical education classes, training, and

workshops.

SMART Goals

● Fulfill school-wide and individual LCAP/SMART goals.

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
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Lead Teacher - Job Description

Position Title: Lead Teacher

Department: Certificated Teaching

Reports To: Program Director (or Designee)

FLSA Classification: Exempt

Pay Range: $80,000-$90,000

Classification: Certificated

School Calendar Days: 187-225 Day Calendar

Job Description: This is not a stand-alone job description, but a rider to our teaching and exceptional
education job descriptions. This payscale supersedes 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.
● Participating in professional development activities.
● Planning/Leading team meetings to ensure communication with peers.
● Participating in a formalized peer review process as a formative evaluator.
● 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 college/university personnel.

2. Curriculum:
● Collaborating with colleagues to construct Elite Curriculum.
● Serving as the official liaison between your academy and the Student Support Services,

Academic Innovation Department and Student Development Department.
● Assisting with identifying the curriculum needs of the faculty.
● Planning and managing the development of standards-based curriculum, instruction,

assessment plans, and strategies.
● Assisting in the adoption of curriculum resources that are consistent with the charters

curriculum.
● Overseeing the textbook ordering and inventory for the Academy.
● Ensuring that all curriculum is used effectively as a resource to meet curriculum goals.
● Updating themes/units and supervising theme/unit writing.
● Coordinating communication and planning among all learning communities.

3. Leadership:
● Serving as a resource to the leadership team and working with school administrators to develop,

implement, and evaluate the school's Local Control Accountability Plan.
● Supporting and assisting in implementing the Elite’s Mission and Vision.
● Serving on charter-level committees.
● Writing grants to aid in meeting the goals of the Continuous Improvement Plan.
● Assisting in the coordination of the school’s testing program.
● 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.

Required Qualifications:

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

Desired Qualifications:

● Professional development in the area(s) of:
○ communication and conferencing skills;
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○ 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

Lead Teacher Job Description
Pending Board Approval

3



Coonntteenntt TTeeTTTT aacchheerr
JJoobb DDeessccrriippttiioonn

JJoobb TTiittllee: Content Teacher
DDeeppaarrttmmeenntt: Credentialed Teacher
RReeppoorrttss TTooTTTT :: Director of designated Academy (or Academic Administrator)
FFLLSSAA SSttaattuuss: Non-Exempt (for Part-Time hourly)/Exempt(for Full-Time salary)
Joobb CCllaassssiifificcaattiioonn:: Certificated Part-Time or Full-Time
PPaayy RRaannggee:: Hourly for Part-Time/Salary for Full-Time(rates depending on experience)
PPoossiittiioonn LLooccaattiioonn: Remote O ce

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

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

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

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

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

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

professional and courteous manner.
● Conflict resolution skills.
● Strong organizational skills.
● Openness to di ering views and objectives.
● Computer and technology literacy including webinars.
● Tech-oriented mindset.
● Willingness to research and become knowledgeable of curriculum and educational

resources.
● Ability to deliver information e ectively.
● Serve the sta , student and parent's needs to the best of his/her ability without allowing

his/her own convenience to interfere.
● Ensures a culture where students, parents and teachers feel valued and served by

contributing to providing a positive, supportive atmosphere for all.
● Consistently communicate professionally and with a tone of mutual respect.
● Maintain integrity at all times.

EESSSSEENNTTIIAALL DDUUTTIIEESS AANNDD RREESSPPOONNSSIIBBIILLIITTIIEESS:

CCoonntteenntt TTeeTTTT aacchheerr::rrrr
● Initial setup and preparation of their courses, including due dates, syllabus, grading scale,

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

take attendance at live sessions for compliance purposes.
● Provide students with syllabus, pacing guide with due dates for assignments, and

assessments.
● Provide students with standards.
● Issue midterm progress report.
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● O er o ce hours and tutoring opportunities for students.
● Review completed coursework and make final grade determination.
● Update course as necessary.

PPeerrssoonnaalliizzeedd CCoouurrsseess:
● Provide parents/students with standards, syllabus, and contact information.
● Review the course outline and ensure the standards are covered and that there is adequate

rigor.
● Provide students and parents with feedback as necessary.
● Create a pacing guide for the year for the parent and student to utilize. This pacing guide

will include due dates for assignments.
● Content Teacher gworks with academic supervisors for final approval on personalized

courses.
● Review completed coursework and make final grade determination.

EEdduuccaattiioonn:
● Bachelor’s Degree
● Single Subject and/or Multiple Subject credential by coursework or exam -or- HQ by other

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

Exxppeerriieennccee:
Two (2) years directly related experience.

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

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

WWoorrkk EEnnvviirroonnmmeenntt::
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions. The noise level in
the work environment is usually moderate.
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Must be willing to meet in person (as needed) at least once a quarter for Professional Development or
academic planning.

EEmmppllooyyeeee AAcckknnoowwlleeddggeemmeenntt::

_______________________________ ____________________________ ___________________
Employee Signature Printed Name Date
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Teacher of Record - Virtual
Job Description

Position Title: Teacher of Record - Virtual

Reports to: Director of Virtual (or designee)

Classification: Certificated

Pay Range: Starting at $62,000 annually

Work Schedule: 187-225

Location: Remote classroom with travel

Position Summary: An Elite Academic Academy Teacher of Record - Virtual is responsible for fostering

student academic, social, and emotional learning in a virtual setting for grades 6-12. Teachers will

instruct students in a virtual setting; and therefore, must be self-starters and have a creative mindset

that facilitates students through relevant and rigorous learning objectives.

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 or higher from an accredited university.

● A valid, current, and appropriate California state Teaching Credential (ELL Authorization, or

BCLAD, or CLAD).

● Desirable: Career Technical Education Credential (CTE Credential); Dual single subject credential

or PPS Credential.

● 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 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.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Section 1:  Management of Homeroom Caseload

● Maintain daily communication through synchronous sessions with students and

parents/guardians through Zoom (or the like) (30 minute minimum per week).

● Hold weekly check-in meetings with students to review student progress and support.

● Ensure students are attending Live Sessions with Content Teachers.

● Monitor student progress in various courses.

● Assess students academic needs.

● Collaborate with students to track self-progress.

● Monitor homeroom student attendance, engagement, and live sessions.

● Collect needs assessment and detail Community Partnership placement for students.

● Collect student work samples from caseloads.

● Collaborate with colleagues to create success plans for struggling students in various courses.

● Directly communicate general announcements with parents/guardians, students, and

community partners.

● Consistently update communication log/documentation in Student Information Systems.

● Communicate lessons and create supplemental lessons for homeroom curriculum.

● Complete Compliance Work in the Student Information System.

● Complete ordering of curriculum and materials for students.

● Assist parents/guardians with Elite processes and procedures such as signing compliance work

and business department services.

Section 2:  Student Supports

● Actively participates in Parent Conferences.

● Support students in collaboration with the Student Support Department, Student Development

Department, or Academic Innovation Department as needed.

● Create lesson plans that meet state educational standards.

● Creatively supplement curriculum to engage students.

● Supports Special Education by attending IEP/504/SST and filling out forms/communications.

● Differentiates instruction to meet student needs/provides additional or supplemental materials

when needed.

● Establishes positive and appropriate student-teacher relationships.

● Provides “Elite Progress Support Plans” for students who need to catch up on assignments or

students who are struggling in course(s).

Section 3:  Professional Development & Staff Collaboration
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● Attends weekly collaborative meetings with colleagues for lesson planning/best

practices/feedback/support.

● Attends and participates in bi-weekly staff meetings/professional development.

● Weekly communication with administrator to ensure teacher success and support.

● Fulfills school-wide and individual LCAP/SMART goals.

● Demonstrate professionalism and interpersonal skills.

● Enrich personal skill sets and knowledge by attending outside professional development

opportunities.

● Attend two in-person or virtual school events a month to build school culture and pride

Section 4:  General & Essential Duties

● Proctors exams and other assessments (locally/various counties).

● Follows and adheres to Elite Academic Academy Charter policies and procedures.

● Maintains a record of student work.

● Maintains current up-to-date grades.

● Understand digital file organization.

● Follows legal mandates and procedures according to reporting (Child Abuse and Neglect Act).

● Consistently follows office hours  availability for students.

● Responds to all stakeholders inquiries/communications within a 24 hour period.

● Document and resolve all informal and formal complaints with parents, students, and staff in a

professional manner.

● Adhere to Elite Academic Academy policies and procedures according to the staff handbook.

● Ensure and maintain compliance with the Uniform Complaint Policy and the Uniform Technology

policy.

● Use technology for assessing students, collecting data, and analyzing data.

● Uses Google Calendar of events and meetings for transparency

Knowledge of:

● Online platforms and technology use.

● Demonstrates excellent computer and typing skills.

● Career Technical Education Pathways.

● Academic and emotional growth and development of school aged children.

● Current job market trends and skills.

● Best practices to engage student learning.

● Current state testing.

● Special Education, English Language Learners, and 504 practices and procedures.

● Methods, pedagogy, and techniques used to develop and instruct curriculum.

● General knowledge of Education Codes and laws.

Ability to:

● Foster engaging activities and learning for student success through the use of technology.
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● Provide individualized instruction to students by promoting interactive learning.

● Create a safe space for students to learn where diverse thinking is celebrated.

● Facilitate an online and in-person classroom culture of creativity and diversity.

● Demonstrate exemplary communication skills (oral and written).

● Demonstrates excellent time management.

● Cultivate positive rapport with students, staff, parents, and community stakeholders.

● Assess student needs and individualize instruction according to their needs/goals.

● Collaborative with colleagues on an ongoing basis.

● Assist in curriculum development.

● Work flexible hours; sometimes weekends and/or evenings.

● Accessible access to the internet.

● Demonstrate integrity when making decisions.

● Travel locally, nationally, and internationally with student enrichment and educational trips.

Work Environment:

● Blended position (remotely & locally)

● In-home Office

● Occasional travel may be required by personal vehicle

● Flexible Hours

Physical Demands:

● Lifting up to 25 lbs.

● Sitting or standing for extended periods of time.

● Ability to see and read clearly to monitor student progress online.

● Dexterity of hands for computer use.

● Ability of hearing for listening.

● Ability of speaking to properly exchange information.

● Traveling long distances.

HAZARDS:

Contact with dissatisfied individuals.

Employee Acknowledgement:

____________________________ ____________________________ _______________

Employee Signature Printed Name Date
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Teacher of Record - Flex
Job Description

Position Title: Teacher of Record - Flex
Reports To: Director of Flex (or designee)
FLSA Status: Exempt
School Classification: Certificated
Pay Range: Starting at $62,000
Work Schedule: 187 -225 days
Location: Onsite/Remote Office

Position Summary: Provide stimulating learning experiences to ensure academic success and to motivate
students according to their individualized learning plan. Required duties include administrative
responsibilities and completion of all required paperwork as outlined below. Teachers of Record - Flex are
required to participate in all staff meetings and trainings; are expected to uphold the school's mission and
shared values, philosophy, and policies and procedures.; and must carry and maintain a valid California
teaching credential. Teachers of Record - Flex must provide daily synchronous instruction for K-3 students
and weekly synchronous instruction for 4th-12th grade students. Teachers of Record - Flex must provide
daily opportunities for live interaction for 4th-8th grade students, and may have to tutor students weekly if
they are not making sufficient academic progress and an intervention plan is in effect. Teachers of Record -
Flex may be required to meet with students in-person if in-person support is needed. Teachers of Record -
Flex are expected to travel to and from learning period meetings as part of their regular work day.

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

● A valid, current, and appropriate California state teaching credential for teaching staff. A copy
of Teaching Credential to be provided and kept current.
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● State and federal fingerprint clearance (Live Scan) 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.

ESSENTIAL DUTIES and RESPONSIBILITIES:

● 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.
● Teach all courses of study prescribed by the State of California virtually or traditionally.
● Assign and monitor required courses per transcript evaluation.
● Deliver individualized and small group instruction virtually or in person.
● Provide synchronous and live sessions to support increased student engagement and grade

level mastery.
● Develop, adapt, and use instructional materials to teach students of varying physical,

emotional, and mental aptitudes.
● Create and maintain a safe, supportive, and effective learning environment.
● Evaluate students' academic and social growth through multiple measures.
● Issue grades and credits earned, and prepare progress reports and report cards.
● Implement school adopted assessment programs into learning plans.
● Facilitate required testing and assessments.
● Assist students with Community College and CTE class enrollments.
● Communicate regularly and effectively with parents or adult students, minimally every

twenty school days.
● Assist in preparation of withdrawal documentation, including withdrawal grades and credit

earned.
● Participate and collaborate in meetings to improve student learning (e.g. SST, IEP,

intervention, curriculum development, individualized learning plan).
● Select instructional materials with the team; maintain inventory.
● Identify student needs and cooperate with other professional staff members in assessing and

helping solve students’ health, attitude, and learning challenges.
● Create and maintain all required necessary Independent Study compliance records

(attendance, compliance) in the student information system (School Pathways).
● Maintain professional competence through professional development educational activities.
● Participate cooperatively with the appropriate administrator in employee evaluation.
● Utilize technology as a means of educating and communicating.
● Operate a computer and standard office equipment.
● Supervise students during out of classroom activities as necessary (e.g. field trips).
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● Participate in faculty committees, the sponsorship of student activities, Elite events, and
program wide activities.

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).

● Assist with WASC accreditation.
● Perform other duties as assigned.

KNOWLEDGE AND ABILITIES:

Knowledge of:
● Current trends and research concerning the growth and development of lower school, middle

school and high school age students.
● Principles, theories, practices, and methodologies used in curriculum development,
● instruction, and assessment.
● Procedures and best practices that promote appropriate student conduct (e.g. classroom
● management strategies, independent study strategies).
● Educational research concerning extrinsic and intrinsic student motivation.
● Guidance of special education practices, policies, and procedures.
● Applicable sections of the Education Code and other applicable laws.

Ability to:
● Demonstrate effective interpersonal skills.
● Communicate clearly in a timely manner, both orally and in writing.
● Foster teamwork in a collaborative work environment.
● Direct, motivate, listen to, and establish effective rapport with students, adult students and

parents.
● Analyze and assess student learning.
● Use technology in an effective manner for teaching, communicating, analyzing, and reporting.
● Motivate students to develop the skills, attitudes, and understanding needed to set a good

foundation for secondary level education, in accordance with each student's ability.
● Maintain professional, cordial relationships with students, parents, and staff.
● Monitor students in classrooms and other learning environments.
● Use professional judgment in making reasonable decisions or recommendations in

conjunction with other staff members and/or administrative leadership.
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● Solve problems and take responsibility for a variety of situations in a reasonable manner
where only limited standardization exists.

● Interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
● Provide leadership to students in emergency preparedness drills and during actual

emergencies, following the charter’s Safety Plan. the site emergency preparedness plan.
Supervise and lead students during monthly site disaster drills and an annual“charter wide”
disaster drill.

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.

Employee Acknowledgement:

____________________________ ____________________________ _______________
Employee Signature Printed Name Date
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Teacher of Record - Homeschool
Job Description

Position Title: Teacher of Record - Homeschool
Reports To: Director of Homeschool (or designee)
FLSA Status: Exempt
School Classification:    Certificated
Pay Range: Starting at $62,000 annually
Work Schedule: 187-225 days
Location: Remote Office

Position Summary:
Teachers of Record - Homeschool support students in meeting their educational goals and
ensuring they are successful in an independent study environment. Required duties include
administrative responsibilities and completion of all required paperwork as outlined below.
Teachers of Record - Homeschool are required to participate in all staff meetings and trainings.
Teachers of Record - Homeschool are expected to uphold the school's mission and shared values,
philosophy, and policies and procedures.  Teachers of Record - Homeschool must carry and
maintain a valid California teaching credential.  Teachers of Record - Homeschool must meet
with K-8 students at least once every 35 days but communicate weekly.  High School students will
be supported weekly.  Teachers of Record - Homeschool may have to tutor students/support
tutoring opportunities weekly if they are not making sufficient academic progress and an
intervention plan is in effect.

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

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

● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code
44237).  No prospective employee can report to work without this clearance being
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)
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upon employment and thereafter updated every four years.
● Valid California Driver’s License.

General Skills:

● Team player.

● Love of learning – a lifelong learner.

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

● Flexibility and accountability.

● Well developed, clear communication and interpersonal skills that maintain a
respectful, professional, and courteous manner.

● Conflict resolution skills.

● Strong organizational skills.

● Openness to differing views and objectives.

● Computer and technology literacy.

● Willingness to research and become knowledgeable of curriculum and educational
resources.

● Ability to deliver information concerning curriculum, teaching, assessment, and
learning to families.

● Serve the student and parent's needs to the best of his/her ability without allowing
his/her own convenience to interfere.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Professional Support:
● The Teacher of Record - Homeschool’s goal is to ensure the academic success of each

student on their roster.
● Teachers of Record - Homeschool must meet with assigned students and parents to

support the student’s academic needs, and to facilitate adequate progress toward the
common core state standards.  This requires understanding the student/family goals and
Teachers of Record - Homeschool assist families in the development and execution of the
goals.

● Teachers of Record - Homeschool will work with students in all grade levels TK-12.  For
students in grades 6-12 this includes a knowledge of the high school requirements.

● Teachers of Record - Homeschool will complete all educational and administrative duties,
paperwork, and other tasks as needed to achieve this goal. Professional support is not
limited to the school calendar days.

Responsibilities:

● Develop an educational plan with each family at the beginning of each learning period.
● Maintain daily communication through live and synchronous sessions with students and

parents/guardians through online platform, email, and telephone communication.

● Evaluate, update, and document student progress towards the educational plan and
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Common Core State Standards by examining the entire body of student learning at the
monthly Academic Consultation and engaging the student through evaluative
discussion and observation.

● Collect work samples each learning period and use those samples to create a record
of each students’ learning.

● Stay current with school policy and procedure.

● Complete the required paperwork and documentation for each student
according to individual deadlines.

● Responsible for synchronous and live sessions to support increased student
engagement and grade level mastery.

● Advise and support parents and students.

● Ensure students’ academic needs are met by ordering, researching, and suggesting
curriculum.

● Suggest and provide information regarding available educational opportunities.

● Proactively seek information on high school curriculum and course work.

● Stay current with UC A-G requirements, school policy and procedure.

● Work with Program Director to ensure high school requirements are being met.

● Design Custom High School Courses according to student need.

● Maintain an accurate online budget for each student-make sure funds are spent
according to academic priority—curriculum, tutoring, and then enrichment.

● Communicate school information to the parents/students.

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

● Attend IEP and other required meetings for assigned students.

● Use computer technology, email, the Internet, and other technology.

● Attend mandatory teacher trainings and weekly meetings/mentoring sessions.
● Complete online and other trainings as determined as necessary by the school.

● Proctor state mandated tests and administer any charter required assessments, such
as the i-Ready assessment, easyCBM, etc.

● Support high school students and parents with high school planning.

● Evaluate student transcripts for graduation/completion purposes.

● May perform other duties commensurate with the functions and level of the position.

Paperwork and Documentation:

The Teacher of Record - Homeschool must complete all paperwork and documentation
necessary to serve each assigned student. Completed documentation must be submitted by
specific due dates as specified by the school. The required documentation includes, but is not
limited to, the following:

● Master Agreements and enrollment paperwork

● Attendance Reporting

● Assignment and Work Record (AWR) in School Pathways to document student
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learning--to be completed within two weeks after attendance has been taken
● Report Cards

● Portfolios(digital)

● Purchase Orders

● Checkout (performed after last day of school)

● High school plans and paperwork

● IEP paperwork

● Additional paperwork as needed

Advice and Support:
The Teacher of Record - Homeschool is expected to serve students with varying needs.  A broad
base of educational knowledge, as well as a thorough understanding of educational
opportunities available through the school, is necessary to support families adequately.  This
knowledge must include, but is not limited to, familiarity with the following:

● School and Common Core State Standards

● Curricular options to meet the standards

● Learning approaches and teaching philosophies

● School graduation requirements

● School and community in-services available

● Internet resources

● Distance learning

● Field Trips

● High School specific information

The Teacher of Record - Homeschool is responsible for answering educational questions
posed by their families, performing research, using the Elite Educator manual, and consulting
their assigned local lead as needed.

Other Duties

● Proctoring duties as needed during the testing window.

● Plan two field trips per year and create educational materials to support the field trip.
This includes but is not limited to worksheets to be completed on the field trip, before or
after.

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

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

● Perform other duties as assigned.
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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.
The employee should be familiar with videochat platforms in order to support students virtually
and attend meetings, as applicable.

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

● Hearing and speaking to exchange information.

● Dexterity of hands and fingers to demonstrate activities.

● Operates a computer and other office machinery.

● Seeing to read a variety of materials and monitor students.

● Bending at the waist, kneeling, or crouching.

● Sitting or standing for extended periods of time.

● Lifting objects up to 50 pounds.

● Close vision and ability to adjust focus.

Work Environment:

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

● 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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IT - Technology Support Coordinator
Job Description

Position Title: IT - Technology Support Coordinator
Reports To: Chief Academic Innovations Officer (or designee)
FLSA Status: Non-Exempt
Pay Range: $50,000 - $60,000/annually
Work Schedule: 12 months
Location: Onsite/Remote Office

Position Summary: The IT - Technology Support Coordinator is responsible for the management and
support of technology related matters outlined in this job description, ranging from resolving issues with
company Mac and PC computers, operating systems and platforms, critically evaluating and addressing
company tech issues, and troubleshooting and supporting the company users.

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-five years of
hands-on IT technical support experience.

● 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.

● 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:

● Manage and support company issued all-staff technology, to include: laptops, both Macs and
PCs; phones; tablet devices; scanners; document cameras; office equipment; etc.
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● Hardware installation, maintenance and repair.
● Software installation and updates.
● Offer technical support on-site, via remote access software, phone and email.
● Educate users on how to utilize technology equipment correctly.
● Manage all Google Admin and Workspace accounts, as well as third-party accounts

designated by the organization.
● Support testing center sites during annual state testing.

Skills Needed:

To perform this job successfully, an individual should have 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.  Strong project and time management skills are
essential, as is the ability to maintain positive customer service even in stressful situations.

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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Flex Elite Educator has been changed to Teacher of Record - Flex.  Please see the 
attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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: Flex Elite Educator

August 2, 2021

We are pleased to offer you the position of full-time exempt Flex Elite Educator with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Flex, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

Date: ______________________ 

 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Homeschool Teacher has been changed to Teacher of Record - Homeschool.  Please 
see the attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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

________________________
Meghan Freeman
CEO



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

California Unemployment Insurance Code)

Date: September 2, 2021

Re: 

Effective September 1, 2021, your full--time (80%) exempt position, as Homeschool Teacher, with 
Elite Academic Academy - Mountain Empire, will be changed from salary exempt to hourly non-
exempt.  

Your hourly rate will be $44.22/hour, for a maximum of 32 hours per week, less applicable 
withholdings.  [Note:   You will also continue to be paid, at your hourly rate, for an additional 20% 
of required staff meetings and professional development.] 

[Additional Note:  Your previous salary of $52,920 (for 80%) is equivalent to $282.99 per day 
($52,920 divided by 187 calendar days, per your staffing calendar, is $282.99); and 80% of a 40 
hour work week is 32 hours per week, or 6.4 hours per day.  Therefore, $282.99 divided by 6.4 is 
your hourly rate of $44.22.  You are not required to work 6.4 hours per day, but have a maximum 
of 32 hours per week, to be scheduled as you and your supervisor see fit.]  

You will now be paid twice a month on, or around, the 10th and 26th of each month.  You will be 
required to record your time in Paycom.  [Note:  Specific direction, regarding time-keeping, will 
be provided.  You are able to “bulk” add your hours for the day, and/or week, for your 
convenience.]

You will continue to receive your mileage and travel stipend of $50.00.  Your staffing calendar 
remains the same.  Please see the attached updated contract.

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: Sandy Skal-Gerlock

in the position of

Title: Homeschool Teacher (80%)

September 2, 2021

We are pleased to offer you the position of Full-Time (NON-Exempt) Homeschool Teacher (80%)
with Elite Academic Academy – Mountain Empire (the “School”), which commenced August 18, 
2021.  We are delighted you chose to continue with the Elite Academic Academy team.  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 have already been cleared).  
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 Homeschool, 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  $44.22 an hour for all 
regular hours worked, for a maximum of 32 hours per week, less applicable withholdings, for 
187 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.  
[Note:   You will also be paid, at your hourly rate, for an additional 20% of all required staff 
meetings and professional development.] 

We anticipate that there will be occasions when we will ask you to work over 32 hours per 
week, and/or occasions when you may be asked to work overtime (not including the required 
meetings/professional development referenced above).  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 also receive a stipend of $50.00 a month for mileage (in lieu of mileage 
reimbursement.  You will be paid twice a month on, or around, the 10th and 26th of each 
month (you are paid for the dates of the 1st thru the 15th of the month on, the 26th; and the 
dates of the 16th thru the end of the month, on the 10th of the following month)..  Human 
Resources will confirm your exact pay dates.  

5. 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.  

  
6. You are required to record your time via our timekeeping system, 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. 
 

7. You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers 
Retirement System, as further described in the Employee Handbook. 

8. 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. 

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 
you previously signed) 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 you previously signed), 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. 

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.  

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 7 days.  

Once again, we are looking forward to you joining the Elite Academic Team, contributing to the 



Certificated Teaching Department, and personally growing with the School.  

Sincerely, 

 

Meghan Freeman, CEO  

CEO/Designee Signature:       Date:  

 

AGREED TO AND ACCEPTED BY: 
 

 

 
 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Homeschool Teacher has been changed to Teacher of Record - Homeschool.  Please 
see the attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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: Homeschool Teacher

July 23, 2021

We are pleased to offer you the position of full-time exempt Homeschool Teacher with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Homeschool, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

: ______________________ 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Homeschool Teacher has been changed to Teacher of Record - Homeschool.  Please 
see the attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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

________________________
Meghan Freeman
CEO



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

California Unemployment Insurance Code)

Date:  July 16, 2021 

Re:   

Effective as of August 9, 2021 your employment position with Elite Academic Academy -
Mountain Empire (as a temporary Track A Teacher of Record) will end and your position will be
changed to a full-time exempt Homeschool Teacher, with Elite Academic Academy - Mountain 
Empire.  

Please see the attached contract, and job description 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: Homeschool Teacher

July 16, 2021

We are pleased to offer you the position of full-time exempt Homeschool Teacher with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Homeschool, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign our Arbitration Agreement (which you 
previously signed) 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 
 

 
 
 

 Date: ______________________ 
 
  
 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Homeschool Teacher has been changed to Teacher of Record - Homeschool.  Please 
see the attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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: Homeschool Teacher

July 16, 2021

We are pleased to offer you the position of full-time exempt Homeschool Teacher with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Homeschool, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

____ Date: ______________________ 

 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Homeschool Teacher has been changed to Teacher of Record - Homeschool.  Please 
see the attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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: Homeschool Teacher

July 27, 2021

We are pleased to offer you the position of full-time exempt Homeschool Teacher with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Homeschool, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 
 

 
 
 

 Date: ______________________ 
 
  
 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Virtual Teacher has been changed to Teacher of Record - Virtual.  Please see the 
attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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: Virtual Teacher

August 13, 2021

We are pleased to offer you the position of full-time exempt Virtual Teacher with Elite Academic 
Academy-  Mountain Empire (the “School”) commencing August 18, 2021, with 3 Professional 
Development days (August 18, 19, and 20, 2021).  We are delighted you chose to join the 
Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the attached job description (attached) and you will report to the 
Director of Virtual, or designee.

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. 
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  $64,000 ($5,818 per 
month, August 2021 thru June 2022) less applicable withholdings, for 187 days of work (see 
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 a 
stipend of $50.00 a month for mileage (in lieu of mileage reimbursement).  You will be paid once 
a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
 
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy- Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

te: ______________________ 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Homeschool Teacher has been changed to Teacher of Record - Homeschool.  Please 
see the attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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: Homeschool Teacher

July 21, 2021

We are pleased to offer you the position of full-time exempt Homeschool Teacher with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Homeschool, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

 Date: ______________________ 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Homeschool Teacher has been changed to Teacher of Record - Homeschool.  Please 
see the attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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: Homeschool Teacher

July 20, 2021

We are pleased to offer you the position of full-time exempt Homeschool Teacher with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Homeschool, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

Date: ______________________ 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Virtual Teacher has been changed to Teacher of Record - Virtual.  Please see the 
attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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

________________________
Meghan Freeman
CEO



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

California Unemployment Insurance Code)

Date:  August 2, 2021 

Re:   

Effective as of August 9, 2021 your employment position with Elite Academic Academy -
Mountain Empire (as a Temporary Content Teacher) will end and your position will be changed 
to a full-time exempt Virtual Teacher, with Elite Academic Academy - Mountain Empire.  

Please see the attached contract, and job description 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 - Lucerne

Name:  

in the position of

Title: Virtual Teacher

August 2, 2021

We are pleased to offer you the position of full-time exempt Virtual Teacher with Elite Academic 
Academy - Lucerne (the “School”) commencing August 9, 2021 including 3 Professional 
Development days (August 18, 19, and 20, 2021).  We are delighted you chose to join the 
Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Virtual, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign our Arbitration Agreement (which you have 
already signed) 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
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 - Lucerne team, 
contributing to the Certificated Teaching Department, and personally growing with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

ate: ______________________ 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

 employment position with Elite Academic Academy - Mountain 
Empire, as a Flex Elite Educator has been changed to Teacher of Record - Flex.  Please see the 
attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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: Flex Elite Educator

July 30, 2021

We are pleased to offer you the position of full-time exempt Flex Elite Educator with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Flex, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

ate: ______________________ 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:   

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Homeschool Teacher has been changed to Teacher of Record - Homeschool.  Please 
see the attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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: Homeschool Teacher

July 16, 2021

We are pleased to offer you the position of full-time exempt Homeschool Teacher with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Homeschool, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 

___ Date: ______________________ 

 



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

California Unemployment Insurance Code)

Date:  October 20, 2021 

Re:

Effective immediately, your employment position with Elite Academic Academy - Mountain 
Empire, as a Homeschool Teacher has been changed to Teacher of Record - Homeschool.  Please 
see the attached job description.

All other elements of your original 21.22 contract (attached), including your pay, health and 
welfare benefits, and staffing calendar, remain in full effect and are not changed based on this 
addendum.  

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

________________________
Meghan Freeman
CEO



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

California Unemployment Insurance Code)

Date:  July 16, 2021 

Re:   

Effective as of August 9, 2021 your employment position with Elite Academic Academy - Lucerne 
(as a temporary Track A Teacher of Record) will end and your position will be changed to a full-
time exempt Homeschool Teacher, with Elite Academic Academy - Mountain Empire.  

Please see the attached contract, and job description 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: Homeschool Teacher

July 16, 2021

We are pleased to offer you the position of full-time exempt Homeschool Teacher with Elite 
Academic Academy - Mountain Empire (the “School”) commencing August 9, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the job description (attached) and you will report to the Director 
of Homeschool, or designee.

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. 



 

 
 
 

 
 
 
 

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 $74,000 (or $6,166.67 
per month) less applicable withholdings for 224 days of work (see calendar attached) + 3 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 $50.00 a month for mileage (in lieu of mileage reimbursement).  
You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

e: ______________________ 

 













Contract Addendum

August 26, 2021

Re:  

Per your email correspondence of today’s date,  your contract (attached) will be amended (by virtue of 
this contract addendum) to instead include a start date of September 13, 2021.

Please let us know if you have any questions or concerns.

________________________

 - Education Specialist



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Mountain Empire

and Name:  

in the position of

Title: Special Education - Education Specialist

August 23, 2021

We are pleased to offer you a full-time exempt position, with Elite Academic Academy - Mountain 
Empire (the “School”), as a Special Education - Education Specialist, commencing September 1, 
2021.  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.  They are as follows:

Your job duties are detailed in the job descriptions (attached) and you will report to the Special 
Education Coordinator, Special Education Consultant, or designee.

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. 

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 $96,000 (or $8,000.00 
per month) less applicable withholdings for 224 days of work (see 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 a stipend of $50.00 a month for mileage/supplies (in lieu of mileage 
reimbursement).  You will be paid once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign 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.  
 
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 the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
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: 
 

________ Date: ______________________ 

 
 



August 27, 2021

Re:  21/22 Contract Addendum for Teacher Buddy Stipend

Effective September 1, 2021, your 21/22 contract (attached) will be amended to also include a 
Teacher Buddy Stipend  (please refer to the attached job description) of $4000.  This stipend will 
be paid as follows:  $400 a month from September 2021 through June 2022.

You will continue to be paid on, or around, the 26th of each month.  

All other elements of your contract (attached), including your job description, staffing calendar, 
and any health and welfare benefits, remain in full effect and are not changed based on this 
addendum.  

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

________________________
Meghan Freeman
Chief Executive Officer



July 16, 2021

Re:  21/22 Contract Addendum - COLA

Effective July 1, 2021, your 21/22 contract (attached) will be amended to include a COLA increase 
of 5%, as approved by Resolution, by the Board of Directors, on June 17, 2021.

[Note:  You will see this change on your upcoming payroll - July 26, 2021.]

All other elements of your completed 21/22 contract (attached), including your job description, 
and staffing calendar, remain in full effect and are not changed based on this addendum; 
however, the Human Resources department will be preparing a revised contract (including your 
new pay rate) for your review and signature.  

This updated contract will be sent out within the next few weeks.

In the meantime, please confirm acknowledgment of this addendum by signing the below; and 
please contact Tracy Hasper, in Human Resources, if you have any questions or concerns. 

________________________ ________________________
Meghan Freeman Date
Chief Executive Officer

________________________
Date

________________________
Employee Title



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Mountain Empire

Name: 

in the position of

Title: Flex Elite Educator

June 1, 2021

We are pleased to offer you the position of full-time exempt Flex Elite Educator with Elite 
Academic Academy - Mountain Empire (the “School”) commencing July 1, 2021 including 3 
Professional Development days (August 18, 19, and 20, 2021).  We are delighted you chose to 
join the Certificated Teaching Department 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.  They are as follows:

Your job duties are detailed in the attached job description (attached) and you will report to the 
Director of Flex, or designee.

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. 



 

 
 
 

 
 
 
 

You will be paid an annual salary of $74,000 less applicable withholdings for 224 days of work 
(see calendar attached) + 3 days of Professional Development (see above).  You will also receive 
a stipend of $50.00 a month for mileage (in lieu of mileage reimbursement).  You will be paid 
once a month on, or before, the 26th of each month. 
 
Salary increases and annual bonuses may be awarded at the end of each calendar year, at the sole 
and absolute discretion of the CEO, based upon, among other things, an employee’s performance 
and the School’s overall performance during the calendar year. 
 
You will be eligible for all benefits as generally offered to similarly situated employees of the 
School, including accrual of sick pay, and contributions to California State Teachers Retirement 
System, as further described in the Employee Handbook. 

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. 

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.  
 
It is a condition of your employment that you sign our Arbitration Agreement (which you 
previously signed) 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.  
 
It is also a condition of your employment that, upon starting employment, you sign our 
Confidentiality Agreement (which you previously signed), which contains additional 
requirements for the protection of the School’s trade secret, confidential and proprietary 
information as well as an assignment to the School of the ideas, concepts and other intellectual 
property that you create while you are employed by the School. 
 
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 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.   
   
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.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Mountain 
Empire team, contributing to the Certificated Teaching Department, and personally growing 
with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 

te: ______________________ 



DocuSign, Inc.
221 Main Street, Suite 1550
San Francisco, CA 94105

Offer Valid Through: Oct 29, 
2021
Prepared By: Emin Arakelov
Quote Number: Q-00675760

ORDER FORM 

Address Information 

Bill To: Ship To:
Elite Academic Academy Elite Academic Academy
2060 D E Avenida De Los Arboles #504,
Thousand Oaks, CA, 91362
United States

2060 D E Avenida De Los Arboles #504,
Thousand Oaks, CA, 91362
United States 

Billing Contact Name: Shipping Contact Name:
Teresa Schaffer Teresa Schaffer
Billing Email Address:
tschaffer@eliteacademic.com

Shipping Email Address:
tschaffer@eliteacademic.com

Billing Phone:
19515650239

Shipping Phone:
19515650239

Order Details 

Order Start Date: Aug 2, 2021 Payment Method: Check
Order End Date: Aug 1, 2022 Payment Terms: Net 30
Billing Frequency: Annual Currency: USD

Products

Product Name Start Date End Date Quantity Net Price
eSignature Business Pro Edition - Envelope Subs. Aug 2, 2021 Aug 1, 2022 12,750 $39,130.43
Premier Support Aug 2, 2021 Aug 1, 2022 1 $5,869.57

Grand Total: $45,000.00

Product Details

eSignature Envelope Allowance: 12,750

Overage/Usage Fees

Teresa SchafferTeresa Schaffer

comcom
Shipping Email Address:Shipping Email Address
tschaffer@eliteacademic comtschaffer@eliteacademic com
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eSignature Business Pro Edition - Envelope Subs. (Per Transaction): $5.80

Order Special Terms

Both parties hereby agree that the following Order Forms identified by their Order Start Dates 
will be terminated upon the Order Start Date of this Order Form:

October 8, 2020 (Q-00503888)

No credit will be provided for the above Order Form(s).

This Order Form includes 250 Envelopes at no charge to Customer. Upon renewal, pricing will 
be based on $3.60 per Envelope, inclusive of Support.

Terms & Conditions

This Order Form is governed by the terms Master Services Agreement available online at: 
https://www.docusign.com/company/terms-and-conditions/msa and the applicable Service 
Schedule(s) and Attachments for the DocuSign Services described herein available online at 
https://www.docusign.com/company/terms-and-conditions/msa-service-schedules.

Billing Information

Prices shown above do not include any state and local taxes that may apply. Any such taxes 
are the responsibility of the Customer and will appear on the final Invoice.

Is the contracting entity exempt from sales tax?
Please select Yes or No: \tax1\
If yes, please send the required tax exemption documents immediately to 
taxexempt@docusign.com.

Invoices for this order will be emailed automatically from invoicing@docusign.com. Please 
make sure this email is on an approved setting or safe senders list so notifications do not go to 
a junk folder or caught in a spam filter.

Purchase Order Information

Is a Purchase Order (PO) required for the purchase or payment of the products on this Order 
Form? 
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Please select Yes or No: \por1\

If yes, please complete the following:

PO Number: \po1\

PO Amount: $\pa1\

By signing this Agreement, I certify that I am authorized to sign on behalf of the 
Customer and agree to the Terms and Conditions of this Order Form and any 
documents incorporated herein. 

Customer DocuSign, 
Inc.

Signature: \si1\ Signature: \si3\

Name: \na1\ Name: \na3\

Job Title: \ti1\ Job Title: \ti3\

Date: \ds1\ Date: \ds3\

\ \in2\

Name:Name \\na3na3\\na3na3na3
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JKLMǸ Q NkPOa SK ]ZTd[ffLThKW WLK ST\PdTWWTlLhJ dTZU
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[\]̂ [̂\_̀a_̀\̀ [̂bcd èfafg̀ \f hijklkcjimnkokppmkonjmoqnr
[s_d[ gat̂tat\g fge]̂^



���������	
������� ������������

������������
����� ������������������!�����	"!�#$#��%�!#�����	&�������$�#$

���'������$(
�����������������


)������������!�*%�������������������	"'�'�����$%#����������	%��$�#$ ��������$�

���������!'���������
�����������!���# +������#	���	+#��$���"������#���*%��#�� ����

'��� �#��	����$%#����������	%��$�#$
����������	%��$�#$�����������������	&����

���$�#$"!�#'���%��$%��!%�!#����	���������
����������	%��$�#$ �������������

�	&�������$�#$"'�'������#�����	�����������!�#
,#�����!�&���'�'������������

-���$#$���$�#$�����'������$./�������������������������'��&�$��������#������!

�����	


0/ 12345467898:;9<=52><

�*��%�'������%������#�?�$��������#�������	��!��������	#�����%���������!�������	��

��������@�$�	���#��		��������	�����$A/�����������������"�������#������%%����B

A/��������@�$�	���#��	'���������!@�$�	���#��	C��	

D/ ��%������!������E���#��	E�������'��$E����$E��$�	���E�#��E ��#���


F/ G54>2149H6789<

I��������!��&��	���$ �������%���������%������!�����!���$ �����	���������&���������!

��' �����#������ ����� J����	 ���������$����� �J
�
����������� �����$����	���	�

�$ ������ ����#	���" #������$���	 ��"�#�� ��'� �����#����������%������ ��!�����

�����'���B

A/��!E���#��	"E����!%������������!����$������ �����������E���#��	"E'������

 ���$���E�%������!���������	@�������E��E,���K�	������E'���������'����# +�����

��������$����������������J
�
C

D/ ��!E����$E��E�#��E������ ��#������E���������	L�#���!E�� !�����&���$������

E���������	 L�#���!"E'���� ��! ������ �� ���������� '��� �#�� E����$E��E�#��E��

%���� ���	 !J
�
�����$�������	����������C

./ ��!E����$E��E�#��E������ ��#��� !��!E�%������!���������	@�������"EE,���K�	������"E

����!%������������!'���������'����# +�����J
�
�����$�������	����������C

M/ %��%���!������������	���E���������	L�#���!E���������'��	 !"�����	���������

����"�#���	!������������E���������	L�#���!E��&���$���"'������!����&�����������	

���#��%��%���!���%���� ���	 !J
�
�����$�������	����������C

N/ %��%���!�������'��	 !"�����	�������������"�#���	!"������������E�%������!

���������	@�������"EE,���K�	������"E����!%������������!'���������'����# +�����

J
�
�����$�������	����������


��#��	�����������!�E�%������!���������	@�������E��E,���K�	������E����!%�������

�����!�����������������E�%������!���������	@��������E��	E,���K�	�������E���#�	 !���

J����	������I����#�!��%���$���O�P�������Q�����������L�������P
Q
�
L
�����$�! �

�$��	�	���$ ��$�����$�


��#��	�����������!�E���������	L�#���!E����!��#���!����������# +��������	���

�����$���$ �������$%���	 !�����'������J
�


RSTURUSVWXVWSWURYZ[W\]X]̂WS] _̀ abcbZà debfbggdbfeadfhei
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��������	
������ ����������

��������	
������

��������������� �!�"�����#�$� %&#$�!����!��� !��'($$%&

 !$�'����!  �!�"��

)*+,�-
�.,�/�-0/�
+�+�,+-,1.�-2�3.�4+
�
1-
�.0*���55�6+-�7

89::	;8��<=:>;	<<�89?	;��	@9;:

)*���55�6+-�+,�

�
0�A�20+�-BC��'��������7

)*�0�./D,3�1,�D+,
��+-�
�,�,3�1,��..��+,0�.�

�/�,0+23�.0-�.1-
�.8�5+��.-+�5�6�

A�20+�-B�C ����������& EFGHIIEJKLF+,
�5�0�
�-
.�35�2�
MN0*���55�6+-�7

�&  EFGHIIEJKLF

O&P�1/�N2�-2�50*+,3�5+2N�P�1/1,0/�+5�.
�5+4�.�
4�-2�6.+00�--�0+2�0�1,,0�0+-�6*�-

0*�2�-2�55�0+�-+,0�0�Q�����20�

R& ��0*+,3�5+2N*�,M��-+-����20��.��
�N,�.5�,,S�-
+,-�0�.�-�6�5���3�5+2N6�*�4�

3.�4+�1,5N+,,1�
S6�/�N2�-2�50*+,3�5+2NMN/�+5+-��.
�5+4�.+-�0�0*��+.,0T�/�
�-,1.�
S

�00*�/�+5+-��

.�,,,*�6-+-0*�3�5+2N�-
0�0*�3.�
12�.��.�2�.
S�
4�-2�6.+00�-

-�0+2���2�-2�55�0+�-S,0�0+-�0*�.��,�-��.2�-2�55�0+�-S�05��,07

E& ��
�N,M���.�0*�����20+4�
�0���2�-2�55�0+�-+�6�2�-2�5��.7

UOVT�-3�N/�-0��3.�/+1/W�.

URV X+,2�4�.N���.�1
MN7

UEV �-N+-,1.�
�.*+,�.*�..�3.�,�-0�0+4�+-�M0�+-+-�0*+,+-,1.�-2�W�.

UYV P�1�.N�1..�3.�,�-0�0+4�+-31.,1+-��25�+/1-
�.0*+,3�5+2N�

Y& ��
�N,M���.�0*�����20+4�
�0���2�-2�55�0+�-+�6�2�-2�5��.�-N�0*�..��,�-�

Z& )*�3�5+2N3�.+�
6+55�-
�-0*�
�N�-
*�1.,0�0�
+-0*�2�-2�55�0+�--�0+2��

[& ��6�2�-2�5S�+-�53.�/+1/ 6+55M�2�5215�0�
3.�.�0�M�,�
�-0*�0+/�0*+,3�5+2N6�,+-

��.2��@+-�53.�/+1/ 6+55-�0M�5�,,0*�-0*�:+-+/1/ �.�/+1/ �,,*�6-+-�0�/ ����0*�

X�25�.�0+�-,�

\& ��N�12�-2�5S�+-�53.�/+1/ 6+55M�/�.�0*�-3.�.�0�W+06+55M�M�,�
�-0*�0+/�0*+,3�5+2N

6�,+-��.2��-
+-2.��,�
MN�1.,*�.0.�0�2�-2�55�0+�-0�M5��-
3.�2�
1.��@+-�53.�/+1/

6+55-�0M�5�,,0*�-0*�:+-+/1/�.�/+1/�,,*�6-+-�0�/����0*�X�25�.�0+�-,�
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G_KPG SM̀J̀M̀HS RSQIJJ



��������	
������ ����������

�� ��
������������������� �
�������!��""����!��#���!��"���$

%&'(�!)��*�!���)��*�+*,�!�"+
�!�)��*�!�
+��!�)����)�"���#����+�
�!

+�

+��!�����+���!�)�"������*�� ���!������*����-��

%.' /���� ��������+
��$

%�' �!��!�+��
������������)����!���� ��!�����!�!������!�+��!��0��

%1' 2�+����+���)����!���� ��!)+��+�!���"��*+!
������)�"����

1� ��
������������������� �
�������!��""����!��#���!��"����!�����������!"����

�!�������)�3�

4����""�#�!�56789:967���

�
�!
�+)����
���!�)�� ����!�������!�����$

7;<=><>?�@

&���#�
���
�!������!�#����)�"���,#�#�""*��"��
�"� ��#�����!!�����,�����!���������!
���!�!��!�#�",����������(�*�
�!�+��
�!
�����)��
+����������
,��"����$

�� ��
���,�+�!��*������!�A�
���,����������B)������!���!!� ������
���,�����
���������)�"���)��*�+*��C��,�����"����

.� D�#�""*��"��
�"� ��!���������������(�*�
�!�+��
,�!
�����)��
+����������
,�����
*��"�!��

�������#!�!���)�"����

E� D����!����F+���
����!
!�������!�!��!�#�"�!�����""�#�!����+����!�$

�� ��������!��������!�#�"���)�"���,#����+��!����!����!���*�,��!
����!�,�������,��
���#��!+��!
�*�*������+��!�+��!�����+)�

1� �����)�"���������!�B��!
�
���G�
�����"���,)�� �
�
����!�����������!�� �!�!
�����
�!��#����������)�&�

H� ����+�� ������!�
��)"���*�!��� �����,������������(�*�
�!�+��
��������
,�!
#����!�,#����!��
�����������*�!����!�����)�"���,�������!������ ������

I� �����)�"���������)����
��!�*������!��
����!
��+���!������
�������*���
���+�!��������#�""!������!�#�
�

>� ����������(�*�
�!�+��
��F+��������!���!������*�����!
����!������-��� ���
��
���)�"���#����!��
���������!
�����)�"���)����
�

J� ��#� �� �*�
��#�����! ������� ��������(�*�
�!�+��
,�!�����
�!��#��� ���
��*����*�����#!�!�������)�&�,����!�#���)�"���+!
�����!��
���*�����!
����!�
�����!�!������
)��*�+*����,#��!����!�������B���
�A�K�

:LMN><I;=N>O><PI;>N<;PHL�<Q>�<R;PL>=S=;TMNM;<;JPL>S;@MHR�

UVWXUXVYZ[YZVZXU\]̂ Z_̀[̀aZV̀ bcdefe]dcgheiejjgeihdgikhl
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Resolution recognizing a state of emergency and authorizing teleconferenced
meetings pursuant to AB 361

WHEREAS, in response to the novel coronavirus (“COVID-19”) pandemic, Governor
Newsom adopted a series of Executive Orders allowing the legislative bodies of local
governments to meet remotely via teleconference so long as other provisions of the

Ralph M. Brown Act (“Brown Act”) were followed; and

WHEREAS, on Sept. 16, 2021, Governor Newsom signed AB 361, which immediately
amended the Brown Act allowing governing boards to continue holding virtual meetings
outside the teleconferencing requirements of Government Code section 54953(b), if the

board makes a finding that there is a proclaimed State of Emergency, and either (1)
state or local officials have imposed or recommended social distancing measures, or (2)
meeting in person would present imminent risks to the health or safety of attendees due

to the emergency; and

WHEREAS, on March 4, 2020, Governor Newsom declared a statewide emergency
arising from COVID-19 pursuant to Government Code section 8625; and

WHEREAS, social distancing measures have been imposed to mitigate the spread of
COVID-19; and

WHEREAS, the governing board of the Elite Academic Academy- Mountain Empire
believes the spread of COVID-19 poses an imminent risk to the health and safety of in
person meeting attendees; and WHEREAS, the governing board is committed to open

and transparent governance in compliance with the Brown Act; and WHEREAS, the
governing board is conducting virtual meetings by way of telephonic and/or

internet-based services as to allow members of the public to fully participate in meetings
and offer public comment.

NOW THEREFORE, BE IT RESOLVED, that the recitals set forth above are true and
correct and fully incorporated into this Resolution by reference.



BE IT FURTHER RESOLVED, that the governing board of the Elite Academic
Academy-Mountain Empire recognizes that a State of Emergency in the State of

California continues to exist due to the COVID-19 pandemic.

BE IT FURTHER RESOLVED, that the governing board recognizes that social
distancing measures remain recommended by state and local officials.

BE IT FURTHER RESOLVED, that the governing board finds that holding in-person
meetings would present imminent risks to the health or safety of attendees due to the

cause of the State of Emergency and that the cause of the State of Emergency directly
impacts the ability of the governing board members to meet safely in person. BE IT

FURTHER RESOLVED, the governing board of the Elite Academic Academy-Mountain
Empire authorizes the use of teleconferencing for all meetings in accordance with

Government Code section 54953(e) and all other applicable provisions of the Brown
Act, for a period of thirty (30) days from the adoption of this resolution, or such a time

that the Governing Board adopts a subsequent resolution in accordance with
Government Code section 54953(e)(3).

Adopted this day of the month of in 2021.

Motion made by:

Second made by:

List members voting “aye:”

List members voting “no:”

List members abstaining:

List members



MATH PLACEMENT POLICY

Elite Academy Academy understands the importance of student achievement in all subject areas,
including mathematics, as paramount to future success. Therefore, in compliance with Senate
Bill No. 359, the California Mathematics Placement Act of 2015, EAA has created,
implemented, and maintained a mathematics placement protocol for pupils entering grade 9 as to
enact a fair and equitable mathematics placement policy for all students.

This protocol includes the following objectives, as laid out in Senate Bill No. 359, when
considering student placement:

● Takes into account multiple objective academic measures of pupil performance;
● Uses scheduled assessments aligned to state content standards in mathematics;
● Hosts at least one checkpoint within the first month of the school year to ensure accurate

placement and permit reevaluation of individual pupil progress;
● Hosts an annual examination of mathematics placement data
● Offers a clear and timely recourse for each pupil and their guardian who questions the

pupil’s placement;
● Offers regular evaluation of student progress

Families have the opportunity at any point to question the placement of their student(s).
Concerns need be relayed to the family’s supervising teacher.

Staff at Elite Academic Academy will review annual an aggregate of schoolwide data on math
placement and compare placements schoolwide with placements of students in various
racial/ethnic, gender, and socioeconomic groups in order to gauge whether or not pupils who are
qualified to progress in mathematics courses are not being held back in a disproportionate
manner.

Limitation on Use of Subjective Placement Measures
Subjective measures, such as placement recommendations, may not be considered in determining
9th grade mathematics placement. Recognizing that facilitators and counselors are often aware of
students’ talents and abilities that are not reflected in objective data, an exception to this
prohibition may be made to advance a student to a higher mathematics class than objective data
indicates.

This policy in in compliance with California Education Code 51224.7
https://leginfo.legislature.ca.gov/faces/billNavClient.xhtml?bill_id=201520160SB359



Suicide Prevention Policy

The Governing Board of Elite Academic Academy - Lucerne and Elite Academic Academy -
Mountain Empire recognize that suicide is a leading cause of death among youth and that an
even greater amount of youth consider (17 percent of high school students) and attempt suicide
(over 8 percent of high school students) (Centers for Disease Control and Prevention, 2015).

Recognizing that it is the duty of the district and schools to protect the health, safety, and welfare
of its students, this policy aims to safeguard students and staff against suicide attempts, deaths
and other trauma associated with suicide, including ensuring adequate supports for students,
staff, and families affected by suicide attempts and loss. Protecting the health and well-being of
all students is of utmost importance to EAA. The EAA governing board has adopted a suicide
prevention policy which is intended to protect all students through the following steps:

1. Comprehensive psychoeducation on suicide prevention, developed from best practices, will be
provided to all EAA staff. All EAA staff will learn about current statistics on youth suicide, risk
and protective factors, recognizing warning signs of suicide, how to respond, how to seek help
for their student, and resources available via the school and in the community.

2. Comprehensive psychoeducation on suicide prevention, developed from current best practices,
will be provided to all EAA parents/guardians and students in grades 7-12. Students in grades
7-12 and their families will learn about recognizing and responding to warning signs of suicide,
using healthy coping skills, the importance of support systems, and seeking help for themselves
and friends.

This information will be provided at the beginning of each school year. It is the responsibility of
each student’s parent or guardian to review this information with them. If parents or guardians

Pending Board Approval



have any questions about the material, they can contact the school’s appointed suicide prevention
liaison:

Melissa Schulze, MSW, PPSC
School Social Worker
mschulze@eliteacademic.com
(866) 354-8302 ext 789

3. For students in grades TK/K-6, comprehensive psychoeducation on suicide prevention will be
made available to families to address risk and protective factors, warning signs, how to seek
help, and available resources. This information emphasizes protective factors families can
promote, like being involved in children’s lives by providing structure, guidance, and consistent,
fair discipline, modeling and teaching healthy social and coping skills, strengthening protective
factors, and promoting the students’ ability to seek help from trusted adults.

This information will be provided at the beginning of each school year. It is the responsibility of
each student’s parent or guardian to review this information. If parents or guardians have any
questions about the material, they can contact the school’s appointed suicide prevention liaison:

Melissa Schulze, MSW, PPSC
School Social Worker
mschulze@eliteacademic.com
(866) 354-8302 ext 789

4. The school has designated a suicide prevention coordinator, the school social worker, to serve
as a point of contact for school staff to communicate with when students are in crisis and are in
need of referrals to the appropriate resources for support.

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

6. Students will have access to short-term mental health counseling and case management
support through EAA’s social worker or counselor. Students also have access to national
resources which they can contact for additional support and information, such as:

The National Suicide Prevention Lifeline – 1.800.273.8255
The Trevor Lifeline via the Trevor Project – 1.866.488.7386
Crisis Text Line, text START to 741-741
Know the Signs Webpage at Suicideispreventable.org

Pending Board Approval



American Foundation for Suicide Prevention Website at http://www.afsp.org/
MY3 Website at http://www.my3app.org/

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

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

9. For a more detailed review of the school policy, please see our full suicide prevention policy.
This policy has been developed and adapted from the “Model School District Policy on Suicide
Prevention,” which is a resource that outlines comprehensive model policies and best practices
for schools to follow to protect the health and safety of all students. This resource was developed
by examining strong local policies, ensuring that they are in line with the latest research in the
field of suicide prevention, and identifying best practices for a national framework.
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Suicide Prevention, Intervention, and Post Intervention Protocol

Background

Suicide is the second leading cause of death in youth between the ages of 10 -19. Eleven percent of
high school students have made at least one suicide attempt, while 40 percent have indicated serious
suicidal thoughts. Schools are in a unique position to teach/reinforce resiliency skills, identify at risk
students/adults, and provide appropriate intervention and postvention strategies.  A plan that
implements a systematic approach  has the potential to increase both emotional and academic
performance stability.

A er reviewing current suicide protocols available from statewide educational entities, an adaptation
of various protocols with relevant modifications was developed to meet the needs of Elite Academic
Academy students and employees.  This Protocol will serve as a uniform tool for school counselors,
psychologists, mental health professionals, and directors when assessing a person for suicidal risk,
intervention and continued safety.

The protocol component of the Elite Academic Academy youth suicide prevention plan should include
systematic training for staff at each educational program.

The goals of this suicide protocol are to:

● Increase the knowledge of at-risk indicators.
● Provide strategies to increase and reinforce resiliency factors.
● Provide a user friendly and standardized concerned persons/referral protocol.
● Provide a standardized intervention/postvention protocol that includes cooperation and

collaboration with outside agencies and a more overall, protective environment for potential
existing, returning and recurring suicidal students.

General Guidelines
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Definitions

Self-Injury is the act of deliberately harming one’s own body, such as cutting or burning oneself.
Although self-injury o en lacks suicidal intent, youth who self-injure are more likely to attempt
suicide. Self-injury is an unhealthy way to cope with emotional pain, intense anger and/or frustration.

Warning Signs are behaviors that may signal the presence of suicidal thinking. They might be
considered a “cry for help” or “invitations to intervene.”

Warning signs may include (but are not limited to) the following:

● Joking about suicide frequently
● Sharing strong feelings of guilt, shame, that people would be better off without them,

or seeing no way out of their problems
● Suicide notes and plans
● Prior suicidal behavior and/or attempts
● Making final arrangements or giving away possessions
● Preoccupation with death
● Dramatic and/or sudden changes in behaviors, appearance, thoughts and/or feelings

(particularly unusual social isolation from loved ones).

Responsibilities of Elite Employees

All Elite employees are expected to:

● Inform the program director/assistant director immediately, or as soon as possible, of any
concerns, reports, or behavior relating to student suicide or self-injury.

● Inform the school counselor or school social worker immediately, or as soon as possible, of
any concerns, reports, or behaviors relating to student suicide or self injury.

Elite Director or Assistant Director must:

● Respond to reports of students at risk for suicide immediately or as soon as possible.
● Monitor and follow-up to ensure that the risk has been mitigated through support and

resources.
● Establish a safe, respectful and welcoming school environment.

Psychological and Pupil Services Staff must:

● Respond to reports of students at risk for suicide immediately or as soon as possible.
● Respond to Securly alerts immediately or as soon as possible.

4 Pending Board Approval



● Support and assist educational programs with guidance & risk assessments.
● Provide suicide prevention information and resources to all school staff, families, and

students.

Prevention: Grades K-6
Suicide prevention for grades K-6 involves a school-wide effort of activities and programs that enhance
connectedness, contributes to a safe and nurturing environment, and strengthen protective factors
that reduce risk for students.

A. Promoting and reinforcing the development of desirable behaviors such as help seeking and
self regulation behaviours and healthy problem-solving skills.

B. Increasing staff and parent/guardian knowledge and awareness of risk factors and warning
signs of suicide for all ages.

C. Monitoring and being involved in young people’s lives by giving structure, guidance and
consistent, fair discipline.

D. Modeling and teaching desirable skills and behavior.
E. Promoting access to school and community resources.
F. Promoting students’ ability to identify and turn to trusted adults.

Prevention: Grades 7-12
Suicide prevention for grades 7-12 also involves a school-wide effort of activities and programs that
enhance connectedness, contributes to a safe and nurturing environment, and strengthen protective
factors that reduce risk for students. Additionally, suicide prevention instruction shall be provided for
all students in grades 7-12 to educate students on risk and protective factors, warning signs, how to get
help for themself or a friend, and the school and community resources available to them. Preventions
include:

G. Promoting and reinforcing the development of desirable behavior such as help seeking and
self regulation behaviours and healthy problem-solving skills.

H. Increasing staff, student and parent/guardian knowledge and awareness of risk factors and
warning signs of youth suicide and self-injury through psychoeducation.

I. Monitoring and being involved in young people’s lives by giving structure, guidance and
consistent, fair discipline.

J. Modeling and teaching desirable skills and behavior.
K. Promoting access to school and community resources.
L. Comprehensive psychoeducation on risk and protective factors, warning signs, and how to

seek help.
M. Promoting students’ ability to identify trusted adults, school resources, and/or community

crisis intervention resources where youth can get help, and reduce the stigma that may be
associated with seeking services for mental health, substance abuse, and/or suicide
prevention.
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Intervention:  Protocol For Responding To Students At Risk For
Suicide And/Or Self-Injury

The following are general steps for responding to any reports of students at risk for suicide and/or
exhibiting self-injury behaviors in schools, at Elite Academic Academy sponsored activities, and in all
areas within Elite Academic Academy jurisdiction.

The urgency of the situation will dictate the order and applicability in which the subsequent steps are
followed.

A. Respond Immediately
a. Report concerns or incidents to the program director/assistant director immediately or

as soon as possible. Make direct contact with the program director/assistant director.
For example, do not communicate through email, leaving notes, voicemail or wait until
the end of the day the day to report about a student at risk for suicide.

b. Ensure that any student who is sent for a risk assessment is accompanied by an Elite
staff member at all times. Do not leave the student unsupervised.

B. Secure the Safety of the student
a. Supervise the student at all times.
b. For immediate, life threatening situations call 911
c. If a student is agitated, unable to be contained, or for immediate assistance, call 911 or

local police department dispatch.
i. If in San Diego county, ask for PERT (Psychiatric Emergency Response Team)

when calling 911 or the local law enforcement agency. If they are not available,
defer to standard dispatch.

d. Elite employees should not transport any student exhibiting the behaviors noted
above.

e. Contact law enforcement to conduct a welfare check, as appropriate.
C. Assess for Suicide Risk

a. The Elite Director/Assistant Director/Director Designee collaborates with a designated
school crisis team member to determine level of risk.

b. The student should be supervised at all times by another designated staff member.
c. The Elite Director/Assistant Director/Director Designee or school counselor should

gather essential background information that will help with assessing the student's
risk for suicide (e.g., what the student said or did, information that prompted concern
or suspicion, copies of any concerning writings or drawings).

d. Phone call for consultation should be made in a confidential setting and not in the
presence of the student of concern.

e. The Elite Director/Assistant Director, school social worker or the school  counselor
should meet with the student to complete a risk assessment using the Columbia
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Suicide Severity Rating Scale (C-SSRS). Follow the directions on the C-SSRS, including
asking the questions directly as printed.

f. For assistance and consultation contact the school social worker or counselor.

The privacy of all students should be protected at ALL times, disclose information only on a need to know
basis.

Table 1. Level of Suicide Risk

Levels Definitions Indicators

Low Risk Does not pose imminent danger to
self; insufficient evidence for
suicide potential.

Passing thoughts of suicide; no plan; no
previous attempts; no access to weapons or
means; no recent losses; support system is in
place; no alcohol/substance abuse; some
depressed mood/affect.

Moderate Risk May pose imminent danger to self,
but there is insufficient evidence to
demonstrate a viable plan of action
to do harm.

Thoughts of suicide; plan with some specifics;
unsure of intent; previous attempts and/or
hospitalization; difficulty naming future plans;
past history of substance use, with
possible/current intoxication; self-injurious
behavior; recent trauma (e.g., loss,
victimization).

High Risk Poses imminent danger to self.
There is a viable plan to do harm;
exhibits extreme and/or persistent
inappropriate behavior; sufficient
evidence for violence potential;
qualifies for immediate
hospitalization.

Current thought of suicide; having a plan with
specifics, indicating when, where and how;
access to weapons or means in hand; finalizing
arrangements (e.g., giving away prized
possessions, goodbye messages in writing, text,
on social media sites); isolation and withdrawn;
current sense of hopelessness; previous
attempt; no support system; currently abusing
alcohol/substances; mental health history;
precipitating events, such as loss of loved one,
traumatic events, or bullying.
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D. Suspected Child Abuse or Neglect

If you suspect child abuse by a parent/guardian, or there is reasonable suspicion that
contacting the parent may escalate the student’s current level of risk, and/or the
parents/guardians are contacted and unwilling to respond, report the incident to the
appropriate child protective services agency following the Child Abuse and Reporting
Requirements. This report should include information about the student’s suicide risk level
and any concerning ideations or behaviors. The reporting party must follow directives, as
indicated by the child protective service agency personnel.

E. Determine Appropriate Action Plan
1. The Elite Director/Assistant Director should collaborate with the school social worker

or counselor to determine appropriate actions based on level of risk (see Table 2
below).

2. If law enforcement determines that the student will be transported to an emergency
mental health hospital, the school site administrator should immediately contact the
student’s legal parent/guardian to accompany the student and emergency services.

3. The Elite Director/Assistant Director, school social worker or school counselor should
contact the parent/guardian or consult the emergency card for an appropriate third
party. Communication with parent/guardian should include:

a. Communicating concerns and making recommendations for safety in the
home (e.g, securing or removing firearms, medications, cleaning supplies,
cutlery, razor blades, etc).

b. Providing school and/or local community mental health resources.  Students
with private health insurance should be referred to their provider.

c. Facilitating contact with community agencies and following-up to ensure
access to services.

d. Providing a copy of documents and handouts.
e. Obtaining parent/guardian permission to release and exchange information

with community agency staff.
f. Prior to releasing the child, the parent/guardian must sign the

“Parent/Guardian Emergency Notification” form to acknowledge that they
have been informed regarding the concerns for their child’s safety and that
they have been given appropriate resources for follow-up regarding their
child’s needs.

8 Pending Board Approval



Table 2. Action Plan

LEVEL OF RISK ACTION PLAN

Low Risk Reassure and supervise student; communicate concerns with parent/guardian;
assist in connection with school and community resources, including crisis lines;
mobilize a support system; develop a safety plan that identifies caring adults,
coping skills, and crisis supports; establish a follow-up and monitor, as needed.

Moderate or
High Risk

Supervise student at all times (including restroom); if imminent risk, call local law
enforcement, PERT, or 911, and parent/guardian to notify and coordinate; if not
imminent, notify and hand off student to parent/guardian who commits to seek
immediate mental health assessment; develop a safety plan that identifies caring
adults, coping skills, and crisis supports; establish a follow-up and/or re-entry
plan and monitor, as needed.

F. Determine Appropriate Follow-up Plan

The follow-up plan will be based upon severity and potential risk. There are circumstances
that might increase a student’s suicide risk. Examples may include bullying, suspension,
expulsion, relationship problems, significant loss, interpersonal conflict, or sexual
orientation/gender bias.

The follow-up plan determined by the team should be documented and managed by the
program director/designee. Actions may include:

Develop a safety plan.

a. School counselor or social worker will complete the Safety Plan with the student to
identify caring adults in school, home, and community environment, identify helpful
coping skills, and provide a er hours resource numbers.

b. Review safety plan with the parent/guardian and have the student, supporting Elite
staff, and parent/guardian sign and date the plan.

Mobilize a support system and provide resources.

a. Connect student and family with social, school and community supports.
b. For mental/physical health services, refer the student to their county's department of

mental health, community resources provider, or their own health care provider.

Monitor and manage.

a. The program director should monitor and manage the case as it develops and until it
has been determined that the individual no longer poses an immediate threat to self.

b. Maintain consistent communication with appropriate parties on a need to know basis.
c. Plan for re-entry, as needed.
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G. Student Re-entry Guidelines

a. A student returning to school following hospitalization, including psychiatric and drug
or alcohol inpatient treatment, must have written permission by the health care
provider in order to attend school.

b. If the student has been out of school for any length of time, including mental health
hospitalization, the program site director should hold a re-entry meeting with key
support staff, parents, and student to facilitate a successful transition.

c. As appropriate, consider an assessment for special education or a 504 plan for a
student whose behavior and emotional needs affect their ability to benefit from their
educational program.

d. If the student is transferred to another school or location, the program director should
communicate with the receiving school to assist with the transition and ensure
continued support services are provided.

H. Document All Actions

a. Program director shall maintain confidential records and documentation of actions
taken for each case.

b. If the student is assessed by the program director, school psychologist, social worker,
or counselor, this individual should complete and submit the Suicide Risk Assessment
Form within 24 hours or by the end of the next school day.

c. Notes, documents and records related to the incident are considered confidential
information and separate and apart from the student’s cumulative records.

d. If the student transfers to another educational program within Elite or outside the
school, the sending school program may contact the receiving program/school to
share information and concerns, as appropriate, to facilitate a successful supportive
transition.
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Responding to students who self-injure

Self-injury is the act of deliberately harming one’s own body, such as cutting or burning oneself, in
order to cope with psychological pain. Although self-injury o en lacks suicidal intent, youth who
self-injure are more likely to attempt suicide. Therefore, it is important to assess students who exhibit
self-injurious behaviors for suicidal ideation.

A. Indicators of Self-Injury
● Frequent or unexplained bruises, scars, cuts, scratches or burns.
● Consistent, inappropriate use of clothing to conceal wounds (e.g., long sleeves or

turtle necks, especially in hot weather; bracelets to cover the wrist).
● Possession of sharp implements (e.g., razor blades, shards of glass, thumb tacks).
● Evidence of self-injury (e.g., journals, drawings, social networking sites) .

B. Protocol for Responding to a Student who Self-Injures
● Respond immediately or as soon as possible.
● Supervise the student.
● Follow the SRA1 - Suicide Risk Assessment Procedures/Checklist Form.
● Assess for suicide risk using the SRA2- Suicide Assessment Form (C-SSRS).
● Communicate with and involve the parent/guardian, even if the student is not suicidal,

so that the behavior may be addressed as soon as possible. Fill out the SRA3 -
Parent/Guardian Emergency Notification Form.

● Encourage appropriate coping and problem-solving skills; do not discourage
self-injury.

● Listen with calm and caring; reacting in an angry or shocked manner or using
punishment may inadvertently increase self-injurious behavior.

● Provide resources.
● Identify a support system at home and at school.
● Create a safety plan using SRA4 - Safety Plan with the student and have the student,

parent/guardian, and involved Elite staff sign it.
● Document all actions using the Suicide Assessment Forms 1-5.

C. Self-Injury and Contagion

While generally an individual maladaptive coping strategy, self-injurious behavior may be
imitated by other students and can spread across grade levels, and peer groups. The following
are guidelines for addressing self-injurious behavior among a group of students:

● Respond immediately or as soon as possible.
● Respond individually to students, but try to identify peers and friends who may also be

engaging in self-injurious behavior.
● As students are identified, they should be supervised in separate locations.
● Each student should be assessed for suicidal risk individually using the Suicide Risk

Assessment Form.
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● If the self-injurious behavior involves a group of students, the assessment of each
student individually will o en identify a student whose behaviors have encouraged the
behavior of others. This behavior may be indicative of more complex mental health
issues for this particular student.

D. Other Considerations for Response to Self-Injury and Contagion

The following are guidelines for how to respond as a school community when addressing
self-injurious behavior among a group of students:

● Self-injury should be addressed with students individually and never in settings, such
as students assemblies, public announcements, parent newsletter, or even in a group.

● When self-injurious behaviors are impacting the larger school community, schools may
respond by inviting parent(s)/guardian(s) to an information parent meeting at the
school site.  Considerations should be made for supervising students and children
during this time; the meeting should be reserved for parent(s)/Guardian(s).

● For consultation and assistance with parent information meetings, contact the
counseling department.
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Postvention: Protocol for responding to a student's death by suicide

The following are general procedures for the director/assistant director in the event of losing a student
to suicide.

A. Gather Pertinent Information
1. Confirm cause of death is the result of suicide, if information is available.
2. The program director/assistant director should assign a certificated staff member to be

point of contact with the family of the deceased. Information about the cause of death
should not be disclosed to the school community until the family has been consulted
and has consented to disclosure.

B.   Notify on a Need to Know Basis Only

1. Chief Academic Officer.
2. School Psychologist, Counselor, and/or Social Worker.
3. Elites Communication and  Public Relations designee.

C.      Contact the Elite Crisis Team Leader to determine initial response procedures and obtain
consultation regarding the number of personnel needed for initial response. It is helpful to have the
following information available for consultation:

1. Demographic Information.
2. Siblings (if any) whom are Elite Academic Academy students.
3. Known friends/groups.

D.       Work with the Elite Crisis Team Leader to mobilize the School Crisis Team. The concerns and
wishes of family members regarding disclosure of the death and cause of death should always be
prioritized when providing facts to students, staff and parents. Do not disclose the means of the
suicide (gun, hanging, etc) when notifying staff, students, and parents/guardians, as this can
contribute to suicide contagion.

1. Assess the extent and degree of psychological trauma and impact to the school
community.

2. Develop an action plan and assign responsibilities.
3. Establish a plan to notify staff of the death, once consent is obtained by the family of

the deceased.
● Notification of staff is recommended as soon as possible (e.g., emergency

meeting before students arrive on site or begin their day virtually).
● To dispel rumors, share accurate information and all known facts about the

death. Be clear that this information is for staff only until the Crisis Team
establishes the plan for notifying others.
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● Emphasize that no one person or event is to blame for suicide. Suicide is
complex and cannot be simplified by blaming individuals, drugs, music and/or
school.

● Allow staff to express their own reaction and grief: Identify staff members who
may need additional support and provide them with resources.

4. Establish a plan to notify students of the death, once consent is obtained from  the
family of the deceased.

● Discuss plan for notification of students in small group settings. Do not notify
students using a public announcement system.

● Provide staff with a scripted notification of death of students, include possible
reactions, questions and activities students may engage in (e.g., writing,
drawing, referral to the counseling department).

● Review student support plan, making sure to clarify procedures and location
for crisis counseling.

5. Establish a plan to notify other parents/guardians of the death, once consent is
obtained from the family of the deceased. Prepare and disseminate a death
notification letter for parents. Only include as much information as the family of the
deceased approves.

6. Define triage procedures for students and staff who may need additional support in
coping with the death. Some actions to consider:

● Identify a lead crisis response staff member to assist with coordination of crisis
counseling and support services.

● Identify locations at program sites to provide crisis counseling to students,
staff and parents, as needed.

● Provide coverage for teachers needing extra support, as needed.
● Maintain sign-in sheets and documentation on individuals serviced for

follow-up, as needed.
● Provide students, staff, or parents with a er hour resources numbers such as

the 24/7 Suicide Prevention Crisis Line.
7. Refer students or staff who require a higher level of care for additional services such as

a community mental health provider, or their health care provider. Indicators of
students and staff in need of additional support and/or referral may include the
following:

● Persons with close relationship to the deceased (e.g., siblings, relatives,
teacher).

● Persons who experienced a loss over the past six months to a year, a traumatic
event, have witnessed acts of violence, or have a history of suicide (self or
family member).

● Persons who appear emotionally over-controlled (e.g., a student who was very
close to the deceased but who is exhibiting no emotional reaction to the loss)
or those who are angry when the majority are expressing sadness.

● Persons unable to control crying.
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● Persons with multiple traumatic experiences may have strong reactions that
require additional assistance.

Document

The program director/assistant director shall maintain records and documentation of actions
taken at the school.

Monitor and manage

1. The program director/assistant director, with support from Elite Academic Academy
crisis team, should monitor and manage the situation as it develops to determine
follow up actions .

2. Maintain consistent communication with appropriate parties.

Important Consideration

● Memorials
Memorials of dedications to a student who has died by suicide should not be
glamorized or romanticized. If students initiate a memorial, the program
director/assistant director should offer guidelines for a meaningful, safe approach to
acknowledge the loss. Some considerations may include:

● Memorials should not be disruptive to the daily school routine.
● Monitor memorials for content.
● Placement of memorials should be limited. For example, they may be kept in

place until the services, a er which the memorial items may be offered to the
family.

● In allowing the memorials, be sensitive to the impact of acknowledging the
death of one student may affect future acknowledgement and memorials.
Consider this:  would we do the same for tragedies that happen in the future?

● Social Networking
Students may o en turn to social media as a way to communicate information about
the death; this information may be accurate or rumored. Many also use social media as
an opportunity to express their thoughts, positive or negative, about the death and/or
about their own feelings regarding suicide. Some considerations in regard to social
media include:

● Encourage parents/guardians to monitor internet postings regarding the
death, including the deceased’s social media wall or personal profile pages.

● Social media sites may contain rumors, derogatory messages about the
deceased, or messages that bully students. Such messages may need to be
addressed. In some situations, postings may warrant notification to parents
and/or law enforcement.
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● Suicide Contagion
Suicide contagion is the process by which one suicide may contribute to another.
Some considerations for preventing suicide contagion are:

● Identify students who may be at an increased risk for suicide, including those
who have a reported history of attempts, are dealing with known stressful life
events, witnessed the death, are friends with or related to the deceased.

● Provide mental health resources.
● Monitor media coverage. Consult with Chief Academic Officer for

dissemination of information, as needed.
● Do not disclose easily sensationalized details surrounding the death like

means of the suicide or a suicide note. Consult with the crisis response team
before sharing information widely.

● School Culture and Events
It is important to acknowledge that the school community may experience a
heightened sense of loss in the a ermath of a death by suicide, as significant events
transpire, that the deceased student would have been a part of, such as graduation,
prom, school sponsored trips. Depending on the impact, such triggering events may
require planning additional support services and resources.

Confidentiality

All student matters are confidential and may not be shared, except with those persons who need to
know. Personnel with the need to know shall not re-disclose students' information without
appropriate legal authorization. Information sharing should be within the confines of the reporting
procedures set by Elite Academic Academy.
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SRA1: Suicide Risk Assessment Procedures
Note: Links should automatically make a copy of the needed document. Please store all completed copies separately in a

confidential, secure location.

Action Plan:
❏ Notify a program director.
❏ Conduct a Risk Assessment with the student (SRA2).
❏ Contact Parent/Guardian and Complete (SRA3) Parent/Guardian Emergency

Notification Form.
❏ Complete a (SRA4) Safety Plan with student.
❏ Fill out the (SRA5) Form: Action Plan, Immediate Outcomes, Follow-up.
❏ Contact Police Department Dispatch, PERT, or call 911, if necessary.
❏ Document Risk Assessment in SIS.

● Student notes
● Description: Personal Social Assessment
● Enter:

1. Referred by:
2. Date:
3. Staff Name:
4. Comments: Risk Assessment - Contact Admissions for Details

❏ Follow up with teacher(s) as appropriate.
❏ Scan and email a copy of all SRA documents to:

Melissa Schulze
School Social Worker

mschulze@eliteacademic.com
Documents will be stored in a closed drive. Once Melissa has confirmed receipt of all needed
forms, please delete any confidential information from your computer, including cloud storage like
google suite tools.

Please note:
This completed document is confidential.

It should not be released without the consent from: Parent/Guardian or
Adult student.
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SRA2: Suicide Risk Assessment (C-SSRS)

Past
month

Ask questions that are in bold and underlined. YES N
O

Ask Questions 1 and 2

1) Have you wished you were dead or wished you could go to sleep and not wake up?
Notes:

2) Have you actually had any thoughts of killing yourself?
Notes:

If YES to 2, ask questions 3, 4, 5, and 6.  If NO to 2, go directly to question 6.

3) Have you been thinking about how you might do this?

e.g. “I thought about taking an overdose but I never made a specific plan as to when, where or how
I would actually do it….and I would never go through with it.”

Notes:

4) Have you had these thoughts and had some intention of acting on them?

as opposed to “I have the thoughts but I definitely will not do anything about them.”

Notes:

5) Have you started to work out or worked out the details of how to kill yourself? Did
you intend to carry out this plan?

Notes:

6) Have you ever done anything, started to do anything, or prepared to do anything to end
your life?

Examples: Collected pills, obtained a gun, gave away valuables, wrote a will or suicide note, took out pills
but didn’t swallow any, held a gun but changed your mind or it was grabbed from your hand, went to the
roof but didn’t jump; or actually took pills, tried to shoot yourself, cut yourself, tried to hang yourself, etc.

If YES, ask: Was this within the past 3 months?
Notes:

Lifetime

Past 3
Months

18 Pending Board Approval



Response Protocol to C-SSRS Screening
Item 1 Low risk, see below
Item 2 Low risk, see below
Item 3 Moderate risk, see below
Item 4 High risk, see below
Item 5 High risk, see below
Item 6 Moderate risk, see below
Item 6 3 months ago or less: High risk, see below

LEVEL OF RISK ACTION PLAN

Low Risk Reassure and supervise student; communicate concerns with parent/guardian;
assist in connection with school and community resources, including crisis lines;
mobilize a support system; develop a safety plan that identifies caring adults,
coping skills, and crisis supports; establish a follow-up and monitor, as needed.

Moderate or
High Risk

Supervise student at all times (including restroom); if imminent risk, call local law
enforcement, PERT, or 911, and parent/guardian to notify and coordinate; if not
imminent, notify and hand off student to parent/guardian who commits to seek
immediate mental health assessment; develop a safety plan that identifies caring
adults, coping skills, and crisis supports; establish a follow-up and/or re-entry
plan and monitor, as needed.
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SRA3: Parent/Guardian Emergency Notification

Students Name: DOB: Gender:

EAA Program: Grade:

Parent/Guardian:

Initial where appropriate:

I have been informed that my child has expressed suicidal thoughts. School staff
members are concerned and want to support my child. I understand that I have a
part in keeping my child safe.

I have been advised to not allow my child to be left alone at this time and not allow
my child access to weapons, drugs or medications.

I have been advised that I should immediately take my child to the hospital to be
evaluated.

I have been advised to seek the services of a mental health agency or therapist.

I have been provided with the following numbers to provide me with support if
needed:

a. National Suicide Prevention Lifeline: 1-800-273-8255
b. Text CONNECT to 741741

Parent/Guardian Signature Date

School Staff Signature/Position Date

School Staff Signature Witness/Position
(if necessary)

Date
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Padre/Tutor Notificación De Urgencia

Nombre de estudiante: FDN: Genero:

Programa EAA: Grado:

Padre/Tutor:

Inicial donde sea apropiado:

Se me ha informado que mi hijo/a ha expresado pensamientos de suicidio. El personal
escolar está preocupado y desea ayudar a mi hijo/a. Yo entiendo que yo tengo parte
en mantener a mi hijo/a a salvo.

Se me ha informado no dejar a mi hijo/a solo/a por ahora y no permitir a acceso a
armas, drogas o medicamentos.

Se me ha informado que debo llevar a mi hijo/a inmediatamente a un hospital para ser
evaluado/a.

Se me ha informado buscar los servicios de una agencia de salud mental o terapeuta.

Se me han proporcionados los siguientes números de teléfonos para darme apoyo si
es necesario:

c. National Suicide Prevention Lifeline: 1-800-273-8255
d. Text CONNECT to 741741

Firma de Padre/Tutor Fecha

Firma de Personal Escolar/ Posición Fecha

Firma Del Testigo Personal Escolar/ Posición
(si es necesario)

Fecha

21 Pending Board Approval



SRA4: Safety Plan
If I am having thoughts of hurting myself, I will help myself in the following ways:

Things I can do to distract & care for myself:

1. ______________________________________________________________________________

2. ______________________________________________________________________________

3. ______________________________________________________________________________

A social setting I can go to for distraction is: _________________________________________________

Positive people in my life I can go to for support or distraction:

1. Name: __________________________________   Phone:_______________________________

2. Name: __________________________________   Phone:_______________________________

Trusted adults I can reach out to if I am feeling unsafe:

1. Name: __________________________________   Phone:_______________________________

2. Name: __________________________________   Phone:_______________________________

I can make my environment safer by (check all that you will do):
Removing anything I could use to harm myself (or asking a trusted adult to do it for me)
Not using alcohol or drugs
Moving to a different location where I feel safer
Staying with a safe person
________________________________________________

I can also seek help from the following hotlines:
National Suicide Prevention Lifeline: 1-800-273-8255
Crisis Text Line: Text CONNECT to 741-741
911 for immediate help

The thing(s) most important to me and worth living for are:
_____________________________________________________________________________________

__________________________       ___________________________       _________________________
Student signature and date                Parent signature and date                     Staff signature and date
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SRA5: Suicide Response Form - Action Plan, Immediate Outcomes, & Follow Up

Date Initials X
Notify the Program Director

Conduct Risk Assessment (SRA2)

Contact Parent/Guardian & Complete Parent/Guardian Emergency
Notification Form (SRA3)

Contact Police Department Dispatch or Call 911, if necessary

Complete a Safety Plan (SRA4), if necessary

Document Risk Assessment in SIS

Enter:
Referred by:
Date:
Staff Name:
Comments: Risk Assessment - Contact Admissions for Details

Follow up with teacher(s), as appropriate

Scan/Email copy of all SRA forms (this form [SRA5], Suicide Risk
Assessment Procedures Checklist [SRA1], Risk Assessment [SRA2],
Parent/Guardian Emergency Notification [SRA], and Safety Plan
[SRA4]) to:

Melissa Schulze
School Social Worker
mschulze@eliteacademic.com

Document will be stored in a close drive. Once Melissa has confirmed
receipt of all needed forms, please delete any confidential information
from your computer, including cloud storage like google suite tools.

Immediate Outcomes:
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Date Initial: X
Student was deemed low or no risk, completed safety plan, and
returned to class

Released to Parent/Guardian committed to seeking immediate
mental health assessment: ___________________________

Student was transported by law enforcement to:

Location:

Other:

Follow Up Support:

Student/Parent referred to Mental Health Services

Identify adults at school and at home that student can talk to for support

Follow-up support at school to be conducted by counselor/social worker/psych immediately
upon return to school

Student referred for an IEP

Special Education Only: Student needs more intensive services (ermhs/dis counseling).

Other Actions:

*return to table of contents*
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What is Bullying?
California Education Code 48900(r): Engaged in an act of bullying.

For purposes of this subdivision, the following terms have the following meanings:
“Bullying” means any severe or pervasive physical or verbal act or conduct, including
communications made in writing or by means of an electronic act, and including one or more
acts committed by a pupil or group of pupils as defined in Section 48900.2, 48900.3, or 48900.4,
directed toward one or more pupils that has or can be reasonably predicted to have the effect of
one or more of the following:

● (A) Placing a reasonable pupil or pupils in fear of harm to that pupil’s or those pupils’
person or property.

● (B) Causing a reasonable pupil to experience a substantially detrimental effect on his or
her physical or mental health.

● (C) Causing a reasonable pupil to experience substantial interference with his or her
academic performance.

● (D) Causing a reasonable pupil to experience substantial interference with his or her
ability to participate in or benefit from the services, activities, or privileges provided by a
school.

(2) (A) “Electronic act” means the creation or transmission originated on or off the school site, by
means of an electronic device, including, but not limited to, a telephone, wireless telephone, or
other wireless communication device, computer, or pager, of a communication, including, but
not limited to, any of the following:

● (i) A message, text, sound, video, or image.
● (ii) A post on a social network Internet Web site, including, but not limited to:

○ (I) Posting to or creating a burn page. “Burn page” means an Internet Web site
created for the purpose of having one or more of the effects listed in paragraph
(1).

○ (II) Creating a credible impersonation of another actual pupil for the purpose of
having one or more of the effects listed in paragraph (1). “Credible
impersonation” means to knowingly and without consent impersonate a pupil for
the purpose of bullying the pupil and such that another pupil would reasonably



believe, or has reasonably believed, that the pupil was or is the pupil who was
impersonated.

○ (III) Creating a false profile for the purpose of having one or more of the effects
listed in paragraph (1). “False profile” means a profile of a fictitious pupil or a
profile using the likeness or attributes of an actual pupil other than the pupil who
created the false profile.

○ (iii) (I) An act of cyber sexual bullying.
■ (II) For purposes of this clause, “cyber sexual bullying” means the

dissemination of, or the solicitation or incitement to disseminate, a
photograph or other visual recording by a pupil to another pupil or to
school personnel by means of an electronic act that has or can be
reasonably predicted to have one or more of the effects described in
subparagraphs (A) to (D), inclusive, of paragraph (1). A photograph or
other visual recording, as described above, shall include the depiction of a
nude, semi-nude, or sexually explicit photograph or other visual recording
of a minor where the minor is identifiable from the photograph, visual
recording, or other electronic act.

■ (III) For purposes of this clause, “cyber sexual bullying” does not include a
depiction, portrayal, or image that has any serious literary, artistic,
educational, political, or scientific value or that involves athletic events or
school-sanctioned activities.

(B) Notwithstanding paragraph (1) and subparagraph (A), an electronic act shall not constitute
pervasive conduct solely on the basis that it has been transmitted on the Internet or is currently
posted on the Internet.

(3) “Reasonable pupil” means a pupil, including, but not limited to, an exceptional needs pupil,
who exercises average care, skill, and judgment in conduct for a person of his or her age, or for
a person of his or her age with his or her exceptional needs.

EAA Bullying policies, and California Education Code Section 48900(r) address cyberbullying
and social media bullying.

Forums for social media bullying include:

● (A) Internet websites with free registration and ease of registration (Facebook,
Instagram, TikTok and other social media sites)

● (B) Internet websites offering peer-to-peer instant messaging (Facebook, Instagram,
Snapchat, TikTok, Discord etc)

● (C) Internet websites offering comment forums or sections. (Reddit, Discord etc)
● (D) Internet websites offering image or video posting platforms. (Facebook, Instagram,

TikTok and other social media sites)



How To Report Bullying & Harassment
Students and parents are encouraged to report bullying/harassment to an administrator as soon
as possible.

Students and parents can also complete a Bullying/Harassment form. The Bullying/Harassment
complaint Form is available in English and Spanish. This form allows students and parents to
detail what has happened so an administrator can begin an investigation.

Written notice is then sent to the parent of the alleged target of the bullying/harassment with the
findings of the investigation.

If an allegation of bullying is reported to a teacher or other staff member, they must notify
administration of the allegation.

If a staff member witnesses bullying/harassment they shall intervene immediately to stop the
behavior (when safe to do so) and notify an administrator.

Bullying Prevention
Prevention is key.

We need to stop harassment and bullying. It is damaging and unsafe behavior, which is why we
focus so heavily on creating a safe, inclusive environment for all students at EAA.

Here are some examples of what EAA is doing to teach respect, model and promote kindness,
and prevent bullying:

● School-wide webinars and info sessions presented by staff & outside consultants
● Small group counseling lessons on bullying, self-esteem, mindset, and social

skills
● Parent Workshops- Defining Bullying/Harassment, How to Report, Cyberbullying,

etc
● EAA Mental Health Services
● Kindness Clubs
● Kindness Campaign
● Lunch Bunch
● The Great Kindness Challenge
● Mindful Moments
● Elite Cares Survey
● Care Solace Partnership
● Inclusion Activities



What To Do If You Are Bullied or Harassed
 Expect Respect & Stop Walk Talk

If someone bullies, harasses, or is disrespectful toward you, do the following:
1. STOP - Ask the person to STOP
2. WALK - Walk away
3. TALK - If the person does not stop, tell an adult

 
 If you witness bullying or harassment, do the following:

1. Ask the perpetrator to STOP
2. Ask the person who was being bullied/harassed to go with you, and leave the

area
3. Comfort the person by saying, "I'm sorry that happened to you."
4. If the perpetrator does not stop, tell an adult

 
 If YOU are asked to stop, do the following:

1. STOP what you're doing, even if you don't think you're doing anything wrong
2. Take a deep breath and remind yourself "it's no big deal if I stop now."
3. Say "OK" to the person who asked you to stop and walk away

If you are experiencing bullying or wonder if you might be engaging in bullying behavior
yourself, please reach out to the school counselor, Nicole Lively at nlively@eliteacademic.com
or contact an administrator.




