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Date:  September 20, 2021

Re:  

Effective as of September 22, 2021, your employment position with Elite Academic Academy -
Lucerne (as a Part-Time Hourly (Non-Exempt) Virtual High School HQT) will be changed to Part-Time 
Hourly (Non-Exempt) Virtual Content Teacher - Science Single Subject/Instructional Learning Coach
with Elite Academic Academy - Lucerne.  

Please see the attached contract, and job descriptions for your review and consideration.  

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

________________________
Meghan Freeman
CEO

Part-Time Hourly (Non-Exempt) Virtual Content Teacher - Science Single Subject/Instructional 
Learning Coach



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Lucerne

Name: 

in the position of

Title: Part-Time Hourly (Non-Exempt) Virtual Content Teacher - Science Single 
Subject/Instructional Learning Coach

September 20, 2021

We are pleased to offer you the position of Part-Time (Non-Exempt) Virtual Content Teacher -
Science Single Subject/Instructional Learning Coach with Elite Academic Academy – Lucerne (the 
“School”) commencing September 22, 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 you have already completed).  They are as follows:

1. Your job duties are detailed in the attached job descriptions (“Exhibit A”) and you will report 
to the Director of Virtual, or designee.  Copies of your job descriptions, attached hereto as 
Exhibit A, are 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  $36.75 an hour for all 
regular hours worked, for a maximum of 15 hours per week, less applicable withholdings, for 
224 days of work (see attached calendar), which amount may be adjusted upward, during or 
at the conclusion of the academic year, by the School’s governing board in its sole discretion.  
We anticipate that there will be occasions when we will ask you to work over 15 hours per 
week, and/or occasions when you may be asked to work overtime.  All overtime hours must 
be approved in advance by your supervisor.  For any overtime hours worked, you will be paid 
at the appropriate overtime rate in accordance with all applicable laws.  You will be paid twice 
a month on, or around, the 10th and 26th of each month.  Human Resources will confirm your 
exact pay dates.  

5. As a part-time employee you will not generally be eligible for benefits, except for those 
required by law such as paid sick time, and California State Teachers Retirement System.  
 

6. 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.  

  
7. 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. 
 

8. 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.  
 

9. 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.  

10.  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. 

1. 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.  

11. 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.  

12. 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.  

13. 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 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: 
 

 Date: 

Telephone:  
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Virtual Content Teacher -Science Single Subject
Job Description 

Job Title:  Virtual  Content Teacher-Science Single Subject 
Department: Virtual Academy 
Reports To: Director of Virtual, or designee 
FLSA Status: Exempt
Job Classification: Certificated Full-time
Pay Range: Salary Dependent Upon Experience 
Position Location: Remote Office

Position Summary:  
The Virtual Content Teacher is responsible for overseeing Secondary Science online courses. The Virtual 
Content Teacher reviews and sets up their course according to guidelines provided, and their knowledge 
of the subject material.  The Virtual Content teacher will also work with the Curriculum team to write A-G 
approved Secondary Science courses. The Virtual  Content Teacher hosts all Live Sessions and supports 
small group breakout sessions.  The Virtual Content teacher plans weekly live sessions with discussion 
topics, science lab demonstrations, and engaging material to support the courses.  In addition, the 
Virtual Content Teacher will ensure academic success of the students in their courses through consistent 
and clear communication, synchronous & asynchronous direct instruction sessions for student 
participation, holds office hours for small groups and/or 1-1 tutoring  opportunities for Elite students.  
The Virtual Content Teacher responds to students within 24 hours of receipt of a message. 
Communicates to Elite Educator (TOR) any concerns regarding the successful completion of a course.

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 Single-Subject Science Credential in the areas 
Foundational-Level General Science, Biological Sciences, Chemistry, Geosciences,  & Physics

● 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. 
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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. 

 
General skills: 

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

professional and courteous manner. 
● Conflict resolution skills. 
● Strong organizational skills. 
● Openness to differing views and objectives. 
● Computer and technology literacy including webinars. 
● Tech-oriented mindset. 
● Willingness to research and become knowledgeable of curriculum and educational resources. 
● Ability to research and write high-quality curriculum 
● Ability to deliver information effectively. 
● Serve the staff, student and parent's needs to the best of his/her ability without allowing his/her 

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

to providing a positive, supportive atmosphere for all. 

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

● Maintain integrity at all times. 
 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
Elite Academic Academy Virtual Content Teacher Courses: 

● Initial setup and preparation of their courses, including due dates, syllabus, grading scale, and 
content review. 

● Provide students with syllabus, pacing guide with due dates for assignments, and assessments. 
● Provide students with standards. 
● Issue midterm progress report. 
● Offer office hours and Tutoring opportunities for students. 

Review completed coursework and work with the Teacher of Record to determine final grades.
Update course as necessary.
Hold Live Sessions for each core course.
Train the Teacher of Records in the subject material to hold small group discussions. 

 
Personalized Courses: 

● Provide parent/students with standards. 
● Review the course outline and ensure the standards are covered and that there is adequate 

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

due dates for assignments.
Virtual Content Teacher gives final approval on personalized course.

Education: 
Bachelor’s Degree (minimum)/Master’s Degree preferred
Single Subject credential by coursework or exam -or- HQ by other means (e.g. HOUSSE, VPSS, etc.)

Experience: 
Two (2) years directly related experience.

Use of Computer Technology:
To perform this job successfully, an individual should have general knowledge of database software, 
how to use the internet to find information and complete tasks, email usage, order processing systems, 
spreadsheet software, and word processing software.  The Virtual Content Teacher 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.  While performing the duties of 
this job, the employee is frequently required to sit, talk and hear.  The employee is also required to 
stand and walk.  The employee must have available transportation and be able to drive up to 100 miles 
in a day.  The employee must occasionally lift and/or move up to 50 pounds.  Specific vision abilities 
required by this job include close vision and ability to adjust focus.

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

Employee Acknowledgement:



Job Title: Part-Time Instructional Learning Coach
Department: Education
Reports To: Director or Designee
Employee Status:     Non-Exempt/Certificated Core Employee
Employee Calendar:   187-224
Pay: $20-40/hour (depending on experience)

JOB SUMMARY:

ESSENTIAL DUTIES:



 
 
 

 

  

 

 
 

 

 
 

 

 

 
 

 
 

 

 

 

 
 

 
 

 
OTHER DUTIES: 

 

 
 

EDUCATION AND EXPERIENCE: 

 



LICENSES AND OTHER REQUIREMENTS:

WORKING CONDITIONS:
Environment

PHYSICAL DEMANDS:

HAZARDS:

Employee Acknowledgement:

__      _______________















































Date: September 15, 2021

Re: 

Effective September 1, 2021, your part-time (60%) exempt position, as Special Education Coordinator, with Elite Academic Academy - Lucerne, was changed to full-time status due to 
increased need.  

You will now be eligible (beginning October 1, 2021) for all benefits as generally offered to 
similarly situated employees of the School, as further described in the Employee Handbook, 
including vacation and sick pay.  You are also eligible to participate in the health and welfare 
benefits program.  

Please see your updated contract (attached).

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

________________________
Meghan Freeman
CEO Special Education Coordinator



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Lucerne

Name: 

in the position of

Title: Special Education Coordinator

September 15, 2021

We are pleased to offer you the position of Full Time (Exempt) Special Education Coordinator
which commenced on September 1, 2021.  We are delighted you chose to continue with Elite 
Academic Academy - Lucerne (the “School”).  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 Special Education Consultant, 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;  

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 sole 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;  

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 you will not render services in person or by electro
 

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 annual salary of 
$115,500 less applicable withholdings for 239 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. 

 

5. 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.  

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

7. 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. 

8. 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 Chief Executive Officer of the School.  

 
9. 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 .  

 
10. 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. 
 

11. 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.   

 
12. You affirm that you are not a party to any agreement(s) such as a non-competition 

agreement that would prohibit you from employment with us.  
 

13. 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. 

 
14. 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 7 days.   
 
 
 



Once again, we are looking forward to you joining the Elite Academic team, contributing to the 
Special Education Department and personally growing with the School. 
 
Sincerely, 
 
 
                                        
Meghan Freeman                                       
CEO/Designee Signature:                Date:           

 
AGREED TO AND ACCEPTED BY:   
 
Employee Signature:         Date:                             

Address:  

Telephone:     

 

 



Special Education (SPED) Coordinator

Position Title:         
Reports To:        
FLSA Status:
School Classification
Pay Range:
Work Schedule:
Location:

Position Summary:  

Qualifications:  



ESSENTIAL DUTIES and RESPONSIBILITIES:

Other Duties:

KNOWLEDGE AND ABILITIES:

Physical Demands:



Work Environment:

Employee Acknowledgement:

_______________







Date: September 17, 2021

Re: 

Effective September 20, 2021, your part-time (50%) non-exempt position, as a Flex Elite Educator, 
with Elite Academic Academy - Lucerne (as detailed in your attached contract), will be changed 
to part-time (75%) due to increased student caseload.  

As a 75% employee you will now be paid $41.29 per hour for 30 hours per week; and, you will 
also be paid, at your hourly rate, for an additional 25% of required staff meetings and professional 
development.  

You will also now receive a stipend of $37.50 a month for mileage (in lieu of mileage 
reimbursement).  You will continue to be paid twice a month on, or around, the 10th and 26th of 
each month.  

All other elements of your 21.22 contract (attached), including your job description, 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 - LUCERNE

Name: 

in the position of

Title: Flex Elite Educator

August 23, 2021

We are pleased to offer you the position of Part-Time (NON-Exempt) Flex Elite Educator with Elite 
Academic Academy – Lucerne (the “School”) commencing August 25, 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:

1. Your job duties are detailed in the attached job description (“Exhibit A”) and you will report 
to the Director of Flex, 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  $41.29 an hour for all 
regular hours worked, for a maximum of 20 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 50% of all required staff 
meetings and professional development.] 

We anticipate that there will be occasions when we will ask you to work over 20 hours per 
week, and/or occasions when you may be asked to work overtime (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 $25.00 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.  Human Resources will confirm your exact pay dates. [Note:   You will also be paid, at 
your hourly rate, for an additional 50% of required staff meetings and professional 
development.]   

5. As a part-time employee you will not generally be eligible for benefits, except for those 
required by law such as paid sick time, and California State Teachers Retirement System.  

6. 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.  

  
7. 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. 
 

8. 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.  
 

9. It is a condition of your employment that you sign the School’s Arbitration Agreement which 
provides that any disputes between you and the School be submitted to binding arbitration.  
You should notify the School in writing of any complaints you have with respect to your 
employment so that any issues can immediately be addressed and rectified.  

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

11. 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.  

12. You affirm that you are not a party to any agreement(s) such as a non-competition agreement 
that would prohibit you from employment with us.  

13. 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.  

14. 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 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: 
 

Date: 
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Flex Elite Educator
Job Description

Position Title:         Flex Elite Educator
Reports To:        Program Director or designee
FLSA Status: Exempt
School Classification: Certificated
Pay Range: Starting at $62,000
Work Schedule: 185 -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.  Elite Educators are required to participate in all 
staff meetings and trainings.  Elite Educators will meet onsite at least two days per week to work collaboratively, 
mentor, and train.  Elite Educators are expected to uphold the school's mission and shared values, philosophy, 
and policies and procedures.  Elite Educators must carry and maintain a valid California teaching credential.  Elite 
Educators must meet with K-8 students at least once every 35 days but communicate weekly.  High School 
students will be supported weekly.  Elite Educators may have to tutor students weekly if they are not making 
sufficient academic progress and an intervention plan is in effect. Employee is expected to drive to and from 
learning period meetings as part of their regular workday. 

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

● Valid California Driver’s License. 
 

ESSENTIAL DUTIES and RESPONSIBILITIES: 
 

● 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 virtual or in person.  
● 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 program 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). 
● ;  
● 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). 
● Participate in faculty committees, the sponsorship of student activities, and program wide activities. 

 
Other Duties 

● Proctoring duties as needed during the testing season. 
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● 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. 
● 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. 
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● 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



MUTUAL AGREEMENT TO ARBITRATE CLAIMS

This Mutual Agreement to Arbitrate Claims (“Agreement”) is a contract and covers important issues 
relating to your rights.  It is your responsibility to read it and understand it.  You are free to seek 
assistance from independent advisors of your choice.  With the limited exceptions noted below, you 
and ELITE ACADEMIC ACADEMY-LUCERNE mutually agree to resolve all disputes through binding 
arbitration, meaning YOU AND ELITE ACADEMIC ACADEMY-LUCERNE DO NOT HAVE THE RIGHT TO A 
JURY TRIAL AND/OR TO PARTICIPATE IN A CLASS OR COLLECTIVE ACTION.  

EMPLOYEE and the COMPANY (both defined below) agree as follows: (“EMPLOYEE”) on the one hand, 
and ELITE ACADEMIC ACADEMY-LUCERNE (“the COMPANY”), or any of its directors, officers, shareholders, employees, 
agents, or representatives (collectively “COMPANY PARTIES”), on the other hand, shall be settled by binding arbitration at 
the request of either party, in accordance with the then current Employment Arbitration Rules and Mediation Procedures 
of the American Arbitration Association (“AAA Rules”). A complete copy of the current AAA Rules may be found on the 
Internet at www.adr.org. A copy of the AAA Rules is also available from the Elite Academic Academy Human Resources 
Department upon request.  Arbitration under this Agreement may be conducted by the AAA, ADR Services, Inc., JAMS, 
Inc. or other similar organization agreed to by the parties.  

I. Claims Covered by the Arbitration Agreement

This Agreement is intended to be broad and generally applies to any and all claims that have existed, currently exist or
may arise between EMPLOYEE and the COMPANY or any COMPANY PARTIES. This includes, but is not limited to, claims 
for: (a) wages (regular or overtime), failure to provide meal periods and/or rest breaks, failure to furnish accurate wage 
statements, penalties, paid time off/vacation, business expenses, benefits and/or other compensation; (b) breach of 
contract (oral, implied or written); (c) wrongful termination; (d) unfair competition or misappropriation of trade secrets; 
(e) discrimination, retaliation, and/or harassment (including, but not limited to those on the basis of, race, sex, gender, 
sexual orientation, transgender, genetic characteristic, pregnancy, religion, national origin, age, military or veteran status, 
marital status, leave status, medical condition, and disability or any other characteristic protected by law); and (f) any 
other claims arising out of the employment relationship (including application for employment) or termination of the 
employment relationship or for violation of any federal, state, or other government law, statute, regulation, or ordinance, 
including, without limitation, the California Labor Code, the Industrial Welfare Commission Wage Orders, the California 
Business and Professions Code, the Fair Labor Standards Act, California’s Fair Employment and Housing Act, Title VII of the 
Civil Rights Act of 1964, the Americans with Disabilities Act, and the Age Discrimination in Employment Act. Covered
(collectively, “Covered Disputes”). 

II. Claims Not Covered by the Arbitration Agreement
Nothing in this Agreement is intended to require arbitration of any Claim which may not be subject to arbitration in 
accordance with applicable law. Specifically, “Covered Disputes” shall not include representative claims or actions arising 



under the California Private Attorneys General Act of 2004 (“PAGA”) which are not covered by this Agreement. 
Additionally, claims filed with the Workers' Compensation Appeals Board, the Employment Development Department, the 
National Labor Relations Board, the U.S. Department of Labor, and the Equal Employment Opportunity Commission 
(“Administrative Claims”) are not covered by this agreement, and EMPLOYEE is not barred from filing or cooperating in 
any Administrative Claim. However, if after initiating an Administrative Claim, EMPLOYEE is permitted to pursue a private 
cause of action against the COMPANY, the private cause of action must be resolved through arbitration pursuant to this 
Agreement.  
 

III. Class and Collective Action Waiver 
 
Notwithstanding any provision in the AAA Rules to the contrary, EMPLOYEE and the COMPANY agree that Covered 
Disputes shall be arbitrated on an individual basis only. No Covered Dispute shall be (a) heard or arbitrated on a class or 
collective action basis on behalf of other persons alleged to be similarly situated, or (b) joined, consolidated, or otherwise 
combined with the claims of other persons in one proceeding. EMPLOYEE and the COMPANY shall not seek to bring any 
Covered Dispute as a class or collective action or seek to join, consolidate, or otherwise combine the claims of other 
persons in one proceeding. COMPANY, while it may take all steps necessary to enforce this Agreement in legal 
proceedings, will not discipline or otherwise retaliate against Employee for engaging in concerted activity, even if that 
activity is in breach of this Agreement.  
  

IV. Governing Law 
 
Any arbitration hereunder will be pursuant to the Federal Arbitration Act (the “FAA”) and California law, unless California 
law conflicts with the FAA in which case the FAA shall govern.   
 

V. Notice of Claims Must be Timely 
 
The demand for arbitration must be in writing and made within the applicable statute of limitations period.  In the event 
that there is a dispute as to whether a claim or an issue is arbitrable, the court shall have the exclusive authority to 
determine arbitrability.   
 

VI. Place of Arbitration  
 
The arbitration shall take place before a neutral arbitrator within 45 miles of where EMPLOYEE is or was last employed by 
the COMPANY.  
 

VII. Discovery 
 
The parties shall be entitled to conduct reasonable discovery, including conducting depositions and requesting documents. 
The arbitrator shall have the authority to resolve discovery disputes, including but not limited to determining what 
constitutes reasonable discovery.   
 

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



 
IX. Arbitration Fees and Costs 

 
The fees for the arbitrator (including any administrative costs charged by the arbitration administer) shall be paid entirely 
by the COMPANY.  Each party shall otherwise bear its own attorneys’ fees and costs incurred in connection with the 
arbitration, except that the arbitrator shall award attorneys’ fees and costs in accordance with applicable law.   
 

X. Severability 
 
The parties agree that if any term, provision, covenant or condition of this Agreement is held by a court of competent 
jurisdiction to be invalid, void or unenforceable, the term, provision, covenant or condition shall be disregarded and the 
remaining terms and provisions of this Agreement shall remain in full force and effect and shall in no way be affected, 
impaired or invalidated. 
 

XI. Sole and Entire Agreement Regarding Dispute Resolution  
 
This Agreement between EMPLOYEE and the COMPANY constitutes the entire agreement between the parties with 
respect to the matters referenced herein. This Agreement can be modified only by a written instrument executed by 
Melissa Figueroa and Meghan Freeman on behalf of the COMPANY. 
 

XII. Binding Effect 
 
This Agreement is binding upon the COMPANY and EMPLOYEE and each of their respective subsidiaries and affiliates, and 
upon their heirs, successors, permitted representatives, and permitted assigns. 
 

EMPLOYEE and the COMPANY have carefully read this Agreement and understand its terms.  EMPLOYEE and 
the COMPANY further acknowledge that each has been given the opportunity to discuss this Agreement with 
advisors of their choice and have availed themselves of that opportunity to the extent that either wishes to do 
so. 

 
Both the COMPANY and EMPLOYEE understand that by using arbitration to resolve any Covered 
Dispute between EMPLOYEE and the COMPANY or COMPANY PARTIES they are not entitled to a judge 
or jury trial or the right to pursue a class or collective action. 
 
Both the COMPANY and the EMPLOYEE further acknowledge that they are entering into this 
agreement voluntarily and that EMPLOYEE will not be fired or, in the case of a new hire, be denied a 
job, for declining to sign this agreement. 

 
COMPANY:    EMPLOYEE: 
 
By:                                                                      By:                                                                           
  Meghan Freeman, CEO    
 
DATED:                                                                   DATED:                                                                







Date:  September 2, 2021 

Re:   

Effective as of September 1, 2021, your employment position with Elite Academic Academy -
Lucerne, as a Homeschool Teacher, was changed to Flex Elite Educator, with Elite Academic 
Academy - Lucerne.  Please see the attached job description.

You will now report to Monique Waithe, Director of Flex.

All other elements of your original 21.22 contract (attached), including your 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

Flex Elite Educator
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Flex Elite Educator
Job Description

Position Title:         Flex Elite Educator
Reports To:        Program Director or designee
FLSA Status: Exempt
School Classification: Certificated
Pay Range: Starting at $62,000
Work Schedule: 185 -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.  Elite Educators are required to participate in all 
staff meetings and trainings.  Elite Educators will meet onsite at least two days per week to work collaboratively, 
mentor, and train.  Elite Educators are expected to uphold the school's mission and shared values, philosophy, 
and policies and procedures.  Elite Educators must carry and maintain a valid California teaching credential.  Elite 
Educators must meet with K-8 students at least once every 35 days but communicate weekly.  High School 
students will be supported weekly.  Elite Educators may have to tutor students weekly if they are not making 
sufficient academic progress and an intervention plan is in effect. Employee is expected to drive to and from 
learning period meetings as part of their regular workday. 

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

● Valid California Driver’s License. 
 

ESSENTIAL DUTIES and RESPONSIBILITIES: 
 

● 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 virtual or in person.  
● 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 program 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). 
● ;  
● 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). 
● Participate in faculty committees, the sponsorship of student activities, and program wide activities. 

 
Other Duties 

● Proctoring duties as needed during the testing season. 
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● 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. 
● 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. 
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● 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



Date:  August 3, 2021 

Re:   

Effective as of August 9, 2021, your employment position with Elite Academic Academy - Lucerne 
(as a Temporary TOSA - Acceleration Coach) will end and your position will be changed to a full-
time exempt Homeschool Teacher, with Elite Academic Academy - Lucerne.  

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

Homeschool Teacher



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Lucerne

Name:  

in the position of

Title: Homeschool Teacher

August 3, 2021

We are pleased to offer you the position of full-time exempt Homeschool 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 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 - Lucerne team, 
contributing to the Certificated Teaching Department, and personally growing with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 
 
Employee:  
 

e: ______________________ 
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Homeschool Teacher
Job Description

Position Title: Homeschool Teacher
Reports To: Homeschool Director (or designee)
FLSA Status: Exempt
School Classification:    Certificated
Pay Range: Starting at $62,000
Work Schedule: 187-224 days
Location: Remote Office

Position Summary: Elite Educators 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.  Elite Educators are required 
to participate in all staff meetings and trainings.  Elite Educators are expected to uphold the school's 
mission and shared values, philosophy, and policies and procedures.  Elite Educators must carry and 
maintain a valid California teaching credential.  Elite Educators must meet with K-8 students at least 
once every 35 days but communicate weekly.  High School students will be supported weekly.  Elite 
Educators 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) upon 
employment and thereafter updated every four years.
Valid California Driver’s License.

General Elite Educator Skills:
Team player.
Love of learning – a lifelong learner.
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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 Elite Educator’s goal is to ensure the academic success of each student on their roster.  Elite 
Educators 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 Elite Educators assist families in the development and execution of the 
goals.  Elite Educators 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.  Elite Educators 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. 

 
Elite Educator Responsibilities: 

Develop an educational plan with each family at the beginning of each learning period. 
Evaluate, update, and document student progress towards the educational plan and Common 
Core State Standards by examining the entire body of student learning at the monthly 
Academic Consultation and engaging the student through evaluative discussion and 
observation. 
Collect work samples each learning period and use those samples to create a record of each 
students’ learning. 
Stay current with school policy and procedure. 
Complete the required paperwork and documentation for each student according to 
individual deadlines. 
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. 
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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 
Scantron assessment. 
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 Elite Educator must complete all paperwork and documentation necessary to serve each assigned 
student. Completed documentation must be submitted by specific due dates as specified by the school.  
The required documentation includes, but is not limited to, the following: 
 

Master Agreements and enrollment paperwork 
Attendance Reporting 
Assignment and Work Record (AWR) in School Pathways to document student learning--to 
be completed within two weeks after attendance has been taken 
Report Cards 
Portfolios(digital) 
Purchase Orders 
Checkout (performed after last day of school) 
High school plans and paperwork 
IEP paperwork 
Additional paperwork as needed 

 
Advice and Support: 

The Elite Educator 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 
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The Elite Educator 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. 

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

Employee Acknowledgement:

_______      _______________
Employee Signature                  Printed Name                                   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 - Lucerne

Name: 

in the position of

Title: Flex Elite Educator

June 1, 2021

Dear

We are pleased to offer you the position of full-time exempt Flex Elite Educator with Elite 
Academic Academy - Lucerne (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 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 - Lucerne team, 
contributing to the Certificated Teaching Department, and personally growing with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 
 
Employee:  

____ Date: ______________________ 
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Flex Elite Educator
Job Description

Position Title:         Flex Elite Educator
Reports To:        Program Director or designee
FLSA Status: Exempt
School Classification: Certificated
Pay Range: Starting at $62,000
Work Schedule: 185 -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.  Elite Educators are required to participate in all 
staff meetings and trainings.  Elite Educators will meet onsite at least two days per week to work collaboratively, 
mentor, and train.  Elite Educators are expected to uphold the school's mission and shared values, philosophy, 
and policies and procedures.  Elite Educators must carry and maintain a valid California teaching credential.  Elite 
Educators must meet with K-8 students at least once every 35 days but communicate weekly.  High School 
students will be supported weekly.  Elite Educators may have to tutor students weekly if they are not making 
sufficient academic progress and an intervention plan is in effect. Employee is expected to drive to and from 
learning period meetings as part of their regular workday. 

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

● Valid California Driver’s License. 
 

ESSENTIAL DUTIES and RESPONSIBILITIES: 
 

● 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 virtual or in person.  
● 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 program 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). 
● ;  
● 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). 
● Participate in faculty committees, the sponsorship of student activities, and program wide activities. 

 
Other Duties 

● Proctoring duties as needed during the testing season. 
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● 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. 
● 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. 
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● 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







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

Flex Elite Educator



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 - Lucerne

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 - Lucerne (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 $150.00 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 - Lucerne team, 
contributing to the Certificated Teaching Department, and personally growing with the School. 
 
Sincerely, 
 
 
Meghan Freeman 
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 
 
Employee:  
 

ate: ______________________ 



Flex Elite Educator

Position Title:         
Reports To:        
FLSA Status:
School Classification
Pay Range:
Work Schedule:
Location:

Position Summary:  

Qualifications:  



ESSENTIAL DUTIES and RESPONSIBILITIES:

;

Other Duties



KNOWLEDGE AND ABILITIES

Knowledge of:

Ability to:



Use of Computer Technology:

Physical Demands:

Work Environment:

__________      _______________









































Re:   Employment Status





Re:  Shorter Employment Status



Re:   Employment Status
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