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Temporary Contract Addendum

November 12, 2021

Re:  

Effective as of today’s date, your temporary employment position with Elite Academic Academy -
Lucerne, as a Temporary Technology Support has been changed to Academic Innovation - Temporary IT 
Support.  Please see the attached job description.

Additionally, your temporary contract will be amended (by virtue of this contract addendum) to now 
include an end date of April 30, 2022.

All other elements of your temporary contract (attached), including your pay, 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

Academic Innovation - Temporary IT Support
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Academic Innovation - Temporary IT Support 
Job Description

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

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

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

● Any combination equivalent to: graduation from high school and one year hands-on IT technical 
support experience.

● Solid understanding of Google Suite tools and how to troubleshoot issues with the suite.
● Attention to detail and good problem-solving skills.
● Excellent interpersonal skills.
● Good written and verbal communication.
● Bilingual skills preferred.
● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237).  No 

prospective employee can report to work without this clearance being received and the Human 
Resources Manager notifying the immediate supervisor of this clearance. 
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● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 49406) upon employment 
and thereafter updated every four years. 

 
 

ESSENTIAL DUTIES and RESPONSIBILITIES 
 

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

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

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

 
Use of Computer Technology: 
To perform this job successfully, an individual should have knowledge of how to use the internet to find 
information and complete tasks, email usage, order processing systems, spreadsheet software, and 
word processing software.   
 
Physical Demands: 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.  
 

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

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

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

Hazards:
● Contact with dissatisfied individuals 

Employee Acknowledgement:

_____________      _______________
Employee Signature                  Printed Name                                   Date



Temporary Contract Addendum

August 3, 2021

Re:  Temporary Technology Support Position –

Effective as of today’s date, your temporary contract and contract addendum (attached) will be 
amended (by virtue of this contract addendum) to now include an end date of November 30, 2021.

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

________________________
Meghan Freeman
CEO

Temp Technology Support



Temporary Contract Addendum

July 6, 2021

Re:  Temporary Technology Support Position –

Effective as of today’s date, your temporary contract and contract addendum (attached) will be 
amended (by virtue of this contract addendum) to now include an end date of August 31, 2021.

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

________________________
Meghan Freeman
CEO

Temp Technology Support



Temporary Contract Addendum

April 23, 2021

Re:  Temporary Technology Support Position –

Per your conversation with Laura Spencer, your temporary contract (attached) will be amended (by 
virtue of this contract addendum) to now include a start date of April 27, 2021.

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

________________________
Meghan Freeman
CEO

Temp Technology Support



Date of Offer:  April 14, 2021
Assignment Offered:  Temporary Technology Support
Candidate Name:
Candidate Address: 

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

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

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

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

● The term of this Temporary Employment Contract shall commence on May 3, 2021 and continue 
until August 15, 2021.

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

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

● The Temp’s days of work shall be Monday through Friday (and/or on weekends) at hours 
determined by the School; provided that ordinary working hours shall not exceed 8 hours per day, 
or 40 hours per week, unless agreed upon by the School

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

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

● No modification of this Contract shall be valid unless in writing and agreed upon by both Parties.



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

     _________________  
         Date 
 
 
 
Exhibit A.  Job Description (See attached)  
 

Exhibit B.  Compensation:  

● COMPENSATION.  
o The Temp shall be entitled to receive an hourly rate of $20.00 (the “Compensation”) for 

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

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

o The compensation set out above shall be the Temp’s sole compensation under the 
Temporary Employment Contract.  Sick leave will be provided in accordance with the law 
after 90 days of employment. 

o Payments to the Temp shall be subject to employer withholding. 
 

 
 



Temporary Technology Support Job Description
Pending Board Approval

Temporary Technology Support 
Job Description

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

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

Qualifications:  



Temporary Technology Support Job Description
Pending Board Approval

ESSENTIAL DUTIES and RESPONSIBILITIES

Use of Computer Technology:

Physical Demands:

Work Environment:



Temporary Technology Support Job Description
Pending Board Approval

Hazards:

Employee Acknowledgement:

__ _______      _______________



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 
Nathan Gray 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:                                                                



Re:   Employment Status
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E Elite Kindness Award Demonstration of exceptional generosity.

L Leadership Award Demonstration of leadership characteristics
and involvement in the school and community.

I Integrity Award Demonstrates and values feedback from others
and accepts personal responsibility & change.

T Thoughtful Award Shows consideration for the needs of others.

E Excellent Effort Award Demonstrates greatness in academic
excellence, leadership and engagement, and
innovation.








