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Remote Adventure Academy Lead
Job Description

Position Title: Remote Adventure Academy Athletic Lead
Reports To: Director of CTE (or designee)
FLSA Status: Exempt
School Classification: Certificated
Pay Range: $60,000-$80,000
Work Schedule: 225 days
Location: Remote Office (Travel Required)

Position Summary:  The immediate goal is to develop connections with various outdoor

adventure or backpacking outfits and specific outdoor (sailing, surfing, white water rafting, rock

climbing, wilderness expert and more) vendors making current opportunities for outdoor

certification. The long-term goal is to develop a comprehensive independent study adventure

track that would serve students in an independent study model and provide certification in this

area with the goal of employment upon graduation.

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.

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

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

● State and federal fingerprint clearance (Live Scan) to work with students (Ed. Code 44237).  No

prospective employee can report to work without this clearance being received and the Human

Resources Manager notifying the immediate supervisor of this clearance.

Remote Adventure Academy Lead Job Description
 Pending Board Approval
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● Proof of a clear TB Tine test dated within the last 60 days (Ed. Code 49406) upon employment

and thereafter updated every four years.

● Valid California Driver’s License.

ESSENTIAL DUTIES and RESPONSIBILITIES:

Responsibilities:

● Provide parents/students with information and tools to make an informed choice when
selecting from current adventure academy tracks, as they would be vetted by a qualified
professional.

● Ensure Elite Academic Academy is set apart from similar schools/programs, none of which are
offering any outdoor adventure certification or tracks focused on outdoor adventure jobs.

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

● Increase opportunities for our students, such as outdoor adventure clinics and outdoor
certification specific workshops, online adventure consulting and virtual training.

● Ensure students will have the opportunity to attend an Outdoor Adventure event and
benchmark where they stand as they start any certification, and how many complete
certification and are successful in obtaining jobs in the field.

● Recruiting/Exposure - create and work with the marketing firm to recruit and expose current
students to the Adventure Academy offerings.

● Ability to use instructional funds to support a passion they may otherwise not be afforded.
● Provide students an opportunity to engage socially with other students and to make

connections. This is an important area of need for homeschooling/virtual students.

General Expectations

● Develop a clear mission and vision for our Adventure Academy program.

● Vet current outdoor school vendors and organize them by type to share with parents/students.

● Outdoor clinics/camps – one in Los Angeles County, Orange County, and Riverside County (at

minimum).

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

program/track for student success and certification.

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

programs.

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

workshops.

●
SMART Goals

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

Remote Adventure Academy Lead Job Description
Pending Board Approval
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Use of Computer Technology:

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

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

spreadsheet software, and word processing software. The employee is expected to acquire and maintain

a working computer with an internet connection and a printer.

Physical Demands:

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

successfully perform the essential functions of this job. Reasonable accommodations may be made to

enable individuals with disabilities to perform the essential functions.

● Hearing and speaking to exchange information.

● Dexterity of hands and fingers to demonstrate activities.

● Operates a computer and other office productivity machinery.

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

● Bending at the waist, kneeling or crouching.

● Sitting or standing for extended periods of time.

● Lifting objects up to 50 pounds.

● Close vision and ability to adjust focus.

Work Environment:

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

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

made to enable individuals with disabilities to perform the essential functions.

● Noise level is generally moderate.

● Meetings conducted in public and private settings.

● Indoor and outdoor in varying temperature.

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

Employee Acknowledgement:

____________________________ ____________________________ _______________

Employee Signature Printed Name Date
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Independent Study
Preliminary Internship Program Teacher

Job Description

Position Title: Independent Study Preliminary Internship Program Teacher
Reports To: Program Director
FLSA Status: Exempt
School Classification: Classified/Certificated if already credentialed
Pay Range: $55,000/annually
Work Schedule: 188-225 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. This is a classified position that leads to a
certificated position, once credentialed. This position will be under the director supervisor, lead teacher,
and/or designee.

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

● A valid, current, or pending Preliminary Internship Program (PIP) through the California State
teaching credential for teaching staff. A copy of the Preliminary Internship Program Teaching
Credential to be provided and kept current. (Employee may file for the PIP credential shortly
after hire.)

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

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

● Valid California Driver’s License.

Independent Study Preliminary Internship Program Teacher Job Description
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● Working towards getting their complete credential.

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.
● Assign and monitor required courses per transcript evaluation with mentor teacher support.
● Deliver individualized and small group instruction.
● Develop, adapt, and use instructional materials to teach students of varying physical,

emotional, and mental aptitudes with mentor teacher support.
● Create and maintain a safe, supportive, and effective learning environment.
● Evaluate students' academic and social growth through multiple measures with mentor

teacher support.
● Issue grades and credits earned and prepare progress reports and report cards under the

support of a mentor teacher.
● 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 students, minimally every twenty

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

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

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

helping solve students’ health, attitude, and learning challenges.
● Create and maintain all required necessary Independent Study compliance records
● (attendance, compliance) in the student information system (School Pathways).
● Maintain professional competence through professional development educational activities.
● Participate cooperatively with the appropriate administrator in employee evaluation.
● Utilize technology as a means of educating and communicating.
● Operate a computer and standard office equipment.
● Supervise students during out of classroom activities as necessary (e.g. field trips).
● Participate in faculty committees, the sponsorship of student activities, and program wide

activities.

Other Duties
● Proctoring duties as needed during the testing season

Independent Study Preliminary Internship Program Teacher Job Description
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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; 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.
● Provide leadership to students in emergency preparedness drills and during actual

emergencies, following the charter’s Safety Plan. the site emergency preparedness plan.

Independent Study Preliminary Internship Program Teacher Job Description
Pending Board Approval
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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

Independent Study Preliminary Internship Program Teacher Job Description
Pending Board Approval
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Student Support Services Liaison
Job Description

Position Summary:  Provide support to the Assessment Director, administrators, and staff by
helping to ensure that students are receiving the academic, social and emotional support
needed to: access their curriculum; make adequate academic progress; and prepare for State
testing.  Use communication, interpersonal, organizational and computer skills to monitor
and collect student support services data, prepare weekly and monthly reports, coordinate
direct student support services, and connect with families, students and Elite staff to resolve
complaints and concerns.

ESSENTIAL DUTIES AND RESPONSIBILITIES

● Supports the Support Services Department by doing the following:
○ Work with Department leads to track support services and student

engagement
○ Preparing and managing student data board (Monday.com).
○ Weekly updates.

● Use assessment program to help coordinate and monitor tutoring and intervention
services.

Student Support Services Coordinator Job Description
Pending Board Approval

1

Job Title: Student Support Services Liaison
Department: Assessment Department
Reports To: Director of Assessment (or designee)
FLSA Classification:Non-Exempt
Classification: Classified
Pay Range:
Work Schedule:
Location:

$20.00 - $25.00/hr
12 months
Remote/Onsite Office (Temecula)



● Monthly enrollment and demographic data update using SIS.
● Ordering supplies.
● Weekly and monthly reports.
● Preparing documents for families.
● Help coordinate assessment proctoring.
● Prepare forms and manage student support service files.
● Assist in coordinating State testing

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

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

● Perform other duties as assigned.

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

Knowledge of:

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

Requirements:
● DOJ Fingerprint Clearance
● Valid CA Driver’s License

EDUCATION AND EXPERIENCE:

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

Student Support Services Coordinator Job Description
Pending Board Approval

2



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

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

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

● Operates a computer and other office productivity machinery.

● Seeing to read a variety of materials.

● Bending at the waist, kneeling or crouching.

● Sitting or standing for extended periods of time.

● Lifting objects up to 50 pounds.

● Close vision and ability to adjust focus.

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

● Noise level is generally moderate.

● Work conducted in a public setting.

● Indoor in varying temperature.

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

Employee Acknowledgement:

_____________________________     ____________________________   ________________

Employee Signature                                         Printed Name                   Date

Student Support Services Coordinator Job Description
Pending Board Approval
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Remote Flex Elite Educator
Job Description

Position Title: Remote Flex Elite Educator
Reports To: Program Director
FLSA Status: Exempt
School Classification: Certificated
Pay Range: Starting at $52,000 - $64,000 (plus travel stipend)
Work Schedule: 185 -225 days
Location: Remote Office (travel required)

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. Remote Flex Elite Educators
are required to participate in all staff meetings and trainings. Remote Flex Elite Educators are expected to
uphold the school's mission and shared values, philosophy, and policies and procedures. Remote Flex Elite
Educators must carry and maintain a valid California teaching credential. Remote Elite Educators must
meet virtually with K-8 students at least once every 35 days but communicate weekly. High School
students will be supported weekly. Remote Elite Educators may have to tutor students weekly if they are not
making sufficient academic progress and an intervention plan is in effect. This position requires travel to
California approximately 4 to 6 times per year.

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.

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

● Valid California Driver’s License.

ESSENTIAL DUTIES and RESPONSIBILITIES:

● 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).
● Select instructional materials with the team;maintain inventory.
● Identify student needs and cooperate with other professional staff members in assessing and

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

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

activities.

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

Remote Flex Elite Educator
Pending Board Approval
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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.
● Provide leadership to students in emergency preparedness drills and during actual

emergencies, following the charter’s Safety Plan. the site emergency preparedness plan.

Remote Flex Elite Educator
Pending Board Approval
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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

Remote Flex Elite Educator
Pending Board Approval
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NOTICE TO EMPLOYEE AS TO CHANGE IN RELATIONSHIP
(Issued pursuant to provisions of Section 1089 of the 

California Unemployment Insurance Code)

Date:  January 21, 2021

Re:   

Effective as of February 1, 2021, your current temporary employment position with Elite 
Academic Academy - Lucerne (as a Temporary Instructional Aide) will be changed to a Part-Time 
Instructional Aide.  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

__

e



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - LUCERNE

Name: 

in the position of

Title: Part-Time Instructional Aide

January 21, 2021

We are pleased to offer you the position of Part-Time (NON-Exempt) Instructional Aide with Elite 
Academic Academy – LUCERNE (the “School”) commencing February 1, 2021.  The terms of your 
employment with us are set forth in this At-Will Employment Agreement (the “Agreement”) and are 
as follows: 

1. Your job duties are detailed in the attached job description, and you will report to the Remote 
Director of Virtual, Evan Jorgensen. 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. You will be paid $25.00 an hour, for a maximum of 30 hours per week, less applicable 
withholdings, for 225 days of work (see calendar attached).    We anticipate that there may 
be occasions when we will ask you to work over 30 hours per week, and/or ask you to work 
overtime. Any additional hours over 30 in a week, and/or any overtime hours, must be pre-
approved, in advance, by your supervisor.  For any overtime hours worked, you will be paid 
at the appropriate overtime rate in accordance with all applicable laws.  You will be paid twice 
a month on, or around, the 10thh and 26th of each month.   

5. As a part-time employee you will not generally be eligible for benefits (including health and 
welfare benefits), except for those required by law such as paid sick time. 

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 

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 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 race, color, creed, religion, sex, gender, gender identity, 
gender expression, marital status, pregnancy, transgender, transsexualism, sexual 
orientation, age (over 40), national origin, physical handicap, disability, medical condition, 
genetic characteristic, veteran or military status, ancestry, or other consideration made 
unlawful 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, and personally growing 
with the School.  

 
Sincerely, 

 

Meghan Freeman, CEO  

CEO/Designee Signature       Date:  
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Instructional Aide
Job Description

Position Title:         Instructional Aide
Reports To:        Director
FLSA Status: Non-Exempt
School Classification: Classified
Pay Range: Based on experience
Work Schedule: Varies
Location: Onsite Office

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

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

● Any combination equivalent to: graduation from high school and three years applicable 
experience preferred

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

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



 
Instructional Aide Job Description 

Board Approved:  September 7, 2019 
2 of 3 

 

 
ESSENTIAL DUTIES and RESPONSIBILITIES: 

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

 
Other Duties 

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

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

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

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

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

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

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

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

Hazards:
● Contact with dissatisfied individuals 

Employee Acknowledgement:







Temporary Contract Addendum

December 14, 2020

Re:  Temporary Instructional Aide Position –

Your temporary contract (attached) will be amended (by virtue of this contract addendum) to now 
include an end date of January 29, 2021.  All other terms of your contract will remain in effect.

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

________________________
Meghan Freeman
CEO



Temporary Contract Addendum

August 10, 2020

Re:  Temporary Instructional Aide Position –

Per your conversation with Evan Jorgensen, your temporary contract (attached) will be amended (by 
virtue of this contract addendum) to now include an end date of December 18, 2020.

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

________________________
Meghan Freeman
CEO



Date of Offer:  June 16, 2020
Assignment Offered:  Temporary Instructional Aide

e 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 Tancy Aldridge (the “Temp”) who agrees to be bound by this Contract.

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

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

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

● The term of this Temporary Employment Contract shall commence on June 22, 2020 and continue 
until August 8, 2020.

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

● The Temp’s days of work shall be Monday through Friday at hours determined by the School, 
provided that ordinary working hours shall not exceed 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 Riverside, 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 
 
 
______________________________        _________________ 
Dr. Brent Woodard-CEO  Date 
 
AGREED TO AND ACCEPTED BY: 
 

      
 
 
 
Exhibit A.  Job Description (See attached)  
 

Exhibit B.  Compensation:  

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

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

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

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

o Payments to the Temp shall be subject to employer withholding. 
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Instructional Aide
Job Description

Position Title:         Instructional Aide
Reports To:        Director
FLSA Status: Non-Exempt
School Classification: Classified
Pay Range: Based on experience
Work Schedule: Varies
Location: Onsite Office

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

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

● Any combination equivalent to: graduation from high school and three years applicable experience 
preferred

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

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

ESSENTIAL DUTIES and RESPONSIBILITIES:



 
Instructional Aide Job Description 
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● Carry out tasks assigned by the admin/teacher. 
● Assume responsibility for small learning groups of children. 
● Assist in the maintenance/preparation of instructional materials. 
● Assist in maintenance of student attendance and achievement. 
● Assist with supervision of students. 

 
Other Duties 

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

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

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

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

 
 
Use of Computer Technology: 
To perform this job successfully, an individual should have general knowledge of database software, how 
to use the internet to find information and complete tasks, email usage, order processing systems, 
spreadsheet software, and word processing software.  The employee is expected to acquire and maintain a 
working computer with an internet connection and a printer. 
 
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.  
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● Hearing and speaking to exchange information.
● Dexterity of hands and fingers to demonstrate activities.
● Operates a computer and other office productivity machinery.
● Seeing to read a variety of materials.
● Bending at the waist, kneeling or crouching.
● Sitting or standing for extended periods of time.
● Lifting objects up to 50 pounds.
● Close vision and ability to adjust focus.

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

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

Hazards:
● Contact with dissatisfied individuals 

Employee Acknowledgement:



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 Tancy Aldridge and Dr. Brent Woodard 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:                                                                   
 Dr. Brent Woodard    
 
DATED:                                                                   DATED:        





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

California Unemployment Insurance Code)

Date:  December 17, 2020

As a result of obtaining your credential, effective January 1, 2021, your current full-time employment 
position with Elite Academic Academy - Lucerne, as Remote Adventure Academy Lead (Classified), will 
be changed to Remote Adventure Academy Lead (Certificated), as outlined in the attached contract and 
job description.

Your annual salary will be increased to $64,000, for 225 days of work.  Your monthly income will be 
$5,333.33, to be paid on, or around, the 26th of each month.  You will continue to receive a $10,000 
“Travel” stipend ($833.33 a month), to be used in order for you to travel to California, approximately 5 
times in a school year.

You will now be eligible for California State Teachers Retirement System.  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
CEO
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Remote Adventure Academy Lead 
Job Description

Position Title:         Remote Adventure Academy Athletic Lead
Reports To:        Director of CTE (or designee)
FLSA Status: Exempt
School Classification: Certificated
Pay Range: $60,000-$80,000
Work Schedule: 225 days
Location: Remote Office (Travel Required)  

Position Summary:  The immediate goal is to develop connections with various outdoor 
adventure or backpacking outfits and specific outdoor (sailing, surfing, white water rafting, rock 
climbing, wilderness expert and more) vendors making current opportunities for outdoor 
certification. The long-term goal is to develop a comprehensive independent study adventure 
track that would serve students in an independent study model and provide certification in this 
area with the goal of employment upon graduation.

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.

● A minimum of five years of experience working with TK-12 students. 
● Knowledge of California laws and regulations for Public and Charter Schools. 
● State and federal fingerprint clearance (Live Scan) to work with students (Ed. Code 44237).  No 

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

● Provide parents/students with information and tools to make an informed choice when 
selecting from current adventure academy tracks, as they would be vetted by a qualified 
professional. 

● Ensure Elite Academic Academy is set apart from similar schools/programs, none of which are 
offering any outdoor adventure certification or tracks focused on outdoor adventure jobs.  

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

● Increase opportunities for our students, such as outdoor adventure clinics and outdoor 
certification specific workshops, online adventure consulting and virtual training. 

● Ensure students will have the opportunity to attend an Outdoor Adventure event and 
benchmark where they stand as they start any certification, and how many complete 
certification and are successful in obtaining jobs in the field. 

● Recruiting/Exposure - create and work with the marketing firm to recruit and expose current 
students to the Adventure Academy offerings.   

● Ability to use instructional funds to support a passion they may otherwise not be afforded.  
● Provide students an opportunity to engage socially with other students and to make 

connections.  This is an important area of need for homeschooling/virtual students.  
 

General Expectations 
● Develop a clear mission and vision for our Adventure Academy program.  
● Vet current outdoor school vendors and organize them by type to share with parents/students.  
● Outdoor clinics/camps – one in Los Angeles County, Orange County, and Riverside County (at 

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

program/track for student success and certification.   
● Develop new relationships with quality vendors and create partnerships between them and the 

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

workshops.  
● 

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

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

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

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

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

Employee Acknowledgement:



AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - LUCERNE

Name:

in the position of

Title:  Remote Adventure Academy Lead

December 17, 2020

We are pleased to offer you the position of full-time exempt Remote Adventure Academy Lead 
with Elite Academic Academy - Lucerne (the “School”) commencing January 1, 2020.  We are 
delighted you chose to join the Certificated CTE Department and are confident you will enjoy it 
here.  The terms of your employment with us are set forth in this At-Will Employment Agreement 
(the “Agreement”) and are as follows:

Your job duties are detailed in the attached job description (“Exhibit A”) and you will report to 
the CTE Director,  Ashlea Kirkland.

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 with a one-hour 
lunch break each day. 

You will be paid an annual salary of $64,000, less applicable withholdings, for 225 days of work 
(see attached calendar).  Your monthly income will be $5,333.33.  You will also receive a $10,000 



 

 
 
 

 
 
 
 

travel stipend ($833.33 a month) to be used in order for you to travel to California, up to 8 times 
(and a minimum  of 5 times) in a school year.  You will be paid once a month on, or before, the 
26th of each month.  Please refer to the attached payroll calendar to confirm your exact pay dates. 

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 as further described in the Employee Handbook, including 6 days of sick pay and California 
State Teachers Retirement System. 

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  (please refer to the Employee 
Handbook for this document). 
 
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 CTE Department, and personally growing with the School. 
 
 
Sincerely, 
 
 
Meghan Freeman  
CEO Date: _____________________________                                         
 
                                       
AGREED TO AND ACCEPTED BY: 
 



January 29, 2021

Re:  20/21 Contract Addendum

Effective February 1, 2021, your 20/21 contract is being amended, and your full-time position, as 
Director of Homeschool, will now include a Lead Director Stipend (please refer to the attached 
job description).

You will now receive an additional stipend of $15,000 per year (or $1,250 per month), to be 
included with your annual salary of $128,750 ($10,729.17 per month), and your current monthly 
stipend of $250.  Therefore, your new monthly stipend will total $1,500.  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, 233 day staffing 
calendar, and any health and welfare benefits, remain in full affect 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
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Lead Director Stipend - Job Description

Position Title: Lead Director 
Department: Certificated Director Stipend
Reports To: Chief Executive Officer (or Designee) 
FLSA Classification: Exempt
Pay Range: $5,000 - $15,000 per year stipend (based on workload)
Classification: Certificated
School Calendar Days: 233 Day Calendar

Stipend Description:  This stipend is not a stand-alone job description, but a rider to our Director job 
descriptions. This Director works in collaboration with, and under the direction of, the CEO, or designee 
to provide leadership and support to Directors and Lead teachers in the organization. 

General Duties, and Leadership Opportunities:

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

● Professional Development;
● Best Practices Research;
● Organization of tools;
● Improving communication organization-wide;
● Review data and provide targeted solutions for areas of weakness;
● Survey creation;
● Curriculum Development; and 
● Other duties as assigned. 

Required Qualifications:

● Valid professional teaching credential.
● Master’s degree or two years leadership at the school.
● Minimum of ten years in public education Ability to work an extended schedule.
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Desired Qualifications:

● Professional development in the area(s) of:
○ Communication and Conferencing skills;
○ Leadership Development;
○ Curriculum Development and/or Instructional Technology; 
○ Master’s degree or higher.

● 5 or more years in the field of Educational Administration with independent study experience.

Employee Acknowledgement:



June 4, 2020

Re:  20/21 Contract Addendum

Beginning July 1, 2020, your contract has been amended to include the updated 233 day staffing 
calendar, and 20/21 payroll calendar (attached).  Your annual salary will remain $128,750.  Your 
stipend will remain at $250 per month.

You will continue to report to Meghan Freeman.

All other elements of your 19/20 contract (attached), including your job description, and any 
health and welfare benefits, remain in full affect and are not changed based on this addendum.  

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

________________________
Dr. Brent Woodard
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CERTIFICATED NOTICE OF EMPLOYMENT

I hereby accept this offer of employment (as outlined in the attached job description) and 
agree to comply fully with each and every condition thereof, and to fulfill faithfully all of 
the duties of employment as Director of Homeschool of Elite Academic Academy -
Lucerne for the 2019-2020 school year. 

It is understood that the period of employment will be from July 1, 2019 - June 30, 2020. 
Compensation is payable at the rate of $10,729.17 per calendar month to be paid at the 
end of each month.  The total estimated annual salary for the 2019 - 2020 school year 
will be no less than $128,750. The 2019 - 2020 work year shall consist of 232 days (see 
calendar attached) with 15 vacation days per year (1.25 per month), verified by your work 
calendar that must be used by the end of the contracted year, with a maximum of a 5-day 
rollover. The Director of Homeschool will also be awarded, 12 sick days per year (1 per 
month) as well as STRS retirement benefits. 

You will also receive a stipend, of $250 a month for travel and mileage (in lieu of mileage 
reimbursement). 

It is understood that the charter will offer health and welfare benefits, totaling $10,800 and 
that you may purchase one of the employee welfare benefits consisting of medical, dental, 
and vision insurance benefits offered through the Charter providers. You may opt out of 
medical insurance provided by the charter and retain the monthly allotment of $200. 

Notwithstanding any other provisions of this Agreement, the Board, at its sole discretion, 
shall upon giving thirty (30) days’ written notice, have the option to terminate this 
agreement without cause. Within the 30-day notice period, the Director of Homeschool 
shall have the opportunity to propose a cure and correction plan to the CEO, and the 
Board shall have the sole discretion to allow the Director of Homeschool to implement the 
cure and correction plan. If the Board elects the option to terminate this agreement, 
however, it shall pay the Director of Homeschool in one (1) lump sum payment within one 
hundred twenty (120) days of giving written notice of termination, an amount equal to the 
lesser of the salary for a period of three (3) months or the salary for the number of months 
remaining on the agreement, if such remainder is less than three (3) months.  In addition, 
the health benefits will be maintained by the charter school covering the same length of 
time or until the Director of Homeschool finds other employment, whichever is less. The 
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calculation for purposes of the lump sum payment shall not include any payment for 
vacation that would have been earned following thirty (30) days after the date of the notice 
of termination.  If this agreement is terminated for cause, none of the aforementioned 
benefits will apply and the employee will forfeit any claims.  

It is a condition of your employment that you sign our Arbitration Agreement (attached) 
which provides that any disputes between you and the School be submitted to binding 
arbitration.  You should notify the School in writing of any complaints you have with 
respect to your employment so that any issues can immediately be addressed and 
rectified. 
 
It is also a condition of your employment that 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 (please refer to the Employee Handbook for this document).  
This offer of employment is subject to the laws of the State of California and Rules and 
Regulations of the State Board of Education and the Governing Board of the Charter. The 
terms and conditions set forth herein may be changed at any time by mutual consent of 
the contracting parties. The terms and conditions set forth herein may be changed at any 
time by mutual consent of the contracting parties. In the event that ADA declines or 
projections are not met after P1/P2 certification, resulting in a declining ending fund 
balance, the CEO reserves the right to re-negotiate and adjust the financial terms of the 
contract within 30 days of a written notice.  The CEO reserves the right to make any 
assignment that your credential authorizes and to change that assignment at its 
discretion.  The above salary rate is subject to review (upward or downward) of official 
transcripts and if verified experience does not agree with the unofficial information 
supplied in your application.  

If you wish to accept this offer of employment, please sign and return within 5 days.  

Date:  

Signed: __________________  

Dr. Brent Woodard - CEO  
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Director of Homeschool Job Description
Board Approved:  May 3, 2018

1 of 5

Director of Homeschool 
Job Description

Position Title:         Director of Homeschool
Reports To:        Chief Academic Officer (or designee)
FLSA Status: Exempt
School Classification: Certificated Administration
Pay Range: Based upon experience & student enrollment
Work Schedule:232 days
Location: Remote Office  

Position Summary:  The Homeschool Director has the responsibility for all operational functions of 
the Charter School's Homeschool program.  The Homeschool Director reports directly to the Chief 
Academic Officer and works collaboratively with the Chief Executive Officer regarding legal or 
business aspects of the program.  All duties will be carried out within the guidelines established 
by the School's charter. 

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

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

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

capacity to multitask/prioritize, and work independently with limited direction.
● State and federal fingerprint clearance (LiveScan) to work with students (Ed. Code 44237).  No 

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

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

● Valid California Driver License.
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ESSENTIAL DUTIES and RESPONSIBILITIES: 
Incumbents may perform any combination of the essential functions shown below. This position 
description is not intended to be an exhaustive list of all duties, knowledge, or abilities associated with this 
classification, but is intended to accurately reflect the principle job elements. 
 
Strategic Planning: 

● Contribute to the Homeschool (HS) and charter school’s strategic planning. 
● Be responsible for implementation and management of the TK-12 Homeschool Program. 
● As required, contribute to and coordinate the establishment, management and delivery of the HS 

program, including the development and coordination of the academic and enrichment programs 
offered. 

● Contribute and oversee the effective management and delivery of the academic programs 
through various means, including direct instruction at the site, parent instruction, online 
instruction, enrichment courses, etc. 

● Develop and organize new courses in accordance with the school’s mission and charter, including 
online and on site workshops, enrichment courses, intervention classes, etc. 

 
Educational Leadership: 

● Provide leadership and contribute to the overall performance and welfare of the teaching staff 
for the TK-12 program, with specific emphasis on the High School program. 

● Oversee the professional development program for the TK-12 teaching staff in conjunction with 
the HS program. 

● Be the key contact for the maintenance and development of the academic program and ensure 
compliance with Common Core Standards and any state and school mandated testing 
requirements. 

● Support the Program Leads with regard to implementation of the HS requirements and issues that 
arise with families. 

● Be familiar with the Common Core Standards and make sure that appropriate academic progress 
is made towards these standards by HS students. 

 
Operational Management: 

● Hire, train, and supervise all homeschool teachers and specialists in cooperation with the Program 
Lead. 

● Support Program Leads in managing daily HS organization and activities to ensure efficiency while 
achieving student outcomes. 

● Support Program Leads to ensure effective day to day organization of teaching areas 
● Develop, maintain and evaluate curricula as necessary to ensure appropriate academic progress 

towards the Common Core standards. 
● Run/attend weekly/monthly meetings with HS staff as necessary and attend any other meetings 

with school administration as required, including board meetings. 
● Work closely with families, students, teachers and other charter school staff and administration 
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to achieve efficiency in administration and academic performance. 
● Manage resources (human and material). 
● Observe and evaluate HS Program Leads at a minimum annually. 
● Establish and maintain open communication between the teachers, students, families and 

administration. 
● Ensure ethical and transparent practices in management of HS program and the HS team 
● Manage HS campus, custodian, etc. 

 
Financial Management: 

● Ensure that organization targets are met within the context of the HS program’s policies and HS 
rules and regulations. 

● Take shared responsibilities for the management of the budget for the HS program and ensure 
effective budget management and monitoring for the HS program while working closely with the 
charter school’s administration and board. 

 
Student Welfare: 

● Support Program leads in providing academic counseling to students about their progress and the 
HS program’s requirements, policies and expectations as needed. 

● Support Program Leads in scheduling classes/extracurricular activities for HS students and 
families. 

● Support Program leads in organizing and administer of placement testing (if any) for prospective 
students as well as all state and school mandated testing as required to ensure appropriate 
academic student progress. 

 
Divisional and External Communication: 

● Develop and maintain close, cooperative and collegiate relationship with teachers, 
families/students, and community, as appropriate. 

● Work cooperatively and effectively as a member of the HS management team. 
● Contribute to the marketing and development of the HS program, including the preparation and 

development of promotional materials, hosting visitors, liaising with other schools, enterprises, 
organizations, community groups and the media, etc. 

● Participate in the growth and development of the HS program through various means, including 
PR on social networks, radio, newspapers and other media, as well as participating in school 
events for the promotion of the HS program. 

● Represent the HS program positively in all conversations with staff, families, and the community. 
 
Other Duties: 

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

● Perform other duties as assigned. 
 
 
KNOWLEDGE AND ABILITIES 
 
KNOWLEDGE OF: 

● Common Core Standards; 
● Educational choices for students and parents; 
● Variety of instructional methods and techniques; 
● Curriculum development and instructional improvement; 
● Progressive/constructivist education methodologies; 
● Multiple Intelligence Theory; 
● Authentic assessment; 
● Current research in education/teaching methods; 
● The cognitive, social, and physical needs of children; and 
● Interpersonal skills using tact, patience, and courtesy. 

   
ABILITY TO: 

● Work respectfully with diverse groups in the community; 
● Establish and maintain effective working relationships with others; 
● Utilize effective leadership skills that work well in a team setting; 
● Plan and organize work; 
● Work independently and in a team environment to implement the philosophy of the  School; 
● Analyze situations accurately and adopt an effective course of action; 
● Supervise, and evaluate the performance of assigned staff; 
● Work closely with Program Leads to plan and implement curriculum; 
● Oversee California Standardized Testing for the school (CELDT, Physical Fitness Testing, etc.); 
● Support Program leads in Participating as a member of the Student Study Team and attend all IEP 

meetings for all Homeschool students; 
● Attend IEP meetings if needed; and 
● Perform the essential functions of this position.  

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

● Hearing and speaking to exchange information.
● Dexterity of hands and fingers to demonstrate activities.
● Operates a computer and other office productivity machinery.
● Seeing to read a variety of materials 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:

DocuSign Envelope ID: 0E207D7E-5AA7-4C1B-BD6F-60C3D789ED99



S
M

T
W

T
F

S
S

M
T

W
T

F
S

S
M

T
W

T
F

S
S

M
T

W
T

F
S

1
2

3
4

5
6

1
2

3
1

2
3

4
5

6
7

1
2

3
4

5
7

8
9

10
11

12
13

4
5

6
7

8
9

10
8

9
10

11
12

13
14

6
7

8
9

10
11

12
14

15
16

17
18

19
20

11
12

13
14

15
16

17
15

16
17

18
19

20
21

13
14

15
16

17
18

19
21

22
23

24
25

26
27

18
19

20
21

22
23

24
22

23
24

25
26

27
28

20
21

22
23

24
25

26
28

29
30

31
25

26
27

28
29

30
31

29
30

27
28

29
30

31

S
M

T
W

T
F

S
S

M
T

W
T

F
S

S
M

T
W

T
F

S
S

M
T

W
T

F
S

1
2

1
2

3
4

5
6

7
1

2
3

4
1

4/
12

-E
as

te
r/S

pr
in

g 
Br

ea
k

3
4

5
6

7
8

9
8

9
10

11
12

13
14

5
6

7
8

9
10

11
2

3
4

5
6

7
8

10
11

12
13

14
15

16
15

16
17

18
19

20
21

12
13

14
15

16
17

18
9

10
11

12
13

14
15

17
18

19
20

21
22

23
22

23
24

25
26

27
28

19
20

21
22

23
24

25
16

17
18

19
20

21
22

24
25

26
27

28
29

30
29

30
31

26
27

28
29

30
31

23
24

25
26

27
28

29

S
M

T
W

T
F

S
S

M
T

W
T

F
S

S
M

T
W

T
F

S
S

M
T

W
T

F
S

C
on

tra
ct

 S
ta

rt 
an

d 
En

d
1

2
3

4
5

6
7

1
2

3
4

1
2

1
2

3
4

5
6

8
9

10
11

12
13

14
5

6
7

8
9

10
11

3
4

5
6

7
8

9
7

8
9

10
11

12
13

Fi
rs

t D
ay

 o
f S

ch
oo

l T
ra

ck
 B

15
16

17
18

19
20

21
12

13
14

15
16

17
18

10
11

12
13

14
15

16
14

15
16

17
18

19
20

22
23

24
25

26
27

28
19

20
21

22
23

24
25

17
18

19
20

21
22

23
21

22
23

24
25

26
27

N
ot

 C
on

tra
ct

 D
ay

s
29

30
31

26
27

28
29

30
24

25
26

27
28

29
30

28
29

30
PD

 D
ay

s
31

0

AU
G

US
T

SE
PT

EM
BE

R
Ho

lid
ay

s

- F
ou

rth
 o

f J
ul

y

El
ite

 A
ca

de
m

ic
 A

ca
de

m
y 

Sc
ho

ol
 Y

ea
r 2

01
9 

- 2
02

0 
(2

32
)

7/
4

O
CT

O
BE

R
JU

LY

2/
17

- P
re

si
de

nt
s 

D
ay

12
/2

5

1/
20

1/
1

- M
em

or
ia

l D
ay

5/
25

Ke
y

La
st

 D
ay

 o
f S

ch
oo

l T
ra

ck
 B

H
ol

id
ay

9/
2

- L
ab

or
 D

ay

11
/2

8 
& 

11
/2

9

- M
ar

tin
 L

ut
he

r K
in

g'
s 

D
ay

- N
ew

 Y
ea

rs
 D

ay
- C

hr
is

tm
as

 
- T

ha
nk

sg
iv

in
g 

& 
D

ay
 A

fte
r

- V
et

er
an

's
 D

ay
11

/1
1

JA
NU

AR
Y

FE
BR

UA
RY

DE
CE

M
BE

R

M
AR

CH
AP

RI
L

M
AY

NO
VE

M
BE

R

JU
NE

D
oc

uS
ig

n 
En

ve
lo

pe
 ID

: 0
E2

07
D

7E
-5

AA
7-

4C
1B

-B
D

6F
-6

0C
3D

78
9E

D
99



S
M

T
W

T
F

S
S

M
T

W
T

F
S

S
M

T
W

T
F

S
S

M
T

W
T

F
S

1
2

3
4

5
6

1
2

3
1

2
3

4
5

6
7

1
2

3
4

5
7

8
9

10
11

12
13

4
5

6
7

8
9

10
8

9
10

11
12

13
14

6
7

8
9

10
11

12
14

15
16

17
18

19
20

11
12

13
14

15
16

17
15

16
17

18
19

20
21

13
14

15
16

17
18

19
21

22
23

24
25

26
27

18
19

20
21

22
23

24
22

23
24

25
26

27
28

20
21

22
23

24
25

26
28

29
30

31
25

26
27

28
29

30
31

29
30

27
28

29
30

31

S
M

T
W

T
F

S
S

M
T

W
T

F
S

S
M

T
W

T
F

S
S

M
T

W
T

F
S

1
2

1
2

3
4

5
6

7
1

2
3

4
1

4/
12

-E
as

te
r/S

pr
in

g 
Br

ea
k

3
4

5
6

7
8

9
8

9
10

11
12

13
14

5
6

7
8

9
10

11
2

3
4

5
6

7
8

10
11

12
13

14
15

16
15

16
17

18
19

20
21

12
13

14
15

16
17

18
9

10
11

12
13

14
15

17
18

19
20

21
22

23
22

23
24

25
26

27
28

19
20

21
22

23
24

25
16

17
18

19
20

21
22

24
25

26
27

28
29

30
29

30
31

26
27

28
29

30
31

23
24

25
26

27
28

29

S
M

T
W

T
F

S
S

M
T

W
T

F
S

S
M

T
W

T
F

S
S

M
T

W
T

F
S

Se
m

i-M
on

th
ly

 1
6t

h-
 E

nd
 o

f t
he

 M
on

th
1

2
3

4
5

6
7

1
2

3
4

1
2

1
2

3
4

5
6

8
9

10
11

12
13

14
5

6
7

8
9

10
11

3
4

5
6

7
8

9
7

8
9

10
11

12
13

H
ol

id
ay

s
15

16
17

18
19

20
21

12
13

14
15

16
17

18
10

11
12

13
14

15
16

14
15

16
17

18
19

20
22

23
24

25
26

27
28

19
20

21
22

23
24

25
17

18
19

20
21

22
23

21
22

23
24

25
26

27
29

30
31

26
27

28
29

30
24

25
26

27
28

29
30

28
29

30
31

0

El
ite

 A
ca

de
m

ic
 A

ca
de

m
y 

Sc
ho

ol
 Y

ea
r 2

01
9 

- 2
02

0

O
CT

O
BE

R
JU

LY

7/
4

M
on

th
ly

/S
em

i-M
on

th
ly

 1
-1

AU
G

US
T

SE
PT

EM
BE

R
Ho

lid
ay

s

- F
ou

rth
 o

f J
ul

y

- P
re

si
de

nt
s 

D
ay

- M
em

or
ia

l D
ay

- T
ha

nk
sg

iv
in

g 
& 

D
ay

 A
fte

r
- V

et
er

an
's

 D
ay

- L
ab

or
 D

ay

- N
ew

 Y
ea

rs
 D

ay
- C

hr
is

tm
as

 

11
/1

1
9/

2

- M
ar

tin
 L

ut
he

r K
in

g'
s 

D
ay

M
AR

CH
M

AY
JU

NE

12
/2

5
11

/2
8 

& 
11

/2
9

AP
RI

L

DE
CE

M
BE

R
JA

NU
AR

Y
FE

BR
UA

RY
NO

VE
M

BE
R

1/
1

1/
20

5/
25

2/
17

Ke
y

D
oc

uS
ig

n 
En

ve
lo

pe
 ID

: 0
E2

07
D

7E
-5

AA
7-

4C
1B

-B
D

6F
-6

0C
3D

78
9E

D
99



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
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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  
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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 Carol McIntosh and Dr. Brent Woodard 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. 

 
COMPANY:    EMPLOYEE:
 
By:                                                                      By:                                                           
 Dr. Brent Woodard    
 
DATED:                                                                   DATED   
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AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Lucerne

Name:  

in the position of

Title:  Virtual Teacher

January 23, 2021

We are pleased to offer you the position of full-time exempt Virtual Teacher with Elite Academic 
Academy - Lucerne (the “School”) commencing February 5, 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 with us are set forth in this At-Will Employment Agreement (the “Agreement”) 
and are as follows:

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

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 (or $6,166.67 per month), less applicable 
withholdings for 225 days of work (see calendar attached).   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.  Please refer to the 20/21 payroll calendar. 
 
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 as further described in the Employee Handbook, including 6 days of sick pay and California 
State Teachers Retirement System. 

The charter offers Health and Welfare benefits, totaling $10,800 a year (or $900 a month), which 
can be used to purchase medical, dental, and vision insurance benefits offered through the 
Charter providers.  You may “opt out” of medical insurance provided by the charter, and retain a 
monthly allotment of $200.  You will be eligible for the Health and Welfare benefits, after one 
month of employment. 

Your employment at the School is "at will," which means that it is of no definite duration and will 
continue only as long as both you and the School consider it of mutual benefit.   Either you or the 
School is free to terminate the employment relationship at any time, with or without cause and 
with or without notice.  Although your job duties, title, compensation and benefits, as well as our 
personnel policies and procedures, may change from time-to-time, the “at will” nature of your 
employment may only be changed in a document signed by you and the CEO of the School.  
 
It is a condition of your employment that you sign our Arbitration Agreement (attached) which 
provides that any disputes between you and the School be submitted to binding arbitration.  You 
should notify the School in writing of any complaints you have with respect to your employment 
so that any issues can immediately be addressed and rectified.  
 
It is also a condition of your employment that, upon starting employment, you sign our 
Confidentiality Agreement, which contains additional requirements for the protection of the 
School’s trade secret, confidential and proprietary information as well as an assignment to the 
School of the ideas, concepts and other intellectual property that you create while you are 
employed by the School. 
 
The School is an equal opportunity employer.  School policy prohibits discrimination, retaliation, 
or harassment based on actual or perceived ancestry, race, color, religion, including religious 
dress and grooming practices, national origin, including language use and possession of a driver’s 
license issued to persons unable to prove their presence in the United States is authorized under 
federal law, citizenship, marital status, sex, pregnancy, childbirth, breastfeeding, or related 
medical conditions, gender, gender identity, gender expression, sexual orientation, age (40 and 
above), military or veteran status, physical or mental disability, including HIV and AIDS, medical 
condition, including cancer or a record or history of cancer, genetic characteristic or information, 
protected medical leaves (e.g., leave under the Family and Medical Leave Actor or the California 
Family Rights Act), domestic violence victim status, political affiliation, and any other status 
protected by federal, state, or local laws. This commitment applies to all personnel decisions and 
to all persons involved in the operations of the School.  In addition, you are expressly prohibited 



 

 
 
 

 
 
 
 

from discriminating against, retaliating against, or harassing any student of the School.  You must 
treat all students and third parties working for or on behalf of the School respectfully and 
appropriately.   
 
You affirm that you are not a party to any agreement(s) such as a non-competition agreement 
that would prohibit you from employment with us.  
 
This letter agreement, when accepted by you, constitutes our entire agreement and supersedes 
all prior agreements and representations whether written or oral.  This letter agreement may be 
amended only by a writing signed by both yourself and the School. 
 
On your first day of work you will be required to complete the INS form I-9.  Please bring 
appropriate identification that shows your eligibility to work in the United States. 
  
If these terms are acceptable to you, please sign one copy of this offer letter and return it at your 
earliest convenience.   This offer will remain open for 5 working days.   
 
Once again, we are looking forward to you joining the Elite Academic Academy - Lucerne team, 
contributing to the Certificated Teaching Department, and personally growing with the School. 
 
Sincerely, 
 
 
Dr. Meghan Freeman  Date: _____________________________                                         
CEO 
                                       
AGREED TO AND ACCEPTED BY: 
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Position Title: Virtual Teacher (6-12)
Reports to: Remote Director of Virtual Learning
Classification: Certificated
Pay Range: Dependent upon experience & student enrollment 
Work Schedule: 185-225
Location: Remote classroom with travel.

Position Summary:   An Elite Academic Academy Virtual teacher is responsible for fostering 
student academic, social, and emotional learning in a virtual setting for grades 6-12. Teachers 
will instruct students in a virtual setting; therefore, must be self-starters and have a creative 
mindset that facilitates students through relevant and rigorous learning objectives. 

Qualifications & Essential Duties: 
● Bachelor's Degree or higher from an accredited university. 
● A valid, current, and appropriate California state Teaching Credential (ELL 

Authorization, or BCLAD, or CLAD).
● Desirable: Career Technical Education Credential (CTE Credential); Dual single subject 

credential or PPS Credential. 
● State and Federal fingerprint clearance (LiveScan) to work with students (Ed. Code 

44237).  No prospective employee can report to work without this clearance being 
received and the Human Resources Manager notifying the immediate supervisor of this 
clearance. 

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

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

Section 1: Management of Homeroom Caseload 
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● Maintain weekly communication with students and parents/guardians through online 
platform, email, and telephone communication.    

● Monitor student progress in various courses.  
● Assess students academic needs. 
● Collaborate with student to track self-progress.  
● Monitor homeroom student attendance.  
● Collect needs assessment and detail vendor placement for students.  
● Collect student work samples from caseloads.  
● Collaborate with colleagues to create success plans for struggling students in various 

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

community partners.  
● Consistently update communication log/documentation in Student Information Systems.  
● Communicate lessons and create supplemental lessons to for homeroom curriculum.  

 
Section 2: Student Supports 

● Actively participates in Parent Conferences. 
● Create lesson plans that meet state educational standards.  
● Creatively supplement curriculum to engage students.  
● Supports Special Education by attending IEP and filling out IEP forms/communications.  
● Differentiates instruction to meet student needs/provides additional or supplemental 

materials when needed.  
● Establishes positive and appropriate student-teacher relationships.  
● Provides “Elite Progress Support Plans” for students who need to catch up on 

assignments or students who are struggling in course(s). 
● Mentor students as an acting advisor in student clubs. 

 
Section 3: Professional Development & Staff Collaboration  

● Attends weekly collaborative meetings with colleagues for lesson planning/best 
practices/feedback/support. 

● Attends and participates in bi-weekly staff meetings/professional development. 
● Weekly communication with administrator to ensure teacher success and support. 
● Fulfills school-wide and individual LCAP/SMART goals. 
● Demonstrate professionalism and interpersonal skills.  
● Enrich personal skill sets and knowledge by attending outside professional development 

opportunities.  
 
Section 4: General & Essential Duties  

● Proctors exams and other assessments (locally/various counties).  
● Follows and adheres to Elite Academic Academy Charter policies and procedures.  
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● Maintains a record of student work. 
● Maintains current up-to-date grades.  
● Understand digital file organization. 
● Follows legal mandates and procedures according to reporting (Child Abuse and Neglect 

Act).  
● Consistently follows office hours  availability for students.  
● Responds to all stakeholders inquiries/communications within a 24 hour period.   
● Document and resolve all informal and formal complaints with parents, students, and 

staff in a professional manner.  
● Adhere to Elite Academic Academy policies and procedures according to the staff 

handbook. 
● Ensure and maintain compliance with the Uniform Complaint Policy and the Uniform 

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

 
Knowledge of:  

● Online platforms and technology use.  
● Demonstrates excellent computer and typing skills.  
● Career Technical Education Pathways.  
● Academic and emotional growth and development of school aged children. 
● Current job market trends and skills.  
● Best practices to engage student learning.  
● Current state testing.  
● Special Education, English Language Learners, and 504 practices and procedures.  
● Methods, pedagogy, and techniques used to develop and instruct curriculum.  
● General knowledge of Education Codes and laws.  

  
Ability to:  

● Foster engaging activities and learning for student success through the use of technology. 
● Provide individualized instruction to students by promoting interactive learning. 
● Create a safe space for students to learn where diverse thinking is celebrated. 
● Facilitate an online and in-person classroom culture of creativity and diversity.  
● Demonstrate exemplary communication skills (oral and written). 
● Demonstrates excellent time management. 
● Cultivate positive rapport with students, staff, parents, and community stakeholders.  
● Assess student needs and individualize instruction according to their needs/goals. 
● Collaborative with colleagues in an ongoing basis.  
● Assist in curriculum development. 
● Work flexible hours; sometimes weekends and/or evenings.  
● Accessible access to internet. 
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● Demonstrate integrity when making decisions. 
● Travel locally, nationally, and internationally with student enrichment and educational 

trips.

Work Environment:
● Blended position (remotely & locally)
● In-home Office 
● Occasional travel may be required by personal vehicle 
● Flexible Hours 

Physical Demands: 
● Lifting up to 25 lbs. 
● Sitting or standing for extended periods of time. 
● Ability to see and read clearly to monitor student progress online. 
● Dexterity of hands for computer use. 
● Ability of hearing for listening.
● Ability of speaking to properly exchange information. 
● Traveling long distances.

HAZARDS:
Contact with dissatisfied individuals.

Employee Acknowledgement:



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 Crystal Casey and Dr. 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:                                                             
 Dr. Meghan Freeman    
 
DATED:                                                                   DATED    







AT-WILL EMPLOYMENT AGREEMENT

Between Elite Academic Academy Charter - Lucerne

Name: 

in the position of

Title: Independent Study Preliminary Internship Program Teacher

January 15, 2021

We are pleased to offer you the position of Full -Time (NON-Exempt) Independent Study 
Preliminary Internship Program Teacher, with Elite Academic Academy – Lucerne (the 
“School”) commencing January 19, 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 with us are set forth in this At-Will Employment Agreement (the “Agreement”) 
and are as follows: 

1. Your job duties are detailed in the attached job description (“Exhibit A”) and you will 
report to the Moniqiue Waithe, Director of Flex.  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. You will be paid an annual salary of $55,000; which is a monthly salary of $4,583.33, 
and is $2,291.67 per pay period, less applicable withholdings, for 188 days of work 
(see attached calendar).  We anticipate that there will be occasions when we will ask 
you to work overtime.  All overtime hours must be approved in advance by your 
supervisor.  For any overtime hours worked, you will be paid at the appropriate 
overtime rate in accordance with all applicable laws.  You will be paid twice a month 
on, or around, the 10th and 26th of each month.  Please refer to the attached payroll 
calendar to confirm your exact pay dates.  

5. You will be eligible for all benefits as generally offered to similarly situated 
employees of the School as further described in the School’s Employee Handbook;  
including accrual of up to 5 days of vacation, and 6 days of sick pay.  

6. The charter offers Health and Welfare benefits, totaling $10,800 a year (or $900 a 
month), which can be used to purchase medical, dental, and vision insurance benefits 
offered through the Charter providers.  You may “opt out” of medical insurance 
provided by the charter, and retain a monthly allotment of $200.  You will be eligible 
for the Health and Welfare benefits, after one month of employment. 

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

  
8. You are required to record your time via our timekeeping system in Paycom (where 

you will complete your HR onboarding).  You will be provided with specific 
instructions regarding this system.  You will be responsible for reviewing, approving, 
and submitting your time to your supervisor at the end of each pay period.  You must 
report any instance where you believe your time, or pay, is inaccurate to the payroll 
department. 
 



9. Your employment at Elite Academic Academy is "at will," which means that it is of no 
definite duration and will continue only as long as both you and the School consider 
it of mutual benefit.  Either you or the School is free to terminate the employment 
relationship at any time, with or without cause and with or without notice.  Although 
your job duties, title, compensation and benefits, as well as our personnel policies and 
procedures, may change from time-to-time, the “at will” nature of your employment 
may only be changed in a document signed by you and the Chief Executive Officer of 
the School.  
 

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

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

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.  

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 Flex Department, and personally growing with the School.  

 
Sincerely, 

 

Ms. Meghan Freeman, CEO  

CEO/Designee Signature:       Date:  

 

AGREED TO AND ACCEPTED BY: 
 

Date: 
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Independent Study
Preliminary Internship Program Teacher

Job Description

Position Title:         Independent Study Preliminary Internship Program Teacher
Reports To:        Program Director
FLSA Status: Exempt
School Classification: Classified/Certificated if already credentialed 
Pay Range: $55,000/annually
Work Schedule: 188-225 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. This is a classified position that leads to a 
certificated position, once credentialed. This position will be under the director supervisor, lead teacher, 
and/or designee. 

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

● A valid, current, or pending Preliminary Internship Program (PIP) through the California State 
teaching credential for teaching staff.   A copy of the Preliminary Internship Program Teaching 
Credential to be provided and kept current.  (Employee may file for the PIP credential shortly 
after hire.)

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

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

● Valid California Driver’s License.
● Working towards getting their complete credential.

ESSENTIAL DUTIES and RESPONSIBILITIES:
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● 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. 
● Assign and monitor required courses per transcript evaluation with mentor teacher support. 
● Deliver individualized and small group instruction. 
● Develop, adapt, and use instructional materials to teach students of varying physical, emotional, 

and mental aptitudes with mentor teacher support. 
● Create and maintain a safe, supportive, and effective learning environment. 
● Evaluate students' academic and social growth through multiple measures with mentor teacher 

support. 
● Issue grades and credits earned and prepare progress reports and report cards under the support of 

a mentor teacher. 
● 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 students, minimally every twenty school 

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

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

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

helping solve students’ health, attitude, and learning challenges. 
● Create and maintain all required necessary Independent Study compliance records 
● (attendance, compliance) in the student information system (School Pathways). 
● Maintain professional competence through professional development educational activities. 
● Participate cooperatively with the appropriate administrator in employee evaluation. 
● Utilize technology as a means of educating and communicating. 
● Operate a computer and standard office equipment. 
● Supervise students during out of classroom activities as necessary (e.g. field trips). 
● Participate in faculty committees, the sponsorship of student activities, and program wide 

activities. 
 
Other Duties 

● Proctoring duties as needed during the testing season. 
● Respond to all school related written correspondence, phone calls, voicemails, and emails within 

24 business hours. 
● Document and report to the school’s management all formal disciplinary actions involving 

students; supporting management with addressing and resolving complaints from students and 
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parents in a timely manner; 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. 
● 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: 
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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:

__



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: Melvin Thomas (“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 Melvin Thomas and Dr. 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:                                                          
 Dr. Meghan Freeman    
 
DATED:                                                                   DATED:  
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FLIPSWITCH 
MARKETING SERVICES AGREEMENT 

The Marketing Services Agreement (“Agreement”) between FlipSwitch Marketing LLC 
(“Agency”) and Elite Academic Academy, Inc. [California] (the “Client”), is made this _____ 
day of __________, 20__. 

1. Statement of Services 

Agency shall perform the “Marketing Services” specified in the attached Schedule A as 
agreed upon with Client. These Marketing Services may include but need not be limited to 
website design. Agency shall perform these Marketing Services with generally accepted 
professional standards. 

2. Term 

 The term of this Agreement shall be from the effective date set forth above and shall 
terminate upon successful launch of new Client website by Agency by March 15, 2021, unless 
terminated earlier pursuant to the terms and conditions of this Agreement. This Agreement may 
be terminated, without cause, by either party by giving no less than thirty (30) days’ written 
notice to the other. In this event, Agency shall be paid for its services through the 30th day after 
written notice and Client shall not be responsible for any fees incurred after the 30th day after 
written notice. This Agreement may be terminated, with cause, by either side immediately upon 
written notice to the other. For purposes of this section, “cause” means a material breach of a 
term or condition of this Agreement, any act or omission which causes the other party to be 
exposed to potential legal liability, or any act or statement that puts the other party in a 
disparaging or negative light. In this event, Agency shall be paid for its services through the date 
of written notice and Client shall not be responsible for any fees after written notice. Written 
notice may be made by electronic mail or by any other method reasonably designed to effect 
notice to the other party, and such notice shall become effective upon receipt of such notice by 
the party to whom it is addressed. 

 

3. Fees and Expenses 

(a) Client shall pay Agency, as compensation for its Marketing Services, fees as set 
forth on Schedule B attached hereto and as follows: 

 (b)   The Client shall pay Agency the professional fees and expenses 
shown on each invoice or notify Agency in writing of any questions or disputes 
regarding the invoice, within thirty (30) days of receiving the invoice. Client agrees 
that all additional work performed outside of the Marketing Services will be 
negotiated between Agency and Client.  



 
 
 
 

 2 
 
 
 

(c)  Each invoice will include a summary of work completed. Unless 
otherwise stated, or unless Clients notifies Agency in writing of any questions or 
disputes regarding the invoice. 

4. Independent Contractor Relationship 

The relationship of Agency to the Client is that of an independent contractor, and nothing 
in this Agreement shall be construed as creating an agency, master-servant, or any other 
relationship between Agency or any of its employees and the Client. Agency may perform the 
marketing services as it deems appropriate provided that such details, hours, and places are 
consistent with the proper accomplishment of such services.  

5. Confidentiality 

The Client may from time to time communicate to Agency proprietary, confidential and 
other information to enable Agency to effectively perform marketing services covered by this 
Agreement. Agency shall treat all such information as confidential, whether requested to do so or 
not, and shall take all reasonable precautions to not disclose any part of such information to any 
person outside the Agency organization without the consent of the Client, including without 
limitation taking all those precautions which Agency uses to safeguard its own confidential 
information. Agency shall also limit the use and circulation of such information within the 
Agency organization to the extent necessary to perform the marketing services covered by this 
Agreement. 

This obligation of confidentiality shall not, however, apply to information that: (i) is or 
becomes available in the public domain through no wrongful act of Agency; (ii) is already in 
Agency’s possession prior to the performance of the services hereunder without an obligation of 
confidentiality; (iii) is rightfully disclosed to Agency by a third party without an obligation of 
confidentiality; (iv) is independently developed by Agency; or (v) is required to be disclosed 
pursuant to any court or regulatory order served on Agency, provided that Agency gives the 
Client prompt notice of such order. 
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6. Work Product 

The Client shall have the perpetual and unrestricted right to use, copy and incorporate 
into other works all reports, materials, presentations and other work product prepared by Agency 
and delivered to the Client.  

Client will retain any intellectual property rights in the Work Product (defined as the final 
product produced solely by Agency’s performance of services under this Agreement) as well as 
any and all other proprietary intellectual property of Agency necessary to perform said services. 
Agency warrants that none of the Work Product will violate any third-party intellectual property 
or other rights. 

Client grants Agency a royalty free, non-exclusive, perpetual, transferable, and world-
wide right to display, reproduce and distribute the Work Product for use in the Agency’s 
portfolio, on the Agency’s website, and in third party trade publications and exhibits, as 
exemplifying the Agency’s work. Client may terminate this grant in its sole discretion and/or 
upon termination of this Agreement. Client retains the right to review and consent to any such 
display or reproduction of the Work Product, such consent not to be unreasonably withheld. 

Agency agrees that WordPress theme used on Client website development project under 
this agreement has never before been used by Agency on any previous project and will not be 
used by Agency for any current or future project outside of this agreement, unless otherwise 
specified by Client.  

7. Limitation of Liability 

CLIENT EXPRESSLY UNDERSTANDS AND AGREES THAT AGENCY SHALL NOT BE 
LIABLE FOR ANY SPECIAL, EXEMPLARY, PUNITIVE, INDIRECT, INCIDENTAL OR 
CONSEQUENTIAL DAMAGES OF ANY KIND (INCLUDING WITHOUT LIMITATION LOST 
PROFITS OR LOST SAVINGS), WHETHER BASED IN CONTRACT, TORT, STRICT LIABILITY 
OR OTHERWISE. 

8. Indemnification 

(a) Agency Indemnification. Agency shall, except to the extent caused by Client’s 
negligence, reckless or willful misconduct, indemnify and hold harmless Client, its affiliates, and 
all their officers, directors, employees and agents, for any losses, claims, damages, judgments, 
assessments, costs and other liabilities, including reasonable attorney’s fees, in connection with 
any demands, law suits and other legal actions by third parties against Client arising out of or 
alleged to arise out of (i) any negligence, reckless or willful misconduct by or of Agency or its 
agents, or (ii) any material breach by Agency of any term of provision of this Agreement. This 
provision shall survive any termination of this Agreement. 

(b) Client Indemnification. Client shall, except to the extent caused by Agency’s 
negligence, reckless or willful misconduct, indemnify and hold harmless Agency, its affiliates, 



 
 
 
 

 
 
 
 

and all their officers, directors, employees and agents, for any losses, claims, damages, 
judgments, assessments, costs and other liabilities, including reasonable attorney’s fees in 
connection with any demands, law suits and other legal actions by third parties against Agency 
arising out of or alleged to arise out of (i) any negligence, reckless or willful misconduct by or of 
Client or its agents, or (ii) any material breach by Client of any term or provision of this 
Agreement. This provision shall survive any termination of this Agreement. 

9. General 

This Agreement constitutes the entire agreement between the parties with respect to 
Marketing Services to be provided by Agency to the Client and supersedes all prior agreements, 
understandings, and representations between the Client and Agency. This Agreement shall be 
construed in accordance with the laws of Arizona, without regard to the legislative or judicial 
conflicts of law rules of any state. 

IN WITNESS WHEREOF, the Client and Agency have caused this Agreement to be executed by 
duly authorized individuals on the day first written above. 

Agreed and accepted this _____ day of ________, _____. 

ELITE ACADEMIC ACADEMY, INC 
 
Signature:  
 
 
Printed Name:  
 

Title:  

 

 

 

 



 
 
 
 

5 
 
 
 

Schedule A 
Marketing Services 

A. Marketing Services 

1. Website Design & Development 

Agency will design, build, host, and maintain a new website for Client. The site will be on one 
Content Management System (CMS): WordPress. The site will utilize the latest responsive 
website platform to ensure the site is accessible on computer, tablet, and mobile devices. Agency 
will also provide: 
 
• The design of the website based on provided specifications and collaboration with Client 
• A WordPress theme never before used by Agency 
• The theme will not be used by Agency for any future project outside of this agreement 
• A menu structure that is designed to make it easier to find information 
• Sitemap will remain intact, without additional pages or page merges 
• A review of all content for correct readability score of target audience 
• Content will remain intact, without additional pages of copy 
• SEO of top visited pages of content 
• Google Analytics integration 
• Social Media links 
 

Schedule B 
Pricing and Fees 

A. Fees 

 
1. Total: $12,000 
 
Client shall pay Agency, as compensation for Website Design as follows: 

(1) A payment of $6,000 dollars for website build; to be invoiced to Elite Academic Academy- 
Mountain Empire within 30 days of final homepage design approval has been provided by Client 
and (2) A payment of $6,000 dollars to be invoiced to Elite Academic Academy-Lucerne within 
30 days of successful website launch. Agency services for these fees will include but need not be 
limited to website design and development. All fees will be due 30 days from invoice date.  
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Protecting the health and safety of the educators we serve and their students, as well as the health and safety of our 
employees, is of paramount importance to Curriculum Associates. While it is our preference to deliver PD sessions in 
person, circumstances related to COVID-19 may require us to provide sessions virtually instead.  Curriculum Associates’ 
policy is to only provide PD sessions in person where one of our employees can reach the session site by car and where 
adequate safety measures are in place to protect the health of our session leaders and participants.  Curriculum 
Associates reserves the right to switch any session from in-person to virtual if we cannot reach a session site by car, if 
adequate safety measures cannot be put in place, or if Curriculum Associates determines that it would otherwise put it 
employees at risk to provide an in-person session.  

If your school or district will not permit visitors at the time of a scheduled session, Curriculum Associates would be happy 
to provide an equivalent live, virtual session via videoconference.  Similarly, Curriculum Associates will comply with your 
school or district’s health and safety requirements regarding on-site visitors if we are given adequate advance notice.  
Our PD Operations team will work with school or district personnel to hold sessions in a manner that protects the safety 
of educators and your school community as well as Curriculum Associates employees.

We are pleased to be able to serve you in these challenging times and look forward to providing productive learning 
sessions to your staff.  Any questions regarding scheduling in-person or virtual training sessions should be directed to 
pdoperations@cainc.com.

Curriculum Associates, 153 Rangeway Road, North Billerica MA 01862-2013
Phone: 800-225-0248, Fax: 800-366-1158, E-Mail: orders@cainc.com, Website: CurriculumAssociates.com

                              Information on Professional Development Sessions and COVID-19
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Placing an Order

Shipping Policy

Payment Terms

i-Ready®

Return Policy

Please attach quote to all signed purchase orders.
1) Email: orders@cainc.com
2) Fax: 1-800-366-1158
3) Mail:

ATTN: CUSTOMER SERVICE DEPT.
Curriculum Associates, LLC 
153 Rangeway Rd
North Billerica, MA 01862-2013

Please visit CurriculumAssociates.com for more information about placing orders or contact CA’s Customer Service 
department (1-800-225-0248) and reference quote number for questions.

Unless otherwise noted, shipping costs are calculated as follows:
Order Amount Freight Amount
$74.99 or less Max charge of $12.75
$75.00 to $999.99 12% of order
$1,000.00 to $4,999.99 10% of order
$5,000.00 to $99,999.99 8% of order
$100,000.00 and more 6% of order

Please contact local CA Representative or customer service (1-800-225-0248) for expedited shipping rates. The 
weight limit for an expedited order is 500 lbs.

Unless otherwise expressly indicated, the shipping terms for all deliveries is FOB CA’s Shipping Point (whether to a 
CA or third party facility). Risk of loss and title is passed to purchaser upon transfer of the goods to carrier, 
standard shipping charges (listed above) are added to the invoice or included in the unit price unless otherwise 
specified.

Payment terms are as follows:
With credit approval: Net 30 days
Without credit approval: Payment in full at time of order
Accounts must be current before subsequent shipments are made

Customer’s use of i-Ready® shall be subject to the i-Ready Terms and Conditions of Use, which can be found at 
i-ready.com/support.

Except for materials sold on a non-refundable basis, purchaser may return, at purchaser risk and expense, 
purchased materials with pre-approval from CA’s Customer Service within 12 months of purchase. Please examine 
your order upon receipt. Before returning material, call CA’s Customer Service department (1-800-225-0248) for 
return authorization. When returning material, please include your return authorization number and the return 
form found on the CA website. i-Ready®, Toolbox®, and BRIGANCE® Online Management Systems may be returned 
for a pro-rated refund for the remaining time left on the contract. We do not accept returns on unused i-Ready or 
Toolbox licenses®, materials that have been used and/or are not in “saleable condition,” and individual 
components of kits or sets including but not limited to BRIGANCE® Kits, Ready® student and teacher sets, and 
Ready Classroom® student and teacher sets. For more information about the return policy, please visit 
CurriculumAssociates.com/support/shipping-and-returns.

Curriculum Associates, 153 Rangeway Road, North Billerica MA 01862-2013
Phone: 800-225-0248, Fax: 800-366-1158, E-Mail: orders@cainc.com, Website: CurriculumAssociates.com
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INDEPENDENT AUDITORS’ REPORT 

 
 
 
Board of Directors 
Elite Academic Academy - Lucerne 
Temecula, California 
 
 
Report on the Financial Statements 
We have audited the accompanying financial statements of Elite Academic Academy - Lucerne (the 
Academy), a California nonprofit public benefit corporation, which comprise the statement of financial 
position as of June 30, 2020, and the related statements of activities, cash flows, and functional 
expenses for the year then ended, and the related notes to the financial statements. 
 
Management’s Responsibility for the Financial Statements 
Management is responsible for the preparation and fair presentation of these financial statements in 
accordance with accounting principles generally accepted in the United States of America; this includes 
the design, implementation, and maintenance of internal control relevant to the preparation and fair 
presentation of financial statements that are free from material misstatement, whether due to fraud or 
error. 
 
Auditors’ Responsibility 
Our responsibility is to express an opinion on these financial statements based on our audit. We 
conducted our audit in accordance with auditing standards generally accepted in the United States of 
America and the standards applicable to financial audits contained in Government Auditing Standards, 
issued by the Comptroller General of the United States of America. Those standards require that we 
plan and perform the audit to obtain reasonable assurance about whether the financial statements are 
free of material misstatement. 
 
An audit involves performing procedures to obtain audit evidence about the amounts and disclosures in 
the financial statements. The procedures selected depend on the auditors’ judgment, including the 
assessment of the risks of material misstatement of the financial statements, whether due to fraud or 
error. In making those risk assessments, the auditor considers internal control relevant to the entity’s 
preparation and fair presentation of the financial statements in order to design audit procedures that are 
appropriate in the circumstances, but not for the purpose of expressing an opinion on the effectiveness of 
the entity’s internal control. Accordingly, we express no such opinion. An audit also includes evaluating 
the appropriateness of accounting policies used and the reasonableness of significant accounting 
estimates made by management, as well as evaluating the overall presentation of the financial 
statements. 
 
We believe that the audit evidence we have obtained is sufficient and appropriate to provide a basis for 
our audit opinion. 
 



Board of Directors 
Elite Academic Academy - Lucerne 
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Opinion 
In our opinion, the financial statements referred to on page one present fairly, in all material respects, 
the financial position of the Academy as of June 30, 2020, and the changes in its net assets and its 
cash flows for the year then ended in accordance with accounting principles generally accepted in the 
United States of America. 
 
Other Matters 
Supplementary Information 
Our audit was conducted for the purpose of forming an opinion on the Academy’s financial statements 
as a whole. The accompanying supplementary schedules, as listed in the table of contents, are 
presented for purposes of additional analysis and are not a required part of the basic financial 
statements. Such information is the responsibility of management and was derived from and relates 
directly to the underlying accounting and other records used to prepare the financial statements. The 
information has been subjected to the auditing procedures applied in the audit of the financial 
statements and certain additional procedures, including comparing and reconciling such information 
directly to the underlying accounting and other records used to prepare the financial statements or to 
the financial statements themselves, and other additional procedures in accordance with auditing 
standards generally accepted in the United States of America. In our opinion, the information is fairly 
stated, in all material respects, in relation to the financial statements as a whole. 
 
Other Reporting Required by Government Auditing Standards 
In accordance with Government Auditing Standards, we have also issued a report dated December 7, 
2020 on our consideration of the Academy’s internal control over financial reporting and on our tests of 
its compliance with certain provisions of laws, regulations, contracts, and grant agreements and other 
matters. The purpose of that report is solely to describe the scope of our testing of internal control over 
financial reporting and compliance and the results of that testing, and not to provide an opinion on the 
effectiveness of the Academy’s internal control over financial reporting or on compliance. That report is 
an integral part of an audit performed in accordance with Government Auditing Standards in 
considering the Academy’s internal control over financial reporting and compliance. 
 

 
 
CliftonLarsonAllen LLP 

Glendora, California 
December 7, 2020 
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ASSETS

CURRENT ASSETS
Cash and Cash Equivalents 301,226$         
Accounts Receivable - Federal and State 1,269,431        
Due From Related Parties 70,987             
Prepaid Expenses and Other Assets 67,374             

Total Current Assets 1,709,018        

Total Assets 1,709,018$      

LIABILITIES AND NET ASSETS

CURRENT LIABILITIES
Accounts Payable and Accrued Liabilities 505,525$         
Revolving Loan Payable, Current Portion 62,502             
Factored Receivables 450,750           

Total Current Liabilities 1,018,777        

LONG-TERM LIABILITIES
Revolving Loan Payable 124,996           

Total Long-Term Liabilities 124,996           

NET ASSETS
Without Donor Restriction 565,245           

Total Net Assets 565,245           

Total Liabilities and Net Assets 1,709,018$      
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REVENUES, WITHOUT DONOR RESTRICTION

State Revenue:
State Aid 5,510,608$      
Other State Revenue 281,419           

Federal Revenue:
Grants and Entitlements 276,556           

Local Revenue:
In-Lieu Property Tax Revenue 145,059           

Contributions 6,974
Other Revenue 46,405             

Total Revenues 6,267,021        

EXPENSES
Program Services 3,833,109        
Management and General 1,376,216        

Total Expenses 5,209,325        

CHANGE IN NET ASSETS WITHOUT DONOR RESTRICTION 1,057,696        

Net Assets (Deficit) Without Donor Restriction, Beginning of Year (492,451)          

NET ASSETS WITHOUT DONOR RESTRICTION, END OF YEAR 565,245$         
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CASH FLOWS FROM OPERATING ACTIVITIES

Change in Net Assets (Deficit) 1,057,696$      
Adjustments to Reconcile Change in Net Assets to Net Cash
  Provided by Operating Activities:

Change in Operating Assets:
Accounts Receivable - Federal and State (1,117,219)       
Accounts Receivable - Other 157,637           
Prepaid Expenses and Other Assets 26,449             

Change in Operating Liabilities:
Accounts Payable and Accrued Liabilities 52,879             

Net Cash Provided by Operating Activities 177,442           

CASH FLOWS FROM FINANCING ACTIVITIES
Net Change in Factored Receivables (52,138)           
Proceeds from Debt 1,250,000        
Repayments of Debt (1,312,502)       

Net Cash Used by Financing Activities (114,640)          

NET CHANGE IN CASH AND CASH EQUIVALENTS 62,802             

Cash and Cash Equivalents, Beginning of Year 238,424           

CASH AND CASH EQUIVALENTS, END OF YEAR 301,226$         

SUPPLEMENTAL DISCLOSURE OF CASH FLOW INFORMATION
Cash Paid for Interest 176,255$         
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Program Management Total
Services and General Expenses

Salaries and Wages 1,599,827$    475,983$       2,075,810$    
Pension Expense 228,478         68,927           297,405
Other Employee Benefits 130,928         38,954           169,882
Payroll Taxes 65,024           19,347           84,371
Management Fees -                    173,681         173,681
Accounting Fees -                    2,100             2,100
Legal Fees -                    27,725           27,725
Other Fees for Services 695,122         97,270           792,392
Advertising and Promotion Expenses -                    116,999         116,999
Office Expenses 30,061           31,877           61,938
Information Technology 190,703         40,047           230,750
Occupancy Expenses -                    73,122           73,122
Travel Expenses 27,100           -                    27,100
Conference and Meeting Expenses 13,089           -                    13,089
Interest Expense and Financing Fees -                    176,255         176,255
Payments to Affiliates -                    10,500           10,500
Instructional Materials 852,107         -                    852,107
Other Expenses 670                23,429           24,099

Total 3,833,109$    1,376,216$    5,209,325$    
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NOTE 1 SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 

Nature of Activities 
Elite Academic Academy - Lucerne (the Academy) is a California nonprofit public benefit 
corporation and is organized to manage and operate a public charter school. 
 
The Academy is funded principally through the state of California public education monies 
received through the California Department of Education and the Lucerne Valley Unified 
School District (the District). 
 
The District has granted the charter through June 30, 2025. The charter may be revoked by 
the District for material violations of the charter, failure to meet pupil outcomes identified in 
the charter, failure to meet generally accepted standards of fiscal management, or violation 
of any provision of the law. 
 
Basis of Accounting 
The financial statements have been prepared on the accrual method of accounting and 
accordingly reflect all significant receivables and liabilities. 
 
Basis of Presentation 
The accompanying financial statements have been prepared in conformity with accounting 
principles generally accepted in the United States of America as prescribed by the Financial 
Accounting Standards Board. 
 
Use of Estimates 
The preparation of financial statements in conformity with accounting principles generally 
accepted in the United States of America requires management to make estimates and 
assumptions that affect the reported amounts of assets, liabilities, and disclosures. 
Accordingly, actual results could differ from those estimates. 
 
Functional Allocation of Expenses 
The cost of providing the various programs and other activities have been summarized on a 
functional basis in the statement of activities. Accordingly, certain costs have been allocated 
among the programs and support services benefited. 
 
Cash and Cash Equivalents 
The Academy defines its cash and cash equivalents to include only cash on hand, demand 
deposits, and liquid investments with original maturities of three months or less. 
 
Net Asset Classes 
Net assets, revenues, gains, and losses are classified based on the existence or absence of 
donor or grantor imposed restrictions. Accordingly, net assets and changes therein are 
classified and reported as follows: 
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NOTE 1 SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (CONTINUED) 

Net Asset Classes (Continued) 
Net Assets Without Donor Restrictions – Net assets available for use in general 
operations and not subject to donor (or certain grantor) restrictions.  
 
Net Assets With Donor Restrictions – Net assets subject to donor- (or certain grantor-) 
imposed restrictions. Some donor-imposed restrictions are temporary in nature, such as 
those that will be met by the passage of time or other events specified by the donor. 
Other donor-imposed restrictions are perpetual in nature, where the donor stipulates that 
resources be maintained in perpetuity. Donor-imposed restrictions are released when a 
restriction expires, that is, when the stipulated time has elapsed, when the stipulated 
purpose for which the resource was restricted has been fulfilled, or both.  

 
Accounts Receivable 
Accounts receivable primarily represent amounts due from federal and state governments 
as of June 30, 2020. Management believes that all receivables are fully collectible, therefore 
no provisions for uncollectible accounts were recorded. 
 
Revenue Recognition 
Amounts received from the California Department of Education are conditional and 
recognized as revenue by the Academy based on the average daily attendance (ADA) of 
students. Revenue that is restricted is recorded as an increase in net assets without donor 
restriction, if the restriction expires in the reporting period in which the revenue is 
recognized. All other restricted revenues are reported as increases in net assets with donor 
restriction. 
 
Contributions 
All contributions are considered to be available for use unless specifically restricted by the 
donor. Amounts received that are restricted to specific use or future periods are reported as 
contributions with donor restrictions.  Restricted contributions that are received and released 
in the same period are reported as contributions without donor restrictions. Unconditional 
promises to give expected to be received in one year or less are recorded at net realizable 
value. Unconditional promises to give expected to be received in more than one year are 
recorded at fair value at the date of the promise. Conditional promises to give (those with a 
measurable performance or other barrier and a right of return) are not recognized until they 
become unconditional, that is, when the conditions on which they depend are substantially 
met. 
 
Conditional Grants 
Grants and contracts that are conditioned upon the performance of certain requirements or 
the incurrence of allowable qualifying expenses (barriers) are recognized as revenues in the 
period in which the conditions are met. Amounts received are recognized as revenue when 
the Academy has incurred expenditures in compliance with specific contract or grant 
provisions. Amounts received prior to incurring qualifying expenditures are reported as 
deferred revenues in the statement of financial position. As of June 30, 2020, there were no 
conditional grants. 
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NOTE 1 SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (CONTINUED) 

Property Taxes 
Secured property taxes attach as an enforceable lien on property as of January 1. Taxes are 
levied on September 1 and are payable in two installments on or before November 1 and 
February 1. Unsecured property taxes are not a lien against real property and are payable in 
one installment on or before August 31. The County bills and collects property taxes for all 
taxing agencies within the County and distributes these collections to the various agencies. 
The sponsor agency of the Academy is required by law to provide in-lieu property tax 
payments on a monthly basis, from August through July. The amount paid per month is 
based upon an allocation per student, with a specific percentage to be paid each month. 
 
Income Taxes 
The Academy is a non-profit entity exempt from the payment of income taxes under Internal 
Revenue Code Section 501(c)(3) and California Revenue and Taxation Code Section 
23701d. Accordingly, no provision has been made for income taxes. The Academy is 
subject to income tax on net income that is derived from business activities that are 
unrelated to the exempt purposes. The Academy is subject to income tax on net income that 
is derived from business activities that are unrelated to the exempt purposes. The Academy 
files an exempt Academy return and applicable unrelated business income tax return in the 
U.S. federal jurisdiction and with the California Franchise Tax Board. 
 
Change in Accounting Principle  
In May 2014, FASB issued Accounting Standards Update (ASU) 2014-09, Revenues from 
Contracts with Customers (Topic 606). The update establishes the core principle that an 
entity should recognize revenue to depict the transfer of promised goods or services to 
customers in the amount that reflects the consideration to which the entity expects to be 
entitled in exchange for those good or services. The Academy has early adopted the 
implementation of ASU 2014-09 under the full retrospective approach. There was no 
material impact on the Academy’s financial position and results of operations upon adoption 
of the new standard. 
 
In June 2018, FASB issued Accounting Standards Update (ASU) 2018-08, Not-for-Profit 
Entities (Topic 958) – Clarifying the Scope and the Accounting Guidance for Contributions 
Received and Contributions Made. The update clarifies and improves the scope and the 
accounting guidance for contributions received and contributions made. The amendments in 
this update should assist entities in (1) evaluating whether transactions should be accounted 
for as contributions (nonreciprocal transactions), or as exchange (reciprocal transactions) 
and (2) determining whether a contribution is conditional. The Academy has implemented 
ASU 2018-08 under the modified prospective approach. There was no material impact on  
the Academy’s financial position and results of operations upon adoption of the new 
standard. 
 
Evaluation of Subsequent Events 
The Academy has evaluated subsequent events through December 7, 2020, the date these 
financial statements were available to be issued.  
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NOTE 2 LIQUIDITY AND AVAILABILITY 

Financial assets available for general expenditure are those without donor or other 
restrictions limiting their use within one year of the statement of financial position date. 
Financial assets available for general expenditures comprise cash and cash equivalents and 
accounts receivable for the total amount of $1,641,644. 
 
As part of its liquidity management plan, the Academy monitors liquidity required and cash 
flows to meet operating needs on a monthly basis. The Academy structures its financial 
assets to be available as general expenditures, liabilities and other obligations come due. 
 
 

NOTE 3 CONCENTRATION OF CREDIT RISK 

The Academy maintains its cash in bank deposit accounts at various institutions. Accounts 
at these institutions are insured by the Federal Deposit Insurance Corporation (FDIC) up to 
$250,000. At times, cash in these accounts exceeds the insured amounts. The Academy 
has not experienced any losses in such accounts and believes it is not exposed to any 
significant credit risk on its cash and cash equivalents. 
 
 

NOTE 4 FACTORED RECEIVABLES 

The Academy has entered into a receivable purchase agreement to factor attendance and 
grant receivables. The amount of factored receivables at June 30, 2020 was $450,750. 
 
 

NOTE 5 REVOLVING LOANS PAYABLE 

In August 2018, the Academy received a revolving loan from the California Department of 
Education (CDE) in the amount of $250,000. The loan requires annual principal payments of 
$62,502. The loan has a term of 4 years and carries an interest rate of 2.232%. Annual 
payments of principal and interest are deducted from the Academy’s apportionment.  
 
The loan repayment is as follows: 
 

Year Ending June 30, Amount
2021 62,502$           
2022 62,502             
2023 62,494             
Total 187,498$         
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NOTE 6 OPERATING LEASES 

In December 2018, the Academy entered into a lease agreement to occupy an office 
building in Temecula, California. The site will be used as administrative offices for the school 
to utilize in operating the charter school. The agreement called for a security deposit 
amounting to $29,556 upon the execution of the lease. The Academy has recorded this 
deposit as a current asset. The lease agreement covers a term of four years, which 
commenced on January 1, 2019 and is set to end on December 31, 2022.The Academy 
paid a total of $29,556 in lease payments in the fiscal year ended June 30, 2020 
 
Future lease payments are as follows:  
 

Year Ending June 30, Amount
2021 46,086$           
2022 47,472             
2023 23,382             
Total 116,940$         

 
 

NOTE 7 EMPLOYEE RETIREMENT 

State Teachers’ Retirement System (STRS) 
Plan Description 
The Academy contributes to the State Teachers’ Retirement System (STRS), a cost-sharing 
multi-employer public employee retirement system defined benefit pension plan 
administered by STRS. The plan provides retirement, disability and survivor benefits to 
beneficiaries. Benefit provisions are established by State statutes, as legislatively amended, 
within the State Teachers’ Retirement Law. According to the most recently available 
Comprehensive Annual Financial Report and Actuarial Valuation Report for the year ended 
June 30, 2019, total STRS plan net assets are $273 billion, the total actuarial present value 
of accumulated plan benefits is $392 billion, contributions from all employers totaled 
$5.6 billion, and the plan is 66% funded. The Academy did not contribute more than 5% of 
the total contributions to the plan.   
 
Copies of the STRS annual financial reports may be obtained from STRS, 7667 Folsom 
Boulevard, Sacramento, CA 95826, and www.calstrs.com. 
 
Funding Policy 
Active plan members hired before January 1, 2013 are required to contribute 10.25% of their 
salary and those hired after are required to contribute 10.205% of their salary. The Academy 
is required to contribute an actuarially determined rate. The actuarial methods and 
assumptions used for determining the rate are those adopted by the STRS Teachers’ 
Retirement Board. Under the 2014 funding plan, employer contributions on compensation 
creditable to the program will increase every year for the next seven years, up to 16.15% in 
2020–21. The required employer contribution rate for the year ended June 30, 2020 was 
17.10% of annual payroll. The contribution requirements of the plan members are 
established and may be amended by State statute. 
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NOTE 7 EMPLOYEE RETIREMENT (CONTINUED) 

The Academy’s contributions to STRS for the past three years are as follows: 
 

Required Percent
Year Ending June 30, Contribution Contributed

2018 -$                    100%
2019 148,261$         100%
2020 296,455$         100%  

 
Defined Contributions Benefit Plan 
We sponsor a tax-deferred annuity plan (the Plan) qualified under IRC Section 403(b) 
covering substantially all full-time employees. The plan provides that employees who have 
attained the age of 21 and completed one year of service may voluntarily contribute from 3% 
to 10% of their earnings to the Plan, up to the maximum contribution allowed by the IRS. 
Employer contributions are discretionary and are determined and authorized by the board of 
directors each plan year. During the year ended June 30, 2020, the Academy matched 
contributions amounting to $36,755.  
 
 

NOTE 8 RELATED PARTY TRANSACTIONS 

The Academy has one sister school, Elite Academic Academy – Mountain Empire, which is 
a related party. The related party has an independent Board of Directors from Elite 
Academic Academy - Lucerne, which do not require consolidation under accounting 
principles generally accepted in the United States of America. At June 30, 2020 the amounts 
due from Elite Academic Academy – Mountain Empire totaled $70,987.  
 
 

NOTE 9 CONTINGENCIES, RISKS, AND UNCERTAINTIES 

The Academy has received state and federal funds for specific purposes that are subject to 
review and audit by the grantor agencies. Although such audits could generate 
disallowances under terms of the grants, it is believed that any required reimbursement 
would not be material. 
 
During the fiscal year, the World Health Organization declared the spread of Coronavirus 
Disease (COVID-19) a worldwide pandemic. Subsequent to year-end, the COVID-19 
pandemic continues to have significant effects on global markets, supply chains, 
businesses, and communities. Specific to the Academy, COVID-19 may impact various 
parts of its 2021 operations and financial results, including, but not limited to, loss of 
revenues, additional bad debts, costs for increased use of technology, or potential shortages 
of personnel. Management believes the Academy is taking appropriate actions to mitigate 
the negative impact. However, the full impact of COVID-19 is unknown and cannot be 
reasonably estimated as these events are still developing. 
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NOTE 10 FUNCTIONALIZED EXPENSES 

The financial statements report certain categories of expenses that are attributed to more 
than one program or supporting function. Therefore, expenses require allocation on a 
reasonable basis that is consistently applied. The expenses that are allocated include 
salaries and wages, employee benefits, payroll taxes, and pension expenses, which are 
allocated on the basis of estimates of time and effort. The remaining expenses are directly 
applied. 
 
 

NOTE 11 SUBSEQUENT EVENT - PPP LOAN 

On July 7, 2020, the Academy obtained a loan in the amount of $668,800 through the 
Paycheck Protection Program administrated by the U.S. Small Business Administration 
which is part of the Coronavirus Aid Relief and Economic Security Act. The original loan 
agreement was written prior to the PPP Flexibility Act of 2020 (June 5) and was due over 
24 months deferred for six months. Subsequent to this, the law changed the loan deferral 
terms retroactively. The PPP Flexibility Act and subsequent regulations supersede the loan 
agreement. The PPP Loan bears interest at a fixed rate of 1.0% per annum, with the first six 
months of interest deferred, has a term of two years, and is unsecured and guaranteed by 
the U.S. Small Business Administration. Payment of principal and interest is deferred until 
the date on which the amount of forgiveness is remitted to the lender or, if the organization 
fails to apply for forgiveness within ten months after the covered period, then payment of 
principal and interest shall begin on that date. These amounts may be forgiven subject to 
compliance and approval based on the timing and use of these funds in accordance with the 
program. To the extent that all or part of the PPP Loan is not forgiven, the Academy will be 
required to pay interest on the PPP Loan at a rate of 1.0% per annum and commencing in 
2021. Principal and interest payments will be required through the maturity date in 2022. 
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The Academy began serving students in July 2018 and is sponsored by the Lucerne Valley Unified 
School District (the District). 
 
Charter school number authorized by the State: 1923 
 
The Board of Directors and the Administrators as of the year ended June 30, 2020 were as follows: 
 

BOARD OF DIRECTORS

 Member  Office Term End (Length)

Susan McDougal Board President February 2020 (2 Years)
Adam Hasper Board Vice President February 2020 (2 Years)
Kent Christensen Board Treasurer February 2020 (2 Years)

ADMINISTRATORS

Dr. Brent Woodard Chief Executive Officer
Catherine Heredia Chief Operating Officer
Meghan Freeman Chief Academic Officer  
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Based on California Educational Code Section 47612.5, this schedule does not apply to independent 
study programs; accordingly, such schedule has not been presented. 
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P-2 Report - Nonclassroom Average Daily Attendance

Apportionment Number of School Average Daily
Days Claimed Calendar Days Attendance
through P-2 through P-2 P-2 Report

Track A 29,395             100                       293.95             
Track B 27,789             110                       252.63             

ADA Totals 546.58             

Average Daily
Attendance

Grades K-3 123.73             
Grades 4-6 80.53               
Grades 7-8 131.03             
Grades 9-12 211.29             

ADA Totals 546.58             

P-Annual Report - Nonclassroom Average Daily Attendance

Apportionment Number of School Average Daily
Days Claimed Calendar Days Attendance
through P-3 through P-3 P-3 Report

Track A 29,395             100                       293.95             
Track B 27,789             110                       252.63             

ADA Totals 546.58             

Average Daily
Attendance

Grades K-3 123.73             
Grades 4-6 80.53               
Grades 7-8 131.03             
Grades 9-12 211.29             

ADA Totals 546.58             

There is no Average Daily Attendance generated through classroom-based instruction.
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June 30, 2020 Annual Financial Report Fund Balances (Net Assets) 623,666$         

Adjustments and Reclassifications:
Increase (Decrease) of Fund Balance (Net Assets):

Accounts Receivable - Federal and State (4,419)             
Accounts Payable and Accrued Liabilities (54,002)           

Net Adjustments and Reclassifications (58,421)           

June 30, 2020 Audited Financial Statement Fund Balances (Net Assets) 565,245$         
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PURPOSE OF SCHEDULES 

NOTE 1 SCHEDULE OF INSTRUCTIONAL TIME 

This schedule presents information on the amount of instructional time offered by Academy 
and whether Academy complied with the provisions of the Education Code. 
 
 

NOTE 2 SCHEDULE OF AVERAGE DAILY ATTENDANCE 

Average daily attendance is a measurement of the number of pupils attending classes of 
Academy. The purpose of attendance accounting from a fiscal standpoint is to provide the 
basis on which apportionments of state funds are made to charter schools. This schedule 
provides information regarding the attendance of students at various grade levels. 
 
 

NOTE 3 RECONCILIATION OF ANNUAL FINANCIAL REPORT WITH AUDITED FINANCIAL 
STATEMENTS 

This schedule provides the information necessary to reconcile the net assets of the charter 
schools as reported on the Annual Financial Report form to the audited financial statements. 
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INDEPENDENT AUDITORS’ REPORT ON INTERNAL CONTROL OVER 

FINANCIAL REPORTING AND ON COMPLIANCE AND OTHER MATTERS 
BASED ON AN AUDIT OF FINANCIAL STATEMENTS PERFORMED 
IN ACCORDANCE WITH GOVERNMENT AUDITING STANDARDS 

 
 
 
Board of Directors 
Elite Academic Academy - Lucerne 
Temecula, California 
 
 
We have audited, in accordance with the auditing standards generally accepted in the United States of 
America and the standards applicable to financial audits contained in Government Auditing Standards 
issued by the Comptroller General of the United States of America, the financial statements of Elite 
Academic Academy - Lucerne (the Academy), a nonprofit California public benefit corporation, which 
comprise the statement of financial position as of June 30, 2020, and the related statements of activities, 
cash flows, and functional expenses for the year then ended, and the related notes to the financial 
statements, and have issued our report thereon dated December 7, 2020. 
 
Internal Control Over Financial Reporting 
In planning and performing our audit of the financial statements, we considered the Academy’s internal 
control over financial reporting (internal control) to determine the audit procedures that are appropriate 
in the circumstances for the purpose of expressing our opinions on the financial statements, but not for 
the purpose of expressing an opinion on the effectiveness of the Academy’s internal control. 
Accordingly, we do not express an opinion on the effectiveness of the Academy’s internal control. 
 
A deficiency in internal control exists when the design or operation of a control does not allow 
management or employees, in the normal course of performing their assigned functions, to prevent or 
detect and correct misstatements on a timely basis. A material weakness is a deficiency or a 
combination of deficiencies in internal control such that there is a reasonable possibility that a material 
misstatement of the financial statements will not be prevented or detected and corrected on a timely 
basis. A significant deficiency is a deficiency, or a combination of deficiencies, in internal control that is 
less severe than a material weakness, yet important enough to merit attention by those charged with 
governance. 
 
Our consideration of internal control was for the limited purpose described in the first paragraph of this 
section and was not designed to identify all deficiencies in internal control that might be material 
weaknesses or significant deficiencies. Given these limitations, during our audit we did not identify any 
deficiencies in internal control that we consider to be material weaknesses. However, material 
weaknesses may exist that have not been identified. 
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Compliance and Other Matters 
As part of obtaining reasonable assurance about whether the Academy’s financial statements are free 
from material misstatement, we performed tests of its compliance with certain provisions of laws, 
regulations, contracts, and grant agreements, noncompliance with which could have a direct and 
material effect on the determination of financial statement amounts. However, providing an opinion on 
compliance with those provisions was not an objective of our audit, and accordingly, we do not express 
such an opinion. The results of our tests disclosed no instances of non-compliance or other matters that 
are required to be reported under Government Auditing Standards. 
 
Purpose of this Report 
The purpose of this report is solely to describe the scope of our testing of internal control and 
compliance and the results of that testing, and not to provide an opinion on the effectiveness of the 
entity’s internal control or on compliance. This report is an integral part of an audit performed in 
accordance with Government Auditing Standards in considering the entity’s internal control and 
compliance. Accordingly, this communication is not suitable for any other purpose. 
 

 
 
CliftonLarsonAllen LLP 

Glendora, California 
December 7, 2020 
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INDEPENDENT AUDITORS’ REPORT ON STATE COMPLIANCE 

 
 
 
Board of Directors 
Elite Academic Academy - Lucerne 
Temecula, California 
 
 
We have audited Elite Academic Academy - Lucerne’s (the Academy) compliance with the types of 
compliance requirements described in the 2019-2020 Guide for Annual Audits of K-12 Local Education 
Agencies and State Compliance Reporting, published by the Education Audit Appeals Panel for the 
year ended June 30, 2020. The Academy’s State compliance requirements are identified in the table 
below. 
 
Management’s Responsibility 
Management is responsible for the compliance with the state laws and regulations as identified below. 
 
Auditors’ Responsibility 
Our responsibility is to express an opinion on the Academy’s compliance based on our audit of the 
types of compliance requirements referred to below. We conducted our audit of compliance in 
accordance with auditing standards generally accepted in the United States of America, the standards 
applicable to financial audits contained in Government Auditing Standards, issued by the Comptroller 
General of the United States of America, and the 2019-2020 Guide for Annual Audits of K-12 Local 
Education Agencies and State Compliance Reporting, published by the Education Audit Appeals Panel. 
Those standards require that we plan and perform the audit to obtain reasonable assurance about 
whether noncompliance with the specific areas listed below has occurred. An audit includes examining, 
on a test basis, evidence about the Academy’s compliance with those requirements and performing 
such other procedures as we considered necessary in the circumstances. We believe that our audit 
provides a reasonable basis for our opinion on state compliance. Our audit does not provide a legal 
determination of the Academy’s compliance. 
 
Compliance Requirements Tested 
In connection with the audit referred to above, we selected and tested transactions and records to 
determine the Academy’s compliance with the laws and regulations applicable to the following items: 
 

Description   
Procedures 
Performed 

School Districts, County Offices of Education, and Charter Schools:    
  California Clean Energy Jobs Act   Not applicable 
  After School Education and Safety Program   Not applicable 
  Proper Expenditure of Education Protection Account Funds   Yes 
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Description   
Procedures 
Performed 

Unduplicated Local Control Funding Formula Pupil Counts   Yes 
Local Control and Accountability Plan   Yes 
Independent Study-Course Based   Not applicable 
Charter Schools:    

Attendance   Yes 
Mode of Instruction   Yes 
Nonclassroom-Based Instructional/Independent Study   Yes 

Determination of Funding for Nonclassroom-Based Instruction   Yes 
Annual Instructional Minutes – Classroom Based   Not applicable 
Charter School Facility Grant Program   Not applicable 

 
Opinion on State Compliance 
In our opinion, the Academy complied with the laws and regulations of the state programs referred to 
above in all material respects for the year ended June 30, 2020. 
 
Purpose of this Report 
The purpose of this report on state compliance is solely to describe the results of testing based on the 
requirements of the 2019-2020 Guide for Annual Audits of K-12 Local Education Agencies and State 
Compliance Reporting, published by the Education Audit Appeals Panel. Accordingly, this report is not 
suitable for any other purpose. 
 

 
 
CliftonLarsonAllen LLP 

Glendora, California 
December 7, 2020 
 



ELITE ACADEMIC ACADEMY - LUCERNE 
SCHEDULE OF FINDINGS AND QUESTIONED COSTS  

YEAR ENDED JUNE 30, 2020 
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All audit findings must be identified as one or more of the following categories: 
 

Five Digit Code Finding Types 
 
 10000 Attendance 
 20000 Inventory of Equipment 
 30000 Internal Control 
 40000 State Compliance 
 42000 Charter School Facilities Program 
 43000 Apprenticeship 
 50000 Federal Compliance 
 60000 Miscellaneous 
 61000 Classroom Teacher Salaries 
 62000 Local Control Accountability Plan 
 70000 Instructional Materials 
 71000 Teacher Misassignments 
 72000 School Accountability Report Card 

 
 
Our audit did not disclose any matters required to be reported in accordance with Government Auditing 
Standards or the 2019-2020 Guide for Annual Audits of K-12 Local Education Agencies and State 
Compliance Reporting. 
 
 



ELITE ACADEMIC ACADEMY - LUCERNE 
SUMMARY SCHEDULE OF PRIOR AUDIT FINDINGS 

YEAR ENDED JUNE 30, 2020 
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There were no findings and questioned costs related to the basic financial statements or state awards 
for the prior year as this is the first year of operations. 
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Section 1: School Safety Plan Purpose

Objective
Elite Academic Academy recognizes that students and staff have the right to a safe and 
secure environment where they are free from physical and psychological harm. The school 
is fully committed to maximizing school safety and to creating a positive learning 
environment that includes strategies for violence prevention and high expectations for 
student conduct, responsible behavior, and respect for others. 

Nondiscrimination and Fair Treatment of Pupils 
Elite Academic Academy realizes that a major source of conflict in many schools is the problem 
of bias and unfair treatment of students (real or perceived) due to ethnicity, gender, race, 
social class, religion, disability, nationality, sexual orientation, physical appearance, 
or some other factor. Our school strives to convey the attitude that all children can 
achieve academically and behave appropriately, while at the same time appreciating 
individual differences. Elite Academic Academy endeavors to communicate to 
students, and the greater community, that all students are valued and respected. 

Conduct 
Elite Academic Academy believes that all students have the right to be educated in a positive 
learning environment free from disruptions. At school activities, students shall be 
expected to exhibit appropriate conduct that does not infringe upon the rights of others or 
interfere with the school program. 

Behavior is considered appropriate when students are diligent in study, careful with school 
property, courteous, and, respectful towards Elite Educators, other staff, students and 
volunteers. Every effort is made to ensure students are aware of the expected 
behaviors at school-organized events. 

Plan Elements 

The Elite Academic Academy School Safety Plan contains the following elements: 

Emergency Preparedness
Learning Period Meetings
Testing sites
Field Trips



Staff meetings
School office

Human Resources
Mandated Reporter
Sexual Harassment
Bloodborne Pathogens

Expectations of Conduct
Students
Parents/Guardians
Staff

The school safety plan shall be evaluated annually.  A copy of the School Safety Plan will be 
available for review at the Elite Academic Academy school office. 

Section 2: Emergency Preparedness 

Elite Academic Academy is an independent study program where students are schooled in 
the home and through various contracted vendors in the community. Typically, students 
are in the primary care of their parents/guardians for their schooling. There are a few 
instances when the school sponsors events, such as field trips and state testing, when it is 
important to have a clear emergency preparedness plan. 

The school’s procedures for evacuation and emergency preparedness are outlined in the 
following section for testing sites, the school office, staff meetings, and field trips. The roles 
of the responsible parties, the training necessary to perform those 
responsibilities, necessary resources, and emergency response actions, if 
applicable, are defined for each site where school operations are conducted. 

Further, it is important to clearly define the responsibilities of the school and parent/
guardian, as well as the school’s dismissal procedures, in the event of an emergency or 

disaster. 

Elite Academic Academy Responsibilities 

Elite Academic Academy will abide by the vendor/site emergency plans. Beyond that, 
Elite Academic Academy will consistently maintain the following: 



Staff emergency information in Paycor
Student emergency information held within Student Information System with staff
access
Employee safety training assignments, as appropriate
First aid kits for all test sites, the field trip coordinators, and the school office

Parent/Guardian Responsibilities 

Parents and legal guardians of students will be required to complete when applicable: 

Annual CAASPP Site Security form - ER Card
Field trip permission slips and waivers

All parents are responsible to keep their child’s Student Information System Student 
Emergency Card current. In case of a declared emergency, students will be released 
only to persons designated on the applicable form. Parents/guardians are responsible 
for ensuring that information on all forms is current at all times.  

Guidelines for Student and Staff Dismissal 

Student Dismissal: 
In the event of a declared emergency, as per the site, all students will be required to remain 
onsite or at an alternate safe site under the supervision of the Director, Director’s 
designee or other school staff assigned by the Director or designee. Students will not be 
permitted to leave until: 

1. Regular dismissal time, and only if it is considered safe to do so.
2. Depending on the site, an authorized adult with a photo ID, whose name

appears on the Emergency Card or field trip permission slip, arrives to pick up
the student.

3. In the event of an earthquake or other disaster that prevents parents and
other designated adults from picking up students, students will remain with
school staff.

Staff Dismissal: 
In the event of a declared emergency with students present, all school employees will remain 
on site and carry out their assignments until officially dismissed by the Director, or 
Director’s designee, or relieved by fire or law enforcement. 



Learning Period Meeting (LPM) 
The purpose of the learning period meeting is for the credentialed teacher to meet with the 
student to provide educational support, document learning, and to complete other 
administrative tasks. These meetings occur in private homes and public locations, such as a 
library. Typically, the parent/guardian is present for these meetings and is solely 
responsible for the safety of the student. In the rare occasion when a student is not 
accompanied by the parent, the Elite Educator is required to meet in a public location for the 
safety of the student. 

If, during an LPM, there is an incident that poses a safety threat to the student, the 
parent/guardian would be responsible to decide the appropriate course of action for his/her 
child. If the parent/guardian is not present, the Elite Educator will take responsibility for the 
student’s safety. 

Elite Educator 
Required Training and Resources: 

Annually complete the following trainings:
Mandated Reporter
Bloodborne Pathogens
Sexual Harassment
CPR Certification

Download, when possible, emergency apps to phone
Red Cross First Aid
Red Cross Earthquake

First Aid Kit, provided by school

Responsibilities: 
In the event of a student injury when parent is not present:

Call 911 if student injury requires medical attention.
If blood or other bodily fluids are present, follow the bloodborne
pathogens procedures using the school-provided first aid kit.
Contact the parent/guardian and allow them to take responsibility. Once
present, the teacher may offer the use of the first aid kit to the parent in
this event.
Contact a Director to complete any necessary paperwork.

In the event of student catching on fire:
Instruct student to stop, drop, and roll (when clothes are on fire) and the
teacher will use a blanket, jacket, or other available material - Starting at



the head of the victim, drag the blanket toward the feet, moving the flame 
away from the face. 
Contact a Director for any necessary paperwork.

In the event of a building fire:
Evacuate the building.
Call 911.
Contact a Director for any necessary paperwork.

Earthquake:
Instruct student to implement the Drop, Cover and Hold procedure:

Drop to the ground. For those students who are physically
unable to drop to the ground, they should remain seated and
cover their heads with their arms and hands.
Cover under or near desks, tables or chairs in a kneeling position
with their backs to the windows.
Hold onto table or chair legs.
Remain in drop position until ground movement ends.

Contact a Director for any necessary paperwork.

Testing Sites 

The school conducts testing at various sites. Because these venues are not school-
owned buildings or property, an effort to obtain the site plans from the venue and bring 
awareness to the staff of all site-specific  emergency plans is the primary focus. 
Developing clear roles of responsibility, providing emergency student information to staff, 
maintaining first aid training and kits as appropriate, and developing a plan in the event of 
various emergency scenarios is outlined as follows: 

Director, Assessment 

Responsibilities: 
Provide general staff safety training for test sites.
Provide Test Site Coordinator (TSC) test-site-specific safety training.



Test Site Coordinator (TSC) 

Responsibilities: 
Adult and Pediatric First Aid/CPR/AED Certified 
Complete Safe Schools Training - School Intruders, Active Shooter, Safety Basics 
for Security Staff & Medication Administration: Epinephrine Auto-Injectors 

Emergency Apps downloaded on phone:
Red Cross First Aid
Red Cross Earthquake

EpiPen Trained.
Epinephrine Indemnity Acknowledgement  Signed.
Standing Order for Anaphylaxis - Procedures to follow.
Maintain a current list of all proctors and students on site.
Responsible for overall direction and coordination of emergency response
effort during an incident.
Receive and review copy of Safety Plan - Test Sites.
Obtain Site Emergency Plans.
Obtain Site Emergency Evacuation Map.
Establish pre designated evacuation area and exits and clearly mark on the site
map.
Provide site-specific safety training for proctors, and ensure all staff is aware
of site exits.
Complete incident report as needed for any medical concerns:  minor cut,
illness, allergic reaction, nosebleed, emotional upset, etc.

Assessment Support (AS) 
Responsibilities: 

Complete Safe Schools Training - School Intruders, Active Shooter, Safety 
Basics for Security Staff & Medication Administration: Epinephrine Auto-
Injectors 

Emergency Apps downloaded on phone:
Red Cross First Aid
Red Cross Earthquake

Responsible for ensuring the site is safe.
Provided  copy  of Safety Plan - Test Sites.
Support TSC as  needed.
Complete incident report, as needed, for any medical concerns:  minor
cut,



Teacher/Proctor 
Responsibilities: 

Proctors wear ID/lanyard at all times at test site 
Once alerted by parent, it is the Elite Educator’s responsibility to report ALL
listed health issues
Attend staff safety training
Provided copy of Safety Plan - Test Sites
Attend site-specific safety training
Report safety concerns to TSC immediately
Take student to TSC/Assessment Support for any medical concerns:
minor cut, illness, allergic reaction, nosebleed, emotional upset, etc.

Site Supplies and Resources 
First Aid 

CPR/AED Responder - Pack (contains one-way valve face shield)
First Aid Kit
Gloves (latex free) - Box

Emergency Preparedness 
Maintain emergency food and water

Student Information 
TSC Manual - Master Copy -Student Emergency Card required  for  every  student 
on site 

Proctor Binders 
Copies - Emergency Cards- grade level specific
Grade Level Rosters - Parent  Signatures  for  Sign-In  and  Pick-Up (Photo
ID Required for student release)

Emergency Procedures 
Fire 

Proctors shall take Proctor Binders (containing student information) and: 
1. Begin orderly evacuation immediately and complete within minutes of the

initial alarm of a fire, with minimal congestion in hallways and exits.
2. Lead students to the pre designated evacuation area away from fire lanes.
3. Take roll once in the evacuation area.
4. Report any missing students to the Test Site Coordinator (TSC) immediately.
5. Remain with students until given alternative instructions.



Earthquake 
Proctor shall implement the Drop, Cover and Hold procedure and instruct students to: 

Drop to the ground. For those students who are physically unable to drop to
the ground, they should remain seated and cover their heads with their arms
and hands.
Cover under or near desks, tables or chairs in a kneeling position with their
backs to the windows.
Hold onto table or chair legs.
Remain in drop position until ground movement ends.
Evacuation shall occur if directed by the Test Site Coordinator (TSC).
Proctors will take Proctor Binders (containing student information).
Proctors will lead students to the pre designated evacuation area.
Proctors will take roll once in the evacuation area.
Proctors will immediately report any missing students to the Test Site Coordinator
(TSC).
Proctors will remain with students until given alternative instructions.

Emergency Campus Lockdown 
The decision to call for a Lockdown will be made by the Test Site Coordinator (TSC) 

The TSC shall: 
Notify all other staff of the need for a campus lockdown, as soon as the decision
has been made.
As soon as possible after an emergency:

Inform the staff of the reasons for the need of a lockdown;
Contact Assessment Director.

Provide parents and other community members who ask for the reason for
the lockdown, either in person or by phone, the reason as specifically as
possible under the circumstances.
Not  provide the names of any students or parents involved (Ex. custody
conflicts) to maintain confidentiality.
Use discretion in determining how much information will be given to the
students, based on their ages and maturity.

Instruct proctors to provide information to the students in a calm and
reassuring manner.

Lockdown Sample Situations 
The school has been informed that a crime has been committed near the
school and the criminal has not been apprehended. There is no specific reason
to believe that the criminal will come to the school.



The Sheriff’s Department has informed the school that an armed and
dangerous person is in the vicinity of the school and all precautions should
be taken.
The school has received a direct credible threat that someone intends to do
harm to one or more persons at the school.
Information has been received by the school that a non-custodial parent is
coming to try to take a student away from the test site.
A person not having legitimate business has been seen loitering in the vicinity
of the school. He/she either has not left the area when asked to do so, or he/she
has left but the TSC believes that based on the person’s behavior, he/she may
return.

Lockdown Procedures 
The TSC will: 

Notify the Sheriff’s Department.
Notify the Assessment Director of the Lockdown as soon as possible.
Assign an employee to monitor the main entrance(s) to allow legitimate visitors
to enter.
Notify the proctors in the fastest possible manner that a Lockdown has been
initiated.
Notify parents of the lockdown status.
Set up a 10 minute break release schedule (situation allowing), if the Lockdown
continues during teachers break or lunch period.
Delay dismissal until it is safe for students to exit.
Inform all staff that the Lockdown has ended, once it has been determined
that the dangerous situation no longer exists.

Proctors will: 
Keep all students indoors under their supervision for the duration of the
Lockdown.
Lock classroom doors,close window and blinds if directed by the TSC.
Contact the TSC to determine if the situation allows for students to leave the
room to go to the bathroom.
Escort any student who goes to the bathroom.
Not dismiss students at dismissal time until receiving direction to do so by the
TSC.

Escort their students to the site of parent pick-up location.

Assessment Director will: 
Notify the Executive Director in the fastest possible manner.



Active Shooter/Armed Intruder on Campus 
If an armed assault occurs on or near the campus, personnel who observed the assault 

should immediately notify the Test Site Coordinator (TSC) and call 9-1-1 

TSC will: 
Initiate the appropriate response actions, which may include Shelter-in-
Place, Lockdown, On-Campus Evacuation, or Off-Campus Evacuation.
Call 9-1-1 and provide the exact location, description and nature of the incident.
If the TSC cannot remain on the phone, a designated person should remain on
the phone line with the 9-1-1 dispatcher until law enforcement personnel arrive
on the scene.

If it is safe to do so, proctors should attempt to isolate and secure the students away from 
the perpetrator(s) 

Proctors will: 
Take steps to calm and control students.
Keep students in secured areas until local authorities arrive and are
able to neutralize the perpetrator(s).
Stay inside testing rooms.
Instruct students to lie flat on the floor, move away from the doors or windows
and remain quiet.
Turn off lights, lock doors and close any shades or blinds.
The goal is to hide and make your room look vacant.
Silence cell phones.
Remain in the testing room, or secured area, until further instructions are
provided by the TSC or law enforcement.

Field Trips 

The school hosts field trips at various venues. Because these venues are public locations, 
the staff, students, and families in attendance will follow the protocol for emergency 
evacuations and safety as per the venue guidelines. School field trips require parent 

participation and therefore all students should be in the care of a parent/guardian or an 
Elite credetialed employee. In an effort to promote the safety of those in attendance, 
the development of clear roles of responsibility, collection and organization of 
emergency student information, and maintenance of first aid kits is outlined as 
follows: 



Maintain a current list of all chaperones and students on site.
Provide a first aid kit to all Field Trip Coordinators (FTC).
Identify the method of communication between coordinators and chaperones in
the event of unforeseen events.
Monitor and provide trainings to parents transporting students other than their
own.
Provide FTC with necessary safety training:

Safe Schools Training - First Aid
Emergency Apps downloaded on phone

Red Cross First Aid

Field Trip Organizer: 
Collect  all Field Trip Permission Slip and Waivers from students in
attendance.
Maintain a current list of all school staff in attendance.
Contact the Director in the event of an emergency.
Complete all necessary training.
Bring first aid kit to field trip.
Provide a pre-trip email to Elite Educators, Chaperones and parent
chaperones containing information such as: venue safety procedure,
behavior expectations, hazards, itinerary, and other related information.
Identify the method of communication between coordinators and chaperones
in the event of unforeseen events.
Support the venue’s direction and coordination of emergency response effort
during an incident.
Inform parents of the FTC’s contact information for safety concerns that occur
during the trip.
Provide parents with a map containing first aid stations.
Complete incident report as needed for any medical concerns:  minor cut,
illness, allergic reaction, nosebleed, emotional upset, etc.
Distribute and collect the online Google form to all parents driving other students
to the field trip.

Elite Educator Chaperone: 
Maintain current personal emergency contact information with school in Paycor.
Report safety concerns to FTC immediately.
Support FTC as needed.
Support the venue’s direction and coordination of emergency response effort
during an incident.
Take the student to FTC for any medical concerns: minor cut, illness,



allergic reaction, nosebleed, emotional upset, etc. 

Parent Chaperones: 
Parents/guardians will ensure that their student, and any student
they are responsible for, will remain with them for the entire trip.
Parents/guardians will be responsible for any medications and
administration to their child and/or student they are responsible for.
Provide students with identifying name tags.
Contact the FTC when safety concerns occur during the trip.
Utilize the venue’s first aid stations if necessary.
Follow the venue’s direction of emergency response effort during an incident.
Any other student attending the event is brought under the guidance and direction
of the parent. Parents must complete the release of liability form for non-Elite
Academic Academy students to attend.

Staff Meetings 

In-person staff meetings are conducted in-person at a facility rented by the school. Because 
this venue is a public location, the staff and any additional participants in attendance 
will follow the protocol for emergency evacuations and safety as per the venue 
guidelines. In an effort to promote the safety of the staff, the development of clear roles 
of responsibility, collection and organization of emergency staff information, and 
maintenance of first aid kits is outlined as follows: 

Director or Director’s designee 
Maintain a current list of all employees in attendance.
Responsible for supporting the venue’s direction and coordination of
emergency response effort during an incident.
Obtain Site Emergency Plans, if possible.
Obtain Site Emergency Evacuation Map, if possible.
Establish pre designated evacuation area and exits and clearly mark on the site
map.
Bring first aid kit.

Required Training and Resources: 
Complete Safe Schools Training - First Aid

All Employees: 
Maintain  current  personal  emergency  contact  information  with  school  in



Paycor. 
Report safety concerns to a Director immediately.
Support Director as needed.
Follow the emergency plans as directed by the venue.

School Office 

The school office is located in a rented facility that does not have an emergency plan. The 
staff and any additional individuals in attendance will follow the protocol for 
emergency evacuations and safety as per the following guidelines. In an effort to 
promote the safety of the staff, the development of clear roles of responsibility, 
collection of emergency staff information, and maintenance of first aid kits is outlined 
as follows: 

Director and Human Resources 
Maintain current staff emergency contact information.
Develop site emergency plans and protocol as well as communicate plans to staff.
Clearly post a site map indicating various evacuation routes and exits within
the facility, fire extinguishers, location of the site alarm, and predesignated
refuge or safe areas outside.
Provide a first aid kit including flashlights and a window breaker.

Provide safety training as needed.
Designee 

The Designee is the most senior staff member present at the time of the
emergency.
Uphold the evacuation and safety plan.
Bring first aid kit.

All Additional Office Staff 
Maintain a current personal emergency contact with the school in Paycor.
Responsible for following the emergency and safety plans during an incident.

Emergency Procedures 
In the event that the emergency occurs, all employees are to evacuate the building by 
following the procedures below. 

1. In  the  event  of  an  emergency, all employees should immediately stop
whatever they are doing and quickly and safely exit the building.

2. It is the responsibility of the most senior staff member present at the time



of the emergency to see that all employees leave the building promptly 
and safely. 

3. All employees should exit the building by way of the nearest exit or stairwell,
if applicable, to the outside.

a. If the nearest stairwell, if applicable, is blocked by smoke, use the other
stairwell, if applicable. DO NOT USE AN ELEVATOR.  Elite Academic
Academy  will make every attempt to create prior arrangements with
staff and individuals with disabilities as needed to assist them in the
event of an evacuation.

b. If the nearest doorway or exit is blocked, and if the emergency calls for
immediate evacuation, utilize the window breaker to clear a safe path
to the outside.

4. Follow the exit plans. People who exit the building first must position themselves
far enough away from the building to enable everyone to stand clear of
emergency vehicles. The street must be kept clear at all times, so as not to
hamper the movement of emergency vehicles into the area.

5. If possible, before leaving the building, the designee will call the Fire
Department and leave all doors unlocked to allow the fire department easy
access.

6. Once outside the building, the designee will:
a. Confirm that the fire department has been called (911)
b. Congregate all employees in the parking lot and confirm that all

employees and visitors are out of the building.

c. Designate someone to meet the fire department at the front
entrance to provide additional information if necessary.

7. Staff members trained in CPR and rescue breathing should survey the
individuals outside to determine if anyone is in need of first aid. Appropriate
aid should then be given.

8. Once outside, do not re-enter until the building is declared safe by
the Fire Department and you are informed to do so by the designee.

Section 3: Human Resources 

Human Resources is responsible for providing staff trainings and ensuring compliance. The 
following Safe Schools training courses are available to be assigned to designated 
employees depending upon their level of responsibility for upholding the school safety plan 
and requirements per the law. Training plans may include one or more of the following: 



Active Shooter
Crisis Response and Recovery
Family Reunification
Incident Command Systems
Managing the Aftermath of Tragedy
Terrorism: Awareness and Response
Supervisor’s Role in Safety
Chemical Spills Overview
Compressed Gas Safety
Confined Spaces
Electrical Safety
Eye and Face Protection
Facility Emergencies
Fall Protection
Fire and Explosion Hazards
Fire Extinguisher Safety
General Safety Orientation
Lead Safety Awareness
Office Ergonomics
Personal Protective Equipment
Slips, Trips and Falls
Storm Water Management Overview
AED (Automated External Defibrillators)
Bloodborne Pathogen Exposure Prevention
Cardiopulmonary Resuscitation (CPR)
First Aid
Health Emergencies: Asthma Awareness
Health Emergencies: Choking and Heimlich Maneuver
Health Emergencies: Life Threatening Allergies
Health Emergencies: Overview
Health Emergencies: Seizures
HIV/AIDS Awareness
Sexual Harassment: Staff-to-Staff
Sexual Harassment: Student Issues & Response
Sexual Misconduct: Staff-to-Student
Workplace Bullying: Awareness and Prevention
Cybersecurity Overview
Email and Messaging Safety
Arson Awareness and Prevention



Safety Basics for Security Staff
School Intruders
School Violence: Identifying and Addressing
Visual Weapons Screening
Online Safety: Cyberbullying
Online Safety: Predators
Online Safety: Threats of Violence
Online Safety: What Every Educator Needs to Know
Bullying: Recognition and Response
Child Abuse: Identification & Intervention
Child Abuse: Mandatory Reporting
Gang Awareness
Hazing
Making Schools Safe for LGBT Students
Mandated Reporter: Child Abuse and Neglect
Youth Suicide: Awareness and Prevention
Evacuation Planning for Students with Special Needs
Online Safety: Threats of Violence Mandated Reporter

Mandated Reporter 
Duty to Report 

In conformance with the requirements of the Penal Code 11165.7, any district employee who 
has knowledge of or observes a child in his/her professional capacity or within the scope 
of his/her employment, whom he/she knows or reasonably suspects has been a victim of 
child abuse, shall report the known or suspected instance of child abuse to the Sheriff and/
or child protective agency immediately, or as soon as practically possible, by 
telephone; and shall prepare and send a written report thereof within 36 hours of receiving 
the information concerning the incident. The mandated reporting duties are required of 
the individual and cannot be delegated to another individual except under circumstances 
set forth in Penal Code 11166. 

For the purposes of this reporting procedure and the Penal Code 11166.1, “reasonable 
suspicion” means that it is objectively reasonable for a person to entertain such a 
suspicion, based upon facts that could cause a reasonable person in a like situation, 
drawing when appropriate on his or her training and experience, to suspect child 
abuse. 

Definitions 
1. "Child Abuse" includes the following:



A physical injury inflicted by other than accidental means on a
child by another person.
Sexual abuse of a child.
Willful cruelty or unjustifiable punishment of a child, or willfully inflicting
unjustifiable physical pain or mental suffering, or failure to safeguard a
child from these injuries when the child is under a person’s care or
custody.
Unlawful corporal punishment or injury resulting in a traumatic condition.
Neglect of a child or abuse in out-of-home care.

2. "Mandated Reporters" are those people defined by law as "child care
custodians," "health practitioners," "child visitation monitors," and "employees
of a child protective agency." Mandated reporters include virtually all school
employees. The following school personnel are required to report:

Teachers, administrators, supervisors of child welfare and attendance,
certificated pupil personnel employees, school psychologists, licensed
nurses, counselors, and those instructional aides or other classified
employees trained in child abuse reporting.

3. “Child Protective Agencies" are those law enforcement and child protective
services responsible for investigating child abuse reports, including the local
police or sheriff department, county welfare or juvenile probation

4. Employees reporting child abuse to a child protective agency are
encouraged, but not required, to notify the director, or the director's
designee, as soon as possible after the initial verbal report by telephone.

Notified administrators shall provide the mandated reporter with any assistance necessary to 
ensure that reporting procedures are carried out in accordance with law and school 
regulations. At the mandated reporter's request, the director may assist in completing and 
filing of these forms. 

If the mandated reporter does not disclose his/her identity to a director, he/she shall provide or 
mail a copy of the written report to the school without his/her signature or name. 

Legal Responsibility and Liability 
1. According to P.C. 11166 [c], if a mandated reporter fails to report an incident of

known or reasonably suspected child abuse or neglect, he/she is guilty of a
misdemeanor punishable by confinement in jail for up to six months, a fine of up
to $1,000, or both. If the mandated reporter intentionally conceals his or her
failure to report an incident known by the mandated reporter to be abuse or
severe neglect, the failure to report is a continuing offense until a county



designated agency to receive mandated reports specified in P.C. 11165.9 
discovers the offense. 

2. Any supervisor or administrator who violated P.C. 11166 [1], that prohibits
impeding others from making a report, shall be punished by not more than 6
months in county jail or by a fine of not more that $1,000, or both.

3. Any mandated reporter who willfully fails to report abuse or neglect, or any
person who impedes or inhibits a report of abuse of neglect, where the abuse
of neglect results in death or great bodily injury, shall be punished by not
more than 1 year in county jail or by a fine of not more than $5,000, or both
(P.C. 11166.01 [b]).

4. No mandated reporter shall be civilly or criminally liable for any report required
or authorized unless it can be proven that a false report was made and the
person knew that the report was false or was made with reckless disregard of
the truth or falsity of the report. Any person who makes a report of child abuse
or neglect known to be false or with reckless disregard of the truth or falsity of
the report is liable for any damage caused (P.C. 11172 [a]).  When two or more
persons who are required to report have joint knowledge of a suspected
instance of child abuse, and when they so agree, the telephone report may be
made by either of them, and a single report made and signed by that person.
However, if any person who knows or should know that the designated person
failed to make the report, that person then has a duty to do so.

Child Protective Services Hotlines 
1. Los Angeles County: 800-540-4000 (within CA), 213-639-4500

(outside CA), 800-272-6699 (TDD)
2. Kern County: 661-631-6011 -or- 760-375-6049
3. Riverside County: 800-442-4918 -or- 877-922-4453
4. Orange County: 714-940-1000 -or- 800-207-4464
5. San Bernardino County: 909-384-9233 -or- 800-827-8724
6. San Diego County: 858-560-2191 -or- 800-344-6000
7. Imperial County: 760-337-7750

Sheriff’s Offices Contact Information: 
1. Los Angeles County

Phone: 323-267-4800
Website: http://www.lasd.org

2. Kern County
Phone: 800-861-3110



Website: http://www.kernsheriff.com
3. Riverside County

Phone: 951-955-2400
Website: http://www.riversidesheriff.org

4. Orange County
Phone: 714-647-7000
Website: http://www.ocsd.org

5. San Bernardino County
Phone: 909-387-8313 (Valley)
Phone: 760-956-5001
Website: http://www.sbcounty.gov/sheriff

6. San Diego County
Phone: 858-565-5200
Website: http://www.sdsheriff.net

7. Imperial County
Phone: 800-452-2051, 442-265-2021
Website: http://www.icso.org

Within 36 hours, a written report must be sent, faxed, or submitted electronically. The written 
report should be completed on state form 8572, which can be downloaded at http://
ag.ca.gov/childabuse/pdf/ss_8572.pdf. (Appendix B: Child Abuse Report Form) 

Child Abuse Training Requirement: 
Per AB 1432, all school employees must annually complete the Mandated
Reporter Training course within the first six weeks of school, or by the sixth
week of employment.
This course is fully compliant with California Assembly Bill 1432 and is
available online through Safe Schools, the school’s online training and
tracking system designed specifically for education agency employees.
The Safe Schools learning management system will generate the required
reports for proof of completion. Employees should retain a copy of the training
certificate and provide a copy to Human Resources.
Staff can access online training courses at:

http://www.mandatedreporterca.com/ -or-
http://eliteacademic.safeschools.com/login

Employees must contact HR at thasper@eliteacademic.com for
mandated reporter course assignment in order to complete the
training through the Safe Schools interface.



Sexual Harassment 
Elite Academic Academy prohibits sexual harassment of school employees and job 
applicants. The school also prohibits retaliatory behavior or action against employees or 
other persons who complain, testify or otherwise participate in the complaint process 
established pursuant to this policy and the administrative regulation. 

The  Elite Academic Academy Administrative  team shall take all actions necessary to ensure 
the  prevention, investigation and correction of sexual harassment, including but not limited 
to: 

1. Per AB1825 and CA Govt. Code Sec. 12950.1, the school will provide
supervisory employees, within 6 months of their assumption of a supervisory
position, 2 hours of interactive sexual harassment training and education.
Supervisors will be required to complete sexual harassment training every 2
years thereafter.

2. Providing training to all staff on sexual harassment and the sexual harassment
school policy, particularly the procedures for filing complaints and employees'
duty to use the school's complaint procedures as outlined in the employee
handbook.

3. Publicizing and disseminating the school's sexual harassment policy to staff.
4. Ensuring prompt, thorough and fair investigation of complaints.
5. Taking timely and appropriate corrective/remedial actions. This may require

interim separation of the complainant and the alleged harasser, and
subsequent monitoring of developments.

All complaints and allegations of sexual harassment shall be kept confidential to the extent 
necessary to carry out the investigation or take other subsequent necessary action. 
Any district employee or job applicant who feels that he/she has been sexually 
harassed, or who has knowledge of any incident of sexual harassment by or against 
another employee, a job applicant, or a student, shall immediately report the incident 
to Human Resources, his/her supervisor, the director, or the director's designee. An 
employee may bypass his/her supervisor in filing a complaint where the supervisor is 
the subject of the complaint. 

An employee who receives a harassment complaint shall promptly notify Human Resources. 
Complaints of sexual harassment shall be filed. 

Any district employee who engages or participates in sexual harassment, or who aids, abets, 
incites, compels or coerces another to commit sexual harassment against a school 



employee, job applicant or student, is in violation of this policy and is subject to 
disciplinary action, up to and including dismissal. 

Bloodborne Pathogens (BBP) 
This policy pertains to spills and cleanup of blood or other body fluids. It is not a first 
aid/emergency response procedure. 

Treatment of Students 
Each staff member will be required to complete a BBP course and will be equipped with a 
first aid kit. Staff will be instructed to prevent exposure to themselves by utilizing the kits if 
they must treat a student. Staff should follow the protocol of the site where the cleanup is 
needed (test site, field trip, etc.). If a cleanup is needed during a Learning Period Meeting, 
the Elite Educator can provide the first aid kit to the parent/guardian for their use. All staff 
must contact their supervisor when an event requiring the use of their first aid kit was 
needed. First aid kits will be replaced as necessary. 

School Office 
Procedure 

1. In the event of a serious injury resulting in release of blood or other body fluids
which could contain pathogens (e.g., HIV or HBV), the first step is to treat the
injured party. All  personnel  will  have  completed the Safe Schools Bloodborne
Pathogens course in order to prevent exposure.

2. Spilled body fluids should not be cleaned up without the appropriate protective
equipment and materials specifically designated for such fluids.  In the case
where spilled body fluids need clean-up, this procedure must be followed by
all personnel:

Advise the most senior employee on duty. They should be aware
of the individual(s) doing the actual clean-up and the purpose of
the cleanup.
Clean up the spilled fluids as follows:

Put on protective gloves.
Spread the absorbent material on the spilled body fluids, (e.g.,
paper towels) or use the Bloodborne Pathogens Spill kit.
Neutralize the potential pathogens with a 10% bleach-with-water
solution or use the solution provided in the Emergency First
Responder Pack. Cover the spill for 15 minutes.
Use paper towels to pick up material as best possible.
Place all potentially contaminated materials in a leak-proof
plastic bag.



Sweep/mop-up any additional neutralized/absorbed fluids and
place in the leak-proof bag.
Clean sweep/mop materials with hot, soapy water. Lastly,
remove gloves from inside-out and place them in the bag.
Secure the bag and discard it as other trash.
Wash hands thoroughly in hot, soapy water.

3. After all activity is completed, an Incident Report is to be completed as
necessary and submitted to the Director.

Section 4: Expectations of Conduct 

It is important that all students, parents/guardians, and staff understand the conduct 
expected at Elite Academic Academy in order to ensure that all parties feel safe. 

Students 
Elite Academic Academy believes that all students have the right to be educated in a positive 
learning environment free from disruptions. At school activities, students shall be 
expected to exhibit appropriate conduct that does not infringe upon the rights of others or 
interfere with the school program. 

Behavior is considered appropriate when students are diligent in study, careful with school 
property, courteous, and respectful towards Elite Educators, other staff, students and 
volunteers. Every effort is made at each site to ensure students are aware of the 
expected behaviors at a school organized event. 

Parents/Guardians 
The school developed a Civility Policy in light of defining the appropriate conduct for 
parents/guardians in relation to school-related interactions as well as a guide to the 
proper responses in light of a disruption. Please see the Elite Academic Academy 
Parent Student Handbook.  

Staff 
Staff conduct is equally important, and staff must exhibit professionalism at all times. Because 
we consider all school staff to be representatives of Elite Academic Academy, the 
school outlines standards of conduct for all staff members in the employee handbook, and 
defines expectations surrounding the following areas: 

Workplace violence
Prohibited conduct



Physical Contact with Students and Other Staff Members
Off-duty conduct
Drug and Alcohol Free Workplace and Awareness Program
Tobacco Free Workplace
Punctuality and Attendance
Professionalism
Dress Code
Gifts to Employees
Fee and Cash Collection
Tuition Assistance
Building Security

Bullying Policy 
The school recognizes the harmful effects of discrimination, harassment, intimidation, and 
bullying on student learning and works to provide a safe school culture that protects 
students from physical and emotional harm. Bullying creates a hostile environment in 
schools if it sufficiently and severely interferes with or limits a student’s ability to 
participate in or benefit from the services, activities, or opportunities offered by the 
school. The school will establish student safety at all school related functions as a high 
priority and will not tolerate discrimination, harassment, intimidation, and/or bullying of any 
student. 

No student or group of students shall, through physical, written, verbal, non-verbal, gestural, 
or other means, harass, sexually harass, threaten, intimidate, cyberbully, cyber sexual bully, 
cause bodily injury to, or commit hate violence against any other student or school 
personnel. This includes acts of discrimination, harassment, intimidation, and bullying 
related to school activity or school attendance occurring within a school under the jurisdiction 
of the Director of Elite Academic Academy. 

Note: Pursuant to Education Code 32261 48900 and 48900.2-48900.4, the definition of 
"bullying" for purposes of establishing grounds for suspension or expulsion includes bullying 
via an electronic act. AB 746 (Ch. 72, Statutes of 2011) amended Education Code 32261 
AB 1732 (Ch. 157, Statutes of 2012) amended Education Code 48900 to expand the 
definition of bullying committed by means of an electronic act to include posting of 
messages on social media networks; see AR 5144.1 - Suspension and Expulsion/Due 
Process Involuntary Transfer Back to the District of Residence/Due Process. 

In addition, Penal Code 653.2 makes it a crime for a person to distribute personal identity 



information electronically with the intent to cause harassment by a third party and to 
threaten a person's safety or that of his/her family (e.g., placing a person's picture or 
address online so that he/she receives harassing messages). 

Penal Code 288.2 makes it a crime to send a message to a minor if the message contains 
matter that is sexual in nature with the intent of seducing the minor (i.e., sexting). Cyber 
bullying and cyber sexual bullying is an act of bullying committed through the transmission 
of a message, text, sound, or image by means of an electronic device, including, but not 
limited to, a telephone, wireless telephone or other wireless communication device, 
or computer. Cyberbullying includes the transmission of harassing communications, 
direct threats, or other harmful texts, sounds, or images on the Internet, social media, or 
other technologies using a telephone, computer, or any wireless communication device. 

Cyberbullying also includes breaking into another person's electronic account and 
assuming that person's identity in order to damage that person's reputation via a post on a 
social network Internet Web site, including not limited to posting to or creating a burn page, 
creating a credible impersonation of another actual pupil, or creating a false profile. 
Cyber sexual bullying includes, but is not limited to, focusing on the person’s appearance, 
body parts, sexual orientation, or sexual activity through the use of technology. 

Bullying Prevention, Intervention and Reporting 

School staff will have access to Safe Schools online trainings related to the professional 
development of detecting warning signs, effective prevention strategies, and 
intervention skills. 

School staff who witnesses an act of discrimination, harassment, intimidation, bullying, hazing, 
or teasing shall take immediate steps to intervene to stop the incident when it is safe to do 
so (Education Code 234.1.1b) and notify a Director. As appropriate, the Director, or the 
Director's designee, will notify the parents/guardians of victims and perpetrators. The 
Director or the Director's designee also may involve counselors and/or law 
enforcement as necessary. 

Students are encouraged to notify school staff when they are being discriminated, 
harassed, intimidated, bullied, hazed, or teased or suspect that another student is being 
victimized. 

Hate Crime Reporting 



Hate crimes occur when a perpetrator targets a victim because of his or her membership in a 
certain social group, usually defined by racial group, religion, sexual orientation, 
disability, ethnicity, nationality, age, gender, gender identity, or political affiliation. 

Hate crimes can take many forms. Incidents may involve, but are not limited to, physical 
assault, damage to property, bullying, harassment, verbal abuse or insults, or 
offensive graffiti or letters. 

Intervention and Reporting 
1. Any student or employee who believes that he/she is a victim of hate-

motivated behavior shall immediately contact the appropriate staff, Director,
or  the Director’s designee; or, if an employee, Human Resources.

2. Staff who are informed of hate-motivated behavior or personally observe
such behavior shall notify the Director, or the Director's designee; or, if
regarding another employee, Human Resources.

3. Law enforcement will be notified by the Director, or Human Resources, if it
is determined that a hate-motivated crime occurred.

4. The  staff  has access to Safe Schools training to recognize hate-motivated
behavior and methods of handling such behavior in appropriate ways.

Notifying Staff of Dangerous Pupils 
Per California Ed. Code 49079 and in an effort to ensure the safety of all employees, the 
school will notify the Elite Educator or any additional staff as necessary in writing if a pupil 
has engaged in, or is reasonably suspected to have engaged in, any of the acts described 
in any of the subdivisions, except subdivision (h), of Section 48900 or in Section 
48900.2, 48900.3, 48900.4, or 48900.7 as outlined below: 

Caused, attempted to cause, or threatened to cause physical injury to another 
person.
Willfully used force or violence upon the person of another, except in self-
defense.
Possessed, sold, or otherwise furnished a firearm, knife, explosive, or other
dangerous object, unless, in the case of possession of an object of this type,
the pupil had obtained written permission to possess the item fro ertificated
chool employee, which is concurred in by the Director, or the designee of the

Unlawfully possessed,  used,  sold,  or  otherwise  furnished, or been under 
the influence of, a controlled substance, an alcoholic beverage, or an 
intoxicant of any kind.
Unlawfully offered, arranged, or negotiated to sell a controlled substance, an
alcoholic beverage, or an intoxicant of any kind, and either sold, delivered,



or otherwise furnished to a person another liquid, substance, or material and 
represented the liquid, substance, or material as a controlled substance, 
alcoholic beverage, or intoxicant. 

Committed or attempted to commit robbery or extortion.
Caused or attempted to cause damage to school property or private property.
Stole or attempted to steal school property or private property.
Committed an obscene act or engaged in habitual profanity or vulgarity.
Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell
drug paraphernalia, as defined in Section 11014.5 of the Health and
Safety Code.
Disrupted school activities or otherwise willfully defied the valid authority
of supervisors, teachers, administrators, school officials, or other school
personnel engaged in the performance of their duties.
Knowingly received stolen school property or private property.
Possessed an imitation firearm which would be a replica of a firearm that
is so substantially similar in physical properties to an existing firearm as
to lead a reasonable person to conclude that the replica is a firearm.
Committed or attempted to commit a sexual assault or committed a
sexual battery.
Harassed, threatened, or intimidated a pupil who is a complaining witness
or a witness in a school disciplinary proceeding for purposes of either
preventing that pupil from being a witness or retaliating against that pupil for
being a witness, or both.
Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription
drugs.
Engaged in, or attempted to engage in, hazing. "Hazing" being a method of
initiation or preinitiation into a pupil organization or body, whether or not the
organization or body is officially recognized by an educational institution, that
is likely to cause serious bodily injury or personal degradation or disgrace
resulting in physical or mental harm to a former, current, or prospective pupil.
For purposes of this subdivision, "hazing" does not include athletic events or
school-sanctioned events.
Engaged in an act of bullying. "Bullying" being any severe or pervasive physical
or verbal act or conduct, including communications made in writing or by means
of an electronic act, and including one or more acts committed by a pupil or
group of pupils as defined in Section 48900.2, 48900.3, or 48900.4, directed
toward one or more pupils that has or can be reasonably predicted to have the
effect of one or more of the following:

Placing a reasonable pupil or pupils in fear of harm to that pupil or



those pupils' person or property. 
Causing a reasonable pupil to experience a substantially detrimental
effect on his or her physical or mental health.
Causing a reasonable pupil to experience substantial interference with
his or her academic performance.
Causing a reasonable pupil to experience substantial interference with
his or her ability to participate in or benefit from the services, activities,
or privileges provided by a school.
A pupil who aids or abets the infliction or attempted infliction of physical
injury to another person.
"Electronic act" means the creation or transmission originated on or
off the school site, by means of an electronic device, including, but not
limited to, a telephone, wireless telephone, or other wireless
communication device, computer, or pager, of a communication,
including, but not limited to, any of the following:

A message, text, sound, or image.
A post on a social network Internet Web site,
including, but not limited to:

Posting to or creating a “burn page."
Creating a credible impersonation of another actual pupil
Creating a false profile

An electronic act shall not constitute pervasive conduct solely
on the basis that it has been transmitted on the Internet or is
currently posted on the Internet.

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

Additional Requirements and Liability as per Ed. Code 49079: 
A. A school district, or school district officer or employee, is not civilly or criminally

liable for providing information under this section unless it is proven that the
information was false and that the district or district officer or employee knew or
should have known that the information was false, or the information was
provided with a reckless disregard for its truth or falsity.

B. An officer or employee of a school who knowingly fails to provide information
about a pupil who has engaged in, or who is reasonably suspected to have
engaged in, the acts referred to in subdivision (a) is guilty of a misdemeanor,
which is punishable by confinement in the county jail for a period not to exceed
six months, or by a fine not to exceed one thousand dollars ($1,000), or both.



C. Any information received by a teacher or staff pursuant to this section shall be
received in confidence for the limited purpose for which it was provided and shall
not be further disseminated by the employer.



APPENDIX A: School Pathways Student Emergency Card





APPENDIX B: Child Abuse Report Form



INJURY AND ILLNESS PREVENTION PROGRAM
FOR ELITE ACADEMIC ACADEMY - LUCERNE

ADDENDUM

COVID-19 Prevention Program (CPP)
This CPP is designed to control exposures to the SARS-CoV-2 virus that may occur in our workplace.

Authority and Responsibility
Ms. Meghan Freeman, CEO has overall authority and responsibility for implementing the provisions of
this CPP in our workplace. In addition, all managers and supervisors are responsible for implementing
and maintaining the CPP in their assigned work areas and for ensuring employees receive answers to
questions about the program in a language they understand.

All employees are responsible for using safe work practices, following all directives, policies and
procedures, and assisting in maintaining a safe work environment.

Identification and Evaluation of COVID-19 Hazards
We will implement the following in our workplace:

● Conduct workplace-specific evaluations using the Appendix A: Identification of COVID-19
Hazards form.

● Evaluate employees’ potential workplace exposures to all persons at, or who may enter, our
workplace.

● Review applicable orders and general and industry-specific guidance from the State of California,
Cal/OSHA, and the local health department related to COVID-19 hazards and prevention.

● Evaluate existing COVID-19 prevention controls in our workplace and the need for different or
additional controls.

● Conduct periodic inspections using the Appendix B: COVID-19 Inspections form as needed to
identify unhealthy conditions, work practices, and work procedures related to COVID-19 and to
ensure compliance with our COVID-19 policies and procedures.

Employee participation
Employees and their authorized employees’ representatives are encouraged to participate in the
identification and evaluation of COVID-19 hazards by: contacting their superior or Human Resources
should they suspect a COVID-19 workplace hazard. Additionally, we will utilize the approved IIPP plan
to conduct and record workplace evaluations.

Employee screening
We directly screen employees when they come to work, by having them self-screen according to CDPH
guidelines. We ensure that face coverings are used during screening by both screeners and employees
and that temperatures are measured, using non-contact thermometers.

Correction of COVID-19 Hazards
Unsafe or unhealthy work conditions, practices, or procedures, will be documented on the Appendix B:
COVID-19 Inspections form, and corrected in a timely manner based on the severity of the hazards, as
follows:

● The severity of the hazard will be assessed and correction time frames assigned, accordingly.
● Individuals are identified as being responsible for timely correction.
● Follow-up measures are taken to ensure timely correction.



Control of COVID-19 Hazards 

Physical Distancing 
Where possible, we ensure at least six feet of physical distancing at all times in our workplace by:  

● Eliminating the need for workers to be in the workplace – e.g., telework or other remote work 
arrangements. 

● Reducing the number of persons in an area at one time, including visitors. 
● Staggered arrival, departure, work, and break times. 
● Adjusted work processes or procedures, such as reducing production speed, to allow greater 

distance between employees. 
● Reference section 3205(c)(6) for details] 

Individuals will be kept as far apart as possible when there are situations where six feet of physical 
distancing cannot be achieved. 

Face Coverings 
We provide clean, undamaged face coverings and ensure they are properly worn by employees over 
the nose and mouth when indoors, and when outdoors and less than six feet away from another person, 
including non-employees, and where required by orders from the California Department of Public Health 
(CDPH) or local health department. PPE will be available at all times to employees and those who are 
found to not be wearing PPE at any time will be asked to do so, or be asked to return home until they 
agree to return to the worksite in compliance. 

The following are exceptions to the use of face coverings in our workplace: 

● When an employee is alone in a room. 
● While eating and drinking at the workplace, provided employees are at least six feet apart and 

outside air supply to the area, if indoors, has been maximized to the extent possible. 
● Employees wearing respiratory protection in accordance with CCR Title 8 section 5144 or other 

safety orders. 
● Employees who cannot wear face coverings due to a medical or mental health condition or disability, 

or who are hearing-impaired or communicating with a hearing-impaired person. Alternatives will be 
considered on a case-by-case basis. 

Any employee not wearing a face covering, face shield with a drape or other effective alternative, or 
respiratory protection, for any reason, shall be at least six feet apart from all other persons unless the 
unmasked employee is tested at least twice weekly for COVID-19. 

Engineering controls 
We maximize, to the extent feasible, the quantity of outside air for our buildings with mechanical or 
natural ventilation systems by:  
● We will allow staff to prop the front door open for at least half of the work day to allow for outside air 

to filter through the offices. 
● We will be installing external air filtration systems within our offices. 

Cleaning and disinfecting 
We implement the following cleaning and disinfection measures for frequently touched surfaces:  

● OSHA approved cleaning supplies have been provided to all staff and we have trained and instructed 
that they should sanitize a common area at least twice daily. 

● We have an outside professional cleaning company clean our offices once weekly to ensure 
maximum sanitization. 

Should we have a COVID-19 case in our workplace, we will implement the following procedures:  
The area will be properly sanitized with OSHA approved cleaning supplies by a trained and appointed 
staff member, who will wear safety gloves provided by our organization. Additionally, we will call for an 



emergency professional cleaning of the full offices in the case of a positive COVID-19 test case.

Shared tools, equipment and personal protective equipment (PPE)
PPE must not be shared, e.g., gloves, goggles and face shields.

Items that employees come in regular physical contact with, such as phones, headsets, desks,
keyboards, writing materials, instruments and tools must also not be shared, to the extent feasible.
Where there must be sharing, the items will be disinfected between uses by utilizing OSHA approved
cleaning supplies which have been provided to all staff; and we have trained and instructed staff that
they should sanitize common areas at least twice daily.

Sharing of vehicles will be minimized to the extent feasible, and high-touch points (for example, steering
wheel, door handles, seat belt buckles, armrests, shifter, etc.) will be disinfected between users. Should
staff members need to travel to the same location in one vehicle, proper sanitization procedures will be
followed before and after the shared ride. They will also be required to wear all PPE while in the shared
vehicle together, and less than 6 feet apart. When possible, staff will use their own vehicle to transport
themselves to a shared location.

Hand sanitizing
In order to implement effective hand sanitizing procedures, we:

● Evaluated handwashing facilities.
● Encourage and allow time for employee handwashing.
● Provide employees with an effective hand sanitizer, and prohibit hand sanitizers that contain

methanol (i.e. methyl alcohol).
● Encourage employees to wash their hands for at least 20 seconds each time.

Personal protective equipment (PPE) used to control employees’ exposure to COVID-19
We evaluate the need for PPE (such as gloves, goggles, and face shields) as required by CCR Title 8,
section 3380, and provide such PPE as needed.

When it comes to respiratory protection, we evaluate the need in accordance with CCR Title 8 section
5144 when the physical distancing requirements are not feasible or maintained. [Reference section
3205(c)(E) for details on required respirator and eye protection use.]

We provide and ensure use of eye protection and respiratory protection in accordance with section 5144
when employees are exposed to procedures that may aerosolize potentially infectious material such as
saliva or respiratory tract fluids. [Delete if not applicable to your workplace.]

Investigating and Responding to COVID-19 Cases
This will be accomplished by using the Appendix C: Investigating COVID-19 Cases form.

Employees who had potential COVID-19 exposure in our workplace will be:

● Offered COVID-19 testing at no cost during their working hours.
● Be provided with the information on benefits described in Training and Instruction, and Exclusion of

COVID-19 Cases, below.

System for Communicating
Our goal is to ensure that we have effective two-way communication with our employees, in a form they
can readily understand, and that it includes the following information:

● Employees should report COVID-19 symptoms and possible hazards to Human Resources
(hr@eliteacademic.com) and/or their Director, immediately; including during non-work hours.

● Employees can report symptoms and hazards without fear of reprisal.
● Where testing is not required, how employees can access COVID-19 testing through regional and



private testing facilities in their home area.
● In the event we are required to provide testing because of a workplace exposure or outbreak, we will

communicate the plan for providing testing and inform affected employees of the reason for the
testing and the possible consequences of a positive test. [If you are required to provide testing
because of an employee exposure, have a plan for how this will be accomplished at no cost to the
employee during working hours, including when the testing is in response to CCR Title 8 section
3205.1, Multiple COVID-19 Infections and COVID-19 Outbreaks, as well as section 3205.2, Major
COVID-19 Outbreaks. It is recommended that the plan be developed in advance for large or high-risk
workplaces.]

● Information about COVID-19 hazards employees (including other employers and individuals in contact
with our workplace) may be exposed to, what is being done to control those hazards, and our
COVID-19 policies and procedures.

● Communication via company memo and email will be issued to any and all affected parties should a
positive COVID-19 test occur within the organization.

Training and Instruction
We will provide effective training and instruction that includes:

● Our COVID-19 policies and procedures to protect employees from COVID-19 hazards.
● Information regarding COVID-19-related benefits to which the employee may be entitled under

applicable federal, state, or local laws.
● The fact that:

o COVID-19 is an infectious disease that can be spread through the air.
o COVID-19 may be transmitted when a person touches a contaminated object and then touches

their eyes, nose, or mouth.
o An infectious person may have no symptoms.

● Methods of physical distancing of at least six feet and the importance of combining physical
distancing with the wearing of face coverings.

● The fact that particles containing the virus can travel more than six feet, especially indoors, so
physical distancing must be combined with other controls, including face coverings and hand
hygiene, to be effective.

● The importance of frequent hand washing with soap and water for at least 20 seconds and using
hand sanitizer when employees do not have immediate access to a sink or hand washing facility,
and that hand sanitizer does not work if the hands are soiled.

● Proper use of face coverings and the fact that face coverings are not respiratory protective
equipment - face coverings are intended to primarily protect other individuals from the wearer of the
face covering.

● COVID-19 symptoms, and the importance of obtaining a COVID-19 test and not coming to work if
the employee has COVID-19 symptoms.

Appendix D: COVID-19 Training Roster will be used to document this training.

Exclusion of COVID-19 Cases
Where we have a COVID-19 case in our workplace, we will limit transmission by:

● Ensuring that COVID-19 cases are excluded from the workplace until our return-to-work requirements
are met.

● Excluding employees with COVID-19 exposure from the workplace for 14 days after the last known
COVID-19 exposure to a COVID-19 case.

● Continuing and maintaining an employee’s earnings, seniority, and all other employee rights and
benefits whenever we’ve demonstrated that the COVID-19 exposure is work related by communicating
to the employee the current amount of sick time hours available to them based on their personal
accruals, as well as the allotted 80 hours of COVID-19 sick time available to them. Additionally, we offer
information to employees that they may be eligible to receive FFCRA through the State of California.
Providing employees at the time of exclusion with information on available benefits.



Reporting, Recordkeeping, and Access
It is our policy to:

● Report information about COVID-19 cases at our workplace to the local health department whenever
required by law, and provide any related information requested by the local health department.

● Report immediately to Cal/OSHA any COVID-19-related serious illnesses or death, as defined under
CCR Title 8 section 330(h), of an employee occurring in our place of employment or in connection
with any employment.

● Maintain records of the steps taken to implement our written COVID-19 Prevention Program in
accordance with CCR Title 8 section 3203(b).

● Make our written COVID-19 Prevention Program available at the workplace to employees,
authorized employee representatives, and to representatives of Cal/OSHA immediately upon
request.

● Use the Appendix C: Investigating COVID-19 Cases form to keep a record of and track all
COVID-19 cases. The information will be made available to employees, authorized employee
representatives, or as otherwise required by law, with personal identifying information removed.

Return-to-Work Criteria
● COVID-19 cases with COVID-19 symptoms will not return to work until all the following have

occurred:
o At least 24 hours have passed since a fever of 100.4 or higher has resolved without the use of

fever-reducing medications.
o COVID-19 symptoms have improved.
o At least 10 days have passed since COVID-19 symptoms first appeared.

● COVID-19 cases who tested positive but never developed COVID-19 symptoms will not return to
work until a minimum of 10 days have passed since the date of specimen collection of their first
positive COVID-19 test.

● A negative COVID-19 test will not be required for an employee to return to work.
● If an order to isolate or quarantine an employee is issued by a local or state health official, the

employee will not return to work until the period of isolation or quarantine is completed or the order is
lifted. If no period was specified, then the period will be 10 days from the time the order to isolate
was effective, or 14 days from the time the order to quarantine was effective.

Meghan Freeman, CEO Date



Appendix A: Identification of COVID-19 Hazards
All persons, regardless of symptoms or negative COVID-19 test results, will be considered potentially
infectious. Particular attention will be paid to areas where people may congregate or come in contact with
one another, regardless of whether employees are performing an assigned work task or not. For example:
meetings, entrances, bathrooms, hallways, aisles, walkways, elevators, break or eating areas, cool-down
areas, and waiting areas.

Evaluation of potential workplace exposure will be to all persons at the workplace or who may enter the
workplace, including coworkers, employees of other entities, members of the public, customers or clients, and
independent contractors. We will consider how employees and other persons enter, leave, and travel through
the workplace, in addition to addressing fixed work locations.

Person conducting the evaluation:

Date:

Name(s) of employee and authorized employee representative that participated:

Interaction, area, activity,
work task, process,
equipment and material
that potentially exposes
employees to COVID-19
hazards

Places and times

Potential for COVID-19
exposures and employees
affected, including members
of the public and employees
of other employers

Existing and/or
additional COVID-19
prevention controls,
including barriers,
partitions and
ventilation



Appendix B: COVID-19 Inspections

Date:
Name of person conducting the inspection:

Work location evaluated:

Exposure Controls Status Person Assigned
to Correct Date Corrected

Engineering

Barriers/partitions

Ventilation (amount of fresh air and
filtration maximized)

Additional room air filtration

Administrative
Physical distancing

Surface cleaning and disinfection
(frequently enough and adequate

supplies)

Hand washing facilities (adequate
numbers and supplies)

Disinfecting and hand sanitizing solutions
being used according to manufacturer

instructions

PPE (not shared, available and being worn)

Face coverings (cleaned sufficiently often)

Gloves

Face shields/goggles

Respiratory protection



Appendix C: Investigating COVID-19 Cases
All personal identifying information of COVID-19 cases or symptoms will be kept confidential. All COVID-19
testing or related medical services provided by us will be provided in a manner that ensures the
confidentiality of employees, with the exception of unredacted information on COVID-19 cases that will be
provided immediately upon request to the local health department, CDPH, Cal/OSHA, the National Institute
for Occupational Safety and Health (NIOSH), or as otherwise required by law.

All employees’ medical records will also be kept confidential and not disclosed or reported without the
employee’s express written consent to any person within or outside the workplace, with the following
exceptions: (1) Unredacted medical records provided to the local health department, CDPH, Cal/OSHA,
NIOSH, or as otherwise required by law immediately upon request; and (2) Records that do not contain
individually identifiable medical information or from which individually identifiable medical information has
been removed.

Date:

Name of person conducting the investigation:

COVID-19 Case Investigation Information

Employee (or
non-employee*) name:

Occupation (if
non-employee, why

they were in the
workplace):

Location where
employee worked (or

non-employee was
present in the

workplace):

Date investigation was
initiated:

Was COVID-19 test
offered?

Name(s) of staff
involved in the
investigation:

Date and time the
COVID-19 case was

last present in the
workplace:

Date of the positive or
negative test and/or

diagnosis:

Date the case first had
one or more COVID-19

symptoms:

Information received
regarding COVID-19

test results and onset
of symptoms (attach

documentation):



 

Results of the 
evaluation of the 

COVID-19 case and all 
locations at the 

workplace that may 
have been visited by 

the COVID-19 case 
during the high-risk 

exposure period, and 
who may have been 

exposed (attach 
additional 

information): 

 

Notice given (within one business day, in a way that does not reveal any personal identifying 
information of the COVID-19 case) of the potential COVID-19 exposure to: 

All employees who 
may have had 

COVID-19 exposure 
and their authorized 

representatives. 

Date:  

Names of employees that 
were notified:  

Independent 
contractors and other 
employers present at 
the workplace during 

the high-risk exposure 
period. 

Date:  

Names of individuals that 
were notified:  



*Should an employer be made aware of a non-employee infection source COVID-19 status. 

What were the 
workplace conditions 

that could have 
contributed to the risk 

of COVID-19 exposure? 

 What could be done 
to reduce exposure 

to COVID-19? 

 

Was local health 
department notified?  

 
Date: 

 
 



Appendix D: COVID-19 Training Roster
Date:
Person that conducted the training:

Employee Name Signature



Additional Consideration #1

Multiple COVID-19 Infections and COVID-19 Outbreaks
This section of CPP will stay in effect until there are no new COVID-19 cases detected in our
workplace for a 14-day period.

COVID-19 testing
• We will provide COVID-19 testing to all employees in our exposed workplace except for employees

who were not present during the period of an outbreak identified by a local health department or the
relevant 14-day period. COVID-19 testing will be provided at no cost to employees during
employees’ working hours.

• COVID-19 testing consists of the following:
○ All employees in our exposed workplace will be immediately tested and then tested again one

week later. Negative COVID-19 test results of employees with COVID-19 exposure will not
impact the duration of any quarantine period required by, or orders issued by, the local health
department.

○ After the first two COVID-19 tests, we will continue to provide COVID-19 testing of employees
who remain at the workplace at least once per week, or more frequently if recommended by the
local health department, until there are no new COVID-19 cases detected in our workplace for a
14-day period.

○ We will provide additional testing when deemed necessary by Cal/OSHA.

Exclusion of COVID-19 cases
We will ensure COVID-19 cases and employees who had COVID-19 exposure are excluded from the
workplace in accordance with our CPP Exclusion of COVID-19 Cases and Return to Work Criteria
requirements, and local health officer orders if applicable.

Investigation of workplace COVID-19 illness
We will immediately investigate and determine possible workplace-related factors that contributed to the
COVID-19 outbreak in accordance with our CPP Investigating and Responding to COVID-19 Cases.

COVID-19 investigation, review and hazard correction
In addition to our CPP Identification and Evaluation of COVID-19 Hazards and Correction of
COVID-19 Hazards, we will immediately perform a review of potentially relevant COVID-19 policies,
procedures, and controls and implement changes as needed to prevent further spread of COVID-19.

The investigation and review will be documented and include:
• Investigation of new or unabated COVID-19 hazards including:

○ Our leave policies and practices and whether employees are discouraged from remaining home
when sick.

○ Our COVID-19 testing policies.
○ Insufficient outdoor air.
○ Insufficient air filtration.
○ Lack of physical distancing.

• Updating the review:
○ Every thirty days that the outbreak continues.
○ In response to new information or to new or previously unrecognized COVID-19 hazards.
○ When otherwise necessary.

• Implementing changes to reduce the transmission of COVID-19 based on the investigation and
review. We will consider:
○ Moving indoor tasks outdoors or having them performed remotely.
○ Increasing outdoor air supply when work is done indoors.



○ Improving air filtration.
○ Increasing physical distancing as much as possible.
○ Respiratory protection.
○ [describe other applicable controls].

Notifications to the local health department
• Immediately, but no longer than 48 hours after learning of three or more COVID-19 cases in our

workplace, we will contact the local health department for guidance on preventing the further spread
of COVID-19 within the workplace.

• We will provide to the local health department the total number of COVID-19 cases and for each
COVID-19 case, the name, contact information, occupation, workplace location, business address,
the hospitalization and/or fatality status, and North American Industry Classification System code of
the workplace of the COVID-19 case, and any other information requested by the local health
department. We will continue to give notice to the local health department of any subsequent
COVID-19 cases at our workplace.

Additional Consideration #2

Major COVID-19 Outbreaks
This section of CPP will stay in effect until there are no new COVID-19 cases detected in our
workplace for a 14-day period.

COVID-19 testing
We will provide twice a week COVID-19 testing, or more frequently if recommended by the local health
department, to all employees present at our exposed workplace during the relevant 30-day period(s)
and who remain at the workplace. COVID-19 testing will be provided at no cost to employees during
employees’ working hours.

Exclusion of COVID-19 cases
We will ensure COVID-19 cases and employees with COVID-19 exposure are excluded from the
workplace in accordance with our CPP Exclusion of COVID-19 Cases and Return to Work Criteria,
and any relevant local health department orders.

Investigation of workplace COVID-19 illnesses
We will comply with the requirements of our CPP Investigating and Responding to COVID-19 Cases.

COVID-19 hazard correction
In addition to the requirements of our CPP Correction of COVID-19 Hazards, we will take the following
actions:
• In buildings or structures with mechanical ventilation, we will filter recirculated air with Minimum

Efficiency Reporting Value (MERV) 13 or higher efficiency filters if compatible with the ventilation
system. If MERV-13 or higher filters are not compatible with the ventilation system, we will use filters
with the highest compatible filtering efficiency. We will also evaluate whether portable or mounted
High Efficiency Particulate Air (HEPA) filtration units, or other air cleaning systems would reduce the
risk of transmission and implement their use to the degree feasible.

• We will determine the need for a respiratory protection program or changes to an existing respiratory
protection program under CCR Title 8 section 5144 to address COVID-19 hazards.

• We will evaluate whether to halt some or all operations at our workplace until COVID-19 hazards
have been corrected

• Implement any other control measures deemed necessary by Cal/OSHA.



Notifications to the local health department
We will comply with the requirements of our Multiple COVID-19 Infections and COVID-19
Outbreaks-Notifications to the Local Health Department.



COVID-19 School
Guidance  
Checklist

January 14, 2021



2021 COVID-19 School Guidance Checklist 

Name of Local Educational Agency or Equivalent: _____________________________ 
Number of schools: ________________ 

Enrollment: ________________________` 

Superintendent (or equivalent) Name:   ______________________________________

Address: ___________________________ 

____________________________________ 

Date of proposed reopening: 
____________________________________ 

Phone Number: ___________________ 

Email:   ___________________________

County: ____________________________ 

Current Tier: ________________________ 
(please indicate Purple, Red, Orange or 
Yellow) 

Type of LEA: ________________________ 

This form and any applicable attachments should be posted publicly on the 
website of the local educational agency (or equivalent) prior to reopening or if 
an LEA or equivalent has already opened for in-person instruction. For those in 
the Purple Tier, materials must additionally be submitted to your local health 
officer (LHO), local County Office of Education, and the State School Safety 
Team prior to reopening.  
The email address for submission to the State School Safety for All Team for LEAs 
in Purple Tier is:  
K12csp@cdph.ca.gov  
LEAs or equivalent in Counties with a case rate >=25/100,000 individuals can 
submit materials but cannot re-open a school until the county is below 25 cases 
per 100,000 (adjusted rate) for 5 consecutive days. 

For Local Educational Agencies (LEAs or equivalent) in ALL TIERS: 
I, _____________________________, post to the website of the local educational

agency (or equivalent) the COVID Safety Plan, which consists of two elements:
the COVID-19 Prevention Program (CPP), pursuant to CalOSHA requirements,
and this CDPH COVID-19 Guidance Checklist and accompanying documents,

Date: ___________ 

Grade Level (check all that apply) 

TK  2nd   5th  8th   11th

K  3rd   6th  9th   12th

1st   4th   7th   10th

01/29/2021

Elite Academic Academy-Luc

1

524

Meghan Freeman
43414 Business Park Dr

Temecula, Ca 59937

866-354-8302

mfreeman@eliteacademic.

San Diego

Purple

Public Charter School

■ Elite Academic Academy



which satisfies requirements for the safe reopening of schools per CDPH 
Guidance on Schools. For those seeking to open while in the Purple Tier, these 
plans have also been submitted to the local health officer (LHO) and the State 
School Safety Team.  

I confirm that reopening plan(s) address the following, consistent with guidance 
from the California Department of Public Health and the local health 
department:  

Stable group structures (where applicable): How students and staff will
be kept in stable groups with fixed membership that stay together for all
activities (e.g., instruction, lunch, recess) and minimize/avoid contact with
other groups or individuals who are not part of the stable group.

Please provide specific information regarding: 

How many students and staff will be in each planned stable, group 
structure? (If planning more than one type of group, what is the minimum 
and maximum number of students and staff in the groups?) 

_____________________________________________________________________ 

If you have departmentalized classes, how will you organize staff and 
students in stable groups? 

______________________________________________________________________ 

If you have electives, how will you prevent or minimize in-person contact for 
members of different stable groups? 

______________________________________________________________________ 

Entrance, Egress, and Movement Within the School: How movement of
students, staff, and parents will be managed to avoid close contact and/or
mixing of cohorts.

Face Coverings and Other Essential Protective Gear: How CDPH’s face
covering requirements will be satisfied and enforced for staff and students.

Health Screenings for Students and Staff: How students and staff will be
screened for symptoms of COVID-19 and how ill students or staff will be
separated from others and sent home immediately.

Healthy Hygiene Practices: The availability of handwashing stations and
hand sanitizer, and how their safe and appropriate use will be promoted
and incorporated into routines for staff and students.

N/A non-classroom based school

N/A non-classroom based school

N/A non-classroom based school



Identification and Tracing of Contacts: Actions that staff will take when
there is a confirmed case. Confirm that the school(s) have designated staff
persons to support contact tracing, such as creation and submission of lists
of exposed students and staff to the local health department and
notification of exposed persons. Each school must designate a person for
the local health department to contact about COVID-19.

Physical Distancing: How space and routines will be arranged to allow
for physical distancing of students and staff.

Please provide the planned maximum and minimum distance between 
students in classrooms.  

Maximum: _______________feet 

Minimum: ________________feet.  If this is less than 6 feet, please explain why 
it is not possible to maintain a minimum of at least 6 feet.  

______________________________________________________________________ 

Staff Training and Family Education: How staff will be trained and families
will be educated on the application and enforcement of the plan.

Testing of Staff: How school officials will ensure that students and staff
who have symptoms of COVID-19 or have been exposed to someone with
COVID-19 will be rapidly tested and what instructions they will be given
while waiting for test results. Below, please describe any planned periodic
asymptomatic staff testing cadence.

Staff asymptomatic testing cadence. Please note if testing cadence will 
differ by tier: 
_______________________________________________________________________ 

Testing of Students: How school officials will ensure that students who
have symptoms of COVID-19 or have been exposed to someone with
COVID-19 will be rapidly tested and what instructions they will be given
while waiting for test results. Below, please describe any planned periodic
asymptomatic student testing cadence.

Planned student testing cadence. Please note if testing cadence will differ 
by tier: 
_______________________________________________________________________ 

6

We are a non-classroom based school, children learn from home. Please

Not applicable, as not classroom based, and we require 10 day quarantin

Not applicable, as not classroom based, and we require 10 day quarantin



Identification and Reporting of Cases: At all times, reporting of confirmed
positive and suspected cases in students, staff and employees will be
consistent with Reporting Requirements.

Communication Plans: How the superintendent will communicate with
students, staff, and parents about cases and exposures at the school,
consistent with privacy requirements such as FERPA and HIPAA.

Consultation: (For schools not previously open) Please confirm
consultation with the following groups

Labor Organization
Name of Organization(s) and Date(s) Consulted: 

Name: ________________________________ 
Date:   ________________________________ 

Parent and Community Organizations
Name of Organization(s) and Date(s) Consulted: 

Name: ________________________________ 
Date:   ________________________________ 

If no labor organization represents staff at the school, please describe the 
process for consultation with school staff: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

For Local Educational Agencies (LEAs or equivalent) in PURPLE: 
Local Health Officer Approval: The Local Health Officer, for (state

County) _______________________________________. County has certified 
and approved the CRP on this date: __________________.  If more than  
business days have passed since the submission without input from the 
LHO, the CRP shall be deemed approved.

Additional Resources: 

Guidance on Schools  

Safe Schools for All Hub 

We never closed as a result of Covid-19. Our school specializes in 
distance learning.  We did cease all in person contact. A detailed 
Covid-19 section on our website updates stakeholders weekly. 
https://www.eliteacademic.com/resources/covid-updates/

San Diego
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School Plan for Safe Reopening 
 
School Information 

School 
Name 

School 
Administrator 

Plan 
Date 

Closure 
Date 

Planned 
Reopening Date 

Elite Academic Academy - 
Lucerne 

Meghan Freeman 01/25/2021  TBD 

 
Introduction 
The following School Plan for Safe Reopening is based on the California Department of Education’s (CDE) guidance 
publication, Stronger Together: A Guidebook for the Safe Reopening of California's Public Schools.   
 
Per CDE, this guidance was created through the statewide reopening schools task force that fostered a collaborative 
process for our educators and stakeholders to lend their important voices. Also informed by the technical assistance and 
advice of many health and safety organizations including the Centers for Disease Control, California Department of Public 
Health, California Division of Occupational Safety and Health, the intent of this document is to be a guide for the local 
discussion on safely reopening schools.   
 
Stronger Together: A Guidebook for the Safe Reopening of California's Public Schools, as well as additional guidance can 
be downloaded at https://www.cde.ca.gov/ls/he/hn/strongertogether.asp. 
 
The following checklist provides information regarding Elite Academic Academy - Lucerne’s plan for safe reopening and 
covers the following main categories: 
 
Main Categories 
Local Conditions to Guide Reopening Decisions 
Plan to Address Positive COVID-19 Cases or Community Surges 
Injury and Illness Prevention Plan 
Campus Access 
Protective Equipment 
Physical Distancing 
Cleaning/Disinfecting 
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Employee Issues 
Communication with Students, Parents, Employees, Public Health Officials, and the Community 

 



School Plan for Safe Reopening Page 3 of 22 Elite Academic Academy - Lucerne

 
Table of Contents 

School Plan for Safe Reopening ..............................................................................................................................................1 

School Information .............................................................................................................................................................1 

Introduction ........................................................................................................................................................................1 

Table of Contents ...............................................................................................................................................................3 

Local Conditions to Guide Reopening Decisions .................................................................................................................4 

Plan to Address Positive COVID-19 Cases or Community Surges .......................................................................................6 

Injury and Illness Prevention Program (IIPP) ......................................................................................................................7 

Campus Access ...................................................................................................................................................................8 

Hygiene .............................................................................................................................................................................11 

Protective Equipment .......................................................................................................................................................12 

Physical Distancing ...........................................................................................................................................................14 

Cleaning and Disinfecting .................................................................................................................................................17 

Employee Issues ...............................................................................................................................................................19 

Communication ................................................................................................................................................................21 

 



School Plan for Safe Reopening Page 4 of 22 Elite Academic Academy - Lucerne

 
Local Conditions to Guide Reopening Decisions 
 
Flexibility or Lifting of State Stay-Home Order 

Condition Met Condition Assessed 

No The state has lifted or relaxed the stay-home order to allow schools to physically reopen. 

 

Monitoring State orders weekly.  At this time the state has not lifted or relaxed the stay-home order to allow schools 
to physically reopen. 

 
Flexibility or Lifting of County Stay-Home Order 

Condition Met Condition Assessed 

No The county has lifted or relaxed the stay-home or shelter-in-place order to allow schools to physically 
reopen. 

 

Monitoring county orders weekly.  At this time the state has not lifted or relaxed the stay-home or shelter-in-place 
order to allow schools to physically reopen. 

 
Local Public Health Clearance 

Condition Met Condition Assessed 

Yes Local public health officials have made determinations, including, but not limited to, the following: 
i. Testing Availability. Consult with local public health officials to ensure adequate tests and 

tracking/tracing resources are available for schools to reopen. Employees have access to COVID-
19 testing at regular and ongoing intervals.  

ii. Sufficient duration of decline or stability of confirmed cases, hospitalizations, and deaths. 
iii. Sufficient surge capacity exists in local hospitals. 

 

Conditions have been assessed by local public health officials. 

 
Equipment Availability 

Condition Met Condition Assessed 

Yes i. Have sufficient protective equipment to comply with California Department of Public Health 
(CDPH) guidance for students and staff appropriate for each classification or duty, as well as 
relevant California Division of Occupational Safety and Health Administration (Cal/OSHA) 
requirements. 

ii. Have a plan for an ongoing supply of protective equipment. 
iii. Purchase a sufficient number of no-touch thermal scan thermometers for symptom screenings. 
iv. Consider the differing requirements of PPE/EPG for the differing populations of students with 

disabilities (i.e., for those requiring medical procedures, toileting, lifting and mobility 
assistance). 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA. 
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Cleaning Supply Availability 
Condition Met Condition Assessed 

Yes i. Have enough school-appropriate cleaning supplies to continuously disinfect the school site in 
accordance with CDPH guidance. 

ii. Ensure sufficient supplies of hand sanitizers, soap, handwashing stations, tissues, no-touch 
trash cans, and paper towels. 

 

Cleaning supplies are available in accordance to CDPH guidance. 
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Plan to Address Positive COVID-19 Cases or Community Surges 
 
Plan for Repeated Closure 

Condition Met Condition Assessed 

Not Applicable Establish a plan to close schools again for physical attendance of students, if necessary, based on 
public health guidance and in coordination with local public health officials. 

 

Because we are a non-classroom based school, with no physical attendance of students, we will not need to close. 

 
Response to Positive Tests 

Condition Met Condition Assessed 

Yes In accordance with CDPH guidance, when a student, teacher, or staff member or a member of their 
household tests positive for COVID-19 and has exposed others at the school implement the 
following steps: 
 
i. In consultation with the local public health officials, the appropriate school official may consider 

whether school closure is warranted and length of time based on the risk level within the 
specific community as determined by the local public health officer. 

ii. In accordance with standard guidance for isolation at home after close contact, the classroom 
or office where the COVID-19-positive individual was based will typically need to close 
temporarily as students or staff isolate. 

iii. Additional close contacts at school outside of a classroom should also isolate at home. 
iv. Additional areas of the school visited by the COVID-19-positive individual may also need to be 

closed temporarily for cleaning and disinfection. 
v. Develop a plan for continuity of education, medical and social services, and meal programs and 

establish alternate mechanisms for these to continue. 
 

Because we are a non-classroom based school, with no physical attendance of students, we will not need to close. We 
do, however, have a plan in place to assess risk mitigation should positive test arise in staff or student. 
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Injury and Illness Prevention Program (IIPP) 
 
Plan for Repeated Closure 

Condition Met Condition Assessed 

Yes Update the IIPP to address unique circumstances during the COVID-19 crisis and make updates 
accessible to employees and parents. 

 

We have multiple policies and protocols in place for COVID, we are currently in the process of obtaining board 
approval for our COVID addendum to our IIPP. 
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Campus Access 
Develop a plan to minimize access to campus, and limit nonessential visitors, facility use permits, and volunteers. 
 
People Showing Symptoms of COVID-19 

Condition Met Condition Assessed 

Yes Exclude any student, parent, caregiver, visitor, or staff showing symptoms of COVID-19 (reference 
CDC and CDPH guidelines for COVID-19 symptoms). Staff should discuss with the parent or caregiver 
and refer to the student’s health history form or emergency card to identify whether the student has 
a history of allergies, which would not be a reason to exclude. 

 

We are a non-classroom based school; however, we currently screen any in person visitors to our Temecula business 
office. 

 
Monitoring Staff 

Condition Met Condition Assessed 

Yes Monitor staff and students throughout the day for signs of illness. Determine any special or unique 
needs for students with disabilities related to planned district or schoolwide procedures. 

 

We are a non-classroom based school, conducting remote teaching/learning; however, we have a protocol in place 
for staff to report any signs of illness for them or their students. 
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Students Entering Campuses 
Condition Met Condition Assessed 

Not Applicable i. Passive Screening. Instruct parents to screen students before leaving for school (check 
temperature to ensure temperatures below 100.4 degrees Fahrenheit, observe for symptoms 
outlined by public health officials) and to keep students at home if they have symptoms 
consistent with COVID-19 or if they have had close contact with a person diagnosed with 
COVID-19. 

ii. Active Screening. Engage in symptom screening as students enter campus and buses, consistent 
with public health guidance, which includes visual wellness checks and temperature checks with 
no-touch thermometers (check temperature to ensure temperatures below 100.4 degrees 
Fahrenheit), and ask all students about COVID-19 symptoms within the last 24 hours and 
whether anyone in their home has had COVID-19 symptoms or a positive test. 
1. If a thermometer requiring a touch method (under the tongue or arm, forehead, etc.) is the 

only type available, it should only be used when a fever is suspected and caution is taken by 
temperature screeners, such as by wearing gloves, eye protection, and a mask. 

2. Thermometers must be properly cleaned and disinfected after each use. 
iii. All students must wash or sanitize hands as they enter campuses and buses. 
iv. Provide supervised, sufficient points of access to avoid larger gatherings. 
v. Use privacy boards or clear screens when practicable. 
vi. If a student is symptomatic while entering campus or during the school day: 

1. Students who develop symptoms of illness while at school should be separated from others 
right away, preferably isolated in an area through which others do not enter or pass. If 
more than one student is in an isolation area, ensure physical distancing. 

2. Any students or staff exhibiting symptoms should be required to immediately wear a face 
covering and wait in an isolation area until they can be transported home or to a health 
care facility. 

3. Students should remain in isolation with continued supervision and care until picked up by 
an authorized adult. 

4. Follow established guidelines for triaging students in the health office, recognizing not all 
symptoms are COVID-19 related. 

5. Advise parents of sick students that students are not to return until they have met CDC 
criteria to discontinue home isolation. 

vii. Develop a plan for if students are symptomatic when boarding the bus. 
 

We are a non-classroom based school without a campus for students. 
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Staff Entering Campuses 
Condition Met Condition Assessed 

Not Applicable i. Passive Screening. Instruct staff to self-screen before leaving for work (check temperature to 
ensure temperatures below 100.4 degrees Fahrenheit, check for symptoms outlined by public 
health officials) and to stay home if they have symptoms consistent with COVID-19 or if they 
have had close contact with a person diagnosed with COVID-19. 

ii. Active Screening. Engage in symptom screening as staff enter worksites, consistent with public 
health guidance, which includes visual wellness checks and temperature checks with no-touch 
thermometers (check temperature to ensure temperatures below 100.4 degrees Fahrenheit), 
and ask all staff about COVID-19 symptoms within the last 24 hours and whether anyone in 
their home has had COVID-19 symptoms or a positive test. 
1. If a thermometer requiring a touch method (under the tongue or arm, forehead, etc.) is the 

only type available, it should only be used when a fever is suspected. 
2. Thermometers must be properly cleaned and disinfected after each use. 

iii. All staff must wash or sanitize hands as they enter worksites. 
iv. Exclude employees who are exhibiting symptoms from the workplace. 

1. Staff members who develop symptoms of illness should be sent to medical care. Have 
emergency substitute plans in place. 

2. Create a procedure for reporting the reasons for the exclusions. 
3. Advise sick staff members not to return until they have met CDC criteria to discontinue 

home isolation. 
 

We are a non-classroom based school; however, we currently screen any in person visitors to our Temecula business 
office. 

 
Outside Visitors and Groups 

Condition Met Condition Assessed 

Yes i. Limit access to campus for parents and other visitors. 
ii. Evaluate whether and to what extent external community organizations can safely utilize the 

site and campus resources. Ensure external community organizations that use the facilities also 
follow the school’s health and safety plans and CDPH guidance. 

iii. Review facility use agreements and establish common facility protocols for all users of the 
facility. 

iv. Establish protocol for accepting deliveries safely. 
v. Charter School Co-locations 

Update facility use agreements to address unique circumstances during the COVID-19 crisis, 
ensuring that organizations that are using the same facility have agreed to the same 
understandings about how to reopen in a healthy and safe way. Establish a protocol for 
responding to site concerns regarding health and safety issues that arise during the pandemic 
that is collaborative and meets the needs of all stakeholders. 

 

We are a non-classroom based school; however, we currently screen any in person visitors to our Temecula business 
office. 

 



School Plan for Safe Reopening Page 11 of 22 Elite Academic Academy - Lucerne

 
Hygiene 
Plan to address hygiene practices to ensure personal health and safety in school facilities and vehicles. 
 
Handwashing 

Condition Met Condition Assessed 

Yes In accordance with CDPH and Cal/OSHA guidance and in consultation with local public health 
officials, develop a plan for handwashing that includes: 
i. Providing opportunities for students and staff to meet handwashing frequency guidance. 
ii. Ensuring sufficient access to handwashing and sanitizer stations. Consider portable 

handwashing stations throughout a site and near classrooms to minimize movement and 
congregations in bathrooms to the extent possible. 

iii. Ensuring fragrance-free hand sanitizer (with a minimum of 60 percent alcohol) is available and 
supervised at or near all workstations and on buses. Children under age nine should use hand 
sanitizer under adult supervision. Call Poison Control if consumed: 1-800-222-1222. Note: 
frequent handwashing is more effective than the use of hand sanitizers. 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including hand sanitizer, gloves, masks, shields, etc.) in compliance with the CDPH, 
and Cal/OSHA.  We also have policies in place regarding handwashing and the appropriate way to wear PPE. 

 
Training of Proper Handwashing Techniques and PPE/EPG Use 

Condition Met Condition Assessed 

Yes Train staff and students on proper handwashing techniques and PPE/EPG use, including the 
following: 
i. Scrub with soap for at least 20 seconds or use hand sanitizer if soap and water are not 

accessible. Staff and students should use paper towels (or single use cloth towels) to dry hands 
thoroughly. 

ii. Wash hands when: arriving and leaving home; arriving at and leaving school; after playing 
outside; after having close contact with others; after using shared surfaces or tools; before and 
after using restroom; after blowing nose, coughing, and sneezing; and before and after eating 
and preparing foods. 

iii. CDC guidance on proper PPE use. 
 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA.  
We also have policies in place regarding handwashing and the appropriate way to wear PPE. 

 
Training for Face and Nose Covering 

Condition Met Condition Assessed 

Yes Teach staff and students to: 
i. Use tissue to wipe the nose and cough and sneeze inside the tissue. 
ii. Not touch the face or face covering. 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA.  
We also have policies in place regarding handwashing and the appropriate way to wear PPE. 
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Protective Equipment 
Plan to address protective equipment needs to ensure personal health and safety in school facilities and vehicles. 
 
PPE Training 

Condition Met Condition Assessed 

Yes According to CDC guidance: 
i. Training and information should be provided to staff and students on proper use, removal, and 

washing of cloth face coverings. 
ii. Face coverings are not recommended for anyone who has trouble breathing or is unconscious, 

incapacitated, or otherwise unable to remove the covering without assistance. LEAs should 
make reasonable accommodations such as a face shield with a cloth drape for those who are 
unable to wear face coverings for medical reasons. Per Cal/OSHA, considerations for face 
shields should include a cloth drape attached across the bottom and tucked into shirt. 

iii. Cloth face coverings are meant to protect other people in case the wearer is unknowingly infected 
(many people carry COVID-19 but do not have symptoms). Cloth face coverings are not surgical 
masks, respirators, or personal protective equipment. 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA. 

 
Staff Protective Equipment 

Condition Met Condition Assessed 

Yes i. As recommended by the CDC, all staff should wear face coverings. Per CDPH guidance, teachers 
could use face shields, which enable students to see their faces and to avoid potential barriers 
to phonological instruction. 

ii. Provide masks if the employee does not have a clean face covering. 
iii. Provide other protective equipment, as appropriate for work assignments. 

1. For employees engaging in symptom screening, provide surgical masks, face shields, and 
disposable gloves. 

2. For front office and food service employees, provide face coverings and disposable gloves. 
3. For custodial staff, provide equipment and PPE for cleaning and disinfecting, including: 

A. For regular surface cleaning, provide gloves appropriate for all cleaning and disinfecting. 
B. Classified staff engaged in deep cleaning and disinfecting should be equipped with 

proper PPE for COVID-19 disinfection (disposable gown, gloves, eye protection, and 
mask or respirator) in addition to PPE as required by product instructions. All products 
must be kept out of children’s reach and stored in a space with restricted access. 

C. Cal/OSHA requires that PPE be provided and worn to effectively protect employees 
from the hazards of the cleaning products used and training be provided to staff on the 
hazards of chemicals. 

 

PPE has been provided at no charge to all employees and will continue to be for the duration of their employement. 
Our corporate offices are professionally cleaned weekly. 
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Student Protective Equipment 
Condition Met Condition Assessed 

Yes i. Students should use cloth face coverings, especially in circumstances when physical distancing 
cannot be maintained. If an LEA requires students to wear face coverings, then the LEA must 
provide face coverings to be used. Consider how the LEA will address students with disabilities 
who refuse or are not able to wear masks. At a minimum, face coverings should be worn: 
1. While waiting to enter the school campus. 
2. While on school grounds (except when eating or drinking). 
3. While leaving school. 
4. While on a school bus. 

Driver has access to surplus masks to provide to students who are symptomatic on the bus. 
 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA. 
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Physical Distancing 
Plan to meet physical distancing standards in school facilities and vehicles. Clearly define how staff can honor physical 
distancing recommendations, yet meet student medical, personal, or support needs. Determine how adequate space 
and facilities will be utilized to maintain health and safety of students and staff, especially when tending to individual 
student medical or personal needs. 
 
Plan to Limit the Number of Persons in Campus Spaces 

Condition Met Condition Assessed 

Not Applicable Plan to limit the number of people in all campus spaces to the number that can be reasonably 
accommodated while maintaining a minimum of 6 feet of distance between individuals. (6 feet is the 
current minimum recommendation for physical distancing from the CDC, but it is important to pay 
attention to future modifications in public health recommendations.) 

 

Because we are a non-classroom based school, with no physical attendance of students, we do not have campuses. 

 
Creating Smaller Student/Educator Cohorts & Minimizing Movement 

Condition Met Condition Assessed 

Not Applicable To the extent possible, and as recommended by the CDC, attempt to create smaller student/ educator 
cohorts to minimize the mixing of student groups throughout the day. Minimize movement of 
students, educators, and staff as much as possible. 

 

Because we are a non-classroom based school, with no physical attendance of students, we do not have campuses 
where students congregate. 

 
Alternative to Physical Distancing 

Condition Met Condition Assessed 

Not Applicable In a circumstance where sufficient physical distancing is difficult or impossible, such as when students 
enter or exit a school bus in proximity to the bus driver, all individuals, including staff and students, 
should wear face coverings that cover the mouth and nose consistent with public health guidance. 
To be clear, face coverings are not a replacement for physical distancing, but they should be used to 
mitigate virus spread when physical distancing is not feasible. 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA. 

 
Student Physical Distancing 

Condition Met Condition Assessed 

Not Applicable LEAs should plan to: 
i. Limit number of students physically reporting to school, if needed to maintain physical 

distancing. 
1. Determine student and staff capacity of each school meeting 6-foot physical distancing 

objectives. 
2. Consider various strategies outlined in the Instructional Program Models in the guidance 

document, such as early/late start times and blended learning models. 
ii. The CDC recommends virtual activities in lieu of field trips and intergroup events. 
iii. Post signage and install barriers to direct traffic around campus. 
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iv. Buses 
1. Determine maximum capacity for students of each vehicle while meeting 6-foot physical 

distancing objectives. 
2. Create a plan for seating based on maximum capacity determined above, and develop a 

plan for bus routes that accommodates the capacity limitations. Mark or block seats that 
must be left vacant. Sample seating options: 
A. Option 1: Seat one student to a bench on both sides of the bus, skipping every other 

row. 
B. Option 2: Seat one student to a bench, alternating rows on each side to create a zigzag 

pattern on the bus. 
3. Instruct students and parents to maintain 6-foot distancing at bus stops and while loading 

and unloading. 
4. Seat students from the rear of the bus forward to prevent students from walking past each 

other. To prevent students from walking past one another, afternoon runs should be 
boarded based on the order in which students will be dropped off. (Students who get off 
first should board last and sit in the front.) 

5. Students and staff should wear face coverings at bus stops and on buses. 
v. Playgrounds/Outside Spaces/Athletics 

1. Increase supervision to ensure physical distancing. 
2. Physical education (PE) and intramural/interscholastic athletics should be limited to 

activities that do not involve physical contact with other students or equipment until 
advised otherwise by state/local public health officials. 

vi. Classrooms 
1. Determine maximum capacity for students of each classroom while meeting 6-foot physical 

distancing objectives. 
2. In accordance with CDC and CDPH guidance, ensure desks are a minimum of 6 feet apart 

and arrange desks in a way that minimizes face-to-face contact. 
3. If necessary, utilize other campus spaces for instructional activities (e.g., lecture halls, gyms, 

auditoriums, cafeterias, outdoors). 
4. If necessary, broadcast to other classrooms and students distance learning at home. 
5. Increase staffing to ensure physical distancing for younger students and students with 

special needs. 
6. Arrange developmentally appropriate activities for smaller group activities and rearrange 

furniture and play spaces to maintain separation, when possible. 
7. Address physical distancing objectives as students move between classrooms. 
8. Address potential issues from physical distancing rules that could result in unintended 

segregation of students with disabilities on campuses away from peers without disabilities. 
vii. Food Service 

1. Consider strategies to limit physical interaction during meal preparation and meal service 
(e.g., serving meals in classrooms, increasing meal service access points, staggering 
cafeteria use). 

2. Suspend use of share tables and self-service buffets for food and condiments. 
3. Install physical barriers, such as sneeze guards and partitions, at point of sale and other 

areas where maintaining physical distance of 6 feet is difficult. 
4. With an approved National School Lunch Program waiver, offer meal delivery for students 

quarantined or in a home-based cohort. 
5. If providing meal service in classrooms, plan for cleaning and trash removal. 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA. 
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Staff Physical Distancing 
Condition Met Condition Assessed 

Yes i. Develop a plan that ensures physical distancing among staff in their work environment to 
reduce spread of the virus that includes: 
1. Avoiding staff congregation in work environments, break rooms, staff rooms, and 

bathrooms. 
2. Avoiding grouping staff together for training or staff development. Consider conducting the 

training virtually or, if in-person, ensure distancing is maintained. 
ii. Adjust staff schedules (through negotiations) to accommodate new student schedules and 

physical distancing strategies. 
iii. In accordance with Cal/OSHA regulations and guidance, evaluate all workspaces to ensure that 

employees can maintain physical distancing to the extent possible. 
1. Where possible, rearrange workspaces to incorporate a minimum of 6 feet between 

employees and students. 
2. If physical distancing between workspaces or between employees and students and visitors 

is not possible, add physical barriers that cannot be moved to separate workspaces. 
 

Staff works remotely where possible and any remaining staff has had their schedules adjusted for a rotating, socially 
distanced schedule. 
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Cleaning and Disinfecting 
Plan to meet cleanliness and disinfecting standards in school facilities and vehicles. 
 
Overall Cleanliness Standards 

Condition Met Condition Assessed 

Not Applicable Schools must meet high cleanliness standards prior to reopening and maintain a high level during the 
school year. 

 

Because we are a non-classroom based school, with no physical attendance of students, we do not have campuses. 
We do have approved plans in place for our office spaces. 

 
Sharing Avoidance 

Condition Met Condition Assessed 

Yes In accordance with CDC guidance, avoid sharing of electronic devices, toys, books, and other games 
or learning aids. 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA. 

 
Items Difficult to Clean and Sanitize 

Condition Met Condition Assessed 

Yes Limit stuffed animals and any other toys that are difficult to clean and sanitize. 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA. 

 
Safe Use of Disinfectants 

Condition Met Condition Assessed 

Yes In accordance with CDC and California Department of Pesticide Regulation (CDPR) guidance, and in 
consultation with local public health officials, develop a plan that includes: 
i. A safe and correct application of disinfectants using personal protective equipment and 

ventilation recommended for cleaning. 
ii. Disinfecting surfaces between uses, such as: 

1. Desks and tables 
2. Chairs 
3. Seats on bus 
4. Keyboards, phones, headsets, copy machines 

iii. Disinfecting frequently—at least daily—high-touch surfaces, such as: 
1. Door handles 
2. Handrails 
3. Drinking fountains 
4. Sink handles 
5. Restroom surfaces 
6. Toys, games, art supplies, instructional materials 
7. Playground equipment 
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iv. When choosing disinfecting products, using those approved for use against COVID-19 on the 
Environmental Protection Agency (EPA) List N: Disinfectants for Use Against SARS-CoV-2 and 
follow product instructions. 
1. To reduce the risk of asthma related to disinfecting, programs should aim to select 

disinfectant products on the EPA List N with asthma-safer ingredients (hydrogen peroxide, 
citric acid, or lactic acid). 

2. Avoid products that mix these ingredients with peroxyacetic acid, sodium hypochlorite 
(bleach), or quaternary ammonium compounds, which can cause asthma. 

3. Use disinfectants labeled to be effective against emerging viral pathogens, following label 
directions for appropriate dilution rates and contact times. 

v. When cleaning, airing out the space before children arrive. Plan to do thorough cleaning when 
children are not present. 

vi. Closing off areas used by any sick person and not using before cleaning and disinfection. To 
reduce risk of exposure, wait 24 hours before cleaning and disinfecting. If it is not possible to 
wait 24 hours, wait as long as possible. 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA. 

 
Plan for Adequate Outdoor Air Circulation 

Condition Met Condition Assessed 

Yes In accordance with CDC guidance, ensure that ventilation systems and fans operate properly and 
increase circulation of outdoor air as much as possible by opening windows and doors and other 
methods. Do not open windows and doors if doing so poses a safety or health risk to children using 
the facility (for example, allowing pollen in or exacerbating asthma symptoms). Maximize central air 
filtration for heating, ventilation, and air conditioning (HVAC) systems (targeted filter rating of at least 
MERV 13). 

 

Although we are a non-classroom based school, if our staff were to meet with students, in the future, we have 
sufficient protective equipment (including gloves, masks, shields, etc.) in compliance with the CDPH, and Cal/OSHA. 

 
Safe Water Systems and Features 

Condition Met Condition Assessed 

Not Applicable Take steps to ensure that all water systems and features (e.g., drinking fountains, decorative 
fountains) are safe to use after a prolonged facility shutdown to minimize the risk of Legionnaires’ 
disease and other diseases associated with water. 

 

Because we are a non-classroom based school, with no physical attendance of students, we do not have campuses 
with water fountains. 

 
Handling Student Belongings 

Condition Met Condition Assessed 

Not Applicable Keep each child’s belongings separated and in an individually labeled storage container, cubby, or 
area. Send belongings home each day to be cleaned. 

 

Because we are a non-classroom based school, with no physical attendance of students, we do not have campuses 
where students congregate. 
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Employee Issues 
Engage employees on COVID-19 plans and provide necessary training and accommodations. 
 
Revisit existing bargaining agreement. 

Condition Met Condition Assessed 

Not Applicable i. Engage the exclusive representatives of labor groups and work collaboratively in tailoring 
bargaining agreements to address the relevant employee issues in this checklist. Ideally, these 
are matters that would be resolved as part of the reopening planning process and prior to 
school starting so as to provide clarity for reopening. 

ii. Create a plan for future bargaining that may be necessary as additional issues arise. 
 

Because we are a non-classroom based school, we do not have labor groups that we engage with. 

 
Staffing Ratios 

Condition Met Condition Assessed 

Yes i. Ensure staffing levels are sufficient to meet unique facility cleanliness, physical distancing, 
student learning, and health and safety needs to address COVID-19. 

ii. Consider rolling staff cohorts to meet needs and avoid overwork. 
 

We have plans in place for rolling staff cohorts to maintain compliance with local and state guidelines. 

 
Staff Training 

Condition Met Condition Assessed 

Yes Develop and provide staff training or utilize state-provided training on: 
i. Disinfecting frequency and tools and chemicals used in accordance with the Healthy Schools 

Act, CDPR guidance, and Cal/OSHA regulations. For staff who use hazardous chemicals for 
cleaning, specialized training is required. 

ii. Physical distancing of staff and students. 
iii. Symptom screening, including temperature checks. 
iv. Updates to the Injury and Illness Prevention Program (IIPP). 
v. State and local health standards and recommendations, including, but not limited to, the 

following: 
1. Proper use of protective equipment, including information on limitations of some face 

coverings that do not protect the wearer and are not PPE but can help protect people 
near the wearer. Face coverings do not replace the need for physical distancing and 
frequent handwashing. Cloth face coverings are most essential when physical distancing 
is not possible. Also include training on removal and washing of cloth face coverings. 

2. Cough and sneeze etiquette. 
3. Keeping one’s hands away from one’s face. 
4. Frequent handwashing and proper technique. 
5. Confidentiality around health recording and reporting. 

vi. Training for school health staff on clinical manifestations of COVID-19, pediatric 
presentations, and CDC transmission-based precautions. 

vii. Training on trauma-informed practices and suicide prevention. 
 

Health Screenings are conducted at the beginning of all shifts for any employee who may need to work in person. 
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Staff Liaison 
Condition Met Condition Assessed 

Yes Designate a staff liaison or liaisons to be responsible for responding to COVID-19 concerns. 
Employees should know who they are and how to contact them. 

 

Staff liaisons have been designated via our IIPP plan. 

 
Reasonable Accommodations 

Condition Met Condition Assessed 

Yes i. Protect and support staff who are at higher risk for severe illness (medical conditions that the 
CDC says may have increased risks) or who cannot safely distance from household contacts at 
higher risk by providing options such as telework or negotiated change in classification or 
duties. 

ii. If reasonable accommodations are not practicable, the LEA should work with the employee to 
develop a flexible leave plan that endeavors to avoid exhausting the employee’s earned leave. 

 

Staff have been approved for remote work at any time deemed necessary by Administration or staff member 
themselves. All possible accommodations will be made to ensure this is done effectively. 
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Communication 
 
Stakeholder Engagement 

Condition Met Condition Assessed 

Yes School leaders should engage stakeholders, including families, staff, and labor partners in the school 
community, to formulate and implement the plans in this checklist. 

 

Although we are a non-classroom based school, our stakeholders, families, and staff are routinely informed of our 
policies and guidelines via our website, email correspondence, meetings, etc. 

 
Communicating COVID-19-related Protocols 

Condition Met Condition Assessed 

Yes Communicate to staff, students, and parents about new, COVID-19-related protocols, including: 
i. Proper use of PPE/EPG. 
ii. Cleanliness and disinfection. 
iii. Transmission prevention. 
iv. Guidelines for families about when to keep students home from school. 
v. Systems for self-reporting symptoms. 
vi. Criteria and plan to close schools again for physical attendance of students. 

 

We routinely communicate with staff, students, and parents about new COVID related protocols, via our website, 
emails, meetings, etc. 

 
Communication for Vulnerable Members of the School Community 

Condition Met Condition Assessed 

Yes Target communication for vulnerable members of the school community. 

 

We target communication for vulnerable members of the school community via individualized personalized emails. 

 
Communication Plan for Positive COVID-19 Case 

Condition Met Condition Assessed 

Yes Create a communications plan for if a school has a positive COVID-19 case. 
i. Address the school’s role in documenting, reporting, tracking, and tracing infections in 

coordination with public health officials. 
ii. Notify staff and families immediately of any possible cases of COVID-19. Review legal 

responsibilities and privacy rights for communicating about cases of the virus. 
iii. Provide guidance to parents, teachers, and staff reminding them of the importance of 

community physical distancing measures while a school is closed, including discouraging 
students or staff from gathering elsewhere. 

iv. Provide information to parents regarding labor laws, Disability Insurance, Paid Family Leave, 
and Unemployment Insurance. 

v. Advise sick staff members and children not to return until they have met CDC criteria to 
discontinue home isolation. 

vi. Inform those who have had close contact with a person diagnosed with COVID-19 to stay home 
and self-monitor for symptoms and to follow CDC guidance if symptoms develop. If a person 
does not have symptoms follow appropriate CDC guidance for home isolation. 



School Plan for Safe Reopening Page 22 of 22 Elite Academic Academy - Lucerne

 

We have a communication plan in place for any positive cases; including HR documentation and contract with families 
to provide support. 



1 

Title I, Part A Single-School LEA  
Parent and Family Engagement Policy 

 

Elite Academic Academy (EAA), in conjunction with parents and family, have developed 
and mutually agreed upon, a written parent and family engagement district-level policy 
that meet the requirements of ESSA Section 1116[a][2] and school-level policy 
requirements (ESSA sections 1116[b] and [c]). The policy is distributed annually to Elite 
parents and family members of children served under Title I, Part A. 

Describe how parents and family members are involved in the development of the Title 
I, Part A parent and family engagement policy (ESSA Section 1116[a][2]): 

Input is gathered through a variety of means. Parent Intake Surveys are conducted to 
identify needs and concerns, as well as monitor school culture. The results of these surveys, 
plus information gathered during LCAP Community Forums are reviewed during parent advisory 
committee meetings and discussion forums to develop the parent and family engagement 
policy.  

EAA provides coordination, technical assistance, and other support necessary to assist and 
build the capacity of all staff within the LEA in planning and implementing effective parent and 
family involvement activities to improve student academic achievement and school 
performance. 

 

Describe how parents and family members will be involved in the development of the 
LEA Plan and support and improvement plans under ESSA Section 1111(d)(1-2) (ESSA 
Section 1116[a][2][A]): 

In carrying out the Title I, Part A parent and family engagement requirements to the 
extent practicable, EAA provides full opportunities for the informed participation of 
parents (including parents with limited English proficiency, limited literacy, disabilities, of 
migratory children, who are economically disadvantaged, or are of any racial or ethnic 
minority background), including providing information and school reports required under 
Section 1111 of the ESSA in an understandable and uniform format including alternative 
formats upon request and, to the extent practicable, in a language parents understand.  

The LEA Plan and all supporting policy is distributed to families through the annual 
notification, student-parent handbooks, and posted on the school’s website.  

Describe how the LEA provides the coordination, technical assistance, and other 
support necessary to assist and build the capacity of all participating schools within the 
LEA in planning and implementing effective parent and family involvement activities to 
improve student academic achievement and school performance, and how this may 
include meaningful consultation with employers, business leaders, and philanthropic 
organizations, or individuals with expertise in effectively engaging parents and family 
members in education (ESSA Section 1116[a][2][B]): 
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EAA works collaboratively with academy administrators to plan and implement parent 
and family engagement activities. A Marketing Coordinator provides support to plan and 
coordinate activities that support student academic achievement and performance. 
Teacher-directed events include themes such as exercise, creative writing, choir, college and 
career guest speakers, and outdoor adventures. In partnership with business leaders, 
educational outreach organizations, and philanthropic organizations, EAA provides opportunities 
for students to learn through experiences from the National Museum of Computing, CA State 
Parks, Holocaust Museum, YouSchool, and many others. EAA staff also facilitate student-run 
clubs which allows students to showcase their talents, work on public speaking, gain real-world 
experience and connect with other students.  

 

Describe how the LEA coordinates or integrates parent and family engagement 
strategies with other relevant federal, state, local laws, and programs (ESSA Section 
1116[a[[2][C]): 

EAA includes a goal about improving family engagement in the Local Control and 
Accountability Plan (LCAP). This goal includes actions, services, and expenditures 
addressing family engagement, including meaningful participation and opportunities to 
provide input on decisions. Actions and strategies are also included in the LCAP 
Federal Addendum.  

EAA’s webpage, “Helping Families Soar,” is dedicated to EAA family engagement and 
wellness by providing videos and worksheets from the YouSchool that equip parents with 
information to help their children build meaningful lives. At-home exercise regimens are also 
included. Video recordings of previous parent workshops and community partner events are 
archived on the website for anytime access.  

EAA also hosts monthly parent workshops which have included topics such as Homeschool 
strategies; technology tips; and academic supports. These are planned based on feedback 
received from EAA families. 

 

Describe how the LEA will conduct, with meaningful involvement of parents and family 
members, an annual evaluation of the content and effectiveness of this Policy on 
improving academic quality of all schools served under Title I, Part A (ESSA Section 
1116[a][2][D]): 

EAA conducts two parent/family member surveys annually to gather feedback about 
school culture, student and family needs/concerns, and areas of improvement for the 
LCAP, the LCAP Federal Addendum, as well as school goals and actions. Stakeholder 
feedback is also gathered at schoolwide parent meetings, school parent advisory 
committee meetings, individual and group ELPAC meetings, and through other means. 
All information gathered is used to revise the district’s LCAP and the LCAP Federal 
Addendum.  

Describe how the LEA includes the following in the annual evaluation of the Title I, Part 
A parent and family engagement policy: identify barriers to greater participation by 
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parents in activities authorized by this section (with particular attention to parents who 
are economically disadvantaged, are disabled, have limited English proficiency, have 
limited literacy, or are of any racial or ethnic minority background); identify the needs of 
parents and family members to assist with the learning of their children, including 
engaging with school personnel and teachers; and identify strategies to support 
successful school and family interactions (ESSA Section 1116[a][2][D][i-iii]): 

EAA annually gathers input and feedback from stakeholders through the LCAP survey, 
discussion forums, as well as parent advisory committees to evaluate the effectiveness 
of the parent and family engagement policy. Barriers are identified through this process 
and actions put into address the needs of families, such as holding meetings at different 
times and ensuring information is provided in a language and format easily understood 
by families. A weekly schoolwide newsletters provides student, parent and family events for 
the following week. By sending the newsletter through a third-party service, families can receive 
it on any device and in their preferred language. The At Promise department sets up individual 
meetings to introduce our Literacy Program for students and parents, and weekly updates on 
students progress are provided to the parents and students teachers. 

Describe how the LEA will use the findings of such evaluation ESSA Section 
1116(a)(2)(D)(i-iii) to designed evidence based strategies for more effective parental 
involvement and to revise, if necessary, the parent and family engagement policy 
(ESSA Section 1116[a][2][E]): 

The results of the evaluation are used to design evidence-based strategies to improve 
family engagement, and revise the parent and family engagement policy, as needed.  

EA will use the findings of such evaluation to design evidence-based strategies for more 
effective parental involvement and to revise, if necessary, the parent and family 
engagement policies. This includes using research-based strategies in addition to our 
internal evaluations in order to implement better practices. These will then be provided 
to parents and students in a variety of means, such as workshops, reading materials, 
and interactive videos. 

Describe how the LEA involves parents in the activities of the schools served under Title 
I, Part A, which may include establishing a parent advisory board comprised of a 
sufficient number and representative group of parents or family members served by the 
LEA to adequately represent the needs of the population served by the LEA for the 
purposes of developing, revising, and reviewing the parent and family engagement 
policy (ESSA Section 1116[a][2][F]): 

Leadership staff work collaboratively with academy administrators and the Marketing 
Coordinator to plan and implement parent and family engagement activities based on 
survey feedback. Activities are then shared with families through newsletters, phone 
calls, and social media to maximize participation. 

EAA asks Title 1 family members to serve on the Parent Advisory Committee (PAC). 
The PAC reviews the results of the annual evaluation and input from stakeholders and 
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using this information to develop, revise, and review the parent and family engagement 
policy.  

Describe how parents and family members of participating children in Title I, Part A 
programs are involved in jointly developing, distributing to, a written school parent and 
family engagement policy, agreed upon by such parents for carrying out the 
requirements in ESSA Section 1116(c) through (f) (ESSA Section 1116[b][1]): 

EAA asks Title 1 family members to serve on the Parent Advisory Committee (PAC). 
The PAC reviews the results of the annual evaluation and input from stakeholders and 
using this information to develop, revise, and review the parent and family engagement 
policy. Our policy is distributed to parents via phone calls by translators, webinars and 
individual meetings with the At Promise department. 

Describe how parents and family members of participating children in Title I, Part A 
programs, may amend a parent and family engagement school policy that applies to all 
parents and family members, if necessary, to meet the requirements (ESSA Section 
1116[b][2]): 

The PAC reviews the results of the annual evaluation and input from stakeholders and 
using this information develops, revises, and reviews the parent and family engagement 
policy. Should an amendment be needed, the PAC will propose the amendment for 
approval by the CEO.  

 

Describe how the LEA involved has a school district-level parent and family 
engagement policy that applies to all parents and family members in all schools served 
by the LEA, and how the LEA may amend that policy, if necessary to meet the 
requirements (ESSA Section 1116[b][3]): 

N/A we are one in the same 

Describe how parents and family members of children participating in Title I, Part A 
programs can, if they find that the plan under ESSA Section 1112 is not satisfactory to 
the parents and family members, and the LEA shall submit the parent comments with 
the plan when the LEA submits the plan to the State (ESSA Section 1116[b][4]): 

If the LEA plan for Title I, Part A, developed under section 1112 of the ESEA, is not 
satisfactory to the parents of participating children, their concerns will be shared with the 
Chief Executive Officer, who will then submit those comments with the plan when the 
LEA submits the plan to the State. 

Describe how the school served by Title I, Part A funds holds an annual meeting, at a 
convenient time, to which all parents and family members of participating children shall 
be invited and encouraged to attend, to inform parents of their school’s participation 
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under Title I, Part A and to explain the requirements and the rights of the parents to be 
involved (ESSA Section 1116[c][1]): 

EAA holds an annual meeting to inform parents of the school’s participation in Title I, 
Part A programs, and to explain the Title I, Part A requirements, and the right of parents 
to be involved in Title I, Part A programs. EAA will invite all parents of children 
participating in Title I, Part A programs (participating students), and will encourage them 
to attend. 

As a non-classroom based school our meetings are held virtually via Zoom. They are 
recorded and posted on our website for viewing at any time. Along with the recording a 
form is provided so that comments can still be submitted by parents and family 
members. Notice of these meetings is provided in advance through the schoolwide 
newsletter as well as through personal outreach of the At Promise Department. 

 

Describe the steps that the school takes to offer a flexible number of meetings, such as 
meetings in the morning, afternoon, evening or other ways and may provide, with funds 
provided under Title I, Part A, for transportation, child care, or home visits, as such 
services relate to parental involvement (ESSA Section 1116[c][2]): 

As a non-classroom based school our meetings are held virtually via Zoom. The 
meeting is convened at a convenient time to parents, with a flexible number of 
additional parental involvement meetings, such as in the morning or evening, so that as 
many parents as possible are able to attend. Meetings are recorded and posted on our 
website for viewing at any time. Along with the recording a form is provided so that 
comments can still be submitted by parents and family members.  

Describe how parents and family members of participating children are involved, and in 
an organized, ongoing, and timely way, in the planning, review, and improvement of 
programs under Title I, Part A, including the planning, review, and improvement of the 
school parent and family engagement policy and the joint development of schoolwide 
program plan under ESSA Section 1114(b), except that if a school has in place a 
process for involving parents in the joint planning and design of the school’s programs, 
the school may use that process, if such process includes an adequate representation 
of parents of participating children (ESSA Section 1116[c][3]): 

The At Promise Department will provide opportunities for regular meetings for parents to 
formulate suggestions, and to participate, as appropriate, in decisions about the 
education of their children. This, in addition to the annual surveys, school meetings, 
district and school parent advisory committee meetings, and School Site Council 
meetings, will serve to inform the needs of the population served for the purposes of 
developing, revising, and reviewing the parent and family engagement policy.  

Describe how the school is providing parents and family members of participating 
children of Title I, Part A programs: timely information about programs under Title I, Part 
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A; a description and explanation of the curriculum in use at the school, the forms of 
academic assessment used to measure student progress, and the achievement levels 
of the challenging State academic standards; and if requested by parents, opportunities 
for regular meetings to formulate suggestions and to participate, as appropriate, in 
decisions relating to the education of their children, and respond to any such 
suggestions as soon as practicably possible (ESSA Section 1116[c][4][A-C]) 

Each academy within EAA offers parent and family engagement activities to assist families with 
supporting learning at home. Information and resources are shared with families at parent 
information nights, Literacy and Math nights, parent-teacher conferences, parent workshops, as 
well as on the website and materials sent home. Webinars are recorded and posted on our 
website so families can view at any time. Regular teacher meetings are scheduled with students 
and parents to go over curriculum and needs of the student to be successful in school.  

Describe how the schoolwide program plan, ESSA Section 1114(b) is not satisfactory to 
the parents of participating children in Title I, Part A programs, submitting any parent 
comments on the plan when the school makes the plan available to the LEA (ESSA 
Section 1116[c][5]): 

The plan we have in place is satisfactory to the parents. The parents know they can 
reach out to EAA with any questions. All departments are listed on our website for easy 
access. Also, students and parents meet with their teachers weekly to go over 
coursework as well as answer any questions that may arise. 

Elite Academic Academy Title I, Part A School Parent and Family Engagement Policy 
was developed jointly and agreed on with parents and family members of children 
participating in Title I, Part A programs on (Insert Date). The School will distribute the 
policy to all parents and family members of participating Title I, Part A students annually 
on or before 12/1/2020 

Megan Freeman 

Name and Title of Authorized Official 

CEO  

Signature of Authorized Official 

 

Date 

California Department of Education 
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May 2020 
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Elite Academic Academy - Lucerne 

School Accountability Report Card 

Reported Using Data from the 2019-2020 School Year 

Published During 2020-2021 
 

 
By February 1 of each year, every school in California is required by state law to publish a School Accountability Report 
Card (SARC). The SARC contains information about the condition and performance of each California public school. Under 
the Local Control Funding Formula (LCFF) all local educational agencies (LEAs) are required to prepare a Local Control and 
Accountability Plan (LCAP), which describes how they intend to meet annual school-specific goals for all pupils, with 
specific activities to address state and local priorities. Additionally, data reported in an LCAP is to be consistent with data 
reported in the SARC. 
 

• For more information about SARC requirements and access to prior year reports, see the California Department 
of Education (CDE) SARC web page at https://www.cde.ca.gov/ta/ac/sa/. 

• For more information about the LCFF or the LCAP, see the CDE LCFF webpage at 
https://www.cde.ca.gov/fg/aa/lc/. 

• For additional information about the school, parents/guardians and community members should contact the 
school principal or the district office. 

 
DataQuest 
DataQuest is an online data tool located on the CDE DataQuest web page at https://dq.cde.ca.gov/dataquest/ that 
contains additional information about this school and comparisons of the school to the district and the county. Specifically, 
DataQuest is a dynamic system that provides reports for accountability (e.g., test data, enrollment, high school graduates, 
dropouts, course enrollments, staffing, and data regarding English learners). 
 
California School Dashboard 
The California School Dashboard (Dashboard) https://www.caschooldashboard.org/ reflects California’s new 
accountability and continuous improvement system and provides information about how LEAs and schools are meeting 
the needs of California’s diverse student population. The Dashboard contains reports that display the performance of 
LEAs, schools, and student groups on a set of state and local measures to assist in identifying strengths, challenges, and 
areas in need of improvement. 
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About This School 
 
School Contact Information (School Year 2020-2021) 

Entity Contact Information 
School Name Elite Academic Academy - Lucerne 
Street 43414 Business Park Dr. 
City, State, Zip Temecula, CA 92590 
Phone Number (866) 354-8302 Ext. 704 
Principal Meghan Freeman 
Email Address mfreeman@eliteacademic.com 
Website http://www.eliteacademic.com/ 
County-District-School (CDS) Code 36750510136960 

 
District Contact Information (School Year 2020-2021) 

Entity Contact Information 
District Name Elite Academic Academy-Lucerne 
Phone Number 18663548302 
Superintendent Meghan Freeman 
Email Address mfreeman@eliteacademic.com 
Website https://www.eliteacademic.com/ 

 
 
School Description and Mission Statement (School Year 2020-2021) 

 
Mission 
Elite Academic Academy is committed to pursuing and maintaining educational excellence and unparalleled flexibility to 
achieve academic distinction in an independent study platform. 
 
Vision 
Elite Academic Academy harnesses the power of flexible learning environments to provide a superior education for our 
students. Working with all stakeholders, we create an individualized learning environment designed to enable each 
student to gain the skills necessary to achieve their long-term educational, professional, and personal goals and dreams. 
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Student Enrollment by Grade Level (School Year 2019-2020) 
Grade Level Number of Students 

Kindergarten 10        
Grade 1 11        
Grade 2 7        
Grade 3 9        
Grade 4 3        
Grade 5 4        
Grade 6 18        
Grade 7 34        
Grade 8 61        
Ungraded Elementary 0        
Grade 9 21        
Grade 10 29        
Grade 11 46        
Grade 12 38        
Ungraded Secondary 0        
Total Enrollment 291        

 
Student Enrollment by Student Group (School Year 2019-2020) 

Student Group Percent of Total Enrollment 

Black or African American 14.1        
Asian 1.4        
Hispanic or Latino 49.5        
Native Hawaiian or Pacific Islander .3        
White 25.4        
Two or More Races 8.2        
Socioeconomically Disadvantaged 61.9        
English Learners 3.8        
Students with Disabilities 10        
Foster Youth .3        
Homeless 2.1        
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A. Conditions of Learning 
 
State Priority: Basic 
The SARC provides the following information relevant to the State priority: Basic (Priority 1): 
 

• Degree to which teachers are appropriately assigned and fully credentialed in the subject area and for the pupils 
they are teaching; 

• Pupils have access to standards-aligned instructional materials; and 
• School facilities are maintained in good repair 

 
Teacher Credentials 

Teachers School 
2018-19 

School 
2019-20 

School 
2020-21 

District 
2020-21 

With Full Credential 22 28.5 34  
Without Full Credential 2 2 1  
Teaching Outside Subject Area of Competence (with full credential) 0 0 0  

 
Teacher Misassignments and Vacant Teacher Positions 

Indicator 2018-19 2019-20 2020-21 
Misassignments of Teachers of English Learners 0 0 0 
Total Teacher Misassignments* 0 0 0 
Vacant Teacher Positions 0 0 0 

Note: “Misassignments” refers to the number of positions filled by teachers who lack legal authorization to teach that grade level, subject area, student group, etc. 
*Total Teacher Misassignments includes the number of Misassignments of Teachers of English Learners. 
 
Quality, Currency, Availability of Textbooks and Other Instructional Materials (School Year 2020-2021) 
 
Year and month in which data were collected: January 20, 2021 
 
Elite Academic Academy uses a variety of state approved Common Core Aligned Curriculum in all core academic subject 
areas. We do not adopt one/two curriculum options, as many traditional schools do,  but work to know our students and 
match a state approved curriculum to them.  This allows for students to find the best curriculum for their specific needs. 
Teachers have curriculum guides, training manuals and there are a variety of choices for our families.Credentialed experts 
also create proprietary courses for our students to ensure relevancy in today's world. Please see our chartering petition 
and website for a list of the curriculum. Please note that as the state approved additional textbooks and instructional 
materials, this list grows.  We are a WASC Accredited and NCAA school of choice. Our curriculum choices ensure rigor and 
ample opportunity for all students who want to pursue a four year degree and a college athletic scholarship. We also offer 
many CTE Pathways and ensure that our students who are interested in college/career have curriculum that allows for 
career advancement. 
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Subject Textbooks and Other Instructional 
Materials/year of Adoption 

From Most 
Recent 

Adoption? 

Percent Students 
Lacking Own 

Assigned Copy 
Reading/Language Arts Elite Academic Academy uses a variety of 

state approved Common Core Aligned 
Curriculum for ELA. We do not adopt 
one/two curriculum options, as many 
traditional schools do,  but work to know our 
students and match a state approved 
curriculum to them.  This allows for students 
and families to find the best curriculum for 
their specific needs. Teachers have 
curriculum guides and training manuals to 
support the curriculum. Credentialed experts 
also create proprietary courses for our 
students to ensure relevancy in today's 
world. Please see our chartering petition and 
website for a list of the curriculum. Please 
note that as the state approves additional 
textbooks and instructional materials, this 
list grows.        

Yes 0 

Mathematics Elite Academic Academy uses a variety of 
state approved Common Core Aligned 
Curriculum for Mathematics. We do not 
adopt one/two curriculum options, as many 
traditional schools do,  but work to know our 
students and match a state approved 
curriculum to them.  This allows for students 
and families to find the best curriculum for 
their specific needs. Teachers have 
curriculum guides and training manuals to 
support the curriculum. Credentialed experts 
also create proprietary courses for our 
students to ensure relevancy in today's 
world. Please see our chartering petition and 
website for a list of the curriculum. Please 
note that as the state approves additional 
textbooks and instructional materials, this 
list grows.        

Yes 0 
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Subject Textbooks and Other Instructional 
Materials/year of Adoption 

From Most 
Recent 

Adoption? 

Percent Students 
Lacking Own 

Assigned Copy 
Science Elite Academic Academy uses a variety of 

state approved Common Core Aligned 
Curriculum Science. We do not adopt 
one/two curriculum options, as many 
traditional schools do,  but work to know our 
students and match a state approved 
curriculum to them.  This allows for students 
and families to find the best curriculum for 
their specific needs. Teachers have 
curriculum guides and training manuals to 
support the curriculum. Credentialed experts 
also create proprietary courses for our 
students to ensure relevancy in today's 
world. Please see our chartering petition and 
website for a list of the curriculum. Please 
note that as the state approves additional 
textbooks and instructional materials, this 
list grows.        

Yes 0 

History-Social Science Elite Academic Academy uses a variety of 
state approved Common Core Aligned 
Curriculum for History and Social Science. 
We do not adopt one/two curriculum 
options, as many traditional schools do,  but 
work to know our students and match a 
state approved curriculum to them.  This 
allows for students and families to find the 
best curriculum for their specific needs. 
Teachers have curriculum guides and training 
manuals to support the curriculum. 
Credentialed experts also create proprietary 
courses for our students to ensure relevancy 
in today's world. Please see our chartering 
petition and website for a list of the 
curriculum. Please note that as the state 
approves additional textbooks and 
instructional materials, this list grows.        

Yes 0 
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Subject Textbooks and Other Instructional 
Materials/year of Adoption 

From Most 
Recent 

Adoption? 

Percent Students 
Lacking Own 

Assigned Copy 
Foreign Language Elite Academic Academy uses a variety of 

state approved Common Core Aligned 
Curriculum for Foreign Languages. We do not 
adopt one/two curriculum options, as many 
traditional schools do,  but work to know our 
students and match a state approved 
curriculum to them.  This allows for students 
and families to find the best curriculum for 
their specific needs. Teachers have 
curriculum guides and training manuals to 
support the curriculum. Credentialed experts 
also create proprietary courses for our 
students to ensure relevancy in today's 
world. Please see our chartering petition and 
website for a list of the curriculum. Please 
note that as the state approves additional 
textbooks and instructional materials, this 
list grows.        

Yes 0 

Health Elite Academic Academy uses a variety of 
state approved Common Core Aligned 
Curriculum for Health. We do not adopt 
one/two curriculum options, as many 
traditional schools do,  but work to know our 
students and match a state approved 
curriculum to them.  This allows for students 
and families to find the best curriculum for 
their specific needs. Teachers have 
curriculum guides and training manuals to 
support the curriculum. Credentialed experts 
also create proprietary courses for our 
students to ensure relevancy in today's 
world. Please see our chartering petition and 
website for a list of the curriculum. Please 
note that as the state approves additional 
textbooks and instructional materials, this 
list grows.        

Yes 0 
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Subject Textbooks and Other Instructional 
Materials/year of Adoption 

From Most 
Recent 

Adoption? 

Percent Students 
Lacking Own 

Assigned Copy 
Visual and Performing Arts Elite Academic Academy uses a variety of 

state approved Common Core Aligned 
Curriculum for Visual Performing Arts. We do 
not adopt one/two curriculum options, as 
many traditional schools do,  but work to 
know our students and match a state 
approved curriculum to them.  This allows 
for students and families to find the best 
curriculum for their specific needs. Teachers 
have curriculum guides and training manuals 
to support the curriculum. Credentialed 
experts also create proprietary courses for 
our students to ensure relevancy in today's 
world. Please see our chartering petition and 
website for a list of the curriculum. Please 
note that as the state approves additional 
textbooks and instructional materials, this 
list grows.        

Yes 0 

Science Laboratory Equipment 
(grades 9-12) 

Elite Academic Academy uses a variety of 
state approved Common Core Aligned 
Curriculum. We do not adopt one/two 
curriculum options, as many traditional 
schools do,  but work to know our students 
and match a state approved curriculum to 
them.  This allows for students and families 
to find the best curriculum for their specific 
needs. Teachers have curriculum guides and 
training manuals to support the curriculum. 
Credentialed experts also create proprietary 
courses for our students to ensure relevancy 
in today's world. Please see our chartering 
petition and website for a list of the 
curriculum. Please note that as the state 
approves additional textbooks and 
instructional materials, this list grows.        

Yes 0 

Note: Cells with N/A values do not require data. 
 
School Facility Conditions and Planned Improvements 

 
Elite Academic Academy is a non-classroom based charter school. It does not currently have any resource centers. We 
meet with families and students in mutually agreed upon public locations but this has been stopped due to COVID-19. We 
are meeting with all of our students remotely. We do have a central administrative office located in Temecula. It is very 
rare that we hold a parent meeting in this facility. It is meant for the operation and administrative purposed to ensure 
proper secure storage of business and student files. 
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School Facility Good Repair Status 
Using the most recently collected FIT data (or equivalent), provide the following: 

• Determination of repair status for systems listed 
• Description of any needed maintenance to ensure good repair 
• The year and month in which the data were collected 
• The rate for each system inspected 
• The overall rating 

 
Year and month of the most recent FIT report: 1/2021 
 

System Inspected Rating Repair Needed and Action Taken or Planned 

Systems: Gas Leaks, 
Mechanical/HVAC, Sewer  

XGood         

Interior: Interior Surfaces XGood         

Cleanliness: Overall Cleanliness, 
Pest/ Vermin Infestation 

XGood         

Electrical: Electrical XGood         

Restrooms/Fountains: Restrooms, 
Sinks/ Fountains 

XGood         

Safety: Fire Safety, Hazardous 
Materials 

XGood         

Structural: Structural Damage, 
Roofs 

XGood         

External: Playground/School 
Grounds, Windows/ 
Doors/Gates/Fences 

XGood         

Overall Rating XExemplary         
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B. Pupil Outcomes 
 
State Priority: Pupil Achievement 
The SARC provides the following information relevant to the State priority: Pupil Achievement (Priority 4): 
• Statewide assessments (i.e., California Assessment of Student Performance and Progress [CAASPP] System, which 

includes the Smarter Balanced Summative Assessments for students in the general education population and the 
California Alternate Assessments [CAAs] for English language arts/literacy [ELA] and mathematics given in grades three 
through eight and grade eleven. Only eligible students may participate in the administration of the CAAs. CAAs items 
are aligned with alternate achievement standards, which are linked with the Common Core State Standards [CCSS] for 
students with the most significant cognitive disabilities); and 

• The percentage of students who have successfully completed courses that satisfy the requirements for entrance to 
the University of California and the California State University, or career technical education sequences or programs 
of study. 

 
CAASPP Test Results in ELA and Mathematics for All Students 
Grades Three through Eight and Grade Eleven 
Percentage of Students Meeting or Exceeding the State Standard 

Subject School 
2018-19 

School 
2019-20 

District 
2018-19 

District 
2019-20 

State 
2018-19 

State 
2019-20 

English Language Arts/Literacy  
(grades 3-8 and 11) 29 N/A 37 N/A 50 N/A 

Mathematics  
(grades 3-8 and 11) 7 N/A 20 N/A 39 N/A 

Note: Cells with N/A values do not require data. 
Note: The 2019-2020 data are not available. Due to the COVID-19 pandemic, Executive Order N-30-20 was issued which waived the requirement for statewide testing 
for the 2019-2020 school year. 
Note: Percentages are not calculated when the number of students tested is ten or less, either because the number of students in this category is too small for statistical 
accuracy or to protect student privacy. 
Note: ELA and mathematics test results include the Smarter Balanced Summative Assessment and the CAA. The “Percent Met or Exceeded” is calculated by taking the 
total number of students who met or exceeded the standard on the Smarter Balanced Summative Assessment plus the total number of students who met the standard 
(i.e., achieved Level 3-Alternate) on the CAAs divided by the total number of students who participated in both assessments. 
 
CAASPP Test Results in ELA by Student Group 
Grades Three through Eight and Grade Eleven (School Year 2019-2020) 

Student Group Total  
Enrollment 

Number  
Tested 

Percent  
Tested 

Percent  
Not  

Tested 

Percent  
Met or 

Exceeded 
All Students N/A N/A N/A N/A N/A 

Male N/A N/A N/A N/A N/A 

Female N/A N/A N/A N/A N/A 

Black or African American  N/A N/A N/A N/A N/A 

American Indian or Alaska Native N/A N/A N/A N/A N/A 

Asian N/A N/A N/A N/A N/A 

Filipino N/A N/A N/A N/A N/A 

Hispanic or Latino N/A N/A N/A N/A N/A 

Native Hawaiian or Pacific Islander N/A N/A N/A N/A N/A 

White N/A N/A N/A N/A N/A 
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Student Group Total  
Enrollment 

Number  
Tested 

Percent  
Tested 

Percent  
Not  

Tested 

Percent  
Met or 

Exceeded 
Two or More Races N/A N/A N/A N/A N/A 

Socioeconomically Disadvantaged N/A N/A N/A N/A N/A 

English Learners N/A N/A N/A N/A N/A 

Students with Disabilities  N/A N/A N/A N/A N/A 

Students Receiving Migrant Education Services N/A N/A N/A N/A N/A 

Foster Youth N/A N/A N/A N/A N/A 

Homeless N/A N/A N/A N/A N/A 
Note: Cells with N/A values do not require data. 
Note: The 2019-2020 data are not available. Due to the COVID-19 pandemic, Executive Order N-30-20 was issued which waived the requirement for statewide testing 
for the 2019-2020 school year. 
 
CAASPP Test Results in Mathematics by Student Group 
Grades Three through Eight and Grade Eleven (School Year 2019-2020) 

Student Group Total  
Enrollment 

Number  
Tested 

Percent  
Tested 

Percent  
Not  

Tested 

Percent  
Met or 

Exceeded 
All Students N/A N/A N/A N/A N/A 

Male N/A N/A N/A N/A N/A 

Female N/A N/A N/A N/A N/A 

Black or African American  N/A N/A N/A N/A N/A 

American Indian or Alaska Native N/A N/A N/A N/A N/A 

Asian N/A N/A N/A N/A N/A 

Filipino N/A N/A N/A N/A N/A 

Hispanic or Latino N/A N/A N/A N/A N/A 

Native Hawaiian or Pacific Islander N/A N/A N/A N/A N/A 

White N/A N/A N/A N/A N/A 

Two or More Races N/A N/A N/A N/A N/A 

Socioeconomically Disadvantaged N/A N/A N/A N/A N/A 

English Learners N/A N/A N/A N/A N/A 

Students with Disabilities  N/A N/A N/A N/A N/A 

Students Receiving Migrant Education Services N/A N/A N/A N/A N/A 

Foster Youth N/A N/A N/A N/A N/A 

Homeless N/A N/A N/A N/A N/A 
Note: Cells with N/A values do not require data. 
Note: The 2019-2020 data are not available. Due to the COVID-19 pandemic, Executive Order N-30-20 was issued which waived the requirement for statewide testing 
for the 2019-2020 school year. 
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CAASPP Test Results in Science for All Students 
Grades Five, Eight, and High School 
Percentage of Students Meeting or Exceeding the State Standard 

Subject School 
2018-19 

School 
2019-20 

District 
2018-19 

District 
2019-20 

State 
2018-19 

State 
2019-20 

Science (grades 5, 8 and high school) 10 N/A 19 N/A 30 N/A 
Note: Cells with N/A values do not require data. 
Note: The 2019-2020 data are not available. Due to the COVID-19 pandemic, Executive Order N-30-20 was issued which waived the requirement for statewide testing 
for the 2019-2020 school year. 
Note: The new California Science Test (CAST) was first administered operationally in the 2018-2019 school year. 
 
 
CAASPP Test Results in Science by Student Group 
Grades Three through Eight and Grade Eleven (School Year 2019-2020) 

Student Group Total  
Enrollment 

Number  
Tested 

Percent  
Tested 

Percent  
Not  

Tested 

Percent  
Met or 

Exceeded 
All Students N/A N/A N/A N/A N/A 

Male N/A N/A N/A N/A N/A 

Female N/A N/A N/A N/A N/A 

Black or African American  N/A N/A N/A N/A N/A 

American Indian or Alaska Native N/A N/A N/A N/A N/A 

Asian N/A N/A N/A N/A N/A 

Filipino N/A N/A N/A N/A N/A 

Hispanic or Latino N/A N/A N/A N/A N/A 

Native Hawaiian or Pacific Islander N/A N/A N/A N/A N/A 

White N/A N/A N/A N/A N/A 

Two or More Races N/A N/A N/A N/A N/A 

Socioeconomically Disadvantaged N/A N/A N/A N/A N/A 

English Learners N/A N/A N/A N/A N/A 

Students with Disabilities  N/A N/A N/A N/A N/A 

Students Receiving Migrant Education Services N/A N/A N/A N/A N/A 

Foster Youth N/A N/A N/A N/A N/A 

Homeless N/A N/A N/A N/A N/A 
Note: Cells with N/A values do not require data. 
Note: The 2019-2020 data are not available. Due to the COVID-19 pandemic, Executive Order N-30-20 was issued which waived the requirement for statewide testing 
for the 2019-2020 school year. 
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Career Technical Education Programs (School Year 2019-2020) 
 

Career Technical Education (CTE) is an academic program that prepares students for postsecondary education for College 
and Career. CTE provides students with a unique opportunity to integrate core academic courses with technical skills and 
occupational knowledge and opportunities. Elite Academic provides students with various pathways to choose from in 
order to prepare students for their post-secondary career/education within the field of their choice. Students from Elite 
Academic CTE programs will be prepared to lead with 21st-century skills and industry certifications/skills. 
 
CTE Pathways 9-12th 
Arts, Media and Entertainment Pathway (VAPA Academy) 
Marketing, Sales and Service Pathway (Marketing Academy) 
Hospitality, Tourism & Recreation Pathway (Adventure Academy) 
Public Service Pathway (Public Service Academy) 
Fashion Design Pathway 
Interior Design Pathway 
 
CTE Staff 
Ashlea Kirkland, CTE Director 
Thomas Olson, CTE Credentialed Teacher 
Amy Ciceri, Highly Qualified Credentialed Teacher 
Nolan Smith, CTE Credentialed Teacher 
 
 
Career Technical Education (CTE) Participation (School Year 2019-2020) 

Measure CTE Program 
Participation 

Number of Pupils Participating in CTE 40 

Percent of Pupils that Complete a CTE Program and Earn a High School Diploma  

Percent of CTE Courses that are Sequenced or Articulated Between the School and Institutions of 
Postsecondary Education  

 
Courses for University of California (UC) and/or California State University (CSU) Admission 

UC/CSU Course Measure Percent 
2019-20 Pupils Enrolled in Courses Required for UC/CSU Admission 99.25 
2018-19 Graduates Who Completed All Courses Required for UC/CSU Admission 0 

 
 
State Priority: Other Pupil Outcomes 
The SARC provides the following information relevant to the State priority: Other Pupil Outcomes (Priority 8): 
 
• Pupil outcomes in the subject areas of physical education. 
 
California Physical Fitness Test Results (School Year 2019-2020) 

Grade Level 
Percentage of Students 

Meeting Four of Six 
Fitness Standards 

Percentage of Students 
Meeting Five of Six 
Fitness Standards 

Percentage of Students 
Meeting Six of Six 
Fitness Standards 

   5    N/A N/A N/A 
   7    N/A N/A N/A 
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Grade Level 
Percentage of Students 

Meeting Four of Six 
Fitness Standards 

Percentage of Students 
Meeting Five of Six 
Fitness Standards 

Percentage of Students 
Meeting Six of Six 
Fitness Standards 

   9    N/A N/A N/A 
Note: Cells with N/A values do not require data. 
Note: The 2019–2020 data are not available. Due to the COVID-19 pandemic, Executive Order N-56-20 was issued which waived the requirement to administer the 
physical fitness performance test for the 2019–2020 school year. 
 
C. Engagement 
 
State Priority: Parental Involvement 
The SARC provides the following information relevant to the State priority: Parental Involvement (Priority 3): 
 
• Efforts the school district makes to seek parent input in making decisions for the school district and each school site 
 
Opportunities for Parental Involvement (School Year 2020-2021) 

 
Elite Academic Academy educates and involves parents and community members to understand the school’s purpose by: 
*Maintaining a robust website that has a parent resource section including access to student/parent handbook 
*Inviting parents/students to virtual webinars, such as orientation, informational meetings, seminars, mental health, 
college and career readiness, and so much more! 
*Hosting an annual Parent Advisory Committee Meetings to develop the LCAP and prepare for Assessment 
*Providing parents with report cards and access to our Student information Parent Portal 
*Distributing annual Survey(s) to get input and ensure we are meeting the needs of our stakeholders 
*Conducting individual meetings with School Counselor and student/parent and SST team, as necessary 
*Providing the Parent Square Communication App where parents get e-mails and direct access to their teacher at any 
time. 
*Sending monthly newsletters to families from Counseling, Technology, VAPA, Athletics, Homeschool, Virtual, and Flex 
programs with contact information for parents to connect and get support from each department 
*Hosting regularly scheduled Board Meetings open to the public 
 
 
State Priority: Pupil Engagement 
The SARC provides the following information relevant to the State priority: Pupil Engagement (Priority 5): 
 
• High school dropout rates; and 
• High school graduation rates. 
 
Dropout Rate and Graduation Rate (Four-Year Cohort Rate) 

Indicator School 
2016-17 

School 
2017-18 

School 
2018-19 

District 
2016-17 

District 
2017-18 

District 
2018-19 

State 
2016-17 

State 
2017-18 

State 
2018-19 

Dropout Rate    10.6 19.7 23.4 9.1 9.6 9 
Graduation Rate   15.8 21.5 24 35.6 82.7 83 84.5 
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State Priority: School Climate 
The SARC provides the following information relevant to the State priority: School Climate (Priority 6): 
 
• Pupil suspension rates; 
• Pupil expulsion rates; and 
• Other local measures on the sense of safety. 
 
Suspensions and Expulsions 
(data collected between July through June, each full school year respectively) 

Rate School 
2017-18 

School 
2018-19 

District 
2017-18 

District 
2018-19 

State 
2017-18 

State 
2018-19 

Suspensions  0.0 0.0 0.0 3.5 3.5 
Expulsions  0.0 0.0 0.0 0.1 0.1 

 
Suspensions and Expulsions for School Year 2019-2020 Only 
(data collected between July through February, partial school year due to the COVID-19 pandemic) 

Rate School 
2019-20 

District 
2019-20 

State 
2019-20 

Suspensions 0 0 2.5 
Expulsions 0 0 0.1 

Note: The 2019-2020 suspensions and expulsions rate data are not comparable to prior year data because the 2019-2020 school year is a partial school year due to 
the COVID-19 crisis. As such, it would be inappropriate to make any comparisons in rates of suspensions and expulsions in the 2019-2020 school year compared to 
prior years. 
 
School Safety Plan (School Year 2020-2021) 

 
Elite Academic Academy is an independent study program where students are schooled in the home and through various 
contracted vendors in the community. Typically, students are in the primary care of their parent/guardian for their 
schooling. There are a few instances when the school sponsors events, such as field trips and state testing, when it is 
important to have a clear emergency preparedness plan.The school’s procedures for evacuation and emergency 
preparedness are outlined in our comprehensive safety plan that is updated in March of each school year. The roles of the 
responsible parties, the training necessary to perform those responsibilities, necessary resources, and emergency 
response actions, if applicable, are defined for each site where school operations are conducted. Further, it is important 
to clearly define the responsibilities of the school and parent/guardian, as well as the school’s dismissal procedures, in the 
event of an emergency or disaster. This plan can be found on our website for review. 
 
 
 
D. Other SARC Information 
 
The information in this section is required to be in the SARC but is not included in the state priorities for LCFF. 
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Average Class Size and Class Size Distribution (Elementary) 

Grade 
Level 

2017-18 
Average 

Class  
Size 

2017-18 
# of 

Classes* 
Size 
1-20 

2017-18 
# of 

Classes* 
Size 

21-32 

2017-18 
# of 

Classes* 
Size 
33+ 

2018-19 
Average 

Class  
Size 

2018-19 
# of 

Classes* 
Size 
1-20 

2018-19 
# of 

Classes* 
Size 

21-32 

2018-19 
# of 

Classes* 
Size 
33+ 

2019-20 
Average 

Class  
Size 

2019-20 
# of 

Classes* 
Size 
1-20 

2019-20 
# of 

Classes* 
Size 

21-32 

2019-20 
# of 

Classes* 
Size 
33+ 

   1            1 1   
   5            1 4   
   6            2 11   

Other**         7 6   
*Number of classes indicates how many classes fall into each size category (a range of total students per class). 
** “Other” category is for multi-grade level classes. 
 
Average Class Size and Class Size Distribution (Secondary) 

Subject 

2017-18 
Average 

Class  
Size 

2017-18 
# of 

Classes* 
Size 
1-20 

2017-18 
# of 

Classes* 
Size 

21-32 

2017-18 
# of 

Classes* 
Size 
33+ 

2018-19 
Average 

Class  
Size 

2018-19 
# of 

Classes* 
Size 
1-20 

2018-19 
# of 

Classes* 
Size 

21-32 

2018-19 
# of 

Classes* 
Size 
33+ 

2019-20 
Average 

Class  
Size 

2019-20 
# of 

Classes* 
Size 
1-20 

2019-20 
# of 

Classes* 
Size 

21-32 

2019-20 
# of 

Classes* 
Size 
33+ 

English 
Language Arts 

    2 36   3 59   

Mathematics     2 29   2 52   

Science           3 18   3 34   

Social Science     3 36   3 56   

*Number of classes indicates how many classrooms fall into each size category (a range of total students per classroom). At the secondary school level, this information 
is reported by subject area rather than grade level. 
 
Ratio of Pupils to Academic Counselor (School Year 2019-2020) 

Title Ratio 
Academic Counselors* 1 

*One full time equivalent (FTE) equals one staff member working full time; one FTE could also represent two staff members who each work 50 percent of full time. 
 
Student Support Services Staff (School Year 2019-2020) 

Title Number of FTE* 
Assigned to School 

Counselor (Academic, Social/Behavioral or Career Development)  
Library Media Teacher (Librarian)  
Library Media Services Staff (Paraprofessional)  
Psychologist .5 
Social Worker  
Nurse         
Speech/Language/Hearing Specialist 1 
Resource Specialist (non-teaching) 2 
Other        5.5 

*One Full Time Equivalent (FTE) equals one staff member working full time; one FTE could also represent two staff members who each work 50 percent of full time. 
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Expenditures Per Pupil and School Site Teacher Salaries (Fiscal Year 2018-2019) 

Level 
Total 

Expenditures 
Per Pupil 

Expenditures 
Per Pupil 

(Restricted) 

Expenditures 
Per Pupil 

(Unrestricted) 

Average 
Teacher 
Salary 

School Site       $9351 $1571 $7960 $70,768 
District       N/A N/A n/a n/a 
Percent Difference - School Site and District N/A N/A   
State       N/A N/A 7750.12 68990 
Percent Difference - School Site and State N/A N/A 2.7 2.5 

Note: Cells with N/A values do not require data. 
 
Types of Services Funded (Fiscal Year 2019-2020) 

 
Elite Academic Academy-Lucerne (EAA-LU) TK-12, the premier independent study educational option, opened its doors 
July 1, 2018. We focus on flexible and individualized homeschool, virtual, and blended independent study academies for 
students who are not successful or choose not to attend traditional brick and mortar schools. EAA-LU provides high quality 
and rigorous state board approved standards-based curriculum options to support students in meeting the challenging 
state academic achievement standards. We also offer unique academies with emphasis on Athletic Training, Visual and 
Performing Arts (VAPA), and Career Technical Education (CTE) opportunities to ensure our students graduate ready for 
college, their future careers, and the 21st-century workforce. 
 
All high school students have access to A-G approved courses through our own developed courses, as well as three online 
providers: Strongmind (primarily core/some elective), UC Scout (primarily core), and Edmentum (online elective classes). 
Credentialed teachers support the online classes through daily interactions via text, Zoom, and Canvas. Student 
achievement is assessed through a variety of measures such as: State standardized testing, teacher observations, teacher 
created tasks, Scantron Performance Series Tests, MBTI, school-created benchmark assessments, learning period 
meetings, weekly meetings, report cards, learning journals, portfolios, labs, quizzes, and finals. Students also have the 
opportunity to participate in concurrent enrollment with community colleges in the area. 
 
Students in 6th -12th have the option of three learning academies: Virtual, Flex or Homeschool. Each learning options has 
highly qualified credentialed teachers who are meeting weekly with the student for 1- 4 hours to tutor and help ensure 
understanding. Middle school students participate in either online courses or use common core textbooks and curriculum 
to demonstrate learning. 
 
Students who are in TK-5th grade are part of Elite Academic’s Homeschool or Flex Academy where Elite’s highly qualified, 
California credentialed teacher work with their assigned students and parents/guardians to identify and implement an 
individualized learning plan, (ILP). At least every 20 school days, the Elite teacher, student and parent/guardian meet so 
that the teacher can assess student understanding of the material covered thus far, reteach concepts not yet mastered, 
and administer benchmark assessments and other Common Core-aligned diagnostic tests to be sure that the students are 
gaining a true understanding of the concepts being presented. 
 
Elite teachers provide monthly lesson plans aligned to the Common Core and all necessary materials to support these 
lessons. Elite students use Common Core SBE approved curriculum such as Pearson, Glencoe, Prentice Hall, Evan-Moor, 
Houghton Mifflin-Harcourt, and other textbooks as described in the parent curriculum list. 
 
Students are required to complete their monthly assignments in order to stay on track and meet their individualized goals. 
In addition to scheduled learning period meetings, students and parents/guardians have access to their teachers during 
the school day via phone, email, online domains, and one-on-one appointments, as needed. Elite’s teachers act as partners 
of the parent/guardian to ensure student achievement through a flexible, rigorous, relevant, individualized, and 
standards-based aligned education. 
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Students have access to tutors, small group instruction, and enrichment opportunities to explore their individual passions 
and develop a solid foundation in the areas of their academic weaknesses as well. Students may choose to attend EAA-LU 
sponsored field trips and group activities. 
 
 
Teacher and Administrative Salaries (Fiscal Year 2018-2019) 

Category District 
Amount 

State Average 
For Districts 

In Same Category 
Beginning Teacher Salary  44318 
Mid-Range Teacher Salary  67053 
Highest Teacher Salary  90163 
Average Principal Salary (Elementary)  106389 
Average Principal Salary (Middle)  113976 
Average Principal Salary (High)  114214 
Superintendent Salary  141066 
Percent of Budget for Teacher Salaries 27 29 
Percent of Budget for Administrative Salaries 6 6 

For detailed information on salaries, see the CDE Certificated Salaries & Benefits web page at https://www.cde.ca.gov/ds/fd/cs/. 
 
Advanced Placement (AP) Courses (School Year 2019-2020) 

Subject Number of 
AP Courses Offered* 

Percent of Students 
In AP Courses 

Computer Science  N/A 
English-------  N/A 
Fine and Performing Arts  N/A 
Foreign Language   N/A 
Mathematics  N/A 
Science-------  N/A 
Social Science  N/A 
All courses   

*Where there are student course enrollments of at least one student. 
 
Professional Development (Most Recent Three Years) 

Measure 2018-19 2019-20 2020-21 
Number of school days dedicated to Staff Development and Continuous Improvement 10+ 10+ 10+ 

 
Elite Academic Academy Professional Development is targeted and designed to improve the instruction and assessment 
of English learners; This year we are fully implementing Fast ForWord, a research-driven program aimed to provide grade-
level intervention to close literacy achievement gaps. Director and Teachers will receive between 4-8 hours of professional 
development virtually on proper implementation and monitoring student progress. Lead teachers will support newer hires 
in analyzing student data and support teachers in ensuring students actively participate in the curriculum. Students take 
these Fast ForWord courses for at least 100 minutes a week in 12-week intervals. 
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The essential focus for upper lever administration (Cabinet and Directors) this year for Elite Academic Academy is student 
work and data. Bi-weekly Leadership meetings include professional development centered on multiple topics in support 
of this work: Grading for Equity; Defining High Quality Instruction; Supporting the Social Emotional Needs of Students; and 
Data-Informed Decision Making. This professional development takes place all year to ensure full implementation. 
 
COVID has created diverse academic and emotional needs in students, families, and staff, as evidenced by parent 
workshops; student engagement levels; and local assessment data. To help staff support our families as well as 
themselves, we established a partnership with the YouSchool to provide a yearlong professional development series on 
the topic, "Guiding Students to Build Meaningful Lives." The series includes weekly videos for staff and families, as well as 
five professional development sessions with staff and two parent workshops. 
 
A Curriculum Writing Professional Development series was created for CTE and Flex teachers who are new to building 
learning content within a virtual platform. The series focuses on learning objectives; the use of Universal Design for 
Learning principles; EdTech integration strategies; Formative and Summative assessment techniques; and student 
engagement. Teachers meet twice monthly to learn and write curriculum, and receive coaching support in-between 
meetings. 
 
EAA also believes in building leadership at every level. At Elite we hire instructional lead teachers which are experienced 
teachers to serve as professional coaches focused on curriculum, teaching strategies, independent study best practices, 
literacy, and English Learners. Lead teachers provide individualized on-going professional development in order to support 
student learning in the charter. They provide one to one support for newly hired or struggling teachers. These leads work 
directly for their unique Academy Directors as well as working with the Chief Academic Officer to provide teacher 
workshops and family engagement workshops. 



Elite Academic Academy

Retention/Promotion Policy

1. Provisions for successful student progress toward identified benchmark expectations in
meeting the California Content Standards shall be made by offering educational
experiences of increasing complexity.

2. Each student’s Academic Learning Plan shall be an integral part of the educational
experience, providing students in need with the appropriate prevention, early
intervention, remediation, and ongoing assessment and support services to help ensure
success.

3. Decisions on the grade placement of students shall be based on academic performance
and analysis of appropriate student data within a standards-based education system.

1. Factors to be weighed in the decision for grades K-8 include:
■ Achievement as demonstrated by academic performance and successful

progress in meeting identified benchmarks as specified in the California
Common Core Standards

■ Multiple student data sources and supporting evidence including:
1. Report card and General Learner Outcomes ratings,
2. School assessments,
3. Student portfolios,
4. Student performance on the CAASPP, and
5. Student progress on an Individualized Education Program (IEP).

2. Should the decision regarding promotion/retention/acceleration of a student be in
question, the final decision of placement will be made by the Director upon
completion of an SST and review of documentation and recommendation of the
student’s teacher(s) and in consultation with parents, and may include:

■ Promotion – placement in the next succeeding grade.
■ Conditional promotion – placement in the next succeeding grade with

reservation.



■ Retention – placement in the same grade. 
■ Acceleration – placement in a grade higher than the next succeeding           

grade.  

IMPORTANT FACTS 

○ There can only be one retention for children grades K-8. 
○ Parents have the right for voluntary retention 1 time in a child’s K-6 career and               

must complete this board-approved waiver. This form can only be completed           
using Docu-sign and will NOT be accepted prior to a meeting with parents.  

■ Parents must attend an SST and be given research and literature on the             
benefits and risks both academically and socially for retention.  

■ Students must have an academic plan in place to support continued           
growth. 

■ Students being recommended for retention may need to complete at least           
two months of intervention using Fast ForWord or/a designated program          
before retention is approved 

■ Voluntary Retention is not a part of the enrollment process. Retention is            
something that must be discussed with the academic team AFTER          
enrollment has been completed.  

○ Students who have been retained once and are still experiencing academic           
difficulty should be referred to a Student Study Team to ensure appropriate            
supports and services are in place for student success. 

○  If a student has an IEP, retention would be an IEP team decision. 
○ Currently enrolled students in grades 7-8 can only be retained for primarily            

academic purposes as deemed throughout the SST process.  
○ Retention/Promotion meetings take place in May/June each school year for the           

next year placement.  
○ Parents may appeal a retention to the CEO or designee with their decision being              

final 
○ If a student is newly enrolled and parents bring up a concern a SST meeting will                

take place within the first two weeks of enrollment as long as that enrollment is               
before October 31st. Enrollment after October 31st will lead to retention for the             
following school year. 

■ Students must be enrolled in their current grade level upon enrollment 
■ Mid- year retentions are not permitted 
■ Mid-year acceleration will only be granted in extenuating circumstances  

● Parents must be given research and literature on the benefits and           
risks both academically and socially for acceleration.  



● Students who are accelerated must have an academic plan to          
support continued growth.  

 

 








