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Clay Charter Academy
.
CHARTER SCHOOLS Job Description

QS A

Job Title: PRINCIPAL

Reports to: Vice President of Education
Job Code: 410X00

Revision Date: 01/2009

JOB PURPOSE

Serves as the site based leader of the school. Responsible for implementing and
managing the policies, regulations, procedures and CSUSA curriculum, to ensure all
students have a safe learning environment and receive instruction that meets or exceeds
CSUSA standards. Responsible for leading curriculum content and course development,
program evaluation, extracurricular activities, personnel management, financial
management, facilities operations, emergency procedures, and resource scheduling.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Serves as Educational Leader of the School

+ Develops and coordinates educational programs in accordance with CSUSA and
state standards and guidelines.

+ Supervises the guidance program fo enhance individual student educaticn and
development.

+ Leads school-level planning of processes to ensure development,
implementation, and evaluation of all school programs and activities.

s Supervises the instructional programs of the school, ensures lesson plans are
evaluated and observes classes on a regular basis to encourage the use of a
variety of instructional strategies and materials consistent with CSUSA guidelines
and procedures.

« Requests and allocates supplies, equipment and instructional material as
required in CSUSA guidelines and procedures.

Formulates student personnel policies within CSUSA guidelines.
Approves and provides supervision to school student activity programs.

» Provides regular opportunities for students to celebrate success in instructional

programs and extracurricular activities

Serves as Chief Administrator of School

+ Plans, organizes, and directs implementation of all school activities.

« Works to achieve/sustain 100% of projected student enrollment capacity.

+ Establishes and promotes high standards and expectations for all students and
staff for academic performance and responsibility for behavior,

« Maintains a professional rapport with students and staff.

« Operates school within approved budget ad follows budgetary guidelines.

» Delegates authority to responsible personnel to assume responsibility for the
gchiool in the absence of the principal. C a

« Tours school frequently to monitor safety, security and effectiveness of school

~ programs.
» Plans and directs building maintenance.

Principal
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« Supervises all operations involving the management of the school including
school funds, payrell, purchases, inventories and office operations.

« Prepares and submits the school’s budgetary requests and monitors
expenditures.

o Prepares or supervises the preparation of reports, records, lists and all other
paperwork required or appropriate to the school’s administration.

» Plans and supervises fire drills, emergency readiness programs and ensures a
safe school environment.

« Directs preparation and maintenance of class schedule, cumulative records and
attendance reports.
Ensures personnel and student records are complete and secure.
Ensures compliance with Federal, state, and local regulations and policies.
Communicates with supervisor regularly about the needs, successes, and
general operation and performance of the school.

e Supervises and establishes schedules and procedures for the supervision of

students in non-classroom areas, including before and after school, and student

pick-up and drop-off areas.

Completes in a timely fashion all records and reporis as requested by CSUSA.

Manages and administers CSUSA workers compensation program.

Follows policy for the school's Abuse posting requirements.

Adheres to statutory, regulatory and company hiring guidelines, including

completing background checks for all school personnel, contacting references

and verifying employment history.

*» & &

Supervises and Develops Staff

s Motivates staff to achieve school objectives.

« Communicates with staff and is responsive fo their workplace-related needs.

+ Evaluates performance of staff and provides ongoing performance feedback.

» Counsels staff regarding inappropriate behavior or violation of CSUSA policies
andfor practices.

« Adheres to Human Resources policies and practices. Notifies appropriate
CSUSA personnel of serious employee violations.
Maintains a productive and positive employee climate.
Selects and hires school staff, including teachers and school-based support staff.
Adheres to statutory, regulatory and company hiring guidelines, including policies
and procedures for background check and employment history verification.

e Ensures the annual re-appointment process of staff is completed timely and
within budget.

Communicates with Stakeholders

+ Communicates regularly with parents, seeking their support and advice, fo create
a cooperative relationship to support the students in the school.

+ FEstablishes and maintains relationships with cofleges, community organizations
and other SCUSA schools to promote the school.

+ Confers with teachers, students, and parents concerning educational and
behavioral issues in school.

+ Maintains a positive, cooperative, and mutually supportive relationship with
CSUSA, parents and community.

+ Confers with Board Members and responds appropriately to issues that arise

Principal
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CHARTER 5CHOOLS Job Description

+ Represents school and SCUSA at community functions.

e Uses effective presentation skills when addressing students, staff, parents, board
member and the community.

s Articulates the school’s vision, values, and goals and models those values.

+ Attends special events held to recognize student achievement, attends schoal
sponsored activities, functions and athletic events.

» Promotes school in community.

*MAY PERFORM OTHE DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work
being performed by people assigned fo this job. They are not intended to be an
exhaustive list of all responsibilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

1. Demonstrated ability to lead people and get results through others.

2. Ability to think ahead and plan over a 1-2 year time span.

3. Ability to organize and manage multiple pricrities.

4. Problem analysis and problem resolution at both a strategic and functional level.

5. Collaborate to 'establish and manage the school's budgets and resources, including
negotiating variances and related reporting.

6. Employee training and development.

7. Strong customer and student orientation.

8. Establish excellent interpersonal skills between all constituents: being courteous,

professional, and helpful; Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

9. High performance teams and a strong feam player.

10. Strong track record for analyzing compiex problems/issues, identifying patterns and
recommending creative solutions.

11. Broad conceptual perspective and forward-thinking on business issues and their
long-term impact on the business unit, the finance function and the firm. Ability to
systematically analyze complex issues and data.

12, Proactive and takes initiative. Thinks creatively. Drives projects to completion.
Insists on highest level of quality.

13. Detailed knowledge of Federal, State, and local requirements for K-12 schools and
charter school law preferred.

JOB REQUIREMENTS

» Master's degree (MA) from an accredited college or university or equivalent.
Florida Professional Certification in Educational LLeadership.

2 - 5 years relevant experience (in school administration preferred) and/or training.
Experience in student instruction. '

Computer literacy skills; proficient in Windows, MS Word, Excel, Outlook,
PowerPoint; Student Information System (SIS).

Equivalent combination of education and experiencé.

Such alternatives to the above requirements as CSUSA may find appropriate and
acceptable.

PHYSICAL DEMANDS
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+ No physical exertion required.

e Required to sit and/or stand for long periods of time.

« Light work: Exerting up o 20 pounds of force occasionally, and/or up to 10
pounds of force as frequently as needed to move cbjects.

WORK ENVIRONMENT

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

The noise level in the work environment is moderate. Noise [evel may rise during periods
of high student traffic.

TERMS OF EMPLOYMENT:

« Salary and benefits shall be paid consistent with CSUSA salary and benefit
policy. Length of the work year and hours of employment shall be those
established by Charter Schools USA.

+ This document does not create an employment contract, implied or otherwise,
other than an “at will" relationship.

FLSA OVERTIME CATEGORY:
Job is exempt from the overtime provisions of the Fair Labor Standards Act {(FLSA).

EVALUATION:
Performance will be evaluated in accordance with Charter Schools USA Policy.

DECLARATION

Human Resources retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by the CEO or the Senior
Director of Human Resources will be subject to disciplinary action up to and including
termination.
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Job Title: ASSISTANT PRINCIPAL

Reports to: Principal

Job Code: 410X00

Revision Date: . 01/2009

JOB PURPOSE

Assist the principal in providing school-wide leadership so as to promote the educational
development of each student and to ensure the effective operation of the assigned
school.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Serves as Educational Leader of the School

» Assists the principal in establishing and maintaining an effective learning climate in
the school. '

s Assists the principal in the overall administration of the school.

+ Serves as principal in the absence of the regular principal.

+ Assists the principal in the design and implementation of programs, based on current
educational theory and research, to meet the specific needs of the schoal and its
students.

+ Facilitates and evaluates, in assigned departments, the CSUSA-approved
instructional program in a manner designed to maximize the cognitive and affective
progress of each student.

» Assists the principal in the acquisition and utilization of instructional supplies,
equipment and textbooks for the school.

s Assists the principal in facilitating services for all students in the school including, but
not limited to, those with special needs.

+ Participates, as requested, in school-level activities to design educational philosophy
and goals which maximize student growth.

* Agssists the principal in overseeing the facility and grounds of the assigned school
and makes recommendations about short-range and long-range needs.

« Assists in the development of a schedule which maximizes the educational program
for students and utilizes district resources to their greatest advantage.

+ Assists the principal in conducting an on-going assessment of the educational
program in the assigned school, including the strengths and areas in need of
improvement; the analysis of test resuits, attendance records, discipline reports;
feedback from students, staff, administrators and parents; and other formal and
informal data.

Serves as Administrator of Schooi
» Evaluates staff in assigned departments in accordance with state law and regulation,
and CSUSA policy and practices.

Assistant Principal
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e Assists the principal in the recruiting, screening, recommending and assigning of
school staff. Is familiar with hiring statutory laws and state regulations.

+ Assists the principal in the orientation of new staff in accordance with state law and
regulation as well as CSUSA policy and procedures.

+ Assists the principal in generating and maintaining personnel records, reports and
documentation as required by state and federal law and regulation as weli as by
CSUSA policy and procedures.

+ Works to achieve/sustain 100% of projected student enrollment capacity.

Student Management

e Maintains high standards of student conduct and enforces discipline as necessary,
according due process rights of the students

s Establishes and publishes guidelines for proper student conduct in keeping with state
faw, CSUSA policy and school practices in cooperation with the principal

¢ Aftends school-related activities and events to oversee student behavior and
achievements '

+ Generates and maintains accurate discipline records

+ Works with students, staff, parents, law enforcement officials and others in the
implementation of student behavior codes in cooperation with the principal

Communicates with Stakeholders :

« Assists the principal in promoting on-going, two-way communications with relevant
audiences (i.e., students, staff, parents, community residents} to enhance the
educational program provided by the school.

« Assists the principal in utilizing the resources of the school and community to
enhance the educational program

« Serves as a member of such committees and attends such meetings as directed by
the principat and/or Superintendent

*MAY PERFORM OTHER DUTIES AS ASSIGNED*

DISCLAIMER

The above statements are intended to describe the general nature and level of work
being performed by people assigned to this job. They are not intended to be an
exhaustive list of all responsibilities, duties and skills required of personnel so classified.

Assistant Principal
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SKILLS AND KNOWLEDGE

1.

N O~

&

9.

10.
11.

Demonstrates enthusiasm and commitment toward the job and the mission of the
company; supports the company’s values in the strategic areas of academic
excellence, operaticnal performance, superior culture, and financial heaith and
growth, as outlined in the Employee Handbook.

Demonstrated ability to lead people and get results through others.

Establishes excellent interpersonal skills between all constifuents: being courteous,
professional, and helpful; demonstrates high level of interpersonal skills to handle
sensitive and confidential situations. Position continually requires demonstrated
poise, tact and diplomacy. ‘

Work and interact with individual at all levels of the organization.

Think ahead and plan over a 1-2 year time span.

Ability to organize and manage multiple priorities,

Ability to consistently be at work, to arrive on time, to follow instructions, to respond
to management direction and solicit feedback to improve performance.

Looks for ways fo improve and promote quality and demonstrates accuracy and
thoroughness. Strives to research, evaluate and implement best practices.

Ability to work with large amounts of data, to interpret data, to detect errors, and
prepare reports.

Strong customer and student orientation.

Proactive and takes initiative. Thinks creatively. Drives projects to completion.
Insists on highest level of quality.

JOB REQUIREMENTS

* 2 & 2 » »

Master's degree (MA) from an accredited college or university or equivalent.
Florida Professional Certification in Educational Leadership.

2 - § years relevant experience (in school administration preferred) and/or training.
Experience in student instruction, _

Equivalent combination of education and experience.

Such alternatives to the above requirements as CSUSA may find appropriate and
acceptable.

WORK ENVIRONMENT

While performing the responsibilities of this position, the work environment
characteristics listed below are representative of the environment the employee wili
encounter:

+ Usual school working conditions.

PHYSICAL DEMANDS

+ No physical exertion required.
+ Travel within or outside of Florida.

) Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10
pounds of force as frequently as needed to move objects.

Assistant Principal
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TERMS OF EMPLOYMENT
e Salary and benefits shall be paid consistent with CSUSA salary and benefit

policy. Length of the work year and hours of employment shall be those
established by Charter Schools USA.

o This document does not create an employment contract, implied or otherwise,
other than an “at will” refationship.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

Human Resources retains the sole right and-discretion to make changes to this job
description. Any employee making changes unauthorized by the CEO or the Senior
Director of Human Resources will be subject to disciplinary action up to and including
termination. '

Assistant Principal
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Position Description

Position Title: Dean of Curriculum
Reports to: Principal

Job Code:

Reviston Date: 04/2011

JOB PURPOSE

The Dean of Curriculum develops academic policies and programs for the school, directs and coordinates
activities of departmental chairpersons and program coordinators with in the area of curriculum. The Dean of
Curriculum coordinates faculty committees, ensures the overall security, safety, and wellbeing of students and
staff, and assists the Principal in the implementation of CSUSA policies and school oversight.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Education Responsibilities

. & & &

Ensures teachers are organized, manage their time well and cover proper curriculum and cover proper
curriculum conforming to State and CSUSA mandates.

Conducts 3-minute walk through; reports non-compliance to Principal.

Ensures teachers follow curriculum maps to maximize high assessments test scores.

Works with Principal, Assistant Principal and Lead Teachers to observe and evaluate designing and planning
of instruction, execution of education, classroom environment.

Informs teachers of expectations prior to observing/evaluating. Uses announced and unannounced
evaluations.

Debriefs each observation/evaluation with a post conference.

Ensures classroom teachers are using Personal Learmning Plans (PLP) which personalize instruction and
differentiate CSUSA schools from district schools.

Ensures teachers meet with students individually.

Conducts PLP training and checks PLPs quarterly.

Supervises the setting of grade level goals for teachers who set classroom goals.

Analyzes data from formative and summative assessments throughout the school.

Works with Leadership Team to set new year school goals based on previous year’s data.

Analyzes benchmark data.

Checks grade books to ensure correct input of grades.

Monitors that teachers are using assessment data for targeted and differentiated instruction.

Visits classrooms regularly; provides coaching on classroom management.

Serves as liaison with Corporate Education to advise of what’s effective in the classroom.

Provides professional development/coaching on research based instructional strategies.

Operations

De.

Assigns teachers to arrival and dismissal duties; creates, posts and updates schedules.

Creates schedules so that specialized teachers are scheduled properly.

Creates schedule and assigns specialist teachers for special area schedule to ensure teacher coverage of PE,
Music, Art, Spanish, Computer, Library.
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Position Description

Designs schedule to create common planning time so that classroom teachers can attend grade level cluster
meetings.

Balances schedule so that special teachers have equally distributed planning time.

Designs schedule so that gifted and talented students have time for key activities and have a variety of
specialized teachers.

Places students to ensure students are with appropriate teacher.

Checks cums for learning problems to ensure student is in correct leaming environment.

Oversees/checks progress reports and report cards before distribution date to ensure completeness and
accuracy.

Oversees, interviews, arranges and orients substitute teachers to ensure smooth transition for substitute and
students.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed by people
assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required of personnel so classified.

SKILLS AND KNOWLEDGE

L]

¢ & 5 & @

Time Management — Prioritizing, Organizing, Scheduling.

Computer Basics — Windows (Word, Excel, Outlook).

Communication — Oral {(including presentations), Written, Interpersonal (active listening), Negotiating and
Influencing.

Ability to communicate effectively with parents, teachers, students and community.

Ability to demonstrate flexible and creative management of disciplinary issues.

Capacity to be a team player.

Ability to provide a supportive role to the principal.

Ability to analyze, prioritize and complete work with little supervision within agreed timeline.
Capacity to demonstrate respect to all stakeholders.

Capacity to develop effective reporting mechanisms.

JOB REQUIREMENTS

Bachelor’s degree (BA) from an accredited college or university or equivalent.

Successful results of criminal and employment background check.

Possession of valid state certification.

Equivalent combination of education and experience.

Knowledge of technology as related to specific job functions.

Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT

Drai} &t}wétltﬁ& l_Ig'n June 9, 2014 263 of 563

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

The noise level in the work environment is moderately quiet except during periods of heavy student activity.
2
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Position Description

PHYSICAL DEMANDS

e Agility and ability to quickly move in a school environment where children are present.

s Exposure to weather and other elements, including rain, heat, wind, humidity plus bus and student drop
off traffic,

o Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as
frequently as needed to move objects.

TERMS OF EMPLOYMENT
Salary and benefits shall be paid consistent with CSUSA’s salary and benefit policy. Length of the work year
and hours of employment shall be those established by Charter Schools USA. ‘

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA’s Policy.

DECLARATION

Human Resources retains the sole right and discretion to make changes to this job description. Any employee
making changes unauthorized by the Human Resources Department will be subject to disciplinary action up to
and including termination.
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(e Position Description
Job Title: Business Operations Manager
Reports to: Regional Business Operations Manager
Job Code:
Revision Date: 7-23-2013
JOB PURPOSE

Responsible for keeping a complete, confidential, accurate, and systematic set of records for all
financial transactions carried out by the School in 2 manner that will optimize the School’s
efficiency, help achieve the School’s mission and goals, and result in outstanding customer
service. The Business Operations Manager will manage the business affairs of the School in
conjunction with the Principal and the Regional Business Operations Manager, and will maintain
a positive attitade that promotes team-work at the School and a favorable image of the
organization. The Business Operations Manager will insure school compliance with all CSUSA.
policies and protocols as established for all areas of responsibility.

ESSENTIAL DUTIES AND RESPONSIBILITIES
e The School Business Operations Manager responsibilities involve recordkeeping, office
operations, communications and other duties as assigned by the Regional Business
Operations Manager. The job will require the following duties:

FINANCE/ACCOUNTING:

e Keeps financial records of the School in accordance with Company Policy and assists
Staff Accountant with monthly Financial Statements, as needed.

s  Makes all bank deposits in accordance with Company Policy.
Follows and supports all federal laws as part of its Business Operations

e  Makes cash deposits of $10,000 or more and must comply with the Currency Transaction
Reporting Requirements which will be provided and trained upon once hired.

e Forwards approved invoices to Accounts Payable department on a weekly basis.

s Monitors and reconciles balances of School-based accounts in a timely manner.

e Follows-up on, and help collect, any NSF checks in a timely manner

e Follows-up on any outstanding checks of school-based accounts and help PR Department
in resolving any outstanding PR checks

e Prepares and submits Purchase Orders while obtaining proper approvals based on
Company Policy.

e Prepares and submits Check Requests while obtaining proper approvals based on
Company Policy. '

e Reviews and approves expenditure Invoices in coordination with Principal.
Maintains and reconciles Petty Cash Account based on Company Policy.

s  Maintains staffing matrix in Adaptive Planning on 2 monthly basis.

e Prepares periodic reports as requested by the Finance Department/RBA.

Business Operations Manager 1
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HUMAN RESOURCES:

Assists all personnel in completing electronic Human Resources (“HR”) onboarding
documents, including but not limited to, new employee portal, benefit applications, ADP
Salute, and ADP Payroll information. .

Enters new hire information into Student Information System (SIS) and Time &
Attendance systems in ADP; maintains employee data in both systems.

Maintains personnel files in a confidential manner.

Supports the new hire/recruiting process by properly completing job requisitions in
Virtual Edge, offer letter request, other items as needed, and secure all the required
paperwork.

Stays current with new techniques that arise in the Virtual Edge system.

Works with the Principal, the Finance Department and the Human Resources Department
to ensure that the school stays within the approved Staffing Budget.

PAYROLL:

Assists employees in self-posting PTOs in the ADP system, as necessary.

Reviews entries to ADP Time and Attendance system for accuracy. Makes corrections
when necessary as the ADP Time and Attendance Administrator, and ensures proper
authorization of the correction. Ensures that all T&A codes are up to date with PR
authorization.

Reviews entries to ADP Time and Attendance system for accuracy. Make corrections
when necessary as the Time and Attendance system administrator, and ensures proper
authorization of any correction.

Reviews payroll register presented by Payroll Department to authorize processing of

payroll.

Assists employees with HRO/PR issues and stay current with technological
improvements in the PR systems to best assist staff.

Prepares periodic reports as required by the Payroll Department.

Keeps all payroll information confidential.

BENEFITS:

Assists the Human Resources Department in setting up and executing open enrollments
and other Benefit meetings and prepare any reports as required.

Supports employees’ effective date of eligibility for 401{k) and other benefits
Coordinates employee family status changes, collect any appropriate paperwork, and/or
assist with self-changes in ADP for timely submission to Human Resources Department.
Coordinates requests by employees for FMLA, Short-term and Long-term disability by
forwarding employee requests to Human Resources Department and assisting employees
in completing paperwork, if necessary.

GRANTS/COMPLIANCE:

Monitors Grants Financial Reports

Monitor timelines and grant draw downs

Attend grant trainings to prepare and administer grants at school level

Support compliance department insuring compliance at school level is maintained

Business Operations Manager 2
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RISK MANAGEMENT:

o Ensures adherence to good safety procedures.

e  Acts as liaison to Workers® Compensation Manager in relation to respective employee
injuries.

» Processes all Workers” Compensation claims electronically in the prescribed manner and
assists Employee in seeking medical care by providing proper authorization form.

e Oversees, maintains, and processes all student accident claims in the prescribed manner.

s Acts as a Liaison to Facilities and Finance departments on property and casualty claims.

OPERATIONS:
s Oversee specialized school operation procurement and vendor management at school
¢ Ensure proper data reporting
¢ Oversee National School lunch program at school
¢ Maximize participation in school
* Manage the school’s food and transportation services by coordinating with service
providers and overseeing deliveries
* Manage the schools supply and asset inventory

FACILITIES:

e Acts as point of contact for submitting Work Tickets for property, maintenance and
safety needs at the school and processes all Facilities Help Tickets in a timely manner

¢ Acts as a liaison to Facilities Department.

e Responsible for monitoring the facility as per the Facilities Handbook.

e Insures all permits and licensing are renewed/paid and posted on a timely basis; no permit
ot license should be expired.

»  Maintains an accurate, documented inventory of school keys for administrators, teachers
and substifutes.
Coordinates and documents end of year key retumn from faculty/staff.

¢ Coordinates and processes all information and documentation for facility sub-leases and
submits to Director of Projects and Facilities and Risk Management for approval.

¢ Scans and emails all invoices sent to the school that are directly related/payable by the
Facilities Department to; invoices{@charterschoolsusa.com

BUDGETING:

e  Assists in the preparation and maintenance of School Budget with the RBA. Utilizes the
Adaptive Planning tool in the method and time frames prescribed by Finance Department
and the RBA.

e  Advises and assists Principal with Budget Line Item questions in conjunction with RBA.

e Participates on all School Dashboard calls and assists Principal with follow-up issues
related to the call, as needed, in coordination with the RBA.

OTHER AREAS:

« Receives all materials and arrange for distribution to the proper department in accordance
with Company Policy. Assists with receiving Facilities Materials/Equipment as
necessary. _

¢ Follows federal and state laws, as well as company policies.

Business Operations Manager 3
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¢ Maintains interpersonal and community relations skills and the ability to communicate
and works effectively within a diverse community

s Exercises independent judgment and manage and imparts information to a range of
clientele and business sources.

¢ Performs and promotes all activities in compliance with equal employment and
nondiscrimination policies of the company.

» Interacts effectively and appropriately with the general public, staff members, students,
teachers, parents and administrators using Red Carpet Customer Service guidelines.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required personnel so classified.

JOB REQUIREMENTS
. Agssociate degree or higher in Accounting, Finance or related field of study from
an accredited institution.
. At least 1+ year’s School Operations or Business Management experience
required Experience in an educational environment preferred.
. Must maintain confidentiality at all times.
. Knowledge and practical experience beyond basic bookkeeping.
. Knowledge and practical experience using MS Word, Excel, QuickBooks.
. Ability to work independently and make decisions in accordance with established
policies and regulations.
. Polite, courteous and tactful with the public and co-workers.
WORK ENVIRONMENT

While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

¢  Usual office working conditions.
PHYSICAL DEMANDS
e No physical exertion required.

¢  Travel within or outside of employment.
o Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

Business Operations Manager ‘ o 4
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FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and- discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

Business Operations Manager 5
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Job Title: REGISTRAR

Reports to: Principal or Designee

Job Code: 730N00

Revision Date: 01/2009

JOB PURPOSE

Coordinates and performs student registration and other school-related aclivities. Must
be customer focused both internally with peers and externally W|th Parents and
Students.

ESSENTIAL DUTIES AND RESPONSIBILITIES
« Consults with appropriate CSUSA personnel to devise student reglstratton

schedules and procedures.

Supervises the registration process at appropriate times.

Registers individual students as needed and directed by CSUSA or Principal.

Processes student withdrawals from school.

Analyzes statistical data on registration for administrative use in formulating

policies.

s Prepares and transmits requests for student transcripts and other official
documents related to students fo facilitate registration.

« Evaluates transcripts of incoming students and takes appropriate action to insure
completeness.

» [ssues official student transcripts.

» Maintains records of grades and absences for each student’s file.

+ Prepares statistical reports on educational activities for government and
educational agencies and interprets registrations policies to facuity and siudents.

» Assists in clerical and administrative functions to ensure the smooth operation of
school.

» Assists with marketing efforts for student recruiting and hosting our enroliment
sessions biweekly.

« Maintains the state student database system (TERMS, [SIS, etc.) with proper

coding/master scheduling to effectively monitor and update information for the

four FTE cycles that create school and corporate budgets.

Entering recommitments into SIS.

Mailing recommitment forms and reminder letters.

Compiling sibling list for Lottery.

Updates waitlists.

Updates immunization records.

Process Free and Reduced Lunch applications.

Demonstrates excellent oral (including presentations}, written, interpersonal

(active listening), skills and ability in negotiating and influencing; great phone

etiquette.

s Proactive and takes initiative. Thinks creatively. Drives projects to comptetion.
Insists on highest level of quality.

* 5 & @
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A
CHARTER SCHOOLS Job Description

s

*MAY PERFORM OTHE DUTIES AS ASSIGNED**

DISCLAIMER:

The above statements are intended to describe the general nature and level of work
being performed by people assigned to this job. They are not intended to be an
exhaustive list of all responsibifiies, duties and skills required of personnel sc classified.

SKILLS AND KNOWLEDGE

1. Ability to work and interact with individual at all [eve! of the organization.

2. Ability to organize, prioritize and manage multiple priorities.

3. Ability to prepare comprehensive business reports, including writing report sections,
integrating content, and formatting business documents.

4. Ability to establish a set of operating principles and routines; driving projects to
completion, while insisting on highest level of quality.

5. Ability to consistently be at work, be on time, follow instructions, respond to
management direction and solicit feedback to improve performance.

6. Establish excellent interpersonal skills between all constituents: being courteous,
professional, and helpful; Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and [nfluencing.

7. Computer Basics — Windows (Word, Excel, Ouilock, PowerPoint); Student
Information System (SIS).

8. Good knowledge of company and departmental policies and procedures.

9. Detailed knowledge of Federal, State, and local requirements for K-12 schools and
charter school law preferred.

PHYSICAL DEMANDS
+ No physical exertion required.

« Required to sit for long periods of time.

+ Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10
pounds of force as freguently as needed to move objects.

JOB REQUIREMENTS
» High School Diploma or equivalence.

s General clerical skills including proficiency in typing and word processing, filing and
preparing accurate reports.

+ Bilingual ability may be required per advertised vacancy specifications.

« Computer data entry / office experience preferred.

« Commitment to company values.

+ Such alternatives to the above requirements as CSUSA may find appropriate and
acceptable,

WORK ENVIRONMENT

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

Registrar
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CHARTER SCHOOLS Job Description

The noise level in the work environment is moderate.

TERMS OF EMPLOYMENT:
¢ Salary and benefits shall he paid consistent with CSUSA salary and benefit
policy. Length of the work year and hours of employment shall be those
established by Charter Schools USA.
+ This document does not create an employment contract, implied or otherwise,
other than an “at will” relationship.

FLSA OVERTIME CATEGORY:
Job is non-exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).

EVALUATION:
Performance will be evaluated in accordance with Charfer Schools USA Policy.

DECLARATION

Human Resources retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by the CEQ or the Senior
Director of Human Resources will be subject to disciplinary action up to and including
termination.

Registrar
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STUDENT SERVICES COORDINATOR
JOB PURPOSE

To help students achieve personal fulfillment by providing them with services to make successful
personal, educational and occupationat life plans.

ESSENTIAL DUTIES AND RESPONSIBILITIES
tnstruction

» Prepares for and conduct parent and student conferencing according to school policy.

» Student instruction in modalities instituted by school and assigned program {may include but are not
limited to: Individual or Group Direct Synchronous Instruction, Learning Support, Life Skills Support,
Itinerant Support, Resource Room Support, co-teaching, writing lesson plans, telephone conferencing
and instruction, Parent Learning Opportunities).

¢ Collects data and apprOpriafe work samples.

¢ Plans and conduct appointments with parents as needed.

* Assists regular education teachers with speciaily designed instruction when necessary.

» Participates at monthly outings encouraged.

« Provides support for ESE student achievement in the general class through training teachers and
assisting with implementation of school inclusion plans.

» Arranges for and assist with training for inclusionary practices.

» Acts as informational liaison for inclusion as appropriate.

» Assists with planning for classroom and testing accommodations for students with disabilities.

» Models strategies for inclusionary practices as appropriate.

» Provides assistance with developing and adapting curriculum materials and educational practices to
meet the needs of students and teachers.

Individual Student Counseling

» Assists students in evaluating their aptitudes and abilities through the use of teacher comments,
interpretation of individual standardized test scores and other pertinent data. Works with students in
evolving educational and career plans in terms of such evaluation

= Provides individual counseling sessions for assigned students in dealing with their personal needs as
they affect school performance, as well as their educational and career plans.

« Provides small and large group counseling sessions, as needed, to address students’ personal
educational and career plans.

e Assists students in course selections and the scheduling process. Works to prevent students from
dropping out of school, and assists those that do in finding alternative educational programs.

» Assists in making arrangements for enrollment in summer school programs to make up noted
deficiencies. '
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» Participates in follow-up studies of former students for the purpose of improving services and
evaluating the effectiveness of the educational program being offered by the school

* Provides emergency support to students as needed during crises.

*» Provides students with college financial aid/scholarship resources and assists with coliege selection
(High School).

Staff Consultation

* Serves as a consultant to the faculty concerning matters related to guidance services

» Confers with staff regarding students with problems and/or special needs.

= Serves as a resource person for administration in matters relating to students and guidance services;
provides thorough and timely reports, data, ete. as requested by administration.

Student and Parent Orien”tationr

« Provides students new to the school orientation and informaticn relative to school procedures,
curriculum and extra-curricular opportunities.

« Participates in planning and implementing programs which contribute to a smooth transition between
grade levels and/or to post-secondary education, which may include orientation programs for students
and parents.

« Serves as a resource for information regarding the educational program, activities and services of the
school.

Record Keeping

* Supervises the maintenance of cumulative records for assigned students in accordance with state and
federal laws and regulations as well as CSUSA policy. _

» Provides information and prepares recommendations to colleges for admissions and scholarships as
well as to potential employers and other agencies for assigned students.

+ Maintains counseling record {i.e., summary, log) regarding conferences or other sessions with assigned -
students.

Assessment

s Assists in the administration of state-mandated and CSUSA assessment programs.

* Reviews and interprets results of assessment programs for assigned students and utilizes results for
counseling purposes.

+ Contributes to the evaluation of current curriculum offerings.

» Assists in developing and implementing an evaluation plan for the guidance program and utilizing
results to determine strengths and areas in.need of improvement.

School and Community Relations
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« Strives to establish cooperative relations and makes a reasonable effort to communicate with parents
when necessary and appropriate.

« Utilizes the resources of the community in developing and enhancing guidance services and activities.
= Cooperates and shares professionally with members of the staff.

» Assists in interpreting the Guidance Services Program within the school and community.

= Assists community agencies and resource people who deal with students’ needs.

*%*MAY PERFORM OTHER DUTIES AS ASSIGNED**
DISCLAIMER:

The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties
and skills required of personnel so classified.

. SKILLS AND KNOWLEDGE

1. Ability to work and interact with individual at all level of the organization.

2. Ability to organize, prioritize and manage multiple priorities.

3. Ability to prepare comprehensive business reports, including writing report sections, integrating
content, and formatting business documents.

4. Ability to establish a set of operating principles and routines; driving projects to completion, while
insisting on highest level of quality.

5. Ability to consistently be at work, be on time, follow instructions, respond to management direction
and solicit feedback to improve performance.

6. Establish excellent interpersonal skills between all constituents: being courteous, professional, and
helpful; Oral {including presentations), Written, Interpersonal (active listening), Negotiating and
Influencing.

7. Computer Basics: Windows, MS Word, Excel, Outlook, PowerPoint; Student Information System (SIS).
8. Good knowledge of organization’s policies and procedures.

9. Detailed knowledge of Federal, State, and local requirements for X-12 schools and charter school law.

JOB REQUIREMENTS

= Bachelor’s degree from an accredited college or university or equivalent.

» Possession of valid Florida certification for Guidance Counselor.

» Minimum three (3) years experience of successful teaching or counseling services.

= Successful results of criminal and employment background check.

« Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness. Strives
to research, evaluate and implement best practices.

¢ Effective communication skills.
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= Proficient experience with Microsoft Gffice (Word, Excel, PowerPoint), Student Information System
(SIS).

» Commitment to company values.

» Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

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.

» No physical exertion required.

s Required to sit for long periods of time.

¢ Somewhat stressful due to frequent student activity.

e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as
frequently as needed to move objects. : - '

WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be

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

« The noise levei in the work environment is moderate; it may rise during periods of heavy student
traffic.

TERMS OF EMPLOYMENT:

= Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the work
year and hours of employment shall be those established by Charter Schools USA.

» This document does not create an employment contract, implied or otherwise, other than an “at will”
relationship.

FLSA OVERTIME CATEGORY:

Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).
EVALUATION:

Performance will be evaluated in accordance with Charter.Schools USA Policy. . . .

DECLARATION
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. Bachelor’'s degree from an accredited college or university or equivalent.

. Possession of valid stage certification.

. Minimum three (3} years experience of successful teaching or counseling services.

. Successful results of criminal and employment background check.

. Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives to research, evaluate and implement best practices.

. Effective communication skills.

J Proficient experience with Microsoft Office (Word, Excel, PowerPoint}, Student Information
System (SIS).

. Commitment to company values.

. Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources |
Department will be subject to disciplinary action up to and including termination.
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CHARTER SCHOOLS Position Description

: USA
A\

Position Title: MEDIA CLERK
Reports to: Principal

Job Code: 107X00
Revision Date: 07/2011

JOB PURPOSE

Crganize, administer, and coordinate the school’s media resources.
ESSENTIAL DUTIES AND RESPONSIBILITIES

o Plan for and provide instruction for students and staff in the use of materials, equipment,
and services.

¢ Provide instruction and assistance to faculty and students for the production of media.

¢ Evaluate and select a variety of materials and equipment based wpon the curriculum,
needs and interests of the students and the staff

¢ Maintaln accurate inventories and indexes of the classroom’s collection of materials and
equipment (if appropriate).

s Perform and/or coordinate the ordering, cataloguing, processing, and maintenance of
media and equipment for circulation (if appropriate). :

» Coordinate with community libraries for additional resources to support educational
objectives.

+  Ability to manage multiple priorities.

*  Ability to communicate, interact and work effectively and cooperatively with all people
including those from diverse ethnic and educational backgrounds.

»  Ability to recognize the importance of safety in the workplace, follow safety rules,
practice safe work habits, utilize appropriate safety equipment and report unsafe
conditions to the appropriate administrator.

*MAY PERFORM OTHER DUTIES AS ASSIGNED**
DISCLAIMER:

The above statements are intended to describe the general nature and level of work being
performed by people assigned to this job. They are not intended to be an exhaustive list of all
responstbilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

e Demonstrate enthusiasm and commitment toward the position and the mission of the
company; support the company’s values in the strategic areas of acadeiiii¢ excellence,
operational performance, superior culture, and financial health and growth, as outlined in the
Employee Handbook.

s Strong time management & organizational skills and the ability to prioritize effectively.

Media Clerk .
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CHARTER SCHOOLS Position Description
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* Ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. As unique situations present themselves, the
employee must be sensifive to corporate needs, employee goodwill, and the public image.

e [Establish excellent interpersonal skills between all stakeholders: being courteous,
professional, and helpful; Oral (including presentations), Written, Interpersonal (active
listening), Negotiating and Influencing.

e Ability to consistently be at work, be on time, follow instructions, respond to management
direction and solicit feedback to improve performance.

¢ Proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information
System (SIS) and email communications.

¢ Look for ways to improve and promote quality and demonstrates accuracy and thoroughness.

» Consistently strives to implement best practices and positive character education.

JOB REQUIREMENTS

s High school diploma or equivalent.

e Minimum of one year of experience in working with students, computers and having
basic office skills.

¢ Proficient in media technology and instructional applications of library science,

¢ Looks for ways to improve and promote quality and demonstrates accuracy and
thoroughness. Strives to research, evaluate and implement best practices.

+ Effective instructional delivery techniques and excellent communication skills.

s Proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS).

¢ Commitment to company values.

¢ Such alternatives to the above requirements as CSUSA may find appropriate and
acceptable.

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.

» No physical exertion required.
¢ Required to sit and/or stand for long periods of time.

¢ Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

WORK ENVIRONMENT

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

+ The worker is not substantially exposed to adverse environmenta! conditions. Work is
performed in office and/or school environment.

Media Clerk
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CHARTER SCHOOLS Position Description

: USA
A
TERMS OF EMPLOYMENT:

s Salary and benefits shall be paid consistent with CSUSA salary and benefit policy.
Length of the work year and hours of employment shall be those established by Charter
Schools USA.

e This document does not create an employment contract, implied or otherwise, other than
an “at will” relationship.

FLSA OVERTIME CATEGORY:

Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).

EVALUATION:

Performance will be evaluated in accordance with Charter Schools USA Policy.

DECLARATION

Human Resources retains the sole right and discretion to make changes to this job description.
Any employee making changes unauthorized by the Human Resources Department will be
subject to disciplinary action up to and including termination,

Media Clerk
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CHARTER SCHOQLS Job Description
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Job Title: FOOD SERVICE SUPERVISOR/DIRECTOR
Reports to: National School Lunch Program Director

Job Code: 760X00

Revision Date: 01/2009

JOB PURPOSE -

Administer the food service program at school level in an efficient and effective manner
to meet nutritional needs and program acceptability of students and staff in accordance
with federal, state, and local regulations and CSUSA guidelines.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Ensures daily lunch count from teachers

Oversees/conducts food preparation

Oversees/conducts stocking of supplies for the day

Functions as cashier

Oversees/conducts kitchen and cafeteria clean up and preparation for next day

Oversees/conducts the ordering of supplies

Oversees/conducts receiving of deliveries

Supervises and evaluates food service personnel. Recommends employees for

appointment, re-appointment, transfer, and termination

» Maintains high standards of sanitation and safety and complies with all applicable
CSUSA policies and procedures, state and federal regulations

e Submits reports and maintains records as required, especially regarding free and

reduced lunch

Controls labor, food, and non-food costs

Recommends purchases of equipment

Communicates with parents regarding their cafeteria questions/concerns

Serves as resource person for school health and nutrition education activities

Manages the collection of monies and makes daily deposit

Maintains accurate financial records

Inputs new students, processes withdrawing students and ensures student count on

MicroCheck matches Registrar’s {National School Lunch Program compliance)

Allows/includes print rich environment in cafeteria to support curriculum

Ability to consistently be at work, to arrive on time, to follow instructions, to respond

to management direction and solicit feedback to improve performance.

« Establishes excellent interpersonal skills between all constituents: being courteous,
professional, and helpful; demonstrates high level of interpersonal skills to handle
sensitive and confidential situations. Position continually requires demonstrated
poise, tact and diplomacy.

¢ & & & & &+ & B

*MAY PERFORM OTHER DUTIES AS ASSIGNED**

Food Service Supervisor
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DISCLAIMER

The above statements are intended to describe the general nature and level of work
being performed by people assigned to this job. They are not intended to be an
exhaustive list of all responsibilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

+ Time Management - Prioritizing, Organizing, Scheduling

+ Communication — Oral, Written, interpersonal (active listening), Negotiating and
influencing

+ Safety and sanitation procedures regarding food handling

» Organization skills for paperwork

JOB REQUIREMENTS

» High School Diploma, GED or equivalent.

« Three (3) years experience in Institutional Food Service preferred.

+ Two (2) years experience in Food Service Supervision and/or successfui completion
of recognized Food Service Manager Trainee Program (or equivalent) preferred.

+ Commitment to company values.

s Such aliematives to the above requirements as CSUSA may find appropriate and
accepiable,

« Such alternatives to the above requirements as CSUSA may find appropriate and
acceptable.

PHYSICAL DEMANDS

» Stand for long lengths of time.

« Lift up to 40 pounds.

« Put away deliveries and stock; keep area tidy; sweep floors.

« Physical agility to break down boxes and carry trash to dumpster.

PERSONAL PROTECTIVE EQUIPMENT
« Heat resistant mitts

WORK ENVIRONMENT
= Room temperature may be warm while the ovens are working.
« Noise level is moderate but it may rise during meals due to heavy student traffic.

TERMS OF EMPLOYMENT

« Salary and benefits shall be paid consistent with CSUSA salary and benefit
policy. Length of the work year and hours of employment shall be those
established by Charter Schools USA.

« This document does not create an employment contract, implied or otherwise,
other than an “at will” relationship.

FLSA OVERTIME CATEGORY
Job is non-exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION

Food Service Supervisor
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Performance will be evaluated in accordance with Charter Schools USA's Policy.

DECLARATION

Human Resources retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by the CEO or the Senior

Director of Human Resources will be subject to disciplinary action up to and including
termination.

Food Service Supervisor
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CHARTER SCHOOLS Job Description

Job Title: - BEFORE/AFTER CARE DIRECTOR
Reports to: Business Administrator

Job Code: 900X00

Revision Date: 01/09

JOB PURPOSE

Oversee maintaining an orderly, safe and pleasant atmosphere in the cafeteria, on the
playground and in other designated locations by helping and supervising staff and
students during authorized before or after school programs in accordance with CSUSA
policy and established school procedures.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Oversees Day-to-Day Operations of Before and Aftercare Program

« Qversees registration of students into program.

Monitors staff and students.

Oversees proper student sign-in and dismissal procedures for Before Care.
Oversees proper student check-in and dismissal procedures for After Care.
Observes who enters and leaves child care area.

Oversees and/or assisis students with homework.

Qversees and/or passes out snacks.

QOversees and Jor plays with students on playground.

Coordinates field trips.

* & & 2 4 0 0

Ensures Proper Infrastructure of Before and Aftercare Program

+ Ensures hackground check work references have been conducted on staff.
Organizes and plans for age specific craft/fentertainment programs.
Purchases crafts and snacks.

Organizes and plans for Spring/Summer Camp Programs.

Submits reports and maintain records.

Oversees Finances of Before and Aftercare Program

Plans budget.

Ensures compliance to Budget.

Receives and handles money in accordance with CSUSA guidelines.
Oversees collection of A/R and NSF checks.

Maintains accurate financial records.

Maintains up to date data base of customers.

* ¢ ¢ o @+ @

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

Before/After Care Director
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DISCLAIMER

The above statements are intended to describe the general nature and level of work
being performed by people assigned to this job. They are not intended to be an
exhaustive list of all responsibilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

« Demonstrated ability to lead people and get results through others.

« Ability to consistently be at work, to arrive on time, to follow instructions, to respond
to management direction and solicit feedback to improve performance.

« Establishes excellent interpersonal skilis between all constituents: being courteous,
professional, and helpful; demonstrates high level of interpersonal skills to handle
sensitive and confidential situations. Position continually requires demonstrated
poise, tact and diplomacy.

» Demonstrates excellent oral (including presentations), written, interpersonal (active
listening), skills and ability in negotiating and influencing; great phone etiquette.

+ Proactive and takes initiative. Thinks creatively. Drives projects to completion.
Insists on highest level of quality.

» Works and interacts with staff and relates to individuals at alf levels of the
organization; relates to individuals at all levels. As unique situations present
themselves, the incumbent must be sensitive to corporate needs, employee goodwill,
and the public image.

+ Strong customer and student orientation.

Ability to work with large amounts of data, to research and interpret records, to detect
errors, and make the necessary corrections.

+ Looks for ways to improve and promote quality and demonstrates accuracy and
thoroughness. Strives to implement best practices.

» Ability to be courtecus and professional when dealing with parents, children and
other co-workers.

e Supervisory SKills

JOB REQUIREMENTS

s High School Diploma, or higher.

o Three (3) years experience in childcare management.

e Special certifications, i.e. CPR training, preferred.

« Computer literacy; proficient with Microsoft Office (Word, Excel, PowerPoint),
Student Information System (SIS).

« Such alternatives to the above requirements as CSUSA may find appropriate and
acceptable.

PHYSICAL DEMANDS

« Frequent reaching and stretching to pass out snacks.
« Frequent bending and flexing of arms and legs to play active games with children.

s Light work: Exerting up to 40 pounds of force occasionally (ice coolers), and/or up to 20
pounds of force as frequently as needed to move objects.

PERSONAL PROTECTIVE EQUIPMENT

Before/After Care Director )
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» None

WORK ENVIRONMENT
» Usual child care working conditions

DECLARATION

Human Resources retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by the CEO or the Senior
Director of Human Resources wiil be subject to disciplinary action up to and including
termination.

Before/Aifter Care Director
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CHARTER SCHOOLS

o Postition Description
Job Title: 5th Grade Teacher
Reports to: Principal
Job Code:
Revision Date: 11/07/2012
JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to
develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

» Plans and implements a program of instruction that adheres to the company’s
philosophy, goals and objectives as outlined in the adopted courses of study.

+ Makes purposeful and appropriate lesson plans which provide for effective teaching
strategies and maximizes time on fask.

« Presents subject matter to students to maximize learning opportunity and provides real-
world, application based examples and learning opportunities.

» Reviews student records in order to develop a foundation of understanding regarding
each student’s abilities and needs, Maintain accurate and complete student records.

« Strives to maximize the educational achievement of each student.

» Utilizes a variety/range of student learning modalities in each lesson and uses
differentiated instruction within those lessons.

» Utilizes diagnostic assessment of student learning on a frequent basis.

» Maintains accurate and completes student records.

« Assesses student strengths and weaknesses on a frequent basis, provides appropriate
activities to address student needs and generates progress reports as required.

+ Refers students with suspected learning problems to appropriate support personnel.

« Assigns lessons, corrects student work product and reviews oral presentations.

» Coordinates class field trips (as required).

* Prepares students for state required achievement assessments.

» Keeps current in subject matter knowledge and learning theory and is willing to share
this knowledge for the continual improvement of the school's curriculum.

» Assists in the on-going curriculum revision process, including the revision of written
courses of study.

» Assists in the selection of books, equipment, and other insfructional materials.

» Becomes acquainted with supplemental services beneficial to students as an extension
of regular classroom activities.

5™ Grade Teacher
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N - Position Description

Provide a Classroom Environment Conducive to Leaming

* Creates a classroom environment that is conducive to learning and appropriate to the
maturity and interests of students.

+ Maintains positive rapport with students; demonstrates patience and appropriate
nurturing to assist in the growth of the child.

+ Ensures classroom is clean, safe and includes student generated work on display as
appropriate.

« Implements all relevant policies governing student conduct.

* Develops reasonable rules of classroom/playground behavior in accordance with
CSUSA policy and guidelines, and maintains order in the classroom in a fair and
consistent manner.

Instructional Planning

= Develops lesson plans consistent with established guidelines and goals.

« Plans individual and / group learning activities designed to meet instructional objective
and students needs.

* Prepares for classes assigned and shows evidence of preparation upon request of
supervisory personnel.

= Participates with other staff members in curriculum planning during designated
meetings.

= Incorporates into planning all diagnostic information as required in the student’s
Individual Education Plan (IEF).

+ Takes all necessary and reasonable precautions to protect supplies, equipment, materials
and facilities needed to implement effectively the planned instructional program.

School/Community Relations

« Strives to establish cooperative relations and makes reasonable effort to communicate
with parents/guardians when appropriate.

+ Communicates clearly, consistently and positively with parents via all appropriate
mediums.

+» Cooperates with members of the administration, other staff and with CSUSA.

» Maintains confidentiality regarding student records.

» Participates in parent communication activities.

» Participates in extracurricular activities to ensure a positive school culture and provide
support for students and staff {as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required personnel so classified.
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SKILLS AND KNOWLEDGE
1. Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational
perfonmance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.
2. Possesses strong time management & organizational skills and the ability to prioritize effectively.
3. Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves.
4. Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.
5. Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.
6. Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.
7. Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.
Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
9. Strives to implement best practices and positive character education consistently.

Rl

JOB REQUIREMENTS :
» Bachelor’s degree (BA) from an accredited college or university or equivalent.
» Possession of valid teaching certification (as appropriate).
» Minimum of one (1) to three (3) years successful teaching experience (may include Student
Teaching Internship experience).
+ Equivalent combination of education and experience.
» Command of grades/subject specific content and theoretical knowledge of learning theory,
including motivation, reinforcement, evaluation and feedback technigues.
= Understanding of and commitment to company values.
» Successful results of criminal and employment background check.
» Effective instructional delivery techniques and excellent communication skills.
» Adberence to the requirements of the Code of Ethics for the Education Profession. -
« Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

+ Usual school working conditions.
» May be noisy during high student traffic.
PHYSICAL DEMANDS

e No physical exertion required.

e Travel within or outside of employment.
e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

5% Grade Teacher
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TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

5% Grade Teacher
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Position Title: MATH TEACHER (MIDDLE SCHOOL)
Reports to: Principal or Assistant Principal

Job Code(s): 102X00

Revision Date: 04/2011

JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develop lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members and parents. Motivate students to
develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability. '

ESSENTIAL DUTIES AND RESPONSIBILITIES

Instruction/Education Respoensibilities

+  Present subject matter to students to maximize learning opportunity.

» Review student records in order to develop a foundation of understanding regarding each
student’s abilities and needs.

« Maintain accurate and complete student records.

s Strive to maximize the educational achievemnent of each student.

e Demonstrate a variety / range of student learning modalities in each lessomn.

e Frequenily utilize diagnostic assessment of student learning.

s Frequently assess student strengths and weaknesses, provide appropriate activities to address
student needs and generates progress reports as required.

o Refer students with suspected leaming problems to appropriate support personnel.
Assign lessons, correct student work product and review oral presentations.

» Coordinate class field trips.

e  Prepare students for state required achievement assessments.

Provide a Classroom Environment Conducive {o Learning

e Create a classroom environment that is conducive to learning and appropriate to the maturity
and interests of students.

e Ensure classroom is clean, safe and includes student generated work on display as
appropriate. '

e [Implement all relevant policies governing student conduct.

e Develop reasonable rules of classroom/playground behavior in accordance with CSUSA
policy and guidelines, and maintains order in the classroom in a fair and consistent manner.

Instructional Planning

o Develop lesson plans consistent with established guidelines and goals.

e Plan individual and / group learning activities designed to meet instructional objective and
students needs.
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e  Prepare for classes assigned and shows evidence of preparation upon request of supervisory
personnel.

¢ Participate with other staff members in curriculum planning during designated meetings.

* Incorporate into planning all diagnostic information as required in the student’s Individual
Education Plan (IEP).

» Take all necessary and reasonable precautions to protect supplies, equipment, materials and
facilities needed to implement effectively the planned instructional program.

School/Community Relations ,

s Strive to establish cooperative relations and makes reasonable effort to communicate with
parents/guardians when appropriate. ‘
Communicate clearly, consistently and positively with parents via all appropriate mediums.
Cooperate with members of the administration and other staff.

Maintain confidentiality about students.

Attend parent communication activities.

Participate in extracurricular activities as required.

s & & 0+ 2

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed by people assigned to this job. They are not intended to be an exhaustive list of all
responsibilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

s Demenstrates enthusiasm and commitment toward the job and the mission of the company;
supports the company’s values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.

¢  Works and interacts with staff and relates to individuals at all levels of the orgamization;
relates to individuals at all levels. As unique situations present themselves, the incumbent
must be sensitive to corporate needs, employee goodwill, and the public image.

Strong time management & organizational skills and the ability to prioritize wisely.
Ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff.

» Establish excellent interpersonal skills between all constituents: being courteous,
professional, and helpful; Oral {including presentations), Written, Interpersonal (active
listening), Negotiating and Influencing.

s Ability to consistently be at work, be on time, follow instructions, respond to management
direction and solicit feedback to improve performance.

« Proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information
System (SIS).

Strong student orientation.
Proactive and takes initiative. Thinks creatively. Drives projects to completion. Insists on
highest level of quality. ‘

» Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
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JOB REQUIREMENTS

e Bachelor’s degree from an accredited college or university or equivalent.

e Possession of valid teaching certification in Middle School Math.

s Looks for ways to improve and promofe qualify and demonstrates accuracy and

 thoroughness. Strives to research, evaluate and implement best practices.

s [EBffective instructional delivery techniques and excellent communication skills.

e Proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student Information
System (SIS).

¢ Commitment to company values.

» Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
‘While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

# Usual schools working conditions.

» May be noisy during high student traffic.

TERMS OF EMPLOYMENT
¢ Salary and benefits shall be paid consistent with CSUSA. salary and benefit policy.
Length of the work year and hours of employment shall be those established by Charter
Schools USA.

* This document does not create an employment contract, implied or otherwise, other than
an “at will” relationship.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA’s Policy.

DECLARATION ‘

Human Resources retain the sole right and discretion to make changes to this job description. Any
employee making changes unauthorized by the Human Resources Department will be subject to
disciplinary action up to and including termination.
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Job Title: Elementary Art Teacher
Reports to: Principal
Job Code:
Revision Date: 11/07/2012
JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to
develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

» Plans and implements a program of instruction that adheres to the company’s
philosophy, goals and objectives as outlined in the adopted courses of study.

= Makes purposeful and appropriate lesson plans which provide for effective teaching
strategies and maximizes time on task.

» Presents subject matter to students to maximize learning opportunity and provides real-
world, application based examples and leaming opportunities.

» Reviews student records in order to develop a foundation of understanding regarding
each student’s abilities and necds. Maintain accurate and complete student records.

= Strives to maximize the educational achievement of each student.

» Utilizes a variety/range of student learning modalities in each lesson and uses
differentiated instruction within those lessons.

= Utilizes diagnostic assessment of student learning on a frequent basis.

» Maintains accurate and completes student records.

« Assesses student strengths and weaknesses on a frequent basis, provides appropriate
activities to address student needs and generates progress reports as required.

* Refers students with suspected learning problems to appropriate support personnel.

« Assigns lessons, corrects student work product and reviews oral presentations.

= Coordinates class field tdps (as required).

» Prepares students for state required achievement assessments.

» Keeps current in subject matter knowledge and learning theory and is willing to share
this knowledge for the continual improvement of the school's curriculum.

= Agsists in the on-going curriculum revision process, including the revision of written
courses of study.

« Assists in the selection of books, equipment, and other instructional materials.

« Becomes acquainted with supplemental services beneficial to students as an extension
of regular classroom activities.

Elementary Art Teacher
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Provide a Classroom Environment Conducive to Learning

s Creates a classroom environment that is conducive to leaming and appropriate to the
maturity and interests of students.

» Maintains positive rapport with students; demonstrates patience and appropriate
nurturing to assist in the growth of the child.

» Ensures classroom is clean, safe and includes student generated work on display as
appropriate.

» Implements all relevant policies governing student conduct.

« Develops reasonable rules of classroom/playground behavior in accordance with
CSUSA policy and guidelines, and maintains order in the classroom in a fair and
consistent manner.

Instructional Planning

+ Develops lesson plans consistent with established guidelines and goals.

« Plans individual and / group leaming activities designed to meet instructional objective
and students needs.

+ Prepares for classes assigned and shows evidence of preparation upon request of
supervisory personnel.

* Participates with other staff members in curriculum planning during designated
meetings.

« Incorporates into planning all diagnostic information as required in the student’s
Individual Education Plan (IEP).

» Takes all necessary and reasonable precautions to protect supplies, equipment, materials
and facilities needed to implement effectively the planned instructional program.

School/Community Relations

» Strives to establish cooperative relations and makes reasonable effort to communicate
with parents/guardians when appropriate.
+ Communicates clearly, consistently and positively with parents via all appropriate
mediums.
+ Cooperates with members of the administration, other staff and with CSUSA.
+ Maintains confidentiality regarding student records. '
» Participates in parent communication activities.

. » Participates in extracurricular activities to ensure a positive school culture and provide
support for students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responstbilities, duties and skills
required personnel so classified.

Elementary Art Teacher
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SKILLS AND KNOWLEDGE
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Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic arcas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.

Possesses strong time management & organizational skills and the ability to proritize effectively.
Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being
courtecus, professional, and helpful.

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
{active listening), Negotiating and Influencing.

Has the ability to be af work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives to implement best practices and positive character education consistently.

JOB REQUIREMENTS

+ Bachelor’s degree (BA) from an accredited college or university or equivalent.

= Possession of valid teaching certification (as appropriate).

» Minimum of one (1) to three (3) years successful teaching experience (may include Student
Teaching Internship experience).

« Equivalent combination of education and experience.

« Command of grades/subject specific content and theoretical knowledge of leaming theory,
including motivation, reinforcement, evaluation and feedback techniques.

* Understanding of and commitment to company values.

= Successful results of criminal and employment background check.

= Effective instructional delivery techniques and excellent communication skills.

+ Adhberence to the requirements of the Code of Ethics for the Education Profession.

= Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

» Usual school working conditions.
» May be noisy during high student traffic.

PHYSICAL DEMANDS

No physical exertion required.

Travel within or outside of employment.
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

Elementary Art Teacher
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TERMS OF EMPLOYMENT

Salary and benefits shall be paid cousistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA. Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and incloding termination.

Elementary Art Teacher
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Job Title: Middle School Art Teacher
Reports to: Principal
Job Code:
Revision Date: 11/07/2012
JOB PURPOSE

Create and implement a flexible program. and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established gnidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to
develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

* Plans and implements a program of instruction that adheres to the company’s
philosophy, goals and objectives as outlined in the adopted courses of study.

= Makes purposeful and appropriate lesson plans which provide for effective teaching
strategies and maximizes time on task,

* Presents subject matter to students to maximize learning opportunity and provides real-
world, application based examples and learning opportunities.

* Reviews student records in order to develop a foundation of understanding regarding
each student’s abilities and needs. Maintain accurate and complete student records.

+ Strives to maximize the educational achievement of each student,

+ Utilizes a variety/range of student learning modalities in each lesson and uses
differentiated instruction within those lessons.

» Utilizes diagnostic assessment of student learning on a frequent basis.

» Maintains accurate and completes student records.

« Assesses stndent strengths and weaknesses on a frequent basis, provides appropriate
activities to address student needs and generates progress repotts as required.

+ Refers students with suspected learning problems to appropriate support personnel.

» Assigns lessons, corrects student work product and reviews oral presentations.

» Coordinates class field trips (as required).

« Prepares students for state required achievement assessments.

« Keeps current in subject matter knowledge and learning theory and is willing to share
this knowledge for the continval improvement of the school's curriculum.

= Assists in the on-going curriculum revision process, including the revision of written
courses of study.

» Assists in the selection of books, equipment, and other instructional materials.

* Becomes acquainted with supplemental services beneficial to students as an extension
of regular classroom activities.

Middle Scheol Art Teacher
Draft Submitted on June 9, 2014 288 of 563



Clay Charter Academy
&

CHARTER SCHOQLS

5

. USA .y . .
- Position Description

Provide a Classroom Environment Conducive to Learning

* Creates a classroom environment that is conducive to learning and appropriate to the
maturity and interests of students.

+ Maintains positive rapport with students; demonstrates patience and appropriate
nurturing to assist in the growth of the child.

» Ensures classroom is clean, safe and includes student generated work on display as
appropriate.

« Implements all relevant policies governing student conduct.

= Develops reasonable rules of classroom/playground behavior in accordance with
CSUSA policy and guidelines, and maintains order in the classroom in a fair and
consistent manner.

Instructional Planning

» Develops lesson plans consistent with established guidelines and goals.

* Plans individual and / group learning activities designed to meet instructional objective
and students needs.

» Prepares for classes assigned and shows evidence of preparation upon request of
supervisory personnel.

+ Participates with other staff members in curriculum planning during designated
meetings.

» Incorporates into planning all diagnostic information as required in the student’s
Individual Education Plan (IEP).

» Takes all necessary and reasonable precautions to protect supplies, equipment, materials
and facilities needed to implement effectively the planned instructional program.

School/Community Relations

+ Strives to establish cooperative relations and makes reasonable effort to communicate
with parents/guardians when appropriate.

» Communicates clearly, consistently and positively with parents via all appropriate
mediums. '

+ Cooperates with members of the administration, other staff and with CSUSA.

» Maintains confidentiality regarding student records.

» Participates in parent comnmunication activities.

- Participates in extracurricular activities fo ensure a positive school culture and provide
support for students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required personnel so classified.

Middle School Art Teacher
Draft Submitted on June 9, 2014 289 of 563



Clay Charter Academy

CHARTER SCHOOLS

g USA “ . . .
A\ Position Description

SKILLS AND KNOWLEDGE
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Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.

Possesses strong time management & organizational skills and the ability to prioritize effectively.
Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

Demonstrates proficient expenience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and emajl communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives to implement best practices and positive character education consistently.

JOB REQUIREMENTS

* Bachelor’s degree (BA) from an accredited college or university or equivalent.

« Possession of valid teaching certification (as appropriate).

* Minimum of one (1} to three (3) years successful teaching experience (may include Student
Teaching Internship experience).

* Equivalent combination of education and experience.

= Command of grades/subject specific content and theoretical knowledge of learning theory,
including motivation, reinforcement, evaluation and feedback techniques.

* Understanding of and commitment to company vahes.

= Successful results of criminal and employment background check.

» Effective instructional delivery techniques and excellent communication skills.

= Adherence to the requirements of the Code of Ethics for the Education Profession.

* Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

+» Usual school working conditions.
« May be noisy during high student traffic.

PHYSICAL DEMANDS

No physical exertion required.

Travel within or outside of employment.
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

Middle School Art Teacher
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TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes upauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

Middle School Art Teacher
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Job Title: Elementary Physical Education Teacher

Reports to: Principal

Job Code:

Revision Date: 11/07/2012

JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to
-develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

« Plans and implements a program of instruction that adheres to the company’s
phitosophy, goals and objectives as outlined in the adopted courses of study.

= Makes purposeful and appropriate lesson plans which provide for effective teaching
strategies and maximizes time on task.

= Presents subject matter to students to maximize learning opportunity and provides real-
world, application based examples and learning opportunities.

*» Reviews student records in order to develop a foundation of understanding regarding
each student’s abilities and needs. Maintain accurate and complete student records.

+ Strives to maximize the educational achievement of each student.

= Utilizes a variety/range of student learning modalities in each lesson and uses
differentiated instruction within those lessons.

« Utilizes diagnostic assessment of student learning on a frequent basis.

» Maintains accurate and completes student records.

= Assesses student strengths and weaknesses on a frequent basis, provides appropriate
activities to address student needs and generates progress reports as required.

« Refers students with suspected learning problems to appropriate support personnel.

+ Assigns lessons, corrects stadent work product and reviews oral presentations.

* Coordinates class field trips (as required).

» Prepares students for state required achievement assessments.

= Keeps current in subject matter knowledge and leaming theory and is willing to share
this knowledge for the continual improvement of the school's curriculum.

= Assists in the on-going curriculum revision process, including the revision of written
courses of study.

= Assists in the selection of books, equipment, and other instructional materials.

= Becomes acquainted with supplemental services beneficial to students as an extension
of regular classroom activities. '

Elementary Physical Education Teacher
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Provide a Classroom Environment Conducive to Leaming

» Creates a classroom environment that is conducive to learning and appropriate to the
maturity and interests of students.

+ Maintains positive rapport with students; demonstrates patience and appropriate
nurturing to assist in the growth of the child.

» Ensures classroom is clean, safe and includes student generated work on display as
appropriate.

+ Implements all relevant pohcies governing student conduct.

» Develops reasonable rules of classroom/playground behavior in accordance with
CSUSA policy and guidelines, and maintains order in the classroom in a fair and
consistent manner.

Instructional Planning

« Develops lesson plans consistent with established guidelines and goals.

» Plans individual and / group learning activities designed to meet instructional objective
and students needs.

. Prepares for classes assigned and shows evidence of preparation upon request of
supervisory personnel.

+ Participates with other staff members in curriculum planning during designated
meetings.

» Incorporates into planning all diagnostic information as required in the student’s
Individual Education Plan (IEP).

» Takes all necessary and reasonable precautions to protect supphes equipment, materials
and facilities needed to implement effectively the planned instructional program.

School/Community Relations

» Strives to establish cooperative relations and makes reasonable effort to communicate
with parents/guardians when appropriate.

= Communicates clearly, consistently and positively with parents via all appropriate
mediums.

» Cooperates with members of the administration, other staff and with CSUSA.

» Maintains confidentiality regarding student records.

« Participates in parent communication activities.

» Participates in extracurricular activities to ensure a positive school culture and provide
support for students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required personael so classified.

Elementary Physical Education Teacher
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Demonsirates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.

Possesses strong time management & organizational skills and the ability to prioritize effectively.
Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.

Possesses excellent communication skills: - Oral {including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing,.

Has the ability to be at work consisiently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives to implement best practices and positive character education consistently.

JOB REQUIREMENTS

* Bachelor’s degree (BA) from an accredited college or university or equivalent.

+ Possession of valid teaching certification (as appropriate).

» Minimum of one (1) to three (3) years successful teaching experience (may include Student
Teaching Internship experience).

= Equivalent combination of education and experience.

» Command of grades/subject specific content and theoretical knowledge of learning theory,
including motivation, reinforcement, evaluation and feedback techniques.

« Understanding of and commitment to company values.

« Successful results of criminal and employment background check.

« Effective instructional delivery techniques and excelient communication skills.

« Adherence to the requirements of the Code of Ethics for the Education Profession.

+ Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

* Usual school working conditions.
» May be noisy during high student traffic.

PHYSICAL DEMANDS

No physical exertion required.

Travel within or outside of employment.
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

Elementary Physical Education Teacher
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TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

-

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole rght and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

Elementary Physical Education Teacher
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Job Title: Middle School Physical Education Teacher
Reports to: Principal
Job Code:
Revision Date: 11/07/2012
JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to
develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

* Plans and implements a program of instruction that adheres to the company’s
philosophy, goals and objectives as outlined in the adopted courses of study.,

+ Makes purposeful and appropriate lesson plans which provide for effective teaching
strategies and maximizes time on task.

+ Presents subject matter to students to maximize learning opportunity and provides real-
world, application based examples and learning opportunities.

* Reviews student records in order to develop 2 foundation of understanding regarding
each student’s abilities and needs. Maintain accurate and complete student records.

= Strives to maximize the educational achievement of each student.

= Utilizes a variety/range of student learning modalities in each lesson and uses
differentiated instruction within those lessons.

« Utilizes diagnostic assessment of student learning on a frequent basis.

« Maintains accurate and completes student records.

+ Assesses student strengths and weaknesses on a frequent basis, provides appropriate
activities to address student needs and generates progress reports as required.

« Refers students with suspected learning problems to appropriate support personnel.

« Assigns lessons, corrects student work product and reviews oral presentations.

« Coordinates class field trips (as required).

* Prepares students for state required achievement assessments.

* Keeps current in subject matter knowledge and leaming theory and is willing to share
this knowledge for the continual improvement of the school's curriculum.

« Assists in the on-going curriculum revision process, including the revision of written
courses of study.

* Assists in the selection of books, equipment, and other instructional materials.

* Becomes acquainted with supplemental services beneficial to students as an extension
of regular classroom activities.

Middle School Physical Education Teacher
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Provide a Classroom Environment Conducive to Learning

» Creates a classroom environment that is conducive to learning and appropriate to the
maturity and interests of students.

+ Maintains positive rapport with students; demonstrates patience and appropriate
nurturing to assist in the growth of the child.

» Ensures classroom is clean, safe and includes student generated work on display as
appropriate.

» Implements all relevant policies governing student conduct.

« Develops reasonable rules of classroom/playground behavior in accordance with
CSUSA policy and guidelines, and maintains order in the classroom in a fair and
consistent manner.

Instructional Planning

« Develops lesson plans consistent with established guidelines and goals.

« Plans individual and / group learning activities designed to meet instructional objective
and students needs.

» Prepares for classes assigned and shows evidence of preparation upon request of
supervisory personnel.

« Participates with other staff members in curriculum planning during designated
meetings.

» Incorporates into planning all diagnostic information as required in the student’s
Individual Education Plan (IEP).

« Takes all necessary and reasonable precautions to protect supplies, equipment, materials
and facilities needed to implement effectively the planned instructional program.

School/Community Relations

+ Strives to establish cooperative relations and makes reasonable effort to communicate
with parents/guardians when appropriate.

- Communicates clearly, consistently and positively with parents via all appropriate
mediums.

+ Cooperates with members of the administration, other staff and with CSUSA.

» Maintains confidentiality regarding student records.

« Participates in parent communication activities.

« Participates in extracurricular activities to ensure a positive school culture and provide
support for students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required personnel so classified.

Middle School Physical Education Teacher
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SKILLS AND KNOWLEDGE
1. Demonsirates enthusiasm and commitment toward the position and the mission of the company;

support the company’s values in the strategic areas of academic excellence, operational

performance, superior culture, and financial health and growth, as outlined in the Employee

Handbook.

Possesses strong time management & organizational skills and the ability to prioritize effectively.

Has the ability to establish and maintain effective working relationships with teachers, students,

parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,

employee goodwill, and the public image, as unique situations present themselves.

4. Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.

5. Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

6. Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

7. Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS} and email communications.

8. Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

9. Strives to implement best practices and positive character education consistently.

W

JOB REQUIREMENTS
= Bachelor’s degree (BA) from an accredited college or university or equivalent.
* Possession of valid teaching certification (as appropriate).
» Minimum of one (1} to three (3) years successful teaching experience (may include Student
Teaching Internship experience).
» Equivalent combination of education and experience.
+ Command of grades/subject specific content and theoretical knowledge of leaming theory,
including motivation, reinforcement, evaluation and feedback technigues.
+ Understanding of and commitment to company values.
= Successful results of criminal and employment background check.
= Effective instiuctional delivery techniques and excellent communication skills.
= Adherence to the requirements of the Code of Ethics for the Education Profession.
= Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT :
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

_*+ Usual school working conditions.
+ May be noisy during high student traffic.
PHYSICAL DEMANDS
» No physical exertion required.

Travel within or outside of employment.
e Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

Middle School Physical Education Teacher
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TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

Middle School Physical Education Teacher
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Job Title: Elementary Foreign Language Teacher
Repotts to: Principal
Job Code:
Revision Date: 11/07/2012
JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to
develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

* Plans and implements a program of instruction that adheres to the company’s
philosophy, goals and objectives as outlined in the adopted courses of study.

= Makes purposeful and appropriate lesson plans which provide for effective teaching
strategies and maximizes time on task. ‘

* Presents subject matter to students to maximize learning opportunity and provides real-
world, application based examples and learning opportunities.

= Reviews student records in order to develop a foundation of understanding regarding
each student’s abilities and needs. Maintain accurate and complete student records.

* Strives to maximize the educational achievement of each student.

» Utilizes a variety/range of student learning modalities in each lesson and uses
differentiated instruction within those lessons.

= Utilizes diagnostic assessment of student learning on a frequent basis.

» Maintains accurate and completes student records.

* Assesses student strengths and weaknesses on a frequent basis, provides appropriate
activities to address student needs and generates progress reports as required.

= Refers students with suspected learning problems to appropriate support personnel.

* Assigns lessons, corrects student work product and reviews oral presentations.

* Coordinates class field trips (as required).

* Prepares students for state required achievement assessments.

* Keeps current in subject matter knowledge and learning theory and is willing to share
this knowledge for the continval improvement of the school's curriculum.

= Assists in the on-going curriculum revision process, including the revision of written
courses of study. .

» Assists in the selection of books, equipment, and other instructional materials.

* Beconies acquainted with stpplemernital services beneficial to students as an extension
of regular classroom activities.

Elementary Foreign Language Teacher
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Provide a Classroom Environment Conducive to Learning

» Creates a classroom environment that is conducive to learning and appropriate to the
maturity and interests of students.

+ Maintains positive rapport with students; demonstrates patience and appropriate
nurturing o assist in the growth of the child.

» Ensures classroom is clean, safe and includes student generated work on display as
appropriate.

« Implements all relevant policies governing student conduct.

» Develops reasonable rules of classroom/playground behavior in accordance with
CSUSA policy and guidelines, and maintains order in the classroom in a fair and
consistent manner.

Instructional Planning

+ Develops lesson plans consistent with established guidelines and goals.

« Plans individual and / group learning activities designed to meet instructional objective
and students needs.

« Prepares for classes assigned and shows evidence of preparation upon request of
supervisory personnel.

» Participates with other staff members in curriculum planning during designated
meetings. .

» Incorporates into planning all diagnostic information as required in the student’s
Individual Education Plan (IEP).

» Takes all necessary and reasonable precautions to protect supplies, equipment, materials
and facilities needed to implement effectively the planned instructional program.

School/Community Relations

» Strives to establish cooperative relations and makes reasonable effort to communicate
with parents/guardians when appropriate.

« Communicates clearly, consistently and positively with parents via all appropriate
mediums.

» Cooperates with members of the administration, other staff and with CSUSA.

= Maintains confidentiality regarding student records.

- Participates in parent communication activities.

» Participates in extracurricular activities to ensure a positive school culture and provide
support for students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER .

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required personnel so classified.

Elementary Foreign Language Teacher
Draft Submitted on June 9, 2014 301 of 563



Clay Charter Academy

CHARTER SCHOOLS

e Position Description

SKILLS AND KNOWLEDGE

1.

o o0

Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.

Possesses strong time management & organizational skills and the ability to proritize effectively.
Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves,

Possesses exceilent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.

Possesses excellent communication skills: Oral (mcludmg presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives to implement best practices and positive character education consistently.

JOB REQUIREMENTS

* Bachelor’s degree (BA) from an accredited college or university or equivalent.

= Possession of valid teaching certification (as appropriate).

» Minimum of one (1) to three (3) years successful teaching experience (may include Student
Teaching Internship experience).

= Equivalent combination of education and experience.

» Command of grades/subject specific content and theoretical knowledge of learning theory,
including motivation, reinforcement, evaluation and feedback techniques.

» Understanding of and commitment to company values.

« Successful results of criminal and employment background check.

= Effective instructional delivery techniques and excellent communication skills.

+ Adherence to the requirements of the Code of Ethics for the Education Profession.

* Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

* Usual school working conditions.
* May be noisy during high student traffic.

PHYSICAL DEMANDS

No physical exertion required.

Travel within or outside of employment.
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

Elementary Foreign Language Teacher
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TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discrefion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

Elementary Foreign Language Teacher
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Job Title: Middle School Foreign Language Teacher
Reports to: Principal
Job Code:
Revision Date; 11/07/2012
JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to
develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

+ Plans and implements a program of instruction that adheres to the company’s
philosophy, goals and objectives as outlined in the adopted courses of study.

* Makes purposeful and appropriate lesson plans which provide for effective teaching
strategies and maximizes time on task.

» Presents subject matter to students to maximize learning opportunity and provides real-
world, application based examples and learning opportunities.

* Reviews student records in order to develop a foundation of understanding regarding
each student’s abilities and needs. Maintain accurate and complete student records.

= Strives to maximize the educational achievement of each student.

» Utilizes a variety/range of student learning modalities in each lesson and uses
differentiated instruction within those lessons.

» Utilizes diagnostic assessment of student learning on a frequent basis.

» Maintains accurate and completes student records.

= Assesses student strengths and weaknesses on a frequent basis, provides appropriate
activities to address student needs and generates progress reports as required.

» Refers students with suspected learning problems to appropriate support personnel.

= Assigns lessons, corrects student work product and reviews oral presentations,

= Coordinates class field trips (as required).

* Prepares students for state required achievement assessments.

* Keeps current in subject matter knowledge and learning theory and is willing to share
this knowledge for the continual improvement of the school's curriculum.

» Assists in the on-going curriculum revision process, including the revision of written
courses of study.

» Assists in the selection of books, equipment, and other instructional materials.

* Becomes acquainted with supplemental services beneficial to students as an extension
of regular classroom activities.

Middle School Foreign Language Teacher
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Provide a Classroom Environment Conducive to Leaming

+ Creates a classroom environment that is conducive to learning and appropriate to the
maturity and interests of students.

+» Maintains positive rapport with students; demonstrates patience and appropriate
nurturing to assist in the growth of the child.

« Ensures classroom is clean, safe and includes student generated work on display as
appropriate.

» Implements all relevant policies governing student conduct.

» Develops reasonable rules of classroom/playground behavior in accordance with
CSUSA policy and guidelines, and maintains order in the classroom m a fair and
consistent manner.

Instructional Planning

+ Develops lesson plans consistent with established guidelines and goals.

* Plans individual and / group learning activities designed to meet instructional objective
and students needs.

» Prepares for classes assigned and shows evidence of preparation upon request of
supervisory personnel.

» Participates with other staff members in curriculum planning during designated
meetings.

= Incorporates info planning all diagnostic information as required in the student’s
Individual Education Plan (IEP).

« Takes all necessary and reasonable precautions to protect supplies, equipment, materials
and facilities needed to implement effectively the planned instructional program.

School/Community Relations

» Strives to establish cooperative relations and makes reasonable effort to communicate
with parents/guardians when appropriate.

» Communicates clearly, consistently and positively with parents via all appropriate
mediums.

» Cooperates with members of the administration, other staff and with CSUSA.

» Maintains confidentiality regarding student records.

= Participates in parent communication activities.

» Participates in exfracurricular activities to ensure a positive school culture and provide
support for students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required personnel so classified.

Middle Schoo! Foreign Language Teacher
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SKILLS AND KNOWLEDGE
1. Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of acadermic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.

2. Possesses strong time management & organizational skills and the ability to prioritize effectively.
3. Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,

employee goodwill, and the public image, as unique situations present themselves,

4. Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.

5. Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

6. Has the ability to be at work consistently, to be on time, to follow instructions, to respond to

. management direction and to solicit feedback to improve performance.

7. Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

8. Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

9. Strives to implement best practices and positive character education consistently.

JOB REQUIREMENTS
+ Bachelor’s degree (BA) from an accredited college or university or equivalent.
= Possession of valid teaching certification (as appropriate). ‘
» Minimum of one (1) to three (3) years successful teaching experience (may include Student
Teaching Internship experience).
= Equivalent combination of education and experience.
= Command of grades/subject specific content and theoretical knowledge of learning theory,
including motivation, reinforcement, evaluation and feedback techniques.
+ Understanding of and commitment to company values.
* Successful results of criminal and employment background check.
« Effective instructional delivery techniques and excellent communication skills.
« Adherence to the requirements of the Code of Ethics for the Education Profession.
* Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

» Usual school working conditions.
* May be noisy during high student traffic.
PHYSICAL DEMANDS

s No physical exertion required.

Travel within or outside of employtment.
» Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

Middle School Foreign Language Teacher
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TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

Middile School Foreign Language Teacher
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Job Title: Elementary Technology Teacher
Reports to: Principal
Job Code:
Revision Date: 11/07/2012
JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to
develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

» Plans and implements a program of instruction that adheres to the company’s
philosophy, goals and objectives as outlined in the adopted courses of study.

» Makes purposeful and appropriate lesson plans which provide for effective teaching
strategies and maximizes time on task.

+ Presents subject matter to students to maximize learning opportunity and provides real-
world, application based examples and learning opportunities.

» Reviews student records in order to develop a foundation of understanding regarding
each student’s abilities and needs. Maintain accurate and complete student records.

+ Strives to maximize the educational achievement of each student.

+ Utilizes a variety/range of student learning modalities in each lesson and uses
differentiated instruction within those lessons.

+» Utilizes diagnostic assessment of student learning on a frequent basis.

+ Maintains accurate and completes student records.

* Assesses student strengths and weaknesses on a frequent basis, provides appropriate
activities to address student needs and generates progress reports as required.

* Refers students with suspected learning problems to appropriate support personnel.

= Assigns lessons, corrects student work product and reviews oral presentations.

+ Coordinates class field trips (as required).

= Prepares students for state required achievement assessmennts.

= Keeps current in subject matter knowledge and learning theory and is willing to share
this knowledge for the continual improvement of the school's curriculum.

* Assists in the on-going curriculum revision process, including the revision of written
courses of study.

* Assists in the selection of books, equipment, and other instructional materials.

* Becomies acquainted with supplethental services benéficial to students as an extension
of regular classroom activities.
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Provide a Classroom Environment Conducive to Learning

» Creates a classroom environment that is conducive to learning and appropriate to the
maturity and interests of students.

« Maintains positive rapport with students; demonstrates patience and appropriate
nurturing to assist in the growth of the child.

« Ensures classroom is clean, safe and includes student generated work on display as
appropriate.

» Implements all relevant policies governing student conduct.

« Develops reasonable rules of classroom/playground behavior in accordance with
CSUSA policy and guidelines, and maintains order in the classroom in a fair and
consistent manner.

Instructional Planning

+ Develops lesson plans consistent with established guidelines and goals.

+ Plans individual and / group learning activities designed to meet instructional objective
and students needs.

» Prepares for classes assigned and shows evidence of preparation upon request of
supervisory personnel.

« Participates with other staff members in curriculum planning during designated
meetings.

+ Incorporates into planning all diagnostic information as required in the student’s
Individual Education Plan (IEP).

« Takes all necessary and reasonable precautions to protect supplies, equipment, materials
and facilities needed to implement effectively the planned instructional program.

School/Community Relations

* Strives to establish cooperative relations and makes reasonable effort to communicate
with parents/guardians when appropriate.

+ Communicates clearly, consistently and positively with parents via all appropriate
mediums.

» Cooperates with members of the administration, other staff and with CSUSA.

« Maintains confidentiality regarding student records.

« Participates in parent communication activities.

» Participates in extracurricular activities to ensure a positive school culture and provide
support for students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required personnel so classified.

Elementary Technology Teacher
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SKILLS AND KNOWLEDGE
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Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook.

Possesses strong time management & organizational skills and the ability to prioritize effectively.
Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and sdministrative staff. Is sensitive to sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives to implement best practices and positive character education consistently.

JOB REQUIREMENTS

» Bachelor’s degree (BA) from an accredited college or university or equivalent.

= Possession of valid teaching certification (as appropriate).

* Minimum of one (1) to three (3) years successful teaching experience (may include Student
Teaching Internship experience).

* Equivalent combination of education and experience.

« Command of grades/subject specific content and theoretical knowledge of learning theory,
including motivation, reinforcement, evaluation and feedback techniques.

+ Understanding of and commitment to company valunes,

= Successful results of criminal and employment background check.

= Effective instructional delivery techniques and excellent communication skills.

* Adherence to the requirements of the Code of Ethics for the Education Profession.

» Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

» Usual school working conditions.
* May be noisy during high student traffic.

PHYSICAL DEMANDS

No physical exertion required.

Travel within or outside of emnployment.
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

Elementary Technology Teacher
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TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.
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Job Title: Middle School Technology Teacher
- Reports to: Principal
Job Code:
Revision Date: 11/07/2012
JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student
learning and personal growth. Develops lesson plans consistent with established guidelines.
Establish effective rapport with students, staff members, and parents. Motivate students to
develop skills, attitudes and knowledge to provide an effective educational foundation, in
accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

* Plans and implements a program of instruction that adheres to the company’s
philosophy, goals and objectives as outlined in the adopted courses of study.

* Makes purposeful and appropriate lesson plans which provide for effective teaching
strategies and maximizes time on task.

» Presents subject matter to students to maximize learning opportunity and provides real-
world, application based examples and learning opportunities.

* Reviews student records in order to develop a foundation of understanding regardmg
each student’s abilities and needs. Maintain accurate and complete student records.

= Strives to maximize the educational achievement of each student.

« Utilizes a variety/range of student learning modalities in each lesson and uses
differentiated instruction within those lessons.

= Utilizes diagnostic assessment of student leaming on a frequent basis.

= Maintains accurate and completes student records.

* Assesses student strengths and weaknesses on a frequent basis, provides appropriate
activities to address student needs and generates progress reports as required.

= Refers students with suspected learning problems to appropriate support personnel.

* Assigns lessons, corrects student work product and reviews oral presentations.

= Coordinates class field trips (as required).

* Prepares students for state required achievement assessments.

* Keeps current in subject matter knowledge and learning theory and is willing to share
this knowledge for the continual improvement of the school's curriculum.

+ Assists in the on-going curriculum revision process, including the revision of written
courses of study.

* Assists in the selection of books, equipment, and other instructional materials,

« Becomes acquainted with supplemental services beneficial to students as an extension
of regular classroom activities.

Middle School Technology Teacher
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Provide a Classroom Environment Conducive to Learning

= Creates a classroom environment that is conducive to learning and appropriate to the
maturity and interests of students.

* Maintains positive rapport with students; demonstrates patience and appropriate
nurfuring to assist in the growth of the child.

+ Ensures classroom is clean, safe and includes student generated work on display as
appropriate.

* Implements all relevant policies governing student conduct.

* Develops reasonable rules of classroom/playground behavior in accordance with
CSUSA policy and guidelines, and maintains order in the classroom in a fair and
consistent manner.

Instructional Planning

* Develops lesson plans consistent with established guidelines and goals.

« Plans individual and / group learning activities designed to meet instructional objective
and students needs.

» Prepares for classes assigned and shows evidence of preparation upon request of
supervisory personnel.

» Participates with othér staff members in curriculum planning during designated
meetings.

» Incorporates into planning all diagnostic information as required in the student’s
Individual Education Plan (IEP).

= Takes all necessary and reasonable precautions to protect supplies, equipment, mategials
and facilities needed to implement effectively the planned instructional prograin.

School/Community Relations

» Strives fo establish cooperative relations and makes reasonable effort to communicate
with parents/guardians when appropriate.

« Communicates clearly, consistently and positively with parents via all appropriate
mediums.

« Cooperates with members of the administration, other staff and with CSUSA.

« Maintains confidentiality regarding student records.

« Participates in parent communication activities.

» Participates in extracurricular activities to ensure a positive school culture and provide
support for students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhanstive list of all responsibilities, duties and skills
required personnel so classified.

Middle School Technology Teacher
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SKILLS AND KNOWLEDGE

I

Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook. .
Possesses strong time management & organizational skills and the ability to proritize effectively.
Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves.

Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful.

Possesses excellent communication skills: Oral (including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS) and email communications.

Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
Strives to implement best practices and positive character education consistently.

JOB REQUIREMENTS

« Bachelor’s degree (BA) from an accredited college or university or equivalent.

« Possession of valid teaching certification (as appropriate).

» Minimum of one (1) to three (3) years successful teaching experience (may include Student
Teaching Internship experience).

» Equivalent combination of education and experience.

« Command of grades/subject specific content and theoretical knowledge of learning theory,
incluzding motivation, reinforcement, evaluation and feedback techniques.

» Understanding of and commitment to company values.

+ Successful results of criminal and employment background check.

« Effective instructional delivery techniques and excellent communication skills.

» Adherence to the requirements of the Code of Ethics for the Education Profession.

= Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:;

+» Usual school working conditions.
» May be noisy during high student traffic.

PHYSICAL DEMANDS

No physical exertion required.

Travel within or outside of emaployment.
Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

Middle School Technology Teacher
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TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION

Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

Middle School Technology Teacher
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Instructional Aide
JOB PURPOSE
Responsible for assisting in the general supervision and management of the children, which allows the

teachers more time to focus on the educational needs of students. The incumbent must be willing to
fulfill responsibilities in accordance with the school's educational philosophy.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Instructional Setting

. Assists in the implementation of the daily program under the direction of the teacher.

. Assists in planning and preparing the learning environment, setting up interest centers and
preparing needed materials and supplies for students’ daily activities.

. Works individually or in small groups with students to review classroom instruction, listens to
reading groups, or assists answering questions.

. Supervises outside playground activities.

. Helps with general housekeeping tasks.

. Assists the teacher in any other appropriate ways.

. Performs clerical tasks.

. Treats all children with dignity and respect.

. Attends all staff meetings and recommended training programs and conferences, including in-
service training as may be required by the district.

. Operates and cares for instructional equipment used in the classroom.

. Performa other duties as assigned by the Principal. '

. Follows directions given by head teacher or immediate supervisor.

Student Management )

. Assists with the supervision of students outside the classroom such as: field trips to assist with
student supervision and safety, during play period, lunchroom activities, dismissal, etc.

. Supervise the classroom when the teacher is out of the room.

School/Community Relations

. Maintains confidentiality about children, their families, and other employees outside the school.
. Handles sensitive and confidential information, documents, communications, incidents, etc.,
with discretion and in a conscientious manner.

. Cooperates and share professionally with other members of the staff.

. Promotes high academic/achievement for all children;

. Promotes a greater focus on teaching and learning;

. Promates flexibility to stimulate local initiatives coupled with responsibility for student
performance;

. Promotes improved linkages among schools, parents and communities.
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**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties
and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

. Demonstrates enthusiasm and commitment toward the position and the mission of the
company; supports the company’s values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee Handbook.
. Has strong time management & organizational skills and the ability to pricritize effectively.

. Has the ability to establish and maintain effective working relationships with teachers, students,
parents, the community, and administrative staff. As unique situations present themselves, the
employee must be sensitive to corporate needs, employee goodwill, and the public image.

. Establishes excellent interpersonal skills between all stakeholders: being courteous,
professional, and helpful; Oral {including presentations), Written, Interpersonal (active listening),
Negotiating and Influencing.

. Has the ability to consistently be at work, be on time, follow instructions, respond to
management direction and solicit feedback to improve performance.

. Is proficient with Microsoft Office (Word, Excel, PowerPoint), Student Information System (SIS)
and email communications.

» Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.
. Strives to implement consistently best practices and positive character education.

WORK ENVIRONMENT

While performing the responsibilities of this position, the work environment characteristics listed below
are representative of the environment the employee will encounter:

. Usual schools werking conditions.

. May be noisy during high student traffic.

TERMS OF EMPLOYMENT

. Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.
. This document does not create an employment contract, implied or otherwise, other than an “at

will” relationship.

FLSA OVERTIME CATEGORY
Job is non-exempt under the overtime provisions of the Fair Labor Standards Act.

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA’s Policy.
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DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this position description. Any employee making changes unauthorized by Human Resources
Department will be subject to disciplinary action up to and including termination.

JOB REQUIREMENTS

. High School degree, GED, or equivalent experience.

. Speak, read, and write English fluently.

. Successful results of criminal and erhp[oyment background check.

. Experience in working with children, preferably children with disabilities.

. Be in the process of becoming professionally prepared to supervise young children.

. Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.
. Commitment to company values. '

. Adherence to the requirements of the Code of Ethics for the Education Profession.

. Equivalent combinations of education and experience that provide the required knowledge,

ahilities and skills will be evaluated on an individual basis.
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Job Title: ESOL (English for Speakers of Other Languages) Teacher
Reports to: Principal

Job Code(s): 250X00

Revision Date: 01/2009

JOB PURPOSE

Supports the school's instructional program by tdentifylng students of limited English
proficiency, planning an appropriate developmental program for them and implementing
instruction in accordance with state law and regulation as well as CSUSA curriculum.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Diagnostic Evaluation

« Identifies students as limited English proficient (LEP) in accordance with state law
and regulation as well as CSUSA policy by evaluation of available test and
observational data, by consultation with staff members, by reviewing relevant
registration forms and by recommendations made by other personnel.

+ Uses appropriate standardized test instruments, informal diagnostic tasks, and
observations to assess the student’s level of English proficiency.

Instructional Planning

« Develops instructional program that will increase the acquisition of oral and written
communication skills.

+ Selects appropriate instructional materials and media fo achieve the goals of the
program.

« In cooperation with the principal, properly groups students for instruction after
consideration of the level of each student’s English proficiency. '

« Prepares for assigned classes and shows evidence of preparation upon request of
administrative and supervisory personnel.

e Participates with other staff members in curriculum planning during designated
meetings.

s Takes all necessary and reasonable precautions to protect supplies, equipment,
materials and facilities needed to implement effectively the planned instructional
program.

Instruction

e Meets with and instructs students in accordance with schedules previously devised.

+ Employs instructional media and techniques which are appropriate fo the
achievement of increasing oral and written communication skills in English.

e Assesses, on a regular basis, the extent to which students have increased English

proficiency.
e Sirives to maximize the educational achievement of each student.
ESOL Teacher
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+ Maintains accurate and complete records as required by CSUSA policy and state
reguiations.

Student Management

« Creates a classroom environment that is conducive to learning and appropriate to
the maturity and interests of the students.

+ Implements all relevant policies and rules governing student life and conduct.

¢ Develops reasonable rules of classroom behavior in accordance with district policy
and guidelines, and maintains order in the classroom in a fair and just manner.

» Maintains confidentiality about students.

Schoof and Community Relations

+ Strives fo establish cooperative relations and makes a reasonable effort to
communicate with parents/guardians when necessary and as required by state law
and CSUSA policy.

» Cooperates and shares professionally with members of the administration and other
staff.

+ Maintains confidentiality about students in accordance with state and federal law as
well as district policy.

» Altends parent communication activities (i.e., Back-to-School Night, conferences) as
directed by the principal.

+ In accordance with prescribed state law as well as with CSUSA procedures, informs
parents of placement in the ESOL (English for Speakers of Other Languages)
Program.

« Provides progress reports on students assigned to the program to both classroom
teachers and parents as required.

» Communicates with classroom teachers regarding objectives devised for each
student and the materials being used to accomplish those objectives.

« Provides appropriate levels of consultation and training to staff about cultural
background of LEP (Limited English Proficiency} pupils.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work
being performed by people assigned to this job. They are not intended to be an
exhaustive list of all responsibilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

» Demonstrates enthusiasm and commitment toward the job and the mission of the
company; supports the company’s values in the strategic areas of academic
excellence, operational performance, superior culture, and financial health and
growth, as outlined in the Employee Handbook.

+ Works and interacts with staff and relates to individuals at alf levels of the
organization, relates to individuals at all levels. As unique situations present
themselves, the incumbent must be sensitive to corporate needs, employee goodwill,
and the public image.

ESOL Teacher
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s Strong time management & organizational skilis and the ability to prioritize wisely.

s Ability to establish and maintain effective working relationships with teachers,
students, parents, the community, and administrative staff.

« Establishes excellent interpersonal skills between all constituents: being courteous,
professional, and helpful; Oral {including presentations), Written, Interpersonal
(active listening), Negotiating and Influencing.

e Ability to consistently be at work, be on time, follow instructions, respond to
management direction and solicit feedback to improve performance.

e Proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS).

Sfrong student orientation.

+ Proactive and takes initiative. Thinks creatively. Drives projects to completion.
Insists on highest level of quality.

+ Such alternatives to the above requirements as CSUSA may find appropriate and
acceptable.

JOB REQUIREMENTS

« Bachelor's degree from an accredited college or university or equivalent.

Possession of valid teaching eligibility in ESOL.

3 years of relevant experience.

Previous experience in student instruction.

Looks for ways to improve and promote quality and demonstrates accuracy and

thoroughness. Strives fo research, evaluate and implement best practices.

Effective instructional delivery techniques and excellent communication skills.

« Proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (SIS).

¢ Commitment to company values.

« Such altematives to the above requirements as CSUSA may find appropriate and
acceptable.

¢ & o @

WORK ENVIRONMENT

While performing the responsibilities of this position, the work environment
characteristics listed below are representative of the environment the employee will
encounter:

+ Usual schools working conditions.
« May be noisy during high student traffic.

TERMS OF EMPLOYMENT
» Salary and benefits shall be paid consistent with CSUSA salary and benefit
policy. Length of the work year and hours of employment shall be those
established by Charter Schools USA.

« This document does not create an employment contract, implied or otherwise,
other than an “at will” retationship.

ESOL Teacher
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FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

EVALUATION .
Performance will be evaluated in accordance with Charter Schools USA’s Policy.

DECLARATION

Human Resources retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by the CEO or the Senior
Director of Human Resources will be subject to disciplinary action up to and including

termination.

ESOL Teacher
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Job Title: Elementary Special Education Teacher
Reports to: Principal
Job Code:
Revision Date: 11/07/2012
JOB PURPOSE

The special education teacher’s primary priority is to work in partnership with students, parents
and regular education teachers in accordance with the school’s mission and vision in order to
promote student achievement. The following responsibilities and duties are the means to achieve
that end while maintaining compliance with Federal and State Regulations.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Instruction

. Prepare for and conduct Parent and student conferencing according to school
policy.

. Student instruction in modalities instituted by school and assigned program (may
include but are not limited to: Individual or Group Direct Synchronous
Instruction, Learning Support, Life Skills Support, Itinerant Support, Resource
Room Support, co-teaching, writing lesson plans, telephone conferencing and
instruction, Parent Leaming Opportunities).

* Collect data and appropnate work samples.

. Plan and conduct appointments with parents as needed.

. Assist regular education teachers with specially designed instruction when
necessary.

. Participation at monthly outings encouraged.

. Provide support for the special education student achievement in the general
class through training teachers and assisting with implementation of school
inclusion plans.

. Arrange for and assist with training for inclusionary practices.

. Act as informational laison for inclusion as appropriate.

. Assists with planning for classroom and testing accommodations for students
with disabilities.

. Models strategies for inclusionary practices as appropriate.

. Provides assistance with developing and adapting curricufum materials and

educational practices to meet the needs of students and teacher

Elementary Special Education Teacher
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Moaitoring and Compliance
+  Collaborate with regular education teachers to monitor student progress and compliance
(including student compliancy issues, withdrawals, etc.).
»  Proctor standardized tests.
+ Complete student progress reports four times a year (quarterly).

»  Special Education Responsibilities

»  Maintain IEPs, Quarterly Reports, Progress Monitoring for caseload.

*  Develop and Implement IEPs with measurable goals using Progress Monitoring.

+  Collect and Report Progress Monitoring Data for all student goals.

«  Conduct IEP meetings within timelines.

»  Make data-driven instructional decisions to improve student outcomes,

«  Complete Quarterly Progress Reports.

*  Maintain accurate and compliant special ed. data (class lists with contact info, related
services info, IEP due dates, etc.).

«  Complete reevaluations in accordance with Regulations and best practice.

«  Complete all special education paperwork accurately, according to regulations, and on
time.

= Develop and monitor appropriate transition plans for students of transition age.

= Maintain communication with Related Service Providers and Case Managers to ensure
compliance with provision of services, evaluations, and quarterly progress reports.

«  Administer diagnostic assessments as needed.

»  Obtain and maintain compliant special education student files.

+ Participate in State specific training.

»  Attend Professional Development as designated on school calendar (travel may be
required).

o Communication
»  Communicate with Regular Education Teachers and Administrators when necessary.
= Participate in weekly team meetings.
» Acknowledge e-mails and voice mails within 24 hours (excluding weekends, holidays,
etc.). :
*MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be an exhaustive list of all responsibilities, duties and skills
required personnel so classified.

SKILLS AND KNOWLEDGE

1. Demonstrate enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational
performance, superior culture, and financial health and growth, as outlined in the Employee
Handbook. ' ' '
Strong time management & organizational skills and the ability to prioritize effectively.
Ability to establish and maintain effective working relationships with teachers, students, parents,
the community, and administrative staff. As unique situations present themselves, the employee
must be sensitive to corporate needs, employee goodwill, and the public image.

L o

Elementary Special Education Teacher
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4. Establish excellent interpersonal skills between all stakeholders: being courteous, professional,
and helpful; Oral (including presentations), Written, Interpersonal (active listening), Negotiating
and Influencing.

5. Ability to consistently be at work, be on time, follow instructions, respond to management
direction and solicit feedback to improve performance.

6. Proficient experience with Microsoft Office (Word, Excel, PowerPoint}, Student Information
System (S1S) and email communications.

7. Look for ways to improve and promote quality and demonstrates accuracy and thoroughness.

8. Consistently strives to implement best practices and positive character education.

JOB REQUIREMENTS
. Bachelor’s degree (BA) from an accredited college or university or equivalent.
. State Certified in Special Education as well as Highly Qualified (HQ) status in the subject
areas and grades assigned.
. Certified in at least two areas of Exceptional Education, preferred.
. Successful results of criminal and employment background check.
. Command of grades/subject specific content and theoretical knowledge of learning
theory, ircluding motivation, reinforcement, evaluation and feedback techniques.
. Minimum of three (3) years successful teaching experience.
. Effective instructional delivery techniques and excellent communication skills.
. Adherence to the requirements of the Code of Ethics for the Education Profession.
. Such alternatives to the above requirements as CSUSA may find appropriate and
acceptable.

WORK ENVIRONMENT

While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

» Usual school working conditions.
* May be noisy during high student traffic.
PHYSICAL DEMANDS

» No physical exertion required.

s  Travel within or outside of employment.
s Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of
force as frequently as needed to move objects.

TERMS OF EMPLOYMENT

Salary and benefits shall be paid consistent with CSUSA salary and benefit policy. Length of the
work year and hours of employment shall be those established by Charter Schools USA.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act.

Elementary Special Education Teacher
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EVALUATION
Performance will be evaluated in accordance with Charter Schools USA’s policy.

DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this job description. Any employee making changes unauthorized by Human Resources
Depariment will be subject to disciplinary action up to and including termination.

Elementary Special Education Teacher
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Job Title: READING SPECIALIST

Reports to: Principal or Assistant Principal

Job Code: 107X00

Revision Date: (172009

JOB PURPOSE

Position is responsible for providing training and support to teachers and assisting with
Reading program implementation. Position conducts staff development, performs
classroom visitations, collects and reports student data, and monitors program.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Develops and conducts in-service training for Reading teachers regarding the
program, instructional strategies, and best practices.
2. Performs classroom visitations, assists teachers in the improvement of
instructional performance, and monitors improvement.
Demonstrates lessons in classroom situations for observation by teachers.
Coordinates the testing of students.
Coordinates Reading schedules with existing instructional programs.
Monitors the progress of students
Serves as a resource fo school administrators and content area teachers in
identifying reading needs, adapting instructional technigues, and implementing
Reading program. ‘
8. Assists with the development of school literacy teams.”
Collects and reports student data.
0. Initiates and maintains effective liaisons with district and professional
associations to maintain a current knowledge of Reading and instructional best
practices.

Noosw

= (O

*MAY PERFORM OTHE DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work
being performed by people assigned to this job. They are not intended to be an
exhaustive list of all responsibilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

« Demonstrates enthusiasm and commitment toward the job and the mission of the
company; supports the company’s values in the strategic areas of academic
excellence, operational performance, superior culture, and financial health and
growth, as outlined in the Employee Handbook.

e Works and interacts with staff and relates to individuals at al! levels of the
crganization; relates to individuals at all levels. As unigue situations present
themselves, the incumbent must be sensitive {o corporate needs, employee
goodwill, and the public image.

Reading Specialist
Draft Submitted on June 9, 2014 327 of 563



Clay Charter Academy
")

P .
CHARTER 8CHOOLS JOb Descrlptlon

ot

« Strong time management & organizational skills and the ability to prioritize
wisely.

» Ability to guide and train teachers in effective instructional techniques and
strategies.

« Ability fo establish and maintain effective working relationships with teachers,
students, parents, the community, and administrative staff.

+ Establishes excellent interpersonal skills between all constituents: being
courteous, professional, and helpful; Oral {including presentations), Written,
Interpersonal (active listening), Negotiating and Influencing.

« Ability to organize, prioritize and manage multiple priorities.

o Ability to establish a set of operating principles and routines; driving projects to
completion, while insisting on highest level of quality.

« Ability to consistently be at work, be on time, follow instructions, respond to
management direction and solicit feedback to improve performance.

+ Proficient experience with Microsoft Office (Word, Excel, PowerPoint), Student
Information System (S1S).

Good knowledge of company and departmental policies and procedures.
Detailed knowiedge of Federal, State, and local requirements for K-12 schools
and charter school law.

JOB REQUIREMENTS

1. Master's degree and eligibility for Florida teaching cettification.

2. Demonstrated evidence of involvement in school activities involving leadership
responsibilities.

3. Reading Specialist Certification.

4. Effective instructional delivery techniques and excellent communication skills.

5. Proficient experience with Microsoft Office {Word, Excel, PowerPoint), Student

Information System (SIS).

Commitment to company values.

Such alternatives to the above requirements as CSUSA may find appropriate and

acceptable.

~No

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 W|th disabilities to perform the
essential functions.

+ Puties may be occasionally performed on field trips away from scheol.

* The noise level in the work environment is usually moderate.

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

« Must have the ability to sit and stand for extended periods of time.

+ Exhibit manual dexterity to dial a telephone, to enter data into a computer; to see

and read a computer screen and printed material with or without vision aids; hear

Reading Specialist
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and understand speech af normal classroom levels, outdoors and on the
telephone.

+ Speak in audible tones so that others may understand clearly in normal
classrooms, outdoors and on the telephone.

* Physical agility to (ift up to 25 pounds to shoulder height; ability to bend, stoop,
climb stairs, and reach overhead.

TERMS OF EMPLOYMENT
+ Salary and benefits shall be paid consistent with CSUSA salary and benefit
policy. Length of the work year and hours of employment shall be those
established by Charter Schools USA.
+ This document does not create an employment confract, implied or otherwise,
other than an “at will” relationship.

FLSA OVERTIME CATEGORY
Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA Policy.

DECLARATION

Human Resources retains the sole right and discretion to make changes to this job
description. Any employee making changes unauthorized by the CEO or the Senior
Director of Human Resources will be subject to disciplinary action up to and including
termination.

- Reading Specialist .
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CO-TEACHER
JOB PURPOSE

Create and implement a flexible program and classroom environment favorable to student learning and
personal growth. Develops lesson plans consistent with established guidelines. Establish effective
rapport with students, staff members, and parents. Motivate students to develop skills, attitudes and
knowledge to provide an effective educational foundation, in accordance with each student’s ability.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Instruction/Education Responsibilities

» Plans and implements a program of instruction that adheres to the company's philosophy, goals and
objectives as outlined in the adopted courses of study.

» Makes purposeful and appropriate lesson plans which provide for effective teaching strategies and
maximizes time on task.

* Presents subject matter to students to maximize learning opportunity and provides real-world,
application based examples and learning opportunities.

» Reviews student records in order to develop a foundation of understanding regarding each student’s
abilities and needs. Maintain accurate and complete student records.

= Strives to maximize the educational achievement of each student.

« Utilizes a variety/range of student learning modalities in each lesson and uses differentiated
instruction within those lessons.

» Utilizes diagnostic assessment of student learning on a frequent basis.

» Maintains accurate and completes student records.

* Assesses student strengths and weaknesses on a frequent basis, provides appropriate activities to
address student needs and generates progress reports as required.

= Refers students with suspected learning problems to appropriate support personnel.

* Assigns lessons, corrects student work product and reviews oral presentations.

» Coordinates class field trips (as required).

* Prepares students for state required achievement assessments.

¢ Keeps current in subject matter knowledge and learning theory and is willing to share this knowledge
for the continual improvement of the school's curriculum.

« Assists in the on-going curriculum revision process, including the revision of written courses of study.
» Assists in the selection of books, equipment, and other instructional materials.

+ Becomes acquainted with supplemental services beneficial to students as an extension of regular
classroom activities.

Provide a Classroom Environment Conducive to Learning
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» Creates a classroom environment that is conducive to iearning and approbriate to the maturity and
interests of students. '

* Maintains positive rapport with students; demonstrates patience and appropriate nurturing to assist in
the growth of the child.

= Ensures classroom is clean, safe and includes student generated work on display as appropriate.

» Implements all relevant policies governing student conduct.

= Develops reasonable rules of classroom/playground behavior in accordance with CSUSA policy and
guidelines, and maintains order in the classroom in a fair and consistent manner.

Instructional Planning

» Develops lesson plans consistent with established guidelines and goals.

= Plans individual and / group learning activities designed to meet instructional objective and students
needs. '

* Prepares for classes assigned and shows evidence of preparation upon request of supervisory
personnel.

* Participates with other staff members in curriculum planning during designated meetings.

+ Incorporates into planning all diagnostic information as required in the student’s Individual Education
Plan (IEP).

« Takes all necessary and reasonable precautions to protect supplies, equipment, materials and facilities
needed to implement effectively the planned instructional program.

School/Community Relations

+ Strives to establish cooperative relations and makes reasonable effort to communicate with
parents/guardians when appropriate.

+ Communicates clearly, consistently and positively with parents via all appropriate mediums.
« Cooperates with members of the administration, other staff and with CSUSA.
* Maintains confidentiality regarding student records.

» Participates in parent communication activities.

* Participates in extracurricular activities to ensure a positive school culture and provide support for
students and staff (as required).

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being performed by
people assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties

and skills required of personnel so classified.

SKILLS AND KNOWLEDGE
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+ Demonstrates enthusiasm and commitment toward the position and the mission of the company;
support the company’s values in the strategic areas of academic excellence, operational performance,
superior cufture, and financial health and growth, as outlined in the Employee Handbook.

* Possesses strong time management & organizational skills and the ability to prioritize effectively.

* Has the ability to establish and maintain effective working refationships with teachers, students,
parents, the community, and administrative staff. Is sensitive to sensitive to corporate needs, employee
goodwill, and the public image, as unigue situations present themselves.

* Possesses excellent interpersonal skills and displays such between all stakeholders: being courteous,
professional, and helpful.

» Possesses excellent communication skills: Oral {(including presentations), Written, Interpersonal
{(active listening), Negotiating and Influencing. '

* Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

* Demonstrates proficient ekperiehce with Microsoft Office.(wad, Excel, PowerPoint), Student
Information System (SIS) and email communications.

* Looks for ways to improve and promote quality and demonstrates accuracy and thoroughness.

= Strives to implement best practices and positive character education consistently.

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.

* No physical exertion required.

e Somewhat stressful due to frequent student activity.

¢ Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force as
frequently as needed to move objects.

WORK ENVIRONMENT

While performing the responsibilities of this position, the work environment characteristics listed below
are representative of the environment the employee will encounter:

« Usual school working conditions.
* May be noisy during high student traffic.

TERMS OF EMPLOYMENT

+ Salary and benefits shall be paid consistent with CSUSA salary and benefit policy.
» Length of the work year and hours of employment shall be those established by Charter Schools USA.
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» This document does not create an employment contract, implied or otherwise, other than an “at will”
relationship.

FLSA OVERTIME CATEGORY

Job is exempt from the overtime provisions of the Fair Labor Standards Act.
EVALUATION

Performance will be evaluated in accordance with Charter Schools USA’s Paolicy.
DECLARATION

The Charter Schools USA Human Resources Department retains the sole right and discretion to make
changes to this position description. Any employee making changes unauthorized by the Human
Resources Department will be subject to disciplinary action up to and including terminated.

JOB REQUIREMENTS
« Bachelor’s degree (BA) from an accredited college or university or equivalent.
» Possession of valid teaching certification (as appropriate).
« Minimum of one (1) to three (3) years successful teaching experience (may include Student Teaching
Internship experience}.
= Equivalent combination of education and experience.
» Command of grades/subject specific content and theoretical knowledge of learning theory, including
motivation, reinforcement, evaluation and feedback techniques.
» Understanding of and commitment to company values.
= Successful results of criminal and employment background check.
» Effective instructional delivery techniques and excellent communication skills.
+ Adherence to the requirements of the Code of Ethics for the Education Profession.
= Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

Draft Submitted on June 9, 2014 333 of 5683



Clay Charter Academy

-
c HAM@SECI—LM 5 Position Description
Position Title: CURRICULUM RESOURCE TEACHER
Reports to: Principal or Assistant Principal
Job Code: 107X00
Revision Date: 04/2011
JOB PURPOSE

Responsible for providing curriculum training and support to teachers and assisting with
curriculum implementation. Conducts ongoing staff development, performs periodic classroom
visitations, collects and reports quarterly student data, and monitors programs.

ESSENTIAL DUTIES AND RESPONSIBILITIES -

e Develops and conducts in-service training for all teachers regarding the curriculum,
researched-based instructional strategies, and best practices.

s Performs periodic classroom visitations, assists teachers in the improvement of
instructional performance, performs periodic binder reviews, and monitors improvement.

s  Demonstrates lessons in classroom situations for observation by teachers.

» Trains new teachers in the use of Student Information System (SIS) and school-based
resources and procedures.

o Facilitates grade level and/or subject area team meetings.

s Serves as a resource to school administrators and content area teachers in identifying
reading needs, adapting instructional techniques, and implementing reading strategies
across the curriculum.

*  Assists with the development of school literacy initiatives.

¢ Collects, analyzes, and reports school and student benchmark data.

¢ Initiates and maintains effective liaisons with district and professional associations to
maintain a current knowledge of Reading and instructional best practices.

s Attends monthly CSUSA Curriculum Cadres.

**MAY PERFORM OTHER DUTIES AS ASSIGNED**

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed by people assigned to this job. They are not intended to be an exhaustive list of all
responsibilities, duties and skills required of personnel so classified.

SKILLS AND KNOWLEDGE

* Demonstrates enthusiasm and commitment toward the position and the mission of the
company; support the company’s values in the strategic areas of academic excellence,
operational performance, superior culture, and financial health and growth, as outlined in the
Employee Handbook.

¢ Possesses strong time management and organizational skills and the ability to prioritize
effectively. '

Curriculum Resource Teacher -
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CHARTER SCHOOLS Position Description

¢ Has the ability to establish and maintain effective working relationships with teachers,
students, parents, the community, and administrative staff. Is sensitive to corporate needs,
employee goodwill, and the public image, as unique situations present themselves.

s Possesses excellent interpersonal skills and displays such between all stakeholders: being
courteous, professional, and helpful. '

o Possesses excellent communication skills:  Oral (including presentations), Written,
Interpersonal (active listening), Negotiating and Influencing.

e Has the ability to be at work consistently, to be on time, to follow instructions, to respond to
management direction and to solicit feedback to improve performance.

¢ Demonstrates proficient experience with Microsoft Office (Word, Excel, PowerPoint),
Student Information System (SIS) and email communications..

e Looks for ways to improve and promote quality and demonstrates accuracy and
thoroughness.

e Sirives to implement best practices and positive character education consistently.

¢ Demonstrates and articulates a thorough understanding of The Arf & Science of Teaching
(Robert Marzano).

JOB REQUIREMENTS

e Bachelor’s degree (BA) from an accredited college or university or equivalent.

e Master’s Degree preferred and applicable teaching certificate

o Minimum of three (3) years of K-12 classroom teaching with demonstrable positive impact
on achievement.

» Demonstrated evidence of involvement in school activities involving leadership
responsibilities.

e Reading Specialist Certification/Endorsement Preferred.

e Successful results of criminal and employment background check.

s Effective instructional delivery techniques and excellent communication skills,

» Commitment fo company values.

s  Adherence to the requirements of the Code of Ethics for the Education Profession.

+  Such alternatives to the above requirements as CSUSA may find appropriate and acceptable.

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.

s No physical exertion required.

» Somewhat stressful due to frequent student activity.

s Light work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of

force as frequently as needed to move objects.

WORK ENVIRONMENT
While performing the responsibilities of this position, the work environment characteristics listed
below are representative of the environment the employee will encounter:

¢ Usual school working conditions.

¢ May be noisy during high student traffic.

Curriculum Resource Teacher
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CHARTER SCHOOLS Position Description

L USA
N

L. _________________________________________|
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.

¢ Must have the ability to sit and stand for extended periods of time.

¢ Exhibit manual dexterity to dial a telephone, to enter data into a computer; to see and
read a computer screen and printed material with or without vision aids; hear and
understand speech at normal classroom levels, outdoors and on the telephone.

s Speak in audible tones so that others may understand clearly in normal classrcoms,
outdoors and on the telephone.

s Physical agility to lift up to 25 pounds to shoulder height; ability to bend, stoop, climb
stairs, and reach overhead.

TERMS OF EMPLOYMENT
e Salary and benefits shall be paid consistent with CSUSA salary and benefit policy.
Length of the work vear and hours of employment shall be those established by Charter
Schools USA.
« This document does not create an employment contract, implied or otherwise, other than
an “at will” relationship. '

FLSA OVERTIME CATEGORY A
Job is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA).

EVALUATION
Performance will be evaluated in accordance with Charter Schools USA Policy.

DECLARATION

The Charter Schools USA Human Resources Departiment retains the sole right and discretion to
make changes to this job description. Any employee making changes unauthorized by Human
Resources Department will be subject to disciplinary action up to and including termination.

Curriculum Resource Teacher .
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INTRODUCTION

“PUTTING STUDENTS FIRST BY PUTTING PEOPLE
FIRST”

At Charter Schools USA {“CSUSA”) our focus and
commitment is “Putting Students First.” We recognize
that in order to do that we must support the
professionals who guide and instruct our students and
make a positive difference every day in the lives of
young people.

Therefore, we are committed to create a work
environment that fosters a productive learning
environment, an environment where teachers can
teach, learners can learn and people will find meaning
and satisfaction in their careers.

CSUSA is a family of committed professionals striving
to provide a high quality education to thousands of
students. The policies and guidelines in this handbook
are designed to support our mission.

The Charter Schools USA Choice
Founded in 1997, Charter Schools USA is one of the
oldest, largest and fastest-growing education
management companies in the United States.
Recently, AdvancEd awarded CSUSA the first Southern
Assaciation of Colleges and Schoaols (SACS} district
accreditation for an education management company.
We successfully manage high performing private and
municipal schools for pre-Kindergarten through grade
12. We assist corporations, government entities,
developers and nonprofit agencies with all phases

of school design, planning, development, financing,
construction, operations and curricula. We've also
been instrumental in pushing forward legislative
processes that have furthered education reform to
help all students gain a high quality education.

While we are proud of our awards, we believe aur
greatest accomplishments are gaining a 95%

plus satisfaction rate from parents and achieving a
district “A” academic average for the last 6 years from
the Department of Education. At Charter Schools USA,
we always put students first in every decision we
make. That philosophy, along with a certified and

dedicated staff has placed Charter Schools USA as a
leader in education management nationally.

ABCUT YOUR HANDBOOQK

CSUSA is focused to provide you with information
about working conditions, employee benefits, and
some of the policies affecting your employment. You
should read, understand, and comply with all
provisions of the Handbook. It describes many of your
responsibilities as an employee and outlines the
programs developed by CSUSA to benefit employees.
It is our desire to create a safe and meaningful work
environment that is conducive to both personal and
professional growth, to recognize individual
contribution, and to make open, direct and personal
communication a part of our organization.

Your Handbook summarizes CSUSA’s personnel
policies and plans that are now in effect and
controlling. It is intended only as a guideline and is
certainly not all-inclusive. We welcome and encourage
any suggestions you may have for improving your
work environment and any aspect of our policies.
CSUSA’s management specifically reserves the right to
amend the policies contained herein at its sole
discretion with or without notice to CSUSA employees.

This Handbook contains rules, regulations and general
information regarding CSUSA. Read your Handbook
carefully. You will be required to sign a “Receipt of
Handbook, Acknowledgement of At-Will Employment
and Disclaimer of Contract.” While you will receive an
overview of the main points of the handbook during
orientation, you are expected to read and understand
your Handbook in its entirety. Please ask your School
Administrator/Department Manager for an
explanation if you have any questions.

Revisions, Additions and Confidentiality

No employee handbook can anticipate every
circumstance or question about a policy. As
CSUSA continues to grow, the need may arise and
CSUSA reserves the right to revise, supplement, or
rescind any policies or portion of the Handhook as
CSUSA deems appropriate, at its sole and absolute
discretion. These provisions supersede ail existing
policies and practices.

Some of the subjects described here are covered in
detail in official policy or benefit documents. You
should request and refer to these other documents for
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specific information since this Handbook only briefly
summarizes those benefits. Please note that the terms
of the written insurance policies or benefit plan
documents are controlling.

Piease treat this Handbook and the information in it as
confidential. No portion of this Handbook should be
disclosed to others, except CSUSA employees and
those affiliated with CSUSA whose knowledge of the
information is required in the normal course of
business.

EMPLOYMENT “AT WILL"

Your employment with CSUSA is “at-will”, which
means that you voluntarily entered into it and are free
to resign “at will” at any time, with or without cause.
Similarly, CSUSA may terminate the employment
relationship “at will” at any time, with or without
notice, cause or reason. Should you be employed
within a state other than Florida, the laws of that state
will be followed.

NONE OF THE POLICIES OR GUIDELINES CONTAINED
IN THIS EMPLOYEE HANDBOOK CREATES EITHER AN
EXPRESS OR IMPLIED CONTRACT WITH REGARD TO
THE SPECIFIC POLICIES CONTAINED IN THIS
EMPLOYEE HANDBOOK. THIS EMPLOYEE HANDBOOK
DOES NOT CREATE A CONTRACT OF EMPLOYMENT.

No representative of CSUSA, other than the CEQ, has
any authority to enter into any employment
agreement for any specified period of time.

As a condition of employment, employees with access
to sensitive company information are required to sign
a non-compete and/or employment agreement as
determined by CSUSA.

MISSION AND VISION

We have developed a mission and vision to help us
achieve our goals and uphold our values. This mission
guides employees on how we do business and how to
make decisions when faced with chaoices.

MISSION STATEMENT
CSUSA designs, develaps and operates high
performing public schools with an:

+ Unwavering dedication to student
nCRiEVErRERE
+ Unyielding commitment to ethica! and sound
husiness practices.

Providing a choice faor communities, parents, students,
and professionals that foster educational excellence in
America.

VISION STATEMENT

We will be one of the premier education companies in
the world. Our dominant brand and ability to drive
student success will create unprecedented demand.

+  Communities will petition us to develop a
school in their area.

*  All of our schools will be fully enrolled with
waiting lists.

*  Qursuperior capabilities will allow us tobe a
catalyst to spawn new synergistic business
units and companies, which will continue to
fuel our growth and geographic reach.

+  We will make a positive difference to millions
of students worldwide.

VALUES

* Students — A student centered organization

* High Standards — Quality and professionalism

* Integrity — Honesty, loyalty, and personal
accountability

»  Fiscal Responsibility — Building a sustainable,
long-term investment in the future

+  Learning — Continual improvement and
innovation

+ People — Empowering people with courage,
talent and vision

»  Teamwork — Partnership and fostering a
respectful, family atmosphere

= Commitment — A life of purposefulness to a
greater cause. Giving back and making a
difference

*+  Accountability — To have disciplined processes
and required outcomes

OPEN COMMURNICATIONS & QPEN DOOR POLICY

Our experience has shown that when employees deal
openly and directly with School

Administrators /Department Managers, the work
environment can be excellent, communications can be
clear, and attitudes can be positive. We believe that
CSUSA amply demonstrates its commitment to
employees by responding effectively to employee
concerns.

Preblem Solving Procedure:

We realize that misunderstandings and differences of
opinion sometimes develop in the daily work
situation. Should a problem or concern arise, the
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following problem solving procedure will assist with its
resolution:

«  Discuss your problem or concern with your
School Administrator/Department Manager,
who will listen and investigate or make
recommendations as to how your problem
might be resolved. We encourage you to try to
resolve such matters through open discussion
with your School Administrator/Department
Manager.

= If you are uncomfortable taking your concern
to your School Administrator/Department
Manager, or if they do not help you to your
satisfaction, you can take your concern
directly to the next level of management or to
Human Resources,

By bringing any dissatisfaction or complaint of any
nature out into the open, most problems can be
improved, if not resolved. We will work to resolve
problems in the best interest of both you and CSUSA.

SUGGESTIONS

If you have any suggestions or ideas that you feel
would benefit CSUSA, we would encourage you to tell
us about them. We are always looking for suggestions
that improve methods, procedures, and working
conditions; reduce costs, or errors, and benefit the
Company and its employees.

Employees who make suggestions, which are used to
substantially benefit the Company and its employees,
might (at the sole discretion of CSUSA) be considered
for a one-time appreciation award.

PUBLIC MEDIA POLICY
1t is the policy of Charter Schools USA to communicate
with the media in the following manner:

At the school level the employee who receives the
call, or is visited in person by a member of the media,
is to contact the principal’s office immediately. At that
time they will in turn refer the contact to our Public
Relations Firm or Corporate Office.

At the Corporate Office location the employee who
receives the call, or is visited in person by a member
of the media, is to engage a member of the executive
tearm.

Under NO circumstance should any employee give a
statement, or answer questions to any member of the

media, unless given permission and direction by an
Executive Team Member or the Public Relations Firm.

Media is defined as any broadcast system, i.e. Radio,
Television, Newspaper, etc.

EMPLOYMENT POLICIES
AND PROGRAMS

EQUAL OPPORTUNITY

CSUSA is an equal opportunity employer. In order to
provide equal employment and advancement
opportunities to all individuals, employment decisions
at CSUSA will be based on merit, qualifications, and
abilities. CSUSA does not unlawfully discriminate in
employment opportunities or practices on the basis of
race, color, religion, sex, pregnancy, national origin,
citizenship, age, veteran status, disability, or any other
characteristic protected by law. CSUSA will not
urlawfully discriminate against any qualified
employee or applicant on the basis of a physical or
mental disability.

All supervisory personnel shall, in advertising and
posting job opportunities, make reasonable efforts to
ensure that the information regarding those job
opportunities is properly and effectively disseminated
internally within the organization. All advertisements
shall state in clearly distinguishable type that CSUSA is
an “Equal Opportunity Employer.”

When opportunities for job advancement occur and
persons who are already employed by the Company
are qualified to fill such positions, the job posting
process and selection procedure shall allow ali
qualified employees to apply and he considered for
the advancement opportunity.

It is the responsibility of all supervisory personnel to
see that this policy is continued in its full spirit and
intent.

If you witness or experience any form of
discrimination, or if you have questions concerning
this policy, you should immediately notify your School
Administrator/Department Manager or Human
Resources. If you believe it would be inappropriate to
discuss the matter with your supervisor with whom
you wark, you may bypass that individual and report it
directly to the next higher level of management or
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Human Resources. Reports will be investigated, and
appropriate corrective action will be taken.
Complaints will be handled confidentially, except as
necessary for investigation and resolution. This policy
prohibits retaliation, harassment or other adverse
action being taken against you because of making a
complaint of discrimination, assisting in an
investigation, opposing discrimination, or otherwise
exercising rights protected by law.

NON DISCRIMINATION / HARASSMENT

CSUSA is committed to maintaining a work
environment in which all individuals are treated with
respect and dignity. In keeping with this commitment,
we will not tolerate harassment of aur employees by
anyone, including supervisors, co-workers, vendaors, or
clients of the Company. Harassment in employment is
prohibited, both in the workplace and off the
premises, including at social activities conducted or
sponsored by the Company. Human Resources has
overall responsibility for this policy and maintain
reporting and monitoring procedures. Employees’
questions or concerns should be referred to Human
Resources. Appropriate disciplinary action may be
taken against any employee willfully violating this
policy.

HARASSMENT DEFINED
Harassment is defined as verbal, physical, or visuai
conduct which:

1. Denigrates or shows hostility or aversion toward an
individual because of his/her protected status, or that
of his/her relatives, friends or associates.

2. Has the purpose or effect of creating an
intimidating, hostile or offensive woarking
environment.

3. Has the purpose or effect of unreasonably
interfering with an individual’s work performance.

4, Otherwise adversely affects an individual’s
employment opportunities.

Prohibited harassment includes, but is not limited to,
epithets, slurs, jokes, emails, negative stereotyping,
threatening, intimidating, or hostile acts that relate to
any protected status. Prohibited harassment also
includes written or graphic material that is placed on
walls, bulletin boards, or elsewhere on the premises,
or circulated in the workplace. Harassment can consist
of unwelcome conduct whether verbal, physical, or
visual, that is based upon a person’s protected status,
such as gender, cclor, race, ancestry, religion, national
origin, age, physical handicap, medical condition,

Clay Charter Academy

disability, marital status, veteran status, citizenship
status, or any protected personal characteristic. The
Company will not tolerate prohibited or unlawful
harassment.

Sexual harassment deserves special mention.
Unwelcome sexual advances, requests for sexual
favors, and other physical, verbal, or visual conduct
based on gender can constitute sexual harassment,
particularly when:
«  Submission to the conduct is an explicit or
implicit term or condition of employment.
»  Submission to or rejection of the conduct is
used as the basis for an employment decision.
» The conduct has the purpose or effect of
unreasonably interfering with an individual’s
work performance or creating an intimidating,
hostile, or offensive working environment.

Sexual harassment may include, but is not limited to
the following:

+ Repeated unwelcome requests for a romantic
relationship

+  Explicit sexual propositions, sexual innuendo,
suggestive comments.

+  Sexually ariented “kidding” or “teasing,”
“practical jokes,” jokes about gender specific
traits.

«  Foul or obscene language or gestures.

+ Display or circulation in the workplace of
sexually suggestive ohjects or pictures
{including through email).

« Physical contact, such as patting, pinching, or
brushing against another’s body.

CSUSA requires that all incidents of discrimination,
harassment or retaliation be reported, regardless of
the offender’s identity or position. Individuals wha
believe they have witnessed or experienced conduct
that they believe is contrary to the Company’s
harassment or discrimination policy or who have
concerns about such matters should file their
complaints with their immediate School
Administrator/Department Manager, next level of
management, or Human Resaurces. Individuals should
not feel obligated to file their complaints with their
School Administrator/Department Manager first
before bringing the matter to the attention of one of
the ather Company’s designated representatives
identified above.
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PROCEDURES FOR COMPLAINTS

The Company’s policy is to investigate all such
complaints thoroughly and promptly. To the extent
practicable, the Company will keep complaints and
the terms of their resolution confidential. If an
investigation confirms that a violation of Company
policy has occurred, the Company will take corrective
action, including such discipline up to and including
immediate termination of employment as is
appropriate.

CSUSA prohibits retaliation against any individual who
makes a good-faith report of discrimination or
harassment or participates in an investigation of such
reports. Retaliation against an individual for reporting
harassment or discrimination or for participating in an
investigation of a claim of harassment or
discrimination is in vialation of this policy and, like
harassment or discrimination itself, will be subject to
disciplinary action up to and including termination.

All Company employees are responsible for helping to
assure that we avoid harassment. If you feel that you
have experienced or witnessed conduct contrary to
this policy you have an obligation to immediately take
advantage of this complaint procedure. It is important
to immediately report any complaint rather than let
time slip by or let the situation escalate. The more
timely the reporting the more effective Human
Resources can be at resolving the situation.

Early reporting and intervention have proven to be the
most effective method of resclving actual or perceived
incidents of harassment. Therefore, while no fixed
reporting period has been established, CSUSA strongly
urges the prompt reporting of complaints or concerns
so that rapid and constructive action can be taken.

The availability of this complaint procedure does not
preclude individuals who believe they are being
subjected to harassing conduct from promptly
advising the offender that his or her behavior is
unwelcome and requesting that it be discontinued.

If an employee making a complaint does not agree
with its resolution, the employee may appeal to the
Company's Executive Vice President.

AMERICANS WITH DISABILITIES ACT POLICY
STATEMENT

The Company is committed to complying with all
applicable provisions of the Americans with

Disabilities Act ("ADA"). It is the Company’s policy not
to discriminate against any qualified employee or
applicant with regard to any terms or conditions of
employment because of such individual's disability or
perceived disability so long as the employee can
perform the essential functions of the job. Consistent
with this policy of nondiscriminaticn, the Company
will provide reasonable accommodations to a qualified
individual with a disability as defined by the ADA, who
has made CSUSA aware of his or her disability,
provided that such accommodation does not
constitute an undue hardship on the Company.

Employees with a disability who believe they need a
reasonable accommodation to perform the essential
functions of their job should contact Human
Resources. CSUSA encourages individuals with
disabilities to come forward and request reasonable
accommodation.

Procedure for Requesting an Accommodation

On receipt of an accommeodation request, Human
Resources and/or your supervisor will meet with you
to discuss and identify the precise limitations resulting
from the disability and the potential accommodation
that the Company might make to help overcome
those limitations.

The ADA does not require the Company to make the

"best possible accommodation, to reallocate essential

job functions, or to provide personal use items {i.e.,
eyeglasses, hearing aids, wheelchairs etc.).

An employee or job applicant who has guestions
regarding this policy or believes that he or she has
been discriminated against based on a disability
should notify the Human Resources Department. All
such inquiries or complaints will be treated as
confidential to the extent permissible by faw.

APPLICANT REFERENCE AND BACKGROUND CHECKS
To ensure that individuals who join CSUSA are well
qualified and have a strong potential to be productive
and successful, it is the policy of CSUSA to check the
employment history, references and credentials of all
applicants.

Likewise, as a condition of employment, a release to
conduct a background check is required. Examples
include: driving records, criminal background,
fingerprinting, certification checks, District Ethics
Committee, etc. ‘
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Providing References for Former Employees

Only the Human Resources Department is authorized
to respond to inquiries for reference checks for
current or former CSUSA employees. Respanses to
such inquirfes will be limited to employment
verification {confirmation of job position and dates of
employment.) CSUSA is not responsible for any
personal or business reference made by an employee
on behalf of CSUSA or regarding another employee.

FVIMIGRATION LAW COMPLIANCE

Each new employee, as a condition of employment,
must complete the Employment Eligibility Verification
-9 Farm and present documentation establishing
identity and employment eligibility. This policy is in
compliance with the Immigration Reform and Control
Act of 1986. Former employees who are rehired must
also complete the form if they have not completed an
I-9 with CSUSA within the past three years, or if their
previous -9 is no longer retained or valid.

Transition and transfer of employees to other
subsidiaries must comply with local regulations. in the
case of relocation to CSUSA subsidiary, the
employment relationship will change to adhere to
local regulations, polices/procedures and the
compensation and benefits of that location.

Employees with questions or seeking more
information on immigration law issues are encouraged
to contact Human Resources. Employees may raise
questions or complaints about immigration law
compliance without fear of reprisal.

ORIENTATION PERIOD

Newly hired employees, and any current employees
who have been transferred, promoted or reassigned
to a new position, are employed with the
understanding that their first 90 days in their new
position are considered to be an orientation period.

This arientation period provides an opportunity for
both you and CSUSA to evaluate each other and to
determine the desirability of continuing the
employment relationship. During your first 90 days in
your new position your job performance will be
observed by your Administrator/Manager to ensure
job compatibility.

During this time, you will be provided with training
and guidance from your School Administrator or
Department Manager. Under appropriate

circumstances, your orientation period may be
extended. Additionally, as is true at all times during an
employee’s employment with the Company,
employment is not for any specific time and may be
terminated at will, with or without cause or reason
and without prior notice.

At the end of the orientation peried, you and your
School Administrator/Department Manager may
discuss performance. Provided the job performance is
“satisfactory” at the end of the introductory period,
you may continue in your employment as an at will
employee. The orientation period does not represent
a guarantee or contract of employment for 90 days or
any other period of time and all aspects of
“Employment-At-Will” will continue to apply.

PERFORMARMCE

The results that CSUSA achieves are determined by
how we perform — as individuals, teams, and as a
company. The ways we focus our efforts, use our
talents, manage our time and work together will
determine our success. We emphasize the importance
of ongoing communication between you and your
Administrator/Manager about your performance,
progress toward job expectations, results and any
development or needs that you may have.

You and your School Administrator/Department
Manager are strongly encouraged to discuss job
performance and goals on an informal, day-to-day
basis. Additional formal performance evaluations are
conducted to provide both School
Administrator/Department Managers and employees
the opportunity to discuss job tasks, identify and
correct weaknesses, encourage and recognize
strengths, and discuss positive, purposeful approaches
for meeting goals.

The performance of all new employees is generally
evaluated according to the schedule associated with
your position. For 10-manth instructional, 12-month
school administrators, or nan-instructional employees,
you are reviewed after 90 days, during the first
semester and at the end of the schoal year. After your
first year of employment, your performance will be
formally evaluated on an annual basis. Your
opportunity to continue employment and your pay
increase for the following school year willbe
dependent on your overall performance. For
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12-month corporate employees, your performance
reviews are after the first 90 days and then annually,
usually at the end of each calendar year.

Your attendance and dependability is an important
part of your overall performance. Excessive
absenteeism could lead to disciplinary action and
affect your performance rating.

GOAL SETTING

One of the most important aspects of the
Performance Management process is goal setting. In
this process, you and your Schoal
Administrator/Department Manager meet in a highly
participative manner to:

* Update your description of job duties and
respensibilities so it reflects the current
requirements and primary job content.

_* Mutually agree upon and establish written

‘ SMART {specific, measurable, attainable,
relevant and time bound) goals that clearly

. define what is expected by you.

"+ Ensure that individual goals are compatible
with those of the work unit and the Company
as a whole. Goals should be aligned with the
Company and School Strategic Plan.

= Negotiate agreement on a weighting for each
goal as a means of prioritizing what is
important.

+ Establish measures and standards that clarify
how you will know if targets are being
achieved.

+  Agree on performance tracking and feedback
requirements necessary for self-management
or monitoring progress.

You should revisit and where appropriate, reestablish
goals with your Administrator at the beginning of the
school year and/or with your Manager no less than
quarterly.

At its sole discretion, CSUSA may award merit based
pay adjustments in an effart to recognize truly
superior employee performance. The decision to
award such an adjustment is dependent upon
numerous factors, including the information
documented by this formal performance evaluation
process.

QUTSIDE EMPLOYMENT
CSUSA does not [imit an employee’s activities during
non-working hours unless those activities interfere

Clay Charter Academy

with or are in conflict with the performance of his/her
job, or create a conflict of interest,

PROMOTIONS AND TRANSFERS

It is our desire to provide employees with
opportunities for growth and advancement. CSUSA
attempts to fili many of its job openings with qualified
candidates from within the network whenever
possible. internal candidates may be identified by
management selection or through responses to job
postings.

A promaotion is a move from one position to that of
greater responsibility, either within the same
department or to a new department or facility.

A transfer is a move from one department or facility
to another in the same or similar position. This is also
referred to as a lateral move.

To be considered for a promotion within your current
department you must have completed

90 .days of employment in your current position; be
performing satisfactorily; not have any disciplinary
actions against you; and meet the minimum
requirements for the position for which you are

applying.

To be considered for a promotion or transfer to
another department or facility you must have
compieted one (1) year of employment in your current
position; be performing satisfactorily; not have any
disciplinary actions against you; and meet the
minimum requirements for the position for which you
are applying. Eligibility criteria are set based on the
requirements of the job and at the discretion of
CSUSA.

If you are interested in promotion or transfer
opportunities, it is your responsibility to apply for the
position opening before the deadline shown on the
job posting.

1. Apply for position online through CSUSA’s
Internal Career Center
{www.charterschoolsusa.com/employment)

2. Goto HR or your Business
Administrator/Bookkeeper and request a
Transfer Request Form.

3. Complete the form and take it to your
Principal/Department Manager for signature
and approval.
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4. Once your Principal or Department Manager
has signed it they will submit it directly to
CSUSA for consideration.

Consideration will be given based on the individual's
skills, education, experience and qualifications and will
be in adherence to CSUSA’s policy of equal
employment opportunity.

EMPLOYMENT RECORDS

CSUSA maintains employment records on each
employee. Your employment application and all other
records that require specific information about you
become part of your employment record. Information
submitted on the employment application and other
employment farms is subject to verification by the
Company. If the Company determines you have
provided false or misleading information, you may be
subject to disciplinary action up to and including
termination.

KEEPING YOUR FILES UP TQ DATE

CSUSA maintains a personnel file on each employee.
The purpose of this file is to allow us to make
decisions and take actions that are personally
important to you, including notifying your family in
case of an emergency, calculating income tax
deductions and withholdings, and paying for
appropriate insurance coverage. Although we cannot
list here all of the type of documents we keep in your
personnel file, examples include: signed offer letter,
copies of certification (if applicable).

We do not keep medical records or work eligibility
forms in your personnel file. Those are kept
separately. Your personnel file is physically kept by the
Human Resources Department at CSUSA’s corporate
office.

if you have any questions about your personnel file,
contact the Human Resources Department at {954)
202-3500.

CONFIDENTIALTY OF PERSONNEL FILES

Because the information in your personnel file is by its
nature personal, we kept the file as confidential as
possible. We allow access to your file only on a need-
to-know hasis.

Please Ensure your Information‘is Up-To-Date
Because we use the information in your personnel file
to take actions on your behalf, it is important that the
information in that file is accurate. Please update

your records through CSUSA Employee Self Service
Engine at https://portal.adp.com. Ensure that you
update whenever any of the following changes occur:

*  Your hame

*  Your mailing address

*  Your phone number

* Your dependents

¢ The number of dependents you are
designating for income tax withholding

*  Your marital status

The name and phone number of the individual whom
we should notify in case of emergency.

Reviewing Your Employment Records

Employment records are the property of CSUSA, and
access to the information they contain is restricted.
Generally, only supervisors and management
personnel of CSUSA who have a [egitimate reason to
review information in a file are allowed to do so.
Louisiana Employees should reference the following
hyperlink for additional information: Louisiana
Reviewing Your Employment Records.

With reasonable advance notice, employees may
review their own employment records in CSUSA’s
offices and in the presence of an individual appointed
by CSUSA to maintain the files. Records deemed to
contain sensitive or confidential information could be
excluded fram the review. If you wish to review your
employment records, contact Human Resources to
schedule a file review.

FORMAL EVALUATIONS

It is the responstbility of the employee to retain copies
of their formal evaluations at the time they are
conducted for future reference. If copies are needed
you will need to submit a formal written request via e-
mail to the Human Resources Department.

SEPARATION FROGM THE COMPARNY

Every Company employee has the status of “employee
at will,” (as applicable by state law in which you work)
meaning that no one has a contractual right, express
or implied, to remain in the Company’'s employ unless
they enter into a written contract signed by the
President and CEQ of the Company. This means the
Company or an employee may terminate his/her
employment, without cause, and with or without
notice, at any time for any reason. No School
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Administrator/Department Manager or other
representative of the Company {except the CEO or his
designee} has the authority to enter into any
agreement for employment for any specified period of
time, or to make any agreement contrary to the
above.

RESIGNATION

If you decide to leave CSUSA for another position, we
wish you well. Please notify your School
Administrator/Department Manager in writing about
your plans. We would like the opportunity discuss
your resignation before final actions is taken. CSUSA
often finds during this conversation that another
alternative may be better; however after fuil
consideration you decide to leave please give us two
(2} weeks’ notice. This will give us time to calculate
your final paycheck and accrued overtime, unused
PTO pay, and any other money that we may owe you.
Though CSUSA request two (2) weeks’ notice we may
request earlier resignation if the circumstances
require.

You must return all company property in good
condition. All equipment, access cards, company 1B,
keys, and any other company property is to be
surrendered to your School
Administrator/Department Manager prior to leaving
your facility. There may be a deduction from your
final paycheck for items not turned in.

JOR ABANDONMENT

CSUSA expects all employees to report to work on
time, for all scheduled work hours and for the
duration of the accepted position set forth in the
Expectations and Standards sections of your Employee
Handbook. If you are absent from work for three
consecutive scheduled workdays without giving
proper verbal or written notice directly to your School
Administrator or Department Manager, you are
advised that CSUSA will consider this an abandonment
of your job, and your employment will be terminated.
If you are absent from work for three consecutive
scheduled workdays without giving proper notice to
your School Administrator/Department Manager, you
are advised that the Company will consider this an
abandonment of your job, and your employment will
be terminated.

Exit interview

In addition, employees separating from CSUSA may be
asked to participate in an exit interview and provide
any constructive comments and suggestions on
improving working conditions. This interview may take

place on your last day and/or a survey may be sent to
your home via the Internet. We appreciate receiving
your candid opinion of your employment with us.

A DRUG FREE WORKPLACE
CSUSA prohibits the following:

» Reporting to work under the influence of
alcohol or illegal drugs or substances,
including the illegal use of prescription drugs.

« Beingintoxicated while on Company premises.

« The sale or purchase of alcohalic beverages on
Company premises or while performing
company business, except in connection with
Company authorized events and gatherings.

«  Working under the influence of prescription or
nonprescription drugs that could impair
judgrment or motor functions and place
persons or property In jeopardy.

Possession of paraphernalia used in connection with
the use of any drug is evidence of violation of this rule.
A drug means an amphetamine, a cannabinoid,
cocaine, phencyclidine (PCP), a hallucinogen,
methagualone, an opiate, a barbiturate, a
benzodiazepine, a synthetic narcotic, a designer drug
or a metabolite of any of these substances. Non-
prescribed use of prescription medication is also
prohibited. Employees may be tested for any and all of
these drugs.

As a part of our policy prohibiting reporting to work or
working with the presence of drugs, drug testing may
be required. The Company must and will conduct drug
tests under the following circumstances:

«  For an employee whose conduct creates a
reasonable suspicion of improper use or
possession of drugs.

+  For an employee subject to regular fitness-for-
duty medical examination.

= For an employee previously given a drug-
related suspension or a leave of absence for
prohibited drug use. Such tests will be
conducted on a quarterly, semi-annual, or
annual basis for up to two years thereafter.

»  Opn arandom, unspecified basis,

»  For an employee suffering a reportable
accident and any other parties associated with
the accident, If an employee refuses to be
tested, he/she will be subject to suspension or
dismissal.
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Refusal to cooperate in the drug testing procedure will
result in termination of employment.

INVESTIGATION ~ SITE INSPECTIONS

CSUSA reserves the right to access and inspect all
Company owned or managed areas. Desks, [ockers,
computers, cabinets, drawers, etc., are provided for
the convenience of employees and may be searched
at any time to the extent considered necessary by
management. Please cooperate with us on this
matter, as it is done for your protection. CSUSA also
reserves the right to search employee property on
Company property, such as handbags, lunch boxes,
briefecases, laptops, and emplayee cars on Company
property. CSUSA may, but is not required to, obtain
the employee’s consent when property belonging to
or used by an employee is to be searched.

Where possible, the employee will be notified of the
search and should be present. The search should be
carried out in privacy, but with a supervisory witness.
CSUSA shall have the right to conduct a search if there
is reasonable suspicion to believe that a violation of
this policy has occurred.

EXPECTATIONS AND
STANDARDS

ATTENDANCE AND PUNCTUALITY

To maintain a safe and orderly work environment,
CSUSA expects you to be reliable and to be punctual in
reporting for scheduled work. Absenteeism and
tardiness place a burden on other employees and on
CSUSA. In the rare instances when you cannot avoid
being late to work or are unable to work as scheduled,
you should notify your School
Administrator/Department Manager as soan as
possible in advance of the anticipated tardiness or
absence.

CALL-IN PROCEDURE
If it is necessary for you to be late or absent for any
reason, you are responsible for following the call-in
procedure for your work team or department. While
call-in procedures vary by department and location,
there are some general requirements that are
universal to all employees: ST
*  You should telephone your Schoal
Administrator/Department Manager before
your starting time, if possible.

10

 If you are unable to make the call because of a
medical condition, then you should have a
person make the call for you and you should
personally contact your School
Administrator/Department Manager at your
earliest opportunity.

» if you cannot reach your School
Administrator/Department Manager when
you call, speak with the person designated by
your department/school.

= Itis your responsihility to make contact with
your supervisor or designee.

= Provide an explanation of why you are going
to be late or absent and when you expect to
return to work. Also feave a phone number
where you can he reached.

« If appropriate, provide an update on any
pending work assignments that may need to
be handled in your absence. Your School
Administrator/Department Manager may
need to reschedule/redistribute your work
activities while you are absent. Set the
appropriate “out of office” reply for incoming
e-mails.

School based employees are required to follow their
location’s call-in procedure. Itis your responsibility to
ensure that proper notification is given. Failure to do
so will subject you to disciplinary action up to and
including termination.

Poor attendance and excessive tardiness are
disruptive. Either may lead to disciplinary action, up
to and including termination.

WORNK RULES AND STANDARDS

Work rules and standards regarding employee
behavior are necessary in any company for the
company’s efficient operation and for the benefit and
protection of the rights and safety of all. CSUSA is no
exception. This section of your Handbook summarizes
some of our expectations and work rules. The
following lists are by no means all-inclusive.

OUR EXPECTATIONS

We expect our employees to be honest, reliable and
conscientious in meeting the responsibilities of their
job, and to perfarm all duties competently,
professionally, and responsibly. In order to meet these

_expectations, you must understand and abide by the

standards that govern job conduct. The following are
examples of expectations that CSUSA has and some of
the responsibiiities you must observe:
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+  Comply with all of CSUSA’s policies,
procedures, safety and security guidelines.

+ Learn your job and perform it to the best of
your ability — efficiently, accurately, and
safely. ‘

»  Take initiative to excel in your job and
cooperate with your work team. Let us know
your ideas for innovation and improvement.

» Speak up when you have problems, concerns
or complaints.

+ Report to work on time, Others depend on
you.

*  When you will be absent from work, or unable
to arrive on time, follow the call-in procedure
for your work team.

= Treat ail clients, visitors, parents, students,
and co-workers with respect and courtesy.
Provide the highest level of service to all
clients.

* Follow and respect management’s direction
concerning job-related matters.

. = Maintain the confidentiality of proprietary and
confidential Company and customer
information

« Present a professional, neat, and cfean
appearance appropriate to your work
situation.

»  Report to management any violations of the
Company's policy, unethical or illegal conduct
by co-workers, clients or vendors.

»  Refrain from offensive or undesirable
behavior or conduct.

EXAMPLE QF CONDUCT NOT PERMITTED

In general, conduct that interferes with operations,
brings discredit to CSUSA, or is offensive, is not
tolerated. The following are examples of conduct not
permitted. Such conduct will subject the individual
involved to disciplinary action up to and including
termination.

*  Failure to meet performance standards and
fulfill job requirements.

» Refusal to follow management’s instructions
concerning a job-related matter
{insubordination).

* Unsafe practices or unsafe performance of
any job.

+ Leaving the workplace during working hours
without authorization.
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* Unauthorized use of Company or customer
assets, including equipment, property,
information, and funds.

* Improper use or disclosure of proprietary
and/for confidential Company or customer
information.

* Violation of CSUSA’s Code of Business Conduct
{as outlined in this Handbook under a
separate section).

*  Theft, misuse or willful destruction of
Company property and/or of another
individual’s property.

*  Harassing, sexually or otherwise, another
employee, business associate and/or
customer, or failing to report harassment.

* Improper, unprofessional, and/or threatening
behavior or language while on Company
property or Company business.

*  Lying to employees, Administrator/Manager
or clients.

»  Failure to report any knowledge of theft or
other activities not in the best interest of
CSUSA.

* Any action that is or can reasonably be
expected to be detrimental to CSUSA or its
reputation.

* Any violation of CSUSA’s substance abuse
policy.

+ Violation of Company safety or security
policies or procedures

» Deliberately interfering with the operations of
the Company.

* Falsifying any Company record or report,
including applications for employment, time
sheets and client recards.

= Possession of firearms, weapons, ammunition
or explosives on Company property or while
on Company business.

* Arrest or conviction of a crime. *

*ALL employees regardless of the job or position you
hold must abide by The Code of Ethics and the
Principles of Professional Conduct of the Education
Profession in Florida similar requirements within the
state in which you work. As such, all employees must
report alf/any arrests to their immediate
Administrator/Manager (or designee) within 48 hours
(or as soon as allowed by the circumstance/police).
Failure to report an arrest within 48 hours (or as soon
as allowed by the circumstance/police) may lead to
immediate termination,
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These examples are illustrative of the types of
behavior that are not permitted at CSUSA, but are not
intended to be all-inclusive. Other types of behavior or
conduct could also lead to disciplinary action up to
and including immediate termination. You are
expected to camply with all Company policies and
procedures and all standards of conduct.

DISCIPLINARY ACTION

CSUSA seeks to resolve performance and conduct
problems in the most positive and constructive
manner passible. We believe our employees are
responsible individuals interested In working together
toward common goals. When situaticns arise which
warrant disciplinary action CSUSA will utilize
corrective action to deal with the misconduct.

Improper conduct or improper work performance,
regardless of whether covered by the specific rules of
conduct above, may be grounds for disciplinary action
in the judgment of the Company.

Disciplinary action may range from verbal, written or
final warnings to suspension or immediate
termination, depending upon the facts of the
particular case and the employment history of the
employee involved.

STANDARD APPEARANCE AND DRESS CODE

As a Charter Schools USA employee, common sense in
your personal appearance must be exercised during
hours in which you represent the organization. Your
dress, grooming and personal cleanliness contribute
to the morale of all employees and affect the
company’s image to internal and external clients. As
such, you are expected to avoid inappropriate attire
and present a clean, neat, and professional
appearance. Cleanliness of the physical person
consistent with the maintenance of good health and
to avoid offensiveness to others is mandatory.

Inappropriate attire is identified as any item of
clothing that causes a distraction to other employees,
causes a break in the normal flow of the classroom or
office environment, or creates an unsafe situation for
the job being done (i.e., employees who work in areas
that require climbing, lifting, and kneeling should
consider the safety factor and wear clothing that is
compatible with the job function they are
performing).

Due to the nature of our business, where some
employees work in the school environment while
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others work in an office environment, good judgment
and discretion are expected when selecting work
attire.

SCHOOL ENVIRONMENT

» If your school requires wearing a uniform
ensure it is clean and pressed. Employee
uniforms must include approved school logo
shirts and blouses and proper foot wear.

+  All other employee uniform requirements are
determined by the Principal / Administrator.

«  If your school does not wear a uniform follow
the dress code below.

= Wear footwear that are closes toe flats or
have low heels (and have a strapped back),
preferably non-skid soles. Do not wear high
heels, dress sandals, flip-flops or open toes.
This is a safety requirement and will be
enforced by your administrator.

OFFICE ENVIRONMENT {Corporate or other than
schaals)

«  Ifyou are visiting a school you will need to
follow the same policy for footwear (see
school environment above).

+ Follow the dress code below.

Table 1 reflects examples of “do” recommendations
for corporate and school-based employees. When in
doubt, please refer to Table 1 or ask your supervisor
for guidance.

Injuries sustained while not in compliance with dress
code and other CSUSA policies may be denied workers
compensation coverage.

Table 1

| DESCRIPTION
l Dresses and Skirts (appropriate length)
! Suits and Slacks

| Blouses / shirts, Shirts with pocket logo of CSUSA or
School

i Blazers, vests

! Skorts {in business suitable fabrics)

| Dress shoes or strapped sandals (office environment
l anly)
[ Business Style pants suits for women

; Khaki or “Dockers” style pants--- -

Table 2 reflects examples of “don’t” recommendations

for corporate and schoal-based employees. When in
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doubt, please refer to Table 1 or ask your supervisor
for guidance.,

Table 2

DESCRIPTION

Shaggy, un-kept hair

Un-kept Sideburns / Mustaches / Beards

Mohawk style, extreme spiked hair

Unnatural hair tones / strands {i.e., blue, violet, pink,
green, bright yellow, magenta) etc

Visible Body Jewelry in unlikely places such as the
lip, Tongue, Eyelid, Eyebrow, Nostril, Nose, etc.

Eyelid, Eyebrow, Nostril, Nose, etc.

Denim Jeans or Denim Fabrics

Hiking Boots

Flip flop footwear or thong sandals

Shorts / Sweat Suits

Stirrup pants / Leggings

Sweat Shirts/ Jogging Suits (except coaches, PE)

Form-Fitting / Revealing Apparel

Bare shoulders / Tank-Tops / Low-Cut Garments

Spaghetti-Strap Garments without Over-Shirts

Bare Midriff Outfits / Shirts Tied at the Waist

Character/Advertisements covering shirt’s
front/back

Baseball style Caps / Hats / {unless you are a P.E.
Coach)

T-Shirts / Muscle Shirts

Explicitly Visibie Undergarments

Stained / Wrinkled / Frayed Clothing

Visible Tattoos (Sexually Explicit, Violent, Macabre)

BUSINESS CASUAL DRESS CODE {for Casual
Fridays/Summer Casual)

Casual dress during the Summer Session ¢r on Casual
Fridays offers a welcome alternative to the formality
of traditional business attire. Periodically, CSUSA
employees may wear lighter, cooler and more casual
and relaxed attire than is normally required during
business hours, while continuing to project a
professional image as company representatives. For
many employees, traditional business attire may
simply remain a more favored option during the
Summer Session or on Casual Fridays.

In locations where uniforms are required in the
performance of employee’s duties, the Casual
Dress Code does not apply and uniforms must be
worn during the workday all year round.

Not all-casual clothing is appropriate for the office.
Casual business wear means clean, neat, professional
clothing. It is never appropriate to wear stained,
wrinkled, frayed, or revealing clothing to the
workplace. If you are considering wearing something
and you are not sure if it is acceptable, choose
something else or inquire first.

Listed below is a general overview of acceptable
casual business wear as well as a listing of some of the
more commoen items that are not appropriate for the
office. Obviously, neither group is intended to be all-
inclusive. Rather, these items should help set the
general parameters for proper casual business wear
and allow you to make intelligent judgments about
items that are not specifically addressed.

Table 3 reflects examples of “do” recommendations
faor Summer Business Casual for corporate and school-
based employees. When in doubt, please refer to
Table 1 or ask your supervisor for guidance.

Table 3
| DESCRIPTION
{ Casual Dresses and Skirts (appropriate length)

Suits and slacks {if representing the company or
Presenting)

Blouses/shirts, Shirts with pocket logo of CSUSA or
School

l Golf Shirts
l Loafers and deck shoes

l Flats or sandals {Office Environment only)

The same Don'ts apply to Summer Business Casual
(see table 2)

Body Piercing, Jewelry, Hair, Make-Up and Tattoos

It will be a violation of this Policy for an employee to
attend work or any company-sponsored event or
function held with any visible body piercing, except for
earrings on the ears, all other body piercing
jewelry/items must be removed and not concealed.

It will also be a violation of this Policy for any
employee to have his or her haircut or worn in such a
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manner, or colored in such a manner, in an extreme
fashion such that the Administrator/Manager, within
reasonable exercise of his or her discretion,
determines itis so distracting or disruptive that it
interferes with the orderly educational and work
process.

By way of illustration only, and not by way of
limitation, examples of unacceptable hair colar or
style would be extremely garish unnatural colors,
extreme spiked hair and similarly unusual and
distracting hairstyles. '

Further, it will be a violation of this Paolicy for an
employee to wear makeup that is not within the
acceptable standards for the school er wark
community such that the School
Administrator/Department Manager determines it is
so distracting or disruptive that it interferes with the
orderly educational and work process.

if a potential conflict is identified, the employee will
ke encouraged to identify appropriate solutions such
as the removal of excess jewelry, covering of tattoos,
etc. School Administrators/Department Managers will
be responsible for answering questions and resolving
issues related to this policy on a case-by-case basis to
ensure unique circumstances are appropriately
considered.

School Administrators/Department Managers have
final authority to decide if body piercing, jewelry, hatr,
make-up and tattoos comply with CSUSA's Dress
policy. The goal of CSUSA is mutual cooperation.

INTERMAL AND EXTERNAL CUSTOMER SERVICE
Charter Schools USA’s mission is to design, develop
and operate high performing public schools. Superb
customer service is everyone's responsibility and
every employee must be able to deliver on this
consistently. This may include clients, parents,
community, boards, and other stakeholders.

Providing excellent customer service should be at the
heart of everything you do. This means we expect the
following from each of our employees:

» Establish and maintain effective relationships
with clients, and work to gain their trust and
respect.

e Always act with clients/students in mind.

»  Work together {as a team) to suppert
customer-focused goals and strategies.
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+  Exceed customer expectations at every
customer touch-point.

*  Work to obtain first-hand customer
information and use it for improvements in
work products and services. Be dedicated to
meeting the expectations and requirements of
your internal and/or external clients.

Remember ... you are a representative of CSUSA. To
the student and parent, YOU are CSUSA.

SERVICE STANDARDS

CSUSA established service standards for employees
use to interact with stakeholders {co-workers,
parents, students, boards) and vendors. CSUSA
expects that.each employee provide excellent service
to all they come in contact with. We know that aur
parents have a choice when it comes to their child’s
education and superior service aleng with academic
excellence are the two main determining factors
parents use to make their decision. Below is a list of
behavioral standards we expect from each employee.

To help provide a good presentation:

Standards

- Use 10/5 Greeting

- Speak first and last

- Use intentional verbal such as please, thank you, etc.
- Everyone picks up trash as they see it lying around

To be relizble

Standards

- Employees will use the LEAD technique (Listen,
Empathize, Apologize, Do something or direct to
someone who can) to deal with angry or upset
parents/customers) .

- All faculty and staff will know the answers to the top
10 guestions asked about their school

To provide reassurance

Standards

- Never talk about a student, supervisor, employment
issue, another employee or negative school
information in the presence of a parent/customer

To show empathy

-All employees will use NICE (Neutralize through a
positive beginning, immediately emphasize,
Courteously explain, Emphasize your desire to help)
technique when they have to decline a
parent/customer request
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Handling Customer Problems

Your job brings you into contact with many people,
including both internal and external clients. Difficult
situations and complaints may arise regardless of how
flexible, energetic or friendly you may try to be!

Always treat clients and business guests in a
courteous, respectful manner, When a client has a
question or complaint, give the matter your
immediate attention. Lock at complaints as an
opportunity to correct problems, improve customer
service, and ultimately raise customer satisfaction. If
you ever feel you cannot properly handle a problem or
difficult situation, refer the client to your
Administrator/Manager or a higher member of
management.

Telephone Courtesy

Telephone courtesy is essential to maintaining our
favorable business reputation. Your telephone
manners are a direct reflection on the Company and
your professionalism. Therefore, please use proper
telephone manners —~ be polite, helpful and service-
oriented on the phone at all times.

We also ask that you try to return telephone cails as
promptly as possible, even if you haven’t obtained an
answer for a client. Let the client know you are
warking on his/her issue. Continually communicate
the status of your progress in resolving the fssue to
the customer.

BUSINESS CONBUCT

The successful business operation and reputation of
CSUSA is built upon the principles of fair dealing and
ethical conduct of our employees. Qur reputation for
integrity and excellence requires careful observance of
the spirit and letter of all applicable laws and
regulations, as well as a scrupulous regard for the
highest standards of conduct and personal integrity.

The continued success of CSUSA is dependent upon
our clients’ trust and we are dedicated to preserving
that trust. Employees owe a duty to CSUSA’s clients
and fellow employees to act in a way that will merit
the continued trust and confidence of the public.

The standards and expectations outlined in CSUSA’s
Code of Business Conduct are intended as a guide to
making the right choice. When faced with a
complicated situation, it is often difficult to decide
where the ethical path lies. You have a responsibility
to ask questions, seek guidance, report suspected
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violations, and express concerns regarding compliance
with the Code and related procedures.

CSUSA's CODE OF BUSINESS CONDUCT

Unlawful and unethical business is of particular
concern to CSUSA because they undermine employee
and customer trust. CSUSA’s Code of Business includes
the following principles:

+  Conflicts of Interest: You must conduct
yourself in a manner that avoids conflicts of
interest and that upholds the Company’s
business reputation.

* Confidential Nature of Work: Keep
proprietary and personne! information to
yourself and avoid compromising your
integrity.

*  Fraud Dishonesty and Criminal Conduct:
Fraud, dishonesty and criminal conduct by
employees will not be tolerated.

CONFLICTS OF INTERESY

Employees have an obligation to conduct husiness
within guidelines that prohibit actual or potential
conflicts of interest. This policy establishes only the
framework within which CSUSA wishes the business to
operate. The purpose of these guidelines is to provide
general direction so that employees can seek further
clarification on issues related to the subject of
acceptable standards of operation. Contact the VP of
Finance, Sr. Director of Human Resources or the COO
for more information or questions about confiicts of
interest.

An actual or potential conflict of interest occurs when
an employee is in a position to influence a decision
that may result in a personal gain for that employee or
for a relative as a result of CSUSA’s business dealings.
For the purposes of this policy, a relative is any person
whao is related by blood or marriage, or whose
relationship with the employee is similar to that of
persons who are related by blood or marriage.

No “presumption of guilt” is created by the mere
existence of a relationship with outside firms.
However, if employees have any influence on
transactions involving purchases, contracts, or leases,
it is imperative that they disclose to an officer of
CSUSA as soon as possible the existence of any actual
or potential conflict of interest so that safeguards can
be established to protect all parties.
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Personal gain may result not cnly in cases where an
employee or relative has a significant ownership in a
firm with which CSUSA does business, but also when
an employee or relative receives any kickback, bribe,
substantial gift, or special consideration as a resuit of
any transaction or business dealings involving CSUSA
{which is strictly prohibited).

CONFIDENTIALITY
Your position at CSUSA may provide you with access
to confidential information. The release of confidential
information and/or trade secrets, whether intentional
or unintentional, can injure the Company financially
and competitively. Confidential information includes,
but is not limited to, the following examples:

»  New methods and materials research

»  Pending projects and proposals

= Proprietary production processes

* Research and development strategies

+ Technological data

+ Technological equipment and prototypes

= Instructional methods

= Strategic Plan

= Student/Employee Information

*  Facilities prototype

All Company records and information relating to the
Company or its clients are confidential and employees
must, therefore, treat all matters accordingly. No
Company or Company related information, including
without limitation, documents, notes, files, records,
oral information, computer files or similar materials
(except in the ordinary course of performing duties on
behalf of the Company) may be removed from the
Company’s premises without permission from the
Company.

Additionally, the contents of the Company's records or
information otherwise obtained in regard to business
may not be disclosed to anyone, except where
required for a business purpose. Employees must not
disclose any confidential information, purposefully or
inadvertently (through casual conversation}, to any
unauthorized person inside or outside the Company.
Employees that are unsure about the confidential
nature of specific information must ask their
Administrator/Manager for clarification rather than
disclosing potentially confidential infarmation to peers
or others in an effort-to-obtain elarity.

Any breach of confidentiality will be taken very
seriously and may subject you to termination and
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possibly legal action. Once again, if you are unsure if
something is confidential, or if you have any questions
regarding your responsibilities in dealing with
confidential materials, speak with your School
Administrator/Department Manager.

Inventions, Proprietary Rights and Non-Compete
Agreement '

As an employee of CSUSA you may be required to sign
an Agreement that addresses such things as
Inventions, Proprietary Rights and Non-Competition as
a condition of employment. You shauld read this
Agreement carefully for additional informaticen
regarding your responsibilities to protect the
Company's proprietary information. Employees who
improperly use or disclose trade secrets or
confidential business information will be subject to
disciplinary action, up to and including termination of
employment, even if they do not actually benefit from
the disclosed infarmation.

Fraud, Disheonesty, and Criminal Conduct

CSUSA wilt comply with all applicable laws and
regulations and expects its directors, officers, and
employees to conduct business in accordance with the
letter, spirit, and intent of all relevant laws and to
refrain from any illegal, dishonest, or unethical
conduct.

A. Accurate Books and Records

All employees must record and report information
accurately and honestly. This includes reports of time
worked, business expenses and other business related
activity.

CSUSA’s financial statements and the records on
which they are based must always accurately and
fairly reflect the activities and transactions of the
Company in accordance with generally accepted
accounting principles and the Company’s accounting
and financial policies. No undisclosed or unrecorded
corporate funds or assets shall be established for any
purpose, nor should Company funds be placed in any
persanal or non-corporate account. No employee shall
make an entry on the Company’s books and records
that intentionally hides or disguises the true nature of
a transaction.

B. Criminal Conduct o
Criminal conduct by employees will not be tolerated,
and such conduct may result in criminal or civil legal
action. Criminal conduct includes, but is not limited to:
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*  Theft, misuse or abuse of Company, employee
or customer property, including telephone,
computer, or mail resources.

*  Violence or threats of violence

= Bribery or extortion invaolving CSUSA’s assets
or operations

In signing the Acknowledgement for this Handbook,
you certify your agreement to abide by this Code of
Business Conduct. In addition, this Code requires that
you must agree to report any canflicts of interest and
any violations of the Code of Business Conduct to a
member of the Human Resources or a member of
management.

VIGLATIONS

In general, the use of good judgment, based on high
ethical principles, will guide you with respect to lines
of acceptable conduct. In situations where it is difficult
to determine the proper course of action, the matter
should be discussed openly with your immediate
School Administrator/Department Manager and, if
necessary, with the CEO for advice and consultation.

Compliance with this policy of business ethics and
conduct is the responsibility of all employees. Any
employee who violates CSUSA’s Code of Business
Conduct or fails to report a violation by another
employee will be subject to disciplinary action up to
and including termination.

MEPOTISM

Florida Statute §1002.33 require full disclosure of the
identity of all relatives employed by a charter school
who are related to such charter school’s owner,
President, chairperson of the governing board of
directors, gaverning board member, principal,
assistant principal, or any other person employed by
such charter school who has equivalent decision-
making authority. Therefore, all requests by a charter
schoal to hire a relative must be pre-approved by the
CSUSA Vice President of Education for school based
employees and the President and CEO for Corporate
employees. This policy excludes corporate CSUSA
personnel. For the purpose of this policy, the term
“relative” means father, mother, son, daughter,
brother, sister, uncle, aunt, first cousin, nephew,
niece, husband, wife, father-in-law, mother-in —law,
stepfather, stepmother, stepson, stepdaughter,
stepdaughter, stepbrother, stepsister, half-brother, or
half-sister.
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CSUSA also includes domestic partners or those
involved in romantic relationships in this policy. To
avoid a conflict of interest, this policy also requires
charter schools to disclose to, and obtain pre-approval
by CSUSA CEQ/COO to conduct business with vendors
associated with relatives, domestic partners or
romantically involved persans of such charter schoal.
Any employee recommending a vendor or business to
a charter school must disclose and get pre-approval in
compliance with this policy, and the President and
CEQ must sign all contracts or commitments.

PERSOMNAL RELATIONSHIPS

While our company has family relationships,
consenting romantic or personal relationships
between an Administrator/Manager and an employee
may at some point lead to unhappy complications and
significant difficulties for all concerned; the employee,
the Administrator/Manager and the Company.
Accordingly, the Company strongly discourages such
relationships and any conduct (such as dating
between an Administrator/Manager and an
employee) that is designed or may reasonably be
expected to lead to the formation of a romantic or
personal relationship.

By its discouragement of romantic and personal
relationships, the Company does not intend to inhibit
the social interaction (such as lunches or dinners or
attendance at entertainment events) that are or
should be an important part or extension of the
working environment; and the policy articulated
above is not to be relied upon as justification or
excuse for a Administrator/Manager's refusal to
engage in such social interaction with employees.

If a romantic or personal relationship between an
Administrator/Manager and an employee should
develop, it shall be the respansibility and mandatory
obligation of the Administrator/Manager to promptly
disclose the existence of the relationship to Human
Resources. The employee may make the disclosure as
well, but the burden of doing so shall be upon the
Administrator/Manager.

Guidelines and Determining Factors

For the purposes of this policy, a personal relationship
is any intimate relationship existing between a
member of CSUSA’s management and any employee
within his/her chain of command. A “management
team member” is defined as any exempt employee
classified as an officer, Administrator/Manager,
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official or supervisor. “Intimate personal
relationships” 'may be manifested as patterned
associations with select individuals of the work group,
ramantic affairs, etc.

Upon being informed or learning of the existence of
such a relatienship, the Company’s management may
take all steps that it, in its discretion, deems
appropriate. At a minimum, the employee and
Administrator/Manager will not thereafter be
permitted to work together on the same matters
(including matters pending at the time disclosure of
the relationship is made}, and the
Administrator/Manager must withdraw from
participation in activities or decisions (including, but
not limited to, hiring, evaluations, promotions,
compensation, work assignments and discipline} that
may reward or disadvantage any employee with
whom the Administrator/Manager has or has had
such a relationship.

In addition, and in order for the Company to deal
effectively with any potentiaily adverse consequences
such a relationship may have for the working
environment, any person who believes that he or she
has been adversely affected by such a relationship,
notwithstanding its disclosure, is encouraged to make
his or her views about the matter known to Human
Resources.

This policy shall apply without regard to gender and
without regard to the sexual orientation of the
participants in a relationship of the kind described.

CSUSA highly discourages inappropriate personal
relationships in the workplace and therefore, imposes
employee awareness of the potential risk involved
regarding such relationships. Unfortunately, in some
cases, workplace romances can lead to poor
judgment, breaches of the Code of Ethics, lost
productivity, poor employee morale, sexual
harassment claims and even workplace violence. 1tis
emphasized that CSUSA’s policy again sexual
harassment is one of zero tolerance. In the event that
a consensual romantic relationship hetween
employees of CSUSA develops in the warkplace they
are held stringently accountable to review CSUSA’s
Non Discrimination / Harassment policy en page 09,
the Code of Ethics for Education Professionals and
understand the consequences of failure to follow
those policies, as well as, those set forth in this
Employee Handbook.
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SOCIAL NETWORKING POLICY AND
GUIDELINES:

Electronic Communications and Social Networking
Sites

Policy Statement

This Social Media Policy is designed to protect the
privacy, confidentiality, business interests and
reputation of CSUSA and our current and potential
employees, supporters and customers. Participation in
social media that affects your job performance, the
performance of others, or CSUSA’s business interests
is a proper focus for company policy.

The same principles and guidelines that generally
apply to the activities of employees also apply to
employee activities in social media and any other form
of online pubtishing.

When you are participating in social networking, you
are representing both yourself and CSUSA. It is not
our intention to restrict your ability to have an online
presence. We believe social networking is a very
valuable tool and continue to advocate the
responsible involvement of all CSUSA employees in
this medium. While we encourage this online
collaboration, we would like to provide you with a
company policy and a set of guidelines for appropriate
online conduct.

All school administrators, faculty and staff shall use
caution and good judgment when using electronic
communications and social networking sites.

CSUSA prohibits communications relayed to current
students via electronic communications such as
texting, Faceboaok, and all ather social netwaorking
mediums. Al communications to students should be
conducted via SIS, be professionai in nature and they
should be related to a student’s academic progress or
school activity.

Any information posted on or communicated through
a sacial networking site (including chat rooms) shall
hot bring disfavor, embarrassment or condemnation
to any employee, student or any member of CSUSA.
~Definitions ..

1. Social Media - Blogs, micro-blogs, wikis, social
networks (including, but not limited to, Facehook,
MySpace, Twitter, LinkedIn), blogs, and any other
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public websites on the internet, social bookmarking
services, user rating services and any other online
collaboration, sharing or publishing platform, whether
accessed through the web, a mobile device, text
messaging, email or any other existing or emerging
communications platform.

2. Social Media Disclosures - Blog posts, blog
comments, status updates, text messages, posts via
email, images, audio recordings, video recordings or
any other information made available through Social
Media. Social Media Disclosures are the actual
communications a user distributes via social media,
usually by means of their social media account.

Policy Guidelines:

1. The use of Social Media for personal activity by
employees during an employee’s work hours is
expressly prohibited. This includes the use of school
computers and for personal devices (such as cell
phones and iPads) to access and/or post on social
media networks.

2. Only those persons officially authorized by CSUSA
may use Social Media to speak on behalf of CSUSA.

3. CSUSA and its employees have a right to their
personal privacy. Employees are prohibited from
making Social Media Disclosures or utilizing Social
Media in any way that could violate CSUSA’s, or any of
its employee’s, right to privacy. Examples of the
foregoing include, but are not limited to, the
disclosure of private facts about CSUSA employees,
any facts about the operations of CSUSA, any
information to which the disclosing party does not
have lawful access, or any information gained through
unauthorized means.

4. Employees are restricted from disclosing or in any
way discussing via Social media the details of any
CSUSA activity or business dealings in which they have
been, or will be involved.

5. Employees, specifically teachers and
administrative staff, are prohibited from using Social
Media to contact, connect or communicate with or
forward information or photographs to any student at
a CSUSA affiliated school.

6. Employees are restricted from identifying by name
in Social Media, any other employees, students of any
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school for which CSUSA provides management
services, or any of CSUSA’s customers, partners or
suppliers. Do not post any financial, confidential,
sensitive or proprietary information about CSUSA or
any of our students, faculty, administrative staff or
employees.

7. Employees are prohibited from using Social Medjia,
or making Social Media Disclosures, for evaluating the
performance of CSUSA or any of its employees,
business partners or vendors or from expressing any
other opinions contrary to the business interests of
CSUSA. Speak respectfully. Do not engage in name-
calling or behavior that will reflect negatively on your
or CSUSA's reputations.

8. Social Media should not be used for internal
business communications amang fellow employees.
Employees are restricted from using external blog or
other Social Media to publicly air their differences or
opinions. Beware of comments that could reflect
poorly on you and the company. Social media sites are
not the forum for venting personal complaints about
supervisors, co-workers, or the company.

9. Do not post photaos or obscenities that can damage
both your reputation as well as that of CSUSA. As a
CSUSA employee, be aware that you are responsible
for the content you post and that information remains
in cyberspace forever. Use privacy settings when
appropriate. Remember, the internet is immediate
and nothing posted is ever truly private nor does it
expire.

10. If you see unfavorable opinions, negative
comments or criticism about you or CSUSA do not try
to have the post removed or send a written reply that
will escalate the situation. Forward this information to
your admiinistrator or forward an e-mail to the Ms.
Wilda Malara, Human Resources Generalist -
Education Department at,
wmalara@charterschoolsusa.com and the appropriate
corrective actions shall be implemented accordingly.

11. CSUSA trusts and expects employees to exercise
personal responsibility whenever they make Social
Media Disclosures. If you are posting to personal
netwaorking sites and are speaking about job related
content, identify yourself as a CSUSA employee and
use a disclaimer and make it clear that these views are
not reflective of the views of CSUSA. “The opinions
expressed on this site are my own and do not

Draft Submitied on June 3, 2074

36T of 563




necessarily represent the views of Charter Schools
USA.”

12. Many sites like “LinkedIn” blur the lines between
business and personal. Keep this in mind and make
sure to have a balance of information that shows both
your professional and personal sides,

13. Be respectful of others. Harassment, ethnic slurs,
personal insults, derogatory remarks, racial or
religious intolerance and any other form of behavior
prohibited in the workplace is also prohibited in Social
Media and in Social Medial Disclosures. Think of what
you say online. Stick to the facts; try to give accurate
information and correct mistakes right away.

14. When posting to social media sites, be

knowledgeable, interesting, and honest and add value.

CSUSA’s outstanding reputation is a direct result of
our employees and their commitment to uphold our
core values of Putting Students First, Integrity, High
Standards, Teamwork, Accountability and Excellence.

15. Do not infringe on copyrights or trademarks. Do
not use images without permission and remember to
cite where you saw information if it did not originate
with you.

16. Be aware that you are not anonymous when you
make online comments. Information en your
networking profiles is published in a very public place.
Even if you post anonymously or under a pseudonym,
your identity can still be revealed.

17. If contacted by the media refer them to the CSUSA
Marketing Department. :

CSUSA may monitor content out on the web and
reserves the right to remove posts that violate this
policy. If you have any questions or concerns about
this policy or a specific posting out on the web, please
contact Ms. Wilda Malara, Human Resources
Generalist — Education Department, via e-mail at
wmalara@charterschoolsusa.com.

Penalties
Failure to comply with this Social Media Policy may
result in:

a. Disciplinary action, up to and including
termination; or
b. Civil or criminal penalties as provided by law.
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WORK ENVIRONMENT

SMOKE FREE ENVIRONMENT

In keeping with CSUSA’s intent to provide a safe and
healthful wark environment for our students and
employees, smoking in the workplace is prohibited.
This policy applies equally to all employees, clients,
and visitors. Employees who visit or work on-site at a
school or at an administrative or corporate premise
are expected to follow the smoking policy for that
location and to smoke in designated areas only if one
is available.

You are expected to exercise common courtesy and
respect the needs and sensitivities of your co-workers
with regard to the smoking policy. CSUSA does not
provide smoking areas for employees for managed
properties nor are smokers entitled to additional
break time. Employees should not smoke at building
entry ways, around students, or in areas where others
are obligated to be exposed to smoke in order to
enter or exit the workplace or school. In situations
where the preferences of smokers and nonsmokers
are in direct conflict, the preferences of nonsmokers
will prevail.

HIRING OF RELATIVES

To avoid misunderstandings, complaints of favoritism,
and other problems of management credibility, CSUSA
has established the following policy concerning the
hiring of relatives.

Although CSUSA has no prohibition against employing
relatives of current employees, we require executive
approval before hiring. We will monitor situations in
which such relationships exist to ensure they support
a productive work environment. In case of actual or
potential problems, CSUSA will take prompt action.
This can include reassignment or, if necessary,
termination of employment for one or both of the
individuals involved. For purposes of this policy, a
relative is any person who is related by blood or
marriage, or whose relationship with the employee is
similar to that of persons who are related by blood or
marriage.

SAFETY

It is the policy of CSUSA to manage and conduct its
operations in such a manner as to eliminate or
minimize all potential hazards and to avoid accidents
involving injury to personnel or damage to property.
CSUSA will follow all applicable federal and/or state
run Occupational Safety and Health programs,
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All employees are charged with personal responsibility
for constant adherence to safety procedures and safe
practices. To achieve and maintain a safe working
environment, each employee must take an active
interest in safe work practices and must take
responsibility for following any safety rules or
recommendations. Supervisors are not authorized to
change the duties of an employee’s job function to
something that they are not trained to safely perform.
All incidents must be reported in your site’s OSHA 300
fog, and must be available for review by auditors if
necessary.

It is important that you consider the work
environment when determining proper attire and
footwear. We do not allow employees to wear open

toed shoes and/or heels in schools due to the work
environment, student traffic, and the flooring. All
employees should also consider these factors when
preparing to visit a school. See our Dress Policy for
more information.

Communications

CSUSA provides information to employees about
workplace safety and health issues through regular
internal communication channeis such as department
meetings, bulletin board postings, memos, or other
written communications.

Making Suggestions and Reporting Violations

Some of the hest safety improvement ideas come
from employees. If you have ideas, concerns, or
suggestions for improved safety in the workplace you
are encouraged to raise them with your
Administrator/Manager, or with another who is
responsible for safety, or bring them to the attention
of Human Resources.

You are expected to obey safety rules and to exercise
caution in all work activities. You must immediately
report any unsafe condition to the appropriate
Administrator/Manager. Employees who violate safety
standards, who cause hazardous or dangerous
situations, or who fail to report or {(where appropriate}
remedy such situations, may be subject to disciplinary
action, up to and including termination of
employment. Reports and concerns about workplace
safety issues may be made anonymously if you wish.
All reports can be made without fear of reprisal.

In the case of accidents that result in injury, regardless
of how insignificant the injury may appear, you should
immediately notify your School
Administrator/Department Manager and Human
Resources. They will complete an incident report.
Such reports are necessary to comply with the laws
and initiates insurance and warkers’ compensation
benefits procedures.

WORKERS' COMPENSATION INSURANCE

CSUSA provides a comprehensive workers’
compensation insurance program at no cost to
employees. This program covers any injury or iliness
sustained in the course of employment that requires
medical, surgical, or hospital treatment. Subject to
applicable legai requirements, workers’ compensation
insurance provides compensation benefits after a
short waiting period. All approved medical expenses
are covered immediately.

Employees who sustain work related injuries or
illnesses must inform their School
Administrator/Department Manager or Human
Resources immediately. All employees will be
provided care, first aid and emergency service, as
required for injuries or illnesses while on Company
time. Employees should contact their Schoal
Administrator/Department Manager, and/or 911 in
the event of an accident or emergency.

No rmatter how minor an on-the-job injury may
appear, it is important that it be reported
immediately. This will enable an eligible employee to
qualify for coverage as quickly as possible. Failure to
report accidents is a serious matter as it may preclude
an employee’s coverage under workers’ compensation
insurance.

Neither CSUSA nor the insurance carrier will be liable
for the payment of workers’ compensation benefits
for injuries that occur during an empioyee’s voluntary
participation in any off duty recreational, social, or
athletic activity sponsored by CSUSA.

Return to Work Policy

In an effort to minimize the debilitating effects of
workplace injuries and to reduce the overall cost of
disability to both the employee and employer, CSUSA
has adopted a transitional work program to allow and
encourage injured employees to return to suitable
work while receiving medical treatment for on the job
injuries.
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Under Florida Statutes, if the employee is unable to
perform the regular waork activity, the physician is
expected to release the injured worker to work with
temporary medical restrictions, as soon as medically
advisable. Your School Administrator/Department
Manager, the Workers’ Compensation insurer, the
Doctor, and you will be expected to take an active role
in assisting you to regain productive wark status as
soon as possible. Human Resources will also assist in
identifying suitable transitional work assignments, as
needed, to reduce lost time. CSUSA will work closely
with the workers’ compensation insurance carrier and
your doctor to develop a suitable return to work plan.

Thraugh this joint effort, we aim to help employees
recover as soon as possihle, allow employees to
minimize wage loss, gain production instead of lost
time, and help to control overall Workers’
Compensation costs.

Transitional work will be offered on a case-by-case
basis, depending on the employee’s medical needs
and restrictions, among other factors. The transitional
work may be offered for a limited period of time, at
the discretion of the CSUSA. '

COMPANY EQUIPMENT AND VEHICLES

The Company provides supplies, equipment, vehicles
and materials necessary for its employees to perform
their job. These items are to be used for the
Company's purposes. A School
Administrator/Department Manager must authorize
the use of Company vehicles for personal reasons.
Employees are expected to exercise care in the use of
Campany equipment and property and use such
property only for authorized purposes.

Loss, damages, or theft of Company property should
be reported at once to your School
Administrator/Department Manager. Negligence in
the care and use of Company property may be
considered grounds for discipline, up to and including
termination.

The Company's equipment, such as telephone,
postage, facsimile and copier machines, is intended
for business use. An employee may use this
equipment for non-business purposes on a limited
basis with the permission of his/her - -
Administrator/Manager. Personal usage of these or
other equipment that results in a charge to the
company should be reported to your
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Administrator/Manager or accounting so that
reimbursement can be made.

Upon termination of employment, the employee must
return all Company property, equipment, work
product and documents in his or her possession or
control.

Personal Vehicles used for Company Business

Only employees with an unrestricted, current driver’s
license may operate a vehicle to conduct Company
business. A Motor Vehicle Request (MVR) may be
requested for employees or applicants for
employment who will be driving a rental or personal
vehicle on Company business. This applies to all
employees and applicants for employment far whom
operating a motor vehicle is a regular and necessary
activity of employment. CSUSA may, at its discretion,
waive the requirement for those for wham driving is
deemed incidental and occasional.

Any employee who uses a personal vehicle for any
Company business must be on the approved driver
list. In addition, the driver must provide a certificate
of insurance that shows limits of liability of at least
$100,000 - $300,000 - $50,000. The certificate must
show current coverage, and the employee may be
asked to produce an updated certificate at any time.
The vehicle must be in good working order.

Using cell phones and other in-vehicle devices
(Blackberry, GPS) cause distractions that put you and
your passengers at risk of an accident. Uses of hand-
held cell phone devices are permitted only when
necessary to report an emergency, call for roadside
assistance, or report impaired or aggressive drivers.
Limited use of a hands-free cell phone device is
permitted with the driver’s awareness that
concentration on driving may be impaired. Text
messaging is prohibited while performing the driving
task.

Vehicle Safety Guidelines
All Company-approved drivers are required to:
+  Maintain a valid driver’s license and have a
current, acceptable MVR on file if required.
+  Drive defensively and anticipate driving
hazards such as bad weather and bad drivers.
+  Comply with all applicable motor vehicte laws,
operating regulations and registration
requirements
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« Cell phones, iPhone's, iPads and/or
BlackBerry’s should not be used while driving
unless hands free devises are used.

»  Wear a safety belt as a driver or passenger in
all vehicles used for Company business, and in
Company vehicles used for non-Company
business.

»  Drive without impairment by alcohol or drugs.

» Report all accidents {no matter how minor) to
your School Administrator/ Department
Manager immediately (i.e., the same day the
accident occurs), providing full factual
information about the incident (your School
Administrator/Department Manager will need
to notify CSUSA’s insurer of accidents
promptly).

«  Report any changes in the status of your
driver’s license (e.g., revocation or
suspension, DUI, violations of law) to your
School Administrator /Department Manager
immediately.

+  Avoid driving distractions to the greatest
degree possible. Specifically, drivers should
avoid any activity that causes them to divert
their attention from driving or to drive one-
handed.

Cellular Phone Use Guidelines

Cell phone use while driving must be avoided. Drivers
should be aware that the use of cell phones while
driving is creating a distraction from safe driving and
should not use the phone while driving. If the phone

must be used, the driver should safely pull off the road

and park the car prior to usage. Regardless of the
circumstances, including slow or stopped traffic,
employee§ are strongly encouraged to pull off to the
side of the road and safety should always take
precedence over canducting business over the phone.

COMPUTERS AND COMMUNICATION SYSTEMS
CSUSA’s computer and communication resources and
services are for the use of CSUSA and its workers.

Computer and communication resources and services
include, but are not limited to: printers, servers,
workstations, standalone computers, laptops,
software, computer files, internal/external
communication networks, internet, commercial online
services, bulletin board systems, email systems,
telephone systems, long distance services, voicemail,
cellular phones, pagers, video equipment, and tape

23

that are accessed directly or indirectly as provided by
CSUSA.

As a user, you are responsible for using these
resources and services in an efficient, effective,
ethical, professional, and lawful manner. Ali
communications transmitted by, received from, or
stored in these systems are the sole property of the
Company. As noted above, all such communications
are subject to review and monitoring by CSUSA.
Accordingly, you should have no expectation of
privacy in such communications.

The following guidelines apply to all users of computer
and communication resources and services, wherever
the users are focated. The term “users” refers to all
employees, independent contractors, and other
persons or entities accessing or using CSUSA computer
and communication resources and services. CSUSA’s
Information Technology Department must approve
access to any of these services by non-employees.

Violations of this policy may result in disciplinary
action, up to and including possible termination,
and/or lega! action.

Policy

CSUSA has the right, but not the duty, to monitor any
and all aspects of computer and communication
systems used, maintained, or provided in the conduct
of its business, including email and internet access, to
ensure compliance with its policies. Computers and
computer accounts are provided to assist employees
in the perfarmance of their job. No user should have
an expectation of privacy in anything created, sent,
received, or downloaded on the computer or
communication system. CSUSA is not responsible for
the actions of individual users. ‘

The computer and communication systems belong to
CSUSA and should be used for business purposes only.
The Company reserves the right to monitor the
operation of these systems, to access all records
within them, and to retain or dispose of those records
as it deems necessary. Non-business use of CSUSA
equipment and services should be kept to a minimum.
Any technical questions about this policy should be
addressed to Information Technology Management.
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Users are governed by the following provisions, which
apply to all computer and communication resources
and services:

*  Users must comply with all software licenses,
copyrights, and all other state and federal
laws governing inteflectual property.

*  Fraudulent, harassing, embarrassing,
indecent, profane, obscene, intimidating, or
other unlawful material may not be sent by
email, downfoaded by other form of electronic
communication, or displayed on or stored in
Company computers. if you encounter, or
receive such material, you should immediately
report the incident to your
Administrator/Manager.

«  Without prior written permission, CSUSA’s
computer and communication resources and
services may not be used for the transmission
or storage of commercial or personal
advertisements, solicitations, promotions,
destructive programs {viruses and/or self-
replicating code), political material, obscene
material or any other unauthorized or
personal use.

Electronic Mail {emaii}

The electronic mail {(“email”} system is the property of
CSUSA and is for use in conducting Company business.
All communications and information transmitted by,
received from, or stored in this system are Company
records and property of the Company. While email
usage is intended for job-related activities, incidental
and occasional brief personal use is permitted within
reasonable limits. Emplayees will refrain from using
Company issued email addresses for excessive
incoming personal email and/or subscriptions to email
lists (list servers) unrelated to individual job tasks.

Staff members should use the same care in drafting
email and other electronic documents as they would
for any other written communication. Anything
created on the computer may, and likely will, be
reviewed by others. In addition, the confidentiality of
any message should not be assumed. Even when a
message is erased, it is still possible to retrieve that
message.

CSUSA’s email and Internet access systems are
provided solely for business use. Communications by
you through these systems are not private nor are
they protected, and you should have no expectation
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of privacy in such communications. For security and
operational purposes, CSUSA may monitor and/or
retrieve messages, communications, material and
attachments sent through these systems, Moreover,
use of the internet access provided by CSUSA to
obtain offensive or otherwise inappropriate material is
completely prahibited. Likewise, you have no
expectation of privacy with respect to any other
information stored on any CSUSA computer or in any
CSUSA work area. All authorized administrators are to
follow CSUSA procedures and submit an Access
Request form to CSUSA corporate office and receive
approval prior to accessing employee electronic
accounts.

CSUSA expects its employees to maintain arganized
electronic document and contact information files.
Employees are not to email documents or materials to
persons who are not authorized to receive or review
such materials.

The following additional guidelines apply to the use of
CSUSA’s email system:

+  Employees have no right of privacy in any
material stored in, created, received, or sent
over the email system.

+ In its discretion as owner of the email system,
the Company reserves and may exercise the
right to monitor, access, retrieve, and delete
any matter stored in, created, received, or
sent over the email system, for any reason
and without the permission of any employee.

« Even if employees use a password to access
the email system, the confidentiality of any
message stored in, created, received, or sent
from the email system still cannot be assured.
Use of passwords or other security measures
does not in any way diminish the Company’s
rights to access materials on its system, or
create any privacy rights of employees in the
messages and files on the system. Any )
password used by employees must be
revealed to the Information Technology
Administrator/Manager, as email files may
need to be accessed by the Company in an
employee’s absence.

+ Employees should be aware that deletion of
any email messages or files would not truly

" éliminate the méssagesfrom the system. All
email messages are stored on a central back
up system in the normal course of data
management.
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«  Even though CSUSA has the right to retrieve
and read any email messages, those messages
should still be treated as confidential by other
employees and accessed only hy the intended
recipient. Employees are not authorized to
retrieve or read any email messages that are
not sent to therm. Any exception to this policy
must receive the prior approval of
management.

« The Company’s policies against sexual or other
harassment apply fully to the email system,
and any violation of those policies is grounds
for disciplinary action up to and including
termination. Therefare, no email messages
should be created, sent, or received if they
contain intimidating, hostile, or offensive
material concerning race, color, religion, sex,
age, national origin, disability or any other
classification protected by law.

* Do not send personal messages or jokes using
the Company's email. Even if the material is
not offensive, you should not encourage the
use of email for non- business related
activities. If you receive non-business related
messages, jokes or related files from someone
else, delete the messages and refer that
person to CSUSA’s policies. If the activities
continue, contact the persan’s School
Administrator/Department Manager.

+  If you receive a chain mail message, do not
respond to it. Inform IT and they will put a
block on the message.

= Your CSUSA email identity photo will be
limited to an appropriate professional
headshots only. No other types of photos or
images may be up-loaded in the place of the
employees head shot photo.

Personal Computers and Software Applications

The help desk and (T department are the only persons
authorized to install software on company owned
computers. If you need particular software contact
your supervisor or the IT department to authorize the
use of the software and they will arrange to install it
on your computer.

Any duplication of copyrighted software or data,
except for backup and archival purposes, is a violation
of both Company policy and federal law. Any
unauthorized or unlicensed copies of software at
CSUSA expose both you and the Company to potential
civil and criminal penalties. Software must only be
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used according to the software license agreement. No
unlicensed software may be used or installed into the
Company’s computers. CSUSA may delete any
unlicensed software or personal software without
notice to you.

The computer assigned to you is your responsibility.
As such, it is your responsibility to take reasonable
precautions to secure it from use and/or abuse by
another. The following outlines some of your
responsibilities and guidelines regarding computer use
and security:

* You are responsible for immediately reporting
any unlawful activity involving your personal
computer. The data you work with may be
more valuable and more difficult to replace
than the hardware or software used to access
it.

*+  Employees are responsible for safeguarding
your password for the system. Individual
passwords should not be printed, stored
online, or given to others. You are responsible
for all actions made using your password.
Sharing of passwords is prohibited and may
result in a limited or suspended account.

* Inthe event password protection is needed,
the Administrator/Manager of Information
Services and the employee’s
Administrator/Manager must be made aware
of the password and the document must be
saved on the network.

* Be aware that a computer’s hard drive may
fail at any time. Several backup methods are
available. Consult IT for instructions on
backing up vour files or for any other
questions.

+ Employees should not read, alter or copy a file
belonging to another user without first
obtaining permission from the owner of the
file. The ability to read, alter, or copy a file
belonging to another user does not imply
permission to read, alter, or copy that file.

Important: A user’s ability to access other computer
systems directly or through the network, including the
CSUSA network does not imply a right to access those
systems or to make use of those systems unless
specifically authorized by the operators of those
systems. Unauthorized use may result in disciplinary
actions up to and including termination. Your School
Administrator/Department Manager may submit an
Access Request Form to CSUSA for approval of access
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to employees SIS and email for business related
purpases only or for cause and/or suspicion of misuse.

Internat

Internet access to global electronic information
resources on the World Wide Web is provided by
CSUSA to assist employees in obtaining work related
data and technology. While Internet usage is
intended for job related activities, incidental and
occasional brief personal use is permitted within
reasonable limits. The following guidelines have been
established to help ensure responsible and productive
Internet usage.

» Allinternet data that is composed,
transmitted, or received via our computer
communications systems is considered to be a
part of the official records of CSUSA and, as
such, is subject to disclosure to law
enforcement or other third parties,
Consequently, employees should always
ensure that the business information
contained in Internet email meéssages and
other transmissions is accurate, appropriate,
ethical, and lawful.

« Datathatis composed, transmitted, accessed,
or received via the Internet must not contain
material that could be considered
discriminatory, offensive, obscene,
threatening, harassing, intimidating, or
disruptive to any employee or other person.
Examples of unacceptable content may
include, but are not limited to, sexual
comments or images, racial slurs, gender
specific comments, or any other comments or
images that could reasonably offend someone
on the basis of race, color, age, sex,
pregnancy, religious or political beliefs,
national origin, citizenship, veteran status,
disability, sexual arientation, or any other
characteristic protected by law.

-+ Abuse of the Internet access provided by
CSUSA in violation of law or CSUSA policies
will result in disciplinary action, up to and
including termination of employment.
Employees may also be held personally liable
for any violations of this policy. The following
behavicrs are examples of previously stated or
additional actions and activities that are
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prohibited and can result in disciplinary
action;

Sending or posting discriminatory, harassing, or
threatening messages or images

Sending or posting confidential material or
proprietary information outside of the organization

Sending or posting messages or material that could
damage the organization’s image or reputation

CSUSA reserves the right to, and does, monitor
Internet usage including sites visited and time spent at
those sites while one Company premises.

Personal Web Sites, Web Logs and Text
Message '

Policy

Persanal Web sites, Web logs (blogs}, and text
messaging have become prevalent methods of self-
expression in our culture. Charter Schools USA
respects the rights of employees to use their mediums
during their personal time. If an employee chooses to
identify himself or herself as a Charter Schools USA
employee on a Web site or Web log/blog, he or she
must adhere to the following guidelines:

+ Make it clear to the readers that the views
expressed are the employee’s alone and that
they do not reflect the views of Charter
Schools USA.

= Do not disclose any information that is
confidential or proprietary to CSUSA or to any
third party that has disclosed information to
the Company. Consult the Company’s
confidentiality policy for guidance about what
constitutes confidential information.

» Uphold Charter Schools USA’s value of respect
for the individual and avoid making
defamatory statements about CSUSA’s
employees, clients, partners, affiliates,
students and others, including competitors.

* Be careful to not let blogging interfere with
your job or ethic and standards commitments.

Employees, especially instructional staff, are held to a
high standard. Your commitment and oath to the
Education Professional Ethics Standards must not be
violated. These standards outline appropriate
conduct with students, parents and peers and others
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who have access to the Internet and access to content
you display on the Internet, regardless of whether you
believe it may be personally secured or not. Personal
web sites and blogs are not exempt from the
Education Professional Ethics Standards or Company
standards. Furthermore, violatiens may be reparted
to the Florida Department of Education and may
ultimately affect instructional certification.

If blogging activity is seen as compromising to the
Education Professional Ethics Standards, the
corporation or schools standards, Charter Schools USA
may request a cessation of such commentary and the
employee may be subject to disciplinary action up to
and including termination.

Employees are not to be-friend, link to or add
students to their social networks or engage in IM’s /
text messaging on personal devices with students or
parents. These communications should be conducted
via SIS.

This Policy should not be construed or otherwise
applied in such a way as to violate or interfere with an
employee’s rights under Section V1l of the National
Labor Relations Act.

Telephones and Voice Mal

The telephone system is the property of CSUSA and,
as such, the primary purpose is for the conduct of the
business of CSUSA. Employees are required to
reimburse CSUSA for any charges resulting from their
personal use of the telephone.

To ensure effective telephone communications,
employees should always use the approved greeting
and speak in a courteous and professional manner.
Please confirm information received from the caller,
and hang up only after the caller has done so.

.The voicemail system is intended to send and receive
business-related messages. It is not designed as a
storage medium for these or personal messages.
Voicemail messages should be checked and cleared
daily. Saving multiple voice messages for an extended
period of time can negatively impact system
performance.

SECURITY

Entering and Leaving the Premises

At the time you are hired, you will be advised of the
proper procedures for entering and exiting your office
and setting alarms. You are expected to abide by
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these guidelines at all times. If you do not receive this
information upon starting work, please contact a
School Administrator/Department Manager or Human
Resources immediately.

All CSUSA facilities include property security Overt
Surveillance information.

Parking _ '
Parking may be restricted and/or assigned in certain
situations. Ask your School Administrator/Department
Manager for instructions.

Visitors in the Workplace

To provide for the safety and security of employees
and the facilities at CSUSA, only authorized visitors are
allowed in the workplace. Restricting unauthorized
visitors helps maintain safety standards, protects
against theft, ensures security of equipment, protects
confidential information, safeguards employee
welfare, and avoids potential distractions and
disturbances.

All visitors should enter the office through the
reception areas, and must check in with the
Receptionist or front office at the school. Authorized
visitors will receive directions or be escorted to their
destination. Employees are responsible for the
conduct and safety of their visitors.

If an unauthorized individual is observed on CSUSA’s
premises, employees should immediately direct the
individual to the reception area, or if necessary notify
their Administrator/Manager.

Viotence in the Workplace

CSUSA does not tolerate fighting, threats and other
acts of violence against employees, co-workers, job
applicants, clients or vendors; additionally, possession
of firearms, weapons, ammunition or explosives on
Company property or while on Company husiness is
strictly prohibited.

Acts or threats of viclence or physical harm, whether
made directly or indirectly, violate the safe and
professional canduct of our business. If you are
subjected to or threatened with harm by a co-worker,
customer or vendor, or if you become aware of
another individual who has been subjected to or
threatened with violence, or if you know of
circumstances which might result in violence, you
should report this information to your
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Administrator/Manager ar Human Resources
immediately.

Please bring all threats to our attention so that we can
deal with them appropriately. Do not assume that any
threat is not serious. Any investigation into
threatening remarks or conduct will be conducted
with as much confidentiality as possible. No adverse
action will be taken against anyone who brings a
goad-faith complaint under this policy.

Reporting llegal and Unethical Acts

if you have knowledge of or suspect any illegal
behavior by another employee, you are required to
report such activity immediately to management.

PARTICIPATION IN COMMURNITY AFFAIRS

We encourage you to participate in community service
affairs of charitable, educational and civic
arganizations. However, your participation in these
activities must not adversely affect job performance,
he detrimental to CSUSA’s interests, or place you in
the position of serving conflicting interests.

Time spent on community affairs, when not
undertaken at the request of management, should
normally be outside of your regular working hours and
therefore will not be considered hours of work for pay
purposes. Employee-initiated participation in '
community affairs that involves an extended period of
time away from the job must be approved and
handled in accordance with CSUSA’s feave of absence
policies.

EMERGENCY CLOSURES

At times, emergencies such as severe weather, fires,
power failures, earthquakes or hurricanes can disrupt
Company operations. In extreme cases, these
circumstances may require the closing of a work
facility/school. If such conditions exist, please consult
your local emergency procedures and call the
appropriate location for a message or contact your
Administrator/Manager at home or at work as soon as
possible.

When operations are officiaily closed due to
emergency conditions, the time off from scheduled
work for salaried employees and full time hourly
employees will be paid.

In cases where an emergency closing is not
authorized, employees who fail to report for work will
be required to use PTO or take time off without pay.
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A copy of the CSUSA disaster procedure is located on
the Company intranet and in SIS. All schools should
follow the disaster guidelines of the districts where
they reside.

ENVIRONMENTAL

It is the policy of CSUSA ta comply with all applicable
laws and regulatory standards promulgated by the
government to protect the quality of the environment.
This includes eliminating or controlling pollution to the
air, ground water or land, and to minimize potential
exposure to hazardous materials.

It is the responsibility of each employee ta be familiar
with the requirements of his/her type of work and be
sure that the work does not have any unnecessary
impact on the environment. Employees are expected
to recycle any materials for which collection services
are pravided. '

Any person who becomes aware of any spill or
inadvertent release of toxic or hazardous materials
must report the incident immediately to his/her
School Administrator/Department Manager.

PAY RELATED
INFORMATION

COMPENSATION

CSUSA’s goal is to compensate its employees in a fair
and competitive manner, based on the responsibilities
of each job, the Company’s overall growth and
performance, and other business conditions affecting
wages on an annual basis. In addition, cur goal is to
reward employees for their individual performance,
achievements, and contributions to the Company’s
success.

After the first year of employment, wages and salaries
are normally reviewed annually, but a review does not
guarantee an increase. All salaries, bonuses, stipends,
and extra pay are taxable to the employee. Our
philosophy is to pay for performance, and pay
increases are based solely upon individual merit and
business conditions.

Confidentiality
Employment, medical and wage information is
confidential and should not be discussed with peers,
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parents, students, or vendors. This information Is of a
confidential nature and should not be discussed
regardless of pertaining to yourself or others.

EMPLOYMENT CATEGORIES

Exempt/Non-Exempt
Under the Fair Labor Standards Act, there are two
categories of employees — exempt and non-exempt.

= Exempt employees are classified as such if their job
duties are exempt from the overtime provisions of the
Federal and State Wage and Hour Laws. Exempt
employees are not eligible for overtime pay. Exempt
employees generally include those in executive,
Administrator/Managerial, professional,
commissioned sales, and certain administrative
positions. If you are an exempt employee, you are
normally paid on a salary or commission basis
regardless of hours worked. Exempt employees’
salaries are calculated on a semi-monthly basis (24
pay periods).

+ Nan-exempt employees must keep records of their
hours worked and must be paid overtime for any
hours over 40 hours worked in a week. Salaries of
non-exempt employees are calculated on an hourly
basis.

Fuil-Time/ Part-Time/Temporary

At the time you are hired, your position is categorized
as full-time, regular part-time, or temporary. At that
time you will be informed of any Company benefits for
which you are eligible. In general, employment
category definitions encompass the following:

Full Time

A full-time employee is one who works the standard
warking hours of the Company each week {a minimum
of 36 hours per week).

Part Time
Part time employees are classified as non-exempt and
work a regular schedule less than 36 hours per week.

Temporary

A temporary employee is hired for a specified project
or time frame and may work an irregular schedule.
Seasonal employees are generally hired for an
indeterminate time of limited duration and are also
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considered temporary employees. Temporary and
seasonal employees do not receive any benefits
provided by the Company.

Daily Substitutes

A substitute is hired for the purpose of filling in for
absent educators. They are hired on-call daily and do
not receive benefits provided by the company.

Stipends and Other Supplemental Payments

For certain duties and responsibilities outside of your
normal duties, CSUSA may provide a stipend.
Principals and department managers are responsible
for allocating stipends in accordance with the
Compensation Plan and Budgeting Guidelines.
Examples of stipends include but are not limited to
Department Chair’s, TLC, and extra duties or a project
for a specific period of time.

TIME KEEPING AND PAY RECORDS

The attendance of all employees must be recorded
and submitted to the Payroll Department weekly
through Time and Attendance. The payroll week
begins on Sunday and ends on Saturday. To process
payroll efficiently, all time sheets must be received by
the Payroll Department deadlines to your designated
payroll representative.

Attendance records are Company records, and care
must be exercised in recording the hours worked,
overtime hours, absences and business expenditures.

Meal Periods

All full time employees are generally provided with
one unpaid meal period of [ hour in length each
workday. Employees are relieved of all active
responsibilities and restrictions during meal periads
and will not be compensated for that time. Skipping a
meal break to leave early and/or to get additional pay
is not allowed (it's Federal law), however, fram time
to time shortened meal breaks may be necessary to
accommaodate the daily schedule as the needs of the
business allow, and with pricr approvai by the School
Administrator/Department Manager.

However, adjustments should not exceed 8 hours per
day or 40 hours in a work week. All part time
employees are generally not entitled to an
uncompensated meal break, but are entitled to one
10-15 minute compensated rest break during the
course of the part-time work schedule, not exceeding

Dratt Submitted on June 9, 2074

3771 0T 563




Clay Charter Academy

4 hours per work day. Supervisor’s authorization is
required prior to taking all rest breaks.

Timekeeping

All hourly employees must record the hours worked
including paid time off, and have their
Administrator/Manager approves the completed time
worked. All exempt salaried employees are required
to report all paid time off (PTQ).

Time Records
It is of utmost importance that timesheets are filled
out properly with the correct associated information.
The following rules apply to completing time records:
= You are not permitted to work “off the clock,”
including working through meal breaks or
after scheduled work hour.

*  You must accurately record all hours you
spend on the job performing assigned duties.

*  You are not authorized to work through
scheduled lunch or meal breaks.

+  Not accurately reporting PTQ is a violation of
company policy, and is stealing. Supervisors
must verify the employee has the PTO
available, approve, and sign off on the PTO
request form.

«  Compensatory time off in lieu of overtime pay
is not permitted.

The Business Administrator/Bookkeeper at each
school is responsible for accurate reporting and
maintenance of documented reports. It is the
employee’s responsibility to ensure their accurate
time has been provided to the Business
Administrator/Bookkeeper at the schools or through
your manager at corporate. Altering, falsifying or
tampering with time records, or recording time on
anather employee’s time sheet may result in
disciplinary action, up to and including termination.

WORK HOURS

Wark Schedule

The normal work schedule for most full-time
employees is 8 hours a day, 5 days a week.
Administrator/Managers will advise employees of the
time their schedules will narmally begin and end.
Staffing needs and operational demands may
necessitate variations in starting and ending times, as
well as variations in the total hours that may be
scheduled each day and week.

30

tmployees should establish a mutually workable
schedule with their Administrator/Manager.
Issues, such as staffing needs, the employee’s
performance, and the nature of the job will be
considered when establishing work schedules.

[t is recommended that hourly employees report to
work no more than 15 minutes prior to their shift start
and clock out within 15 minutes of their shift end
unless pre-approved to work cvertime.

Attendance is a major cancern and is a major part of
your perfarmance. Students and fellow employees
rely on you to be at work on time every day. If you
become ill please contact your
Administrator/Manager in advance. Contact means
speaking directly with your supervisor, not just leaving
a message. Failure to report into your
Administrator/Manager for 3 consecutive days will
result in job abandonment and disciplinary action up
to and including termination.

Overtime

When operating requirements or other needs cannot
be met during regular working hours, employees will
be given the opportunity to volunteer for overtime
work assignments. If not enough people volunteer to
meet work needs, employees may be required to work
overtime. All overtime work must receive the
Administrator/Manager’s prior authorization.
Overtime assignments will be distributed as equitably
as practical to all employees qualified to perform the
required work.

EMPLOYEE REFERRAL PROGRAM

At CSUSA, we're always searching for talented high
perfarmers and that can mean a cash reward for you
in recognition of your recruitment efforts. Sometimes
you may know an individual who can be an asset to
CSUSA. If we hire the referred individual, CSUSA may
pay a referral bonus.

PAY PROCEDURES

CSUSA takes all reasonable steps to ensure that
employees receive the correct amount of pay in each
paycheck and that employees are paid promptly on
the scheduled payday. It is the responsibility of the
employee to report any errors or CONCerns as soon as
known.

Unless otherwise specified by CSUSA, you will be paid
semi-monthly on the 15th and the last day of each
month. Each paycheck will include earnings for all
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work performed through the end of the previous
payroll period. Paychecks are two weeks in arrears,

In the event that a regularly scheduled payday falls on
a holiday, employees will receive pay on the last day
of work before the regularly scheduled payday.
Underpayments and overpayments will be adjusted
on the next pay period unless the amount creates a
hardship for the employee. The other arrangements
can be made through the payroll office.

Pirect Daposit/Payroll Check

CSUSA encourages employees to be paid through
direct deposit of funds to either a savings or checking
account at the bank of your choice. This can be set up
during the “on-boarding” process. If unable to
provide direct deposit information, the employee may
be paid via a live pay check. If an employee selects to
be paid via direct deposit, the first pay after receiving
the direct deposit information will be directly
depasited to your account. You will be able to view
your pay stub through our Employee Portal at
https://portal.adp.com.

Final Pay }

Upon termination, you will receive all unpaid wages
and pay for any unused paid time off in a manner
consistent with the law in the state in which you work.
If, for any reason, you do not return equipment or
property of CSUSA upon termination, the assessed
value of the property will be deducted from the
employee’s final paycheck. Be sure CSUSA has up to
date address information. Benefits end on the last
day of the month you terminate.

Instructional 10 month employees paid over 12
months

Upon termination, instructional 10 month employees
will receive all true up wages (wages accrued to pay
you over the summer) on your final paycheck. Your
benefits will end on the last day of the month of your
termination.

BUSINESS-RELATED EXPENSE REIMBURSEMENT

Your duties as an employee may require you to travel,
The Travel and Expense Policies set the guidelines on
acceptable travel and business expenses, expense
reports and the approval process. All expenses should
cover the employee’s actual reasonable expenses
while conducting business away from home on behalf
of the Company or as associated with a business
event. No personal expense should ever be charged to
the Company. You are responsible to know the limits
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of the Travel and Expense Policy and seek the proper
advanced approval through your School
Administrator/Department Manager.

When travel is completed you should submit your
travel expenses on the expense report along with all
original receipts. For further information, review the
Travel and Expense Palicy.

Travel

Employees whose travel plans have been approved
are responsible for making their own travel
arrangements.

Employees who are involved in an accident while
traveling on business must promptly report the
incident to the Hurman Resources. Vehicles owned,
leased, or rented by CSUSA may not be used for
personal use without prior approval.

With prior approval, employees on business travel
may be accompanied by a family member or other
person, when it will not interfere with successful
completion of business objectives. Generally,
employees are also permitted to combine personal
travel with business travel, as long as time away from
work is appréved. Additional expenses arising from
such non- business travel are the responsibility of the
employee.

Emplayees should contact their School
Administrator/Department Manager for guidance and
assistance on procedures related to travel
arrangements, expense reports, reimbursement for
specific expenses, or any other business travel issues.
Please note that employees must provide itemized
receipts in order to be eligible for reimbursement.

Abuse of this business travel expenses policy,
including falsifying expense reports to reflect costs not
incurred by the employee, can be grounds for
disciplinary action, up to and inciuding termination of
employment.

FROFESSIONAL MEMBERSHIPS

Professional employees are encouraged to become
members in Professional Organizations and to actively
participate.

With management approval, CSUSA may pay
membership dues and other associated fees for
professional memberships, if the membership is
beneficial to both you and the Company.
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TRAINING

Conferences, Short Courses, Seminars

CSUSA may pay all or a portion of the cost for job
related approved conferences, courses and seminars.
All attendees must have prior written approval by
School Administrator/Department Manager and the
Department VP and the course must be directly
related to a Professional Development Plan.

Employees are encouraged to become actively
involved with professional associations to promote
CSUSA as well as gain exposure by serving on boards,
as officers, and by presenting technical papers.
Expenses associated with mandatory company
meetings are paid by the company and follow the
corporate expense reimbursement policy.

BENEFITS

GENERAL OVERVIEW QF BENEFITS

CSUSA has established a variety of programs designed
for the benefit of employees, including time off from
work, assisting you in covering costs that can result
from illness, helping you plan for an unexpected
disability and several other benefits. This Handbook
contains only a general listing of benefits. Your rights
can be determined only by referring to the full text of
the official plan documents, which are controliling and
are available from Human Resources. To the extent
that any of the information contained in this
Handbook is inconsistent with the official plan
documents, the provisions of the official plan
documents will govern in all cases.

The following are some of the benefit programs that
are available to eligible employees:

»  Personal Time Off

s Holiday Pay

+ Direct Deposit

»  Online Employee Self Service Center

» Leaves of Absence

«  Family / Medical Leave

« Medical / Dental / Vision Insurance

= Life insurance 1x annual salary

» Employee Assistance Program (EAP)

«  Supplemental Life Insurance / Accidental

Death and Dismemberment _
»  Short Term and Long Term Disability
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+  401{k) Plan —if applicable, please see your
. School Administrator ar Department Manager
for specifics.

ELIGIBILITY FOR BENEFITS

At the time you are hired, you are categorized as a
full-time, part-time, or temporary employee. Only full-
time employees (36 or more hours per week) are
eligible for the benefits outlined in this section. The
following table shows when benefits begin for full-
time eligible employees. The company may change

- eligibility and waiting periods, as the needs of the

business require.

1°* Day of the month
after completing 90 days
of service

Medical

1" Day of the month
after completing 90 days
of service

Dental

1" Day of the month
after completing 90 days
of service

Vision

1" Day of the month
after completing 90 days
of service

Disability

1* Day of the month
after completing 90 days
of service

Life

1* Day of the month
after completing 90 days
of service

Employee Assistance
Program

401{k) Next quarter after
completing 60 days of

service

Turnaround Schools follow a different eligibility
window; this will be discussed with you by your
School Administrator / Department Manager.

Medical/Dental/Vision/Life/Disahility Enroliment
You will be notified of your benefit coverage options
during open enrollment or during your 90-day
orientation period.

Important: If you do not elect coverage withinthe . _
first 90 days of your employment you cannaot enroll in
CSUSA’s Insurance plans untit the next open

enrollment period or you have a qualifying event. You
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must also notify Human Resources within 30 days if
you experience a qualifying event and want to make a
change to your existing medical plan.

A qualifying event includes:
* Legal separation
*+ Divorce
+ Death
+  Termination of other employment
*  Loss of other coverage
*  Marriage
»  Birth
* Adoption, or placement for adoption

Please understand that you will not be entitled to
special enrollment if loss of coverage is the result of
failure to request enroflment.

HEALTH INSURANCE CONTINUATION {COBRA)

The Consolidated Budget Reconciliation Act (COBRA) is
a federal law that requires most employers sponsoring
group health plans to offer a temporary continuation
of group health coverage when coverage would
otherwise be lost due to certain specific events,

Through COBRA, employees and their qualified
beneficiaries have the right to continue group health
insurance coverage after a "qualifying event." The
following are qualifying events:
* Resignation or termination of the employee.
* Death of the covered employee.
+ Areduction in the empioyee's hours.
+  For spouses and eligible dependents, the
employee's entitlement to Medicare.
* Divorce or legal separation of the covered
employee and his or her spouse.
* A dependent child no longer meeting
eligibility requirements under the group
health plan.

Under COBRA, the employee or beneficiary pays the
full cost of health insurance coverage at CSUSA’s
group rates, plus an administration fee.

401{k) Enrollment ~if eligible
A 401(k) retirement savings plan is available to
qualified regular full-time employees and you must be
at least 21 years of age. Eligible employees may
participate in the plan on the next quarter after
completing 60 days of service as a regular full time
employee.

» The planis a voluntary savings plan.
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» Allows you to set aside pretax money through
payroll deductions.

= Employee may contribute from 1-100% of
their salary.

= CSUSA will match 25% up to the first 6%
employee elects.

*  CSUSA matched funds become vested 25%
year over year with the total vested after 4
years.

*  Employee can roll over funds from other plans
at any time.

Details of all insurance plans are described in the
orientation materials. The information on cost of
coverage will be provided in advance of enrollment to
eligible employees.

Cantact Human Resources for mare information about
insurance henefits.

Employee Assistance Program
This is a program designed to offer counseling and
rehabilitation services to support employees,
dependents and all members of your household. It
offers you free 24-hour assistance.

= Emotional Well Being and Life Events

= Family and Caregiving Resources

*  Health and Wellness Resources

*  Daily Living Resources

* In-Person Counseling

For additional information you can find a brochure
through the employee portal at
https://portal.adp.com.

HOLIDAYS

Holidays and breaks observed at the school districts
are not considered part of CSUSA. CSUSA grants
holiday paid time off to all full-time eligible employees
for the holidays listed below:

I New Year’'s Day (January 1)

l Martin Luther King, Jr. Day (3rd Monday in Jan)
[ President’s Day (3rd Monday in Feb)

' Memorial Day (last Monday in May)

] Independence Day {(July 4)

‘ Labor Day (first Monday in September)

l Thanksgiving {fourth Thursday in November)

i Day after Thanksgiving
[ Christmas Eve (December 24)
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Christmas Day (December 25)

New Year’s Eve {December 31)

if a holiday falls on a weekend, normally the holiday
will be observed on the closest Friday or Monday.
CSUSA reserves the right to adjust the holiday to
another day as needed for operational requirements.

CSUSA recognizes and provides the listed holidays for
its employees. Nevertheless, we must remember that
from time to time our services may be required on
holidays and depending on the business situation
employees may be required to take an alternate day
off. Also, certain job positions will require employees
to regularly work on the listed holidays, and in those
circumnstances, those employees would be granted an
alternate day off.

Holiday Policy

Employees wishing to observe other holidays than
what is listed above may consider using

PTO if approved by their administration.

Holiday Pay Considerations

« If a recognized haliday falls during an eligible
employee’s approved paid time off, holiday
pay will be provided instead of PTO benefit
that would otherwise have applied, or an
alternate day off as required by the needs of
the business.

+  Holiday pay will be calculated based on the
employee’s straight time pay rate (as of the
date of the holiday) times 8 hours for full-time
employees.

= Employees may not elect financial
compensation in lieu of taking time off for a
holiday.

«  Paid time off for holidays will not be counted
as hours worked for the purposes of
determining overtime.

» Employees must have worked or have
authorized PTO on the day befare and the day
after a holiday in order to be paid holiday pay.

» Early release time, must be approved by the
CEQ and is not considered a benefit for the
purpose of providing alternate time off for use
of PTO. :
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PAID TIME OFF (PTO)

Full-time employees are eligible to take PTO as
described in this policy. Temporary, part-time and
seasonal employees are not entitled to PTO.

PTO for the calendar year or at the beginning of the
school year is credited to an employee’s PTO account
on the first day of each year. The full allocation is
available at that time. An employee is eligible to start
taking PTO after completing 30 days of emplayment.

AN

12 Month Employees

Years of Service i Annual Days Accrued

0-5* ! 16
6—10 § 21
11+ i 26

10 Month Employees

Years of Service I Annual Days Accrued

i
0—11+* | 8

School Administrators (Principal, Assistant Principal,
and Deans)

Years of Service ’ Annual Days Accrued

0~ 10* | 21

11+ 26

Executives

Years of Service Annual Days Accrued

21

0-10*
i

11+ 26

Please note: For annual time calculation purposes,
one day equals 8 hours.

*Paid Time Off is accrued on an annual basis. Your

first year of PTO will be prorated based on your date of
hire. Employees are not usually permitted to take any
annual time during the first 30 days of employment.

Borrowing Annual Time

Employees who borrow annual time before they have
accrued it and then terminate their employment with
Charter Schools USA will have an amount equal to the
borrowed time deducted from their final paycheck.

Other PTO Time Considerations

We rely on you to be at work as scheduled so
advanced notice is important. CSUSA also provides
10-month instructional staff an incentive to not miss
instructional days by providing a cash payout for
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unus

ed PTO. This reduces the need for substitutes

and more importantly helps provide the best quality
of instruction for our students. PTO may be taken at
any time during the year — but must be scheduled to
avoid conflicts with other employees’ PTO and work
demands of the Company.

1. PTOtime may be taken in pre-approved four-hour

incre

ments OR PTO time may be taken in pre-

approved full day increments.

2. Specific PTO dates should be approved by the
employee’s School Administrator/Department
Manager at least two weeks prior to the anticipated

time

off, if possible.

3. Designated company holidays will not be counted
as PTO if they should fall within the period of time the
PTO was requested.

4. A

maximum of 5 days {40 hours) of PTO can be

carried over from one year to the next.

5. PTO will be scheduled in the mutual best interest
of the Company and the employee,

Length of service will determine priority for PTOQ in the

case

of canflicts.

6. Ten month instructional exempt staff only may opt
to cash out PTO days at the end of the school year of
up to 8 days {64 hours). Payout does not exceed
$90.00 per day and total payout including carry over
cannot exceed 104 hours (13 days). All carry over

days

are paid out at $90 per day regardless of the

reason for the payout request {termination or request
at the end of the school year). '

7. In the case of termination, PTO taken and not
earned will be credited back to the company on the

final
paid

paycheck. PTO accrued and not taken will be
out on the final paycheck at the employee’s

hourly rate (excluding carryover and end of school

year

requests for payouts, see #6 above).

LEAVES OF ABSENCE

FAMILY AND MEDICAL LEAVE ACT (FMLA)

CSUSA will grant leave under the Farmily and Medical
Leave Act (the “FMLA”) to eligible employees for the
following reasons:

a serious health condition that prevents the
employee from performing the functions of
his or her job ,

to care for a spouse, child, or parent who has
a serious health condition
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= the birth of the employee’s child and to care
for the newborn child

» placement of a child with an employee
through adoption or foster care

* Generally, a "serious health condition" is an
illness, injury, impairment or condition that
involves:

+ Inpatient care in a hospital, hospice or
residential medical care facility, or

+  Continuing medical treatment by a health care
provider, which may include periods of
incapacity of more than three (3} days
involving a specific health care treatment;
multiple health care treatments; or incapacity
or treatment for chronic, serious health
conditions.

Eligihility:

You must have completed one year of service, in
which a minimum of 1,250 hours was worked.
Eligible employees are generally entitled to up to
twelve (12) weeks of FMLA leave during a twelve (12)
month period.

Procedure for Requesting Leave:

A requesting employee must call The Hartford at 1-
877-822-3183 and refer to Policy Number

402300. When calling in your leave request, you must
state the reason for the leave and the dates for which
the leave is sought. You may be required to complete
a "Certification of Health Care Provider" when leave is
sought due to a serious health condition or to care for
a spouse, child or parent with a serious health
condition.

In some circumstances, CSUSA may require a‘second
or subsequent opinion by a health care provider at the
CSUSA’s expense.

When the need for [eave is foreseeable, such as for an
expected birth or placement of a child, or because of a
planned medical treatment, call in your [eave request
as soon as possible. If the need for FMLA leave is
unforeseeable, you must notify your School
Administrator / Department Manager as soon as
possible after calling in your leave.
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Compensation and Benefits during

Leave:

Employees are required to use and exhaust any
accrued PTO as part of the FMLA leave. Thereafter,
the leave is unpaid.

An employee on FMLA leave does not accrue PTO or
other employee benefits. However, during FMLA
leave, you will continue to participate in CSUSA's
group medical, dental, and vision plans, under the
same conditions that applied before the leave. You
remain responsible for paying all of your insurance
premiums. If you receive compensation during FMLA,
your contribution will be deducted on a pre-tax basis
from your paycheck and paid through CSUSA Pre-Tax
Premium Payment Plan. If you are currently in
repayment for a 401(k) loan you will be responsible
for making those payments directly through the 401(k)
provider.

Periodic Reports and Return from

Leave:

When on FMLA leave, you may be required to report
periodically to The Hartford on your status and intent
to return to work. If your circumstances change, or
vou need to leave for a new reason, notify The
Hartford as soon as possible. If you wish to refurn to
work before the end of a scheduled leave you must
notify The Hartford at least three {3) working days in .
advance. Before returning from leave, you will bé
reguired to provide written certification from a health
care provider that you are able to resume working
with no restrictions.

Restoration to Employment Following

Leave:

Upon conclusion of FMLA teave, CSUSA typically will
restore the employee to their original position. If the
position has been filled or eliminated, generally CSUSA
will restore the employee to an available, equivalent
position, as determined by CSUSA.

Qualifying Exigency Leave:

For eligible employees, up to 12 weeks of unpaid
leave, in a 12-month peried, is available for an eligible
employee where the employee’s spouse, son,
daughter or parent is on active military duty or call to
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active duty status, and leave is needed for a
“qualifying exigency”;

A "qualifying exigency" is:
a) Short notice deployment;
b) Military events and related activities;
c} Childcare and school activities;
d) For the purpose of making financial and legal
arrangements;
e} Rest and recuperation;
f} Post-deployment activities; and/or,
g} Additional qualifying activities.

The “rolling backward” method used for measuring
“Basic Leave” is also used to measure the 12-month
period far “Qualifying Exigency Leave.”

Covared Service Member Care Leave:

Leave is available for an eligible employee to care for a
spouse, child, parent or next-of-kin who is a current
member of the Armed Forces, including a member of
the National Guard or Reserves, or a member of the
Armed Forces, National Guard or Reserves wha is on
the temporary disability list, and who has a serious
injury or illness incurred in the line of duty for which
he or she is undergoing medical treatment,
recuperation, or therapy; or, otherwise in outpatient
status; or, otherwise on the temporary disability
retired list.

Next-of-kin of a covered service member is the
nearest blood relative other than the covered service
member’s spouse, son, or daughter, unless the
covered service member has specifically designated in
writing another blood relative as his or her nearest
blood relative for purposes military caregiver leave
under the FMLA,

For covered service member Care leave only, an
employee is entitled to 26 workweeks of leave during
any single 12-month period measured on a “rolling
forward” basis. Service member care leave measured
on a rolling forward basis will be measured using the
12-month pericd forward from the date of the
employee’s first instance of service member Care
feave.

Computing FMLA Leave

For the purposes of calculating FMLA, CSUSA
determines the 12 weeks of FMLA entitlement as a
“Rolling” 12-month period measured backward from
the date an employee uses any FMLA leave. For
example, if an employee takes 4 weeks of FMLA leave
beginning February 1 of Year One, another 4 weeks
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heginning June 1 of Year One and another 4 weeks
beginning December 1 of Year One, the employee
would not be entitled to any additional FMLA leave
until February 1 of Year Two. However, on February 1
of Year Two, the employee would be entitled to four
more weeks of leave {as he or she had taken & weeks
of FMLA leave within the preceding 12 months; in this
example, another 4 weeks of FMLA leave would
become available on June 1 of Year Two).

Personal Non-FIMLA Leave of Absence

CSUSA may provide leaves of absence without pay to
eligible employees who wish to take time off from
work duties to fulfill personal obligations.

As soon as eligible employees become aware of the
need for a personal leave of absence, they should
request a leave providing a full explanation of the
circumstances, in writing, to their
Administrator/Manager at least two weeks before the
start date of the leave of absence.

Personal leave of absence is provided without pay.
Any available paid time off must be exhausted first.
lllinois employees should also refer to the following
hyperlink for additionai Personal Non-FMLA Leave of
Absence Information: Hllinois Personal Non-FMLA
Leave. indiana employees should also refer to the
following hyperlink for additional Personal Non-FIMLA
Leave of Absence Information, specific to Pregnancy
Leave: Indiana Personat Non FMLA Leave. Louisiana
employees should also refer to the following
hyperlink, also related to Pregnancy Leave: Louisiana
Personal Non FMLA Leave.

Duration of Leave

Personal leave may be granted for a period of up to 90
calendar days every 3 years. If this initial period of
ahsence proves insufficient, consideration will be
given to a written request for a single extension of no
more than 90 calendar days.

Requests for Leave

Requests for a personal leave will be evaluated based
on a number of factors, including anticipated
workload requirements and staffing considerations
during the proposed period of absence. Persanal
leaves will not be granted if it places an undue burden
on your department, or if it confiicts with work
schedule demands.
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Benefits during Leave

Subject to the terms, conditions, and limitations of the
applicable ptans, health insurance benefits will be
provided by CSUSA until the end of the month in
which the approved personal leave begins. Subject to
the terms, conditions, and limitations of the applicable
plans at that time, the Company may continue to pay
Company-paid benefits. You must pay 100% of your
portion of insurance premiums in advance to the
Company. Failure to pay this portion up front may
result in a loss of benefits.

When you return from a personal leave, benefits will
again be provided by CSUSA according to the
applicable plans.

Benefit accruals, such-as PTO or holiday benefits, will
be suspended during the leave and will resume upon
return to active employment.

Other Employment

Qutside employment during your leave period is
prohibited and may result in disciplinary action up to
and including immediate termination.

Reinstatement

When a personal leave ends, every reasonable effart
will.be made to return you to the same position, if it is
available, or to a similar available position for which
you are qualified.

However, CSUSA cannot guarantee reinstatement in
all cases.

i you fail to report to work promptly at the expiration
of the approved leave period, CSUSA will assume you
have resigned.

OTHER TIME OFF

Bereavement Leave

Full-time employees are allowed up to 3 days off with
pay in the event of a death in the immediate family.
{For out of state funerals, your
Administrator/Manager may approve more time.)
Please notify your Administrater/Manager as soon as
possible if you need to take bereavement leave.

For the purposes of this policy, immediate family is
defined as father, mother, sister, brother, spouse,

child, step-child, mother-in-taw, father-in-law,
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grandparents, grandchildren, sisters- or-brothers-in-
faw.

Time off without pay may be granted at the discretion
of your Administrator/Manager to attend the funeral
of other relatives or friends. You have the aption of
using any avallable paid time off in these instances.

Jury Duty/Court Duty

CSUSA encourages employees to fulfill their eivic
responsibilities by serving jury duty or appearing in
court as a witness when subpoenaed. Full-time
employees may request up to 3 weeks of paid
jury/court duty leave aver any 2-year period.

Pay Considerations

Jury/court duty pay will be calculated on the
employee’s base pay rate times the number of hours
the employee would otherwise have worked on the
day of absence, minus the jury duty pay awarded by
the court.

Procedures .

Employees must show tﬁ‘é‘j- ry duty summons or
subpoena to their AdministManager as 500N as
possible so that the Administrator/Manager may
make arrangements to accommodate their absence.
Of caurse, employees are expected to report for work
whenever the court schedule permits.

While an jury duty, and particularly while on standby
status, you are expected to work as much of your
regularly scheduled workday as the jury duty
reasonably permits. In the event you are excused from
jury duty on a schedufed workday, you are required to
contact your Administrator/Manager and be prepared
to report to work as soon as possible.

Either CSUSA or the employee may request an excuse
from jury duty if, in CSUSA's judgment, the employee’s
absence would create serious operational difficulties.
CSUSA will continue to provide health insurance
benefits for the full term of the jury/court duty
absence. Paid time off and holiday benefits will
continue to accrue during jury/court duty leave,

Voting in Elections

CSUSA wants to make sure you have the apportunity
to vote in national, state, or local elections. If your
working hours make it impossible for you to get to the
polls before or after work, please talk toa your School
Administrator/Manager beforehand. if it is necessary,
you can adjust your working hours in order to get to
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the polls as long as it does not interfere with your job
performance.

Employees who are assigned to a location outside of
their voting precinct are encouraged to vote by
absentee ballot.

Mviilitary Leave

CSUSA will grant a military leave of absence without
pay to an employee who is inducted into the armed
forces or who has reserve duty or National Guard
abligations. Upon completion of duties, you will be
reinstated into your former position or into another
position of equal pay and status, consistent with
applicable laws.

Georgia Employees should alsa refer to the following
hyperlink regarding additional Georgia Specific
Military Leave information: Georgia Military Leave.
lllincis employees shouid refer to the following
hyperlink regarding Illinois Specific Military Leave
information:

lllincis Military Leave

indiana Employees should refer to the following
hyperlink regarding Indiana Specific Military Leave
information: Indiana Military Leave.

Louisiana Employees should refer to the following
hyperlink regarding Louisiana specific Military Leave
Information: Louisiana Military Leave

DOMESTIC VIOLENCE LEAVE:
CSUSA’s leave of absence policy for victims of
domestic violence is in compliance with state law.

Eligible employees may receive up to three (3)
working days of leave in a twelve (12) month period
{defined as a rolling period of time) if s/he or a family
or /household member is a victim of domestic
violence. We may require documentation or
substantiation of the act of domestic violence of
domestic violence may be required {e.g. copies of
restraining orders, police reports, orders to appearin
court, etc.).

You must have been employed for at least three (3)
months and must provide us with advance notice of
the leave, except in cases of imminent danger to the
health and safety of yourself or a family member. We
allow you to choose whether to exhaust any available
PTO time or take this leave without pay.
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