Sequoia Grove Charter Alliance
Regular Board Meeting
Date and Time:
June 9, 2022
6:00 pm

Location:
Join Zoom Meeting
https://sequoiagrove-org.zoom.us/j/87957737011?pwd=VGpZV05OTnVtN1AwRmZMdlNtcC9tQT09
Meeting ID: 879 5773 7011
Passcode: 238950

Agenda:
I. Opening items
A.

Record Attendance

B.

Call the Meeting to Order

C.

Approval of the Agenda

D.

Public Comments

E.

Approval of Minutes

II. Action Items
A.

Director’s Report - Royce
a.
b.
c.
d.

Enrollment Targets
Technology Pre-orders
Compliance
Records

B.

Discussion and Possible Action: Shared Services Agreement 2022 - 2023

C.

Discussion and Possible Action: 2022-2023 Draft Organization Chart

D.

Discussion and Possible Action: Job Descriptions
a. Library Services Coordinator
b. Senior Director of Business Services

E.

Discussion and Possible Action: Salary Schedule update
a. Adding Salary Column for Executive Director/ CEO

F.

Presentation: Current Year 2021-2022 Budget Update

G.

Discussion and Possible Action: Draft Budget Presentation 2022-2023

H.

Discussion: Discussion about Board Calendar format for 2022-2023

IV. Closing items
A. Board of Director’s Comments & Requests
B. Announcement of Next Regular Scheduled Board Meeting
July 7, 2022
6:00 pm
C. Adjourn Meeting

Public Comment Rules: Members of the public may address the Board on agenda or non-agenda items
through the teleconference platform, Zoom. Zoom does not require the members of the public to have an
account or login. Please either utilize the chat option to communicate to the administrative team of your desire
to address the Board or simply communicate orally your desire to address the Board when the Board asks for
public comments. Speakers may be called in the order requests are received. Comments are limited to 2
minutes each, with no more than 16 minutes per single topic. If a member of the public utilizes a translator to
address the Board, those individuals are allotted 4 minutes each. If the Board utilizes simultaneous translation
equipment in a manner that allows the Board to hear the translated public testimony simultaneously, those
individuals are allotted 2 minutes each. By law, the Board is allowed to take action only on items on the
agenda. The Board may, at its discretion, refer a matter to school staff or calendar the issue for future
discussion.
Note: The Governing Board encourages those with disabilities to participate fully in the public meeting process.
If you need a disability-related modification or accommodation, including auxiliary aids or services, to
participate in the public meeting, please contact the Sequoia Grove Office at (916) 526-3794 at least 48 hours
before the scheduled board meeting so every reasonable effort can be made to accommodate you.
(Government Code § 54954.2; Americans with Disabilities Act of 1990, § 202 (42 U.S.C. § 12132)).

Sequoia Grove Charter Alliance
Regular Board Meeting MINUTES
Date and Time:
May 16, 2022
6:00 pm

Agenda:
I. Opening items
A.

Record Attendance: 6:00 - All members in attendance.
Jason Baldwin, Robert McGuire, Sara Rose Bonetti
B. Call the Meeting to Order: 6:00 Jason Baldwin Called the meeting to order.
C. Approval of the Agenda: 6:01
Robert McGuire motioned, Sara Rose Bonetti 2nd: 3 ayes 0 nayes
D. Public Comments: No public comments
E. Approval of Minutes: 6:02
Robert McGuire motioned, Jason Baldwin 2nd: 3 ayes 0 nayes
II. Action Items
A.

Director’s Report - Royce 6:04
Royce gave a brief overview of the current workload company-wide, calling this
“go-time.” Royce reported that curriculum pre-orders have begun which impacts both
the Ordering Team as well as Compliance, as families need to be cleared by
Compliance prior to pre-ordering curriculum. Royce commended both the Ordering
Team and Compliance for their tremendous efforts meeting a very tight deadline this
month. Royce reported that the Enrollment Team has been working diligently with the
goal to have all open spots filled by day one of the 2022-2023 school year; they are
currently at 95%+ in all schools, with active waitlists. Royce stated that the Admin
Team is nearly complete with staff evaluations for this year, and he commended Brian
for his extra efforts in creating a very user friendly model. Royce reported that SGCA
added three employees this last month: Web//Media, Library Driver, Compliance
Specialist. Royce reported that SGCA has partnered with Christy White, Inc to
perform this annual audit. Royce also gave a brief overview of the Benefits offerings
for the 2022-2023. Finally, Royce invited the Board to the “Spring Fling” staff event.
Jason Baldwin thanked Royce for an “excellent report.”

B.

Discussion and Possible Action: Staff Calendar - Becky Harris: 6:29
Becky Harris presented the draft Staff Calendar for the 2022-2023 school year,
inclusive of a one week winter break with a second floating week option to be used at
Winter or Spring Break.

Jason Baldwin asked if there had been feedback from the staff?
Becky Harris responded that she had received very favorable feedback to having an
option to match their potential holidays to their family schedules.
Jason Baldwin moved to approve the calendar as presented,
Robert McGuire 2nd: 3 ayes / 0 nayes.
C.

Discussion and Possible Action: Job Description: Field Trip Specialist Brian Spears 6:36
Brian presented the Job Description for a Field Trip Specialist, indicating that the
description followed the same format that has been used for all prior Descriptions this
year.
Robert McGuire motioned to approve, Sara Rose 2nd: 3 ayes / 0 nayes

D.

Discussion and Possible Action: Salesforce implementation - Royce 6:40
Royce brought back the SalesForce action item, and indicated that there was a
request to table this item until the schools could have further review.
Jason Baldwin motioned to table this item, Robert Mchuire 2nd: 3 ayes/ 0 nayes

III. Closed Session
A. CONFERENCE WITH LEGAL COUNSEL—ANTICIPATED LITIGATION
Gov. Code section 54956.9(d)(2).): ([1 matter]).
6:47 Jason Baldwin motioned to enter into Closed Session,
Robert McGuire 2nd: 3 ayes / 0 nayes
7:14 Jason Baldwin motioned to leave Closed Session,
Sara Rose Bonetti 2nd: 3 ayes / 0 nayes
Jason Baldwin stated that there was nothing to report from Closed Session.
IV. Closing items
A. Board of Director’s Comments & Requests
7:15: Sara Rose Bonetti indicated that she and her family would be moving out of
state this summer and her students would be moving schools.
7:18: Royce noted that the schools had rescheduled their Board Meetings back 1
week, but recommended no change for the SGCA schedule.
B. Announcement of Next Regular Scheduled Board Meeting – Jason Baldwin 7:20
Jason Baldwin announced the next Board Meeting on June 6, 2022 6:00 pm
C. Adjourn Meeting 7:21 Jason Baldwin adjourned the meeting.

Prepared By: Royce Gough
Noted By: Board Secretary ______________________________

ADMINISTRATIVE SUPPORT SERVICES AGREEMENT
This Administrative Support Services Agreement (“Agreement”) is entered into as of July 1, 2022
(“Effective Date”) by and between Sequoia Grove Charter Alliance, a California nonprofit public benefit
corporation (“SGCA”) and ---------, a California nonprofit public benefit corporation (“School”), each of
which may be referred to herein as a “Party” or collectively as the “Parties”, with respect to the following:
WHEREAS, SGCA was formed to serve as a supporting organization pursuant to Internal Revenue
Code Section 501(c)(3) by providing task-related administrative support services and goods to the public
charter schools operated by the member schools, and under the supervision and ultimate decision-making
authority of the governing body of the member schools. SGCA will voluntarily follow the Brown Act for
all governing board meetings which includes publishing their board agenda and packet online for the
member schools and public to view.
WHEREAS, School is a member of SGCA pursuant to Corporations Code Section 5056 and the
Bylaws of SGCA. School operates a California public charter school by the same name, ---------, pursuant
to a charter authorized by the Buckeye Union School District for a term of five years from July 1, 2020
through June 30, 2025 (“Charter”).
WHEREAS, School desires to contract with SGCA for administrative support services pursuant to
the terms and conditions of this Agreement.
WHEREAS, the Parties acknowledge and intend that the terms of this Agreement shall at all times
be consistent with the terms of the School’s Charter and applicable law, and that this Agreement provides
for SGCA to deliver task-related services that are performed at the direction of the governing body of the
School and for which the governing body of the School retains ultimate decision-making authority.
NOW, THEREFORE, in consideration of their mutual promises set forth in this Agreement, the
Parties agree as follows:
1.
Relationship of the Parties; Scope of Authority. SGCA will deliver task-related services
and goods pursuant to this Agreement that are performed at the direction of the governing body of the
School (and its designee) and for which the governing body of the School retains ultimate decision-making
authority. The Parties understand and agree as follows:
a.
The governing body of the School shall at all times retain its duty to exercise its
statutory, contractual, and fiduciary responsibilities governing the operation of the School. The
governing body of the School, and not SGCA, has fiduciary responsibility for the School. The
governing body of the School is ultimately responsible for ensuring that the School adheres to all
applicable law and is accountable to its authorizer pursuant to the Charter.
b.
School shall at all times remain an independent, self-governing public body that
shall comply with applicable laws, including but not limited to the California Brown Act, Public
Records Act, Political Reform Act, and the provisions of Government Code section 1090, et seq.
c.
To the extent not otherwise specified as a duty of SGCA pursuant to the scope of
Services, all duties applicable to the proper operation of the School’s public charter schools and
maintenance of applicable academic standards shall remain the responsibility of School.
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d.
SGCA will not be required to provide any service set forth in this Agreement to
the extent that it is or becomes impracticable, in any material respect, as a result of a cause or
causes outside SGCA’s and/or School’s reasonable control, would require SGCA or School to
violate applicable law, or cause SGCA to be considered an “entity managing a charter school”
pursuant to the Charter Schools Act.
e.
SGCA will use, pursuant to the terms and conditions described in this Agreement,
best efforts to provide all Services to the School with due care, in good faith, and in exchange for
reasonable compensation taking into account that SGCA is a nonprofit that is exempt from income
taxation pursuant to Internal Revenue Code Section 501(c)(3).
f.
To the extent there are any conflicts between the terms of the School’s Charter
and the terms of this Agreement, the terms of the Charter shall control. It shall be the School’s
sole responsibility to ensure that this Agreement and the Services provided by SGCA pursuant to
this Agreement comply with and are consistent with the Charter.
g.
SGCA will not have the authority to enter into or bind the School in any contract
or other obligations absent express written authority from School.
h.
SGCA shall collaborate with the School in the development, management and
implementation of the services under this Agreement, including best efforts to schedule and
participate in the following:
•

Weekly meetings between School administration and administrative
members of the CSO, including the CEO and Business Director;

•

CFO of the Schools will attend weekly budget meetings of the CSO;

•

Weekly meetings between the CFO of Schools and the CSO Business
Director;

•

Weekly meetings between School leadership and the enrollment team
of the CSO;

•

Weekly meetings between School leadership and the compliance team
of the CSO; and

•

Weekly meetings between the Instructional Materials Administrator of
the Schools and CSO departments including ordering, libraries and
vendors.

i.
All of the School’s funds shall be maintained in School’s accounts, over which the
governing body of the School (and its designee) shall have signature authority, to allow payment
of expenses contemplated in the Board-approved budget and fees from School’s accounts.
j.
School shall be solely responsible to maintain day-to-day relations with the
Authorizers or other appropriate regulators.
2.
Independent Service Provider. The Parties acknowledge that School is a member of SGCA
pursuant to California Corporations Code Section 5056. The relationship created by this Agreement is
that of SGCA as a service provider to School, it does not create a partnership, joint venture, or employment
relationship. Nothing in this Agreement shall confer upon any SGCA or School employee any rights or
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remedies, including any right to employment or joint-employment, as an employee of the other Party.
The Parties agree as follows:
a.
All SGCA employees providing services to School shall be and remain employed
by SGCA and shall at all times be subject to the direction, supervision and control of SGCA. All
School employees shall be and remain employed by School and shall at all times be subject to the
direction, supervision and control of School.
b.
School shall not have any right to terminate the employment of any SGCA
employee providing services to the School. SGCA shall not have any right to terminate the
employment of any School employee.
c.
The Parties agree that SGCA shall not lease its employees to the School. School
shall employ all of its personnel, including certificated personnel responsible for the delivery of
instruction. School shall determine and manage compensation (salary and benefit) plans for its
employees; provided, however, that School shall oversee and may consult with SGCA and SGCA
will assist with providing support in the areas of human resources, payroll, benefits and related
services pursuant to the scope of Services. It shall be the School’s sole responsibility to provide
any applicable notice(s) to its employees regarding SGCA’s provision of such support to the School
or access to the School’s records.
d.
SGCA certifies that any of its employees who perform school-site services or
transportation services for School, or who may have substantial contact with students at School
as determined by School in its reasonable discretion, shall be screened in compliance with
Education Code section 45125.1 and SGCA shall otherwise comply with that statute.
3.
Services Provided by SGCA. During the term of this Agreement, SGCA shall provide to
School the goods and services, including the staff necessary to provide the services, listed in Attachment
A to this Agreement (the “Services”). SGCA is not obligated to devote all of its time or efforts to School,
but shall devote the time, effort, and skill reasonably necessary to provide the Services to School using its
best efforts. With written permission of the School, SGCA may subcontract with third parties for the
provision of the Services. The Parties may mutually agree to modify the Services at any time by amending
Attachment A in writing; provided, however, the Parties will also adjust the Annual Fee commensurately
pursuant to Section 5, if necessary, and SGCA shall only deliver task-related services that are performed
at the direction of the governing body of the School and for which the governing body of the School retains
ultimate decision-making authority. As of the Effective Date, SGCA certifies that it is and shall remain in
compliance with all local, state, and federal laws, ordinances, regulations, and statutes relating to this
Agreement and the performance of the Services (“Applicable Laws”), including, but not limited to FERPA
and the Health Insurance Portability and Accountability Act (“HIPAA”) to the extent applicable to SGCA.
4.
Term. The term of this Agreement shall commence on July 1, 2022 and continue through
June 30, 2023, and shall automatically renew for consecutive one (1) year terms unless otherwise
terminated pursuant to Section 15, and subject to any amendments to the Services or Annual Fee in
accordance with Sections 3 and 5. This Agreement may be amended in accordance with Section 23 or
terminated in accordance with Section 15.
5.
Annual Fee. School shall pay SGCA an annual fee for the 2022-2023 school year in the
total amount of ---------- (“Annual Fee”).
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a.
The Annual Fee shall be paid by School to SGCA in twelve (12) monthly
installments per fiscal year with each payment being due no later than the tenth (10th) day of each
month. The annual fee will be invoiced monthly using the following Goal Code and percentage
breakdown:
•

Instructional Services: 70% of the Annual Fee divided by 12; and,

•

Management Fee: 30% of the Annual Fee divided by 12.

b.
The Annual Fee shall be reviewed and renegotiated by SGCA and the member
schools at the end of each fiscal year based on SGCA’s projection for its total costs to provide the
Services for the coming fiscal year and the manner by which SGCA and the member schools that
it will support during the coming fiscal year agree to apportion the projected total costs between
the schools. In addition, any member school or SGCA may propose at any time during the term
adjustments to increase or decrease the Annual Fee (e.g. as a result of the schools’ increased
enrollment causing SGCA to hire additional employees), taking into account that SGCA is
organized as a 501(c)(3) tax-exempt supporting organization. SGCA and its member schools shall
negotiate any such adjustments in good faith, and any adjustment of the Annual Fee shall be
documented in writing approved by the governing bodies of the member schools at a regularly
scheduled board meeting.
c.
Detailed monthly budget reports from SGCA shall be provided to the governing
body of the School for review.
6.
Costs. In addition to the Annual Fee, School shall reimburse SGCA for direct “pass
through” costs and expenses, pursuant to a written pass through agreement, if any, incurred in
performing the Services with prior approval of the School consistent with the School’s fiscal policies and
procedures, including, but not limited to: equipment, materials, or supplies purchased from third parties
at the request of the School; platform subscription or license fees; filing or corporate fees; marketing
communication, and development costs (e.g. print materials, postage for mailers, and costs of newspaper,
radio, television, billboard or other broadcast advertisements); and fees of other third parties consulted
by SGCA at the request of the School. However, no pass through costs will be owed for expenses that are
built into SGCA’s Annual Fee, including services provided by subcontractors.
a.
In the event that SGCA purchases equipment, materials, or supplies at the request
of the School pursuant to this Agreement, SGCA shall be responsible for compliance with the
procurement policies and processes approved by the governing body of the School and shall not
include any mark-up, added fees or charges with the cost of equipment, materials, and supplies
purchased from third parties. Any equipment, materials, or supplies that SGCA purchases on
behalf of the School shall be and remain the property of the School.
b.
All agreed upon reimbursable costs of SGCA charged to School shall be itemized
on SGCA invoices, with reference to specific dollar amounts and with backup documentation for
such costs (e.g., copies of receipts or purchase orders).
7.
Annual Notice. As a supporting organization for its member schools, SGCA shall, at least
annually, provide School with a copy of its most recent Form 990, a description of the support, in services
and otherwise, provided to its member schools, and its most current articles and bylaws, not later than
the 5th day of the 5th month after the close of the year for which the Form 990 is filed. Any and all changes
to articles and bylaws shall be done with the approval of the member schools.
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8.
Cooperation. School shall make available to SGCA, in a timely manner, all data, files,
documents, and other information and records necessary or appropriate for SGCA to provide the Services
under this Agreement. School staff, and the governing body of the School as necessary, shall work closely
and cooperatively with SGCA to facilitate SGCA’s effective performance and delivery of the Services. SGCA
shall make available to School, in a timely manner, all data, files, documents, and other information and
records necessary or appropriate for School to meet compliance deadlines and operational requirements.
9.
Conflicts of Interest. The Parties recognize that it is important that School be assured
that SGCA staff acts at all times with integrity. School has adopted a conflict of interest code under the
California Political Reform Act. SGCA acknowledges that School may require certain SGCA staff to file
annual financial interest disclosures as consultants under that code and abide by the disclosure and
disqualification provisions of that act.
10.
Intellectual Property. The intellectual property, including any work product, materials,
products, inventions, works, and deliverables (“Intellectual Property”), developed or prepared by SGCA
pursuant to this Agreement is and shall remain the exclusive property of SGCA. Similarly, any Intellectual
Property owned by School, or another member school supported by SGCA, and used by SGCA related to
this Agreement is and shall remain the property of School, or the other member school. Neither Party
shall be allowed to alter, arrange, transform, modify or create derivative works from the Intellectual
Property of the other. All Intellectual Property created independently by either Party shall remain that
Party’s Intellectual Property. No Party shall have the right to grant a license, sublicense, or any other use
or rights to the Intellectual Property of the other Party. Upon expiration or termination of this Agreement,
the Intellectual Property of each Party in the possession of the other Party shall be returned and/or
destroyed, as applicable.
a.
Domain Name, Google Emails, and Data. The School is the registered owner of
the Domain name. All School email and data housed on the Google tenant platform shared with
SGCA is owed by the School. The Google tenant is shared and administered in collaboration with
SGCA. This co-hosting does not waive the legal ownership of all email and data for the School
housed within the Google tenant. The School reserves the right to have supervised administrative
access to the Google tenant for the purpose of data migration. There is no presumed access to
School’s email and data housed on the Google tenant by SGCA. The School maintains exclusive
ownership of its emails and data. No breach of this firewall may occur without explicit written
permission from the School’s Executive Director.
11.
Confidentiality. Each Party acknowledges that during the term of this Agreement, it will
have access to certain Confidential Information of the other Party, as defined below. Each Party shall
maintain and enforce administrative, technical, and physical safeguards to protect the confidentiality of
the other Party’s Confidential Information.
a.
“Confidential Information” means non-public information marked either
“confidential” or “proprietary,” or that otherwise should be understood by a reasonable person
to be confidential in nature. Confidential Information does not include any information which (i)
is rightfully known to the recipient prior to its disclosure; (ii) is released to any other person or
entity (including governmental agencies) without restriction; (iii) is independently developed by
the recipient without use of or reliance on Confidential Information; (iv) is or later becomes
publicly available without violation of this Agreement or may be lawfully obtained by a Party from
a non-party; or (v) which is a public record under California law.
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b.
If disclosure of Confidential Information is requested pursuant to law, statute,
rule or regulation (including a subpoena, a request made to School under the California Public
Records Act, or other similar form of process), the Party to which the request for disclosure is
made shall (other than in connection with routine supervisory examinations by regulatory
authorities with jurisdiction and without breaching any legal or regulatory requirement) provide
the other Party with prior prompt written notice thereof to the extent practicable, and if
practicable under the circumstances, shall allow the other Party to seek a restraining order or
other appropriate relief.
c.
The Parties understand and acknowledge that School’s financial, educational, and
student records are School property and may be subject to the California Public Records Act.
SGCA shall make all School records physically or electronically available to School, upon School’s
request.
d.
The finance and other records of the School maintained by SGCA shall be made
available to the School’s independent auditor upon request of the School.
e.
Monthly financial reports of the fiscal components of SGCA will be provided to
the Executive Director, CFO, and Board President for the School.
f.
Upon the termination or expiration of this Agreement, Confidential Information
of each Party in the possession of the other Party shall be returned and SGCA shall not keep copies
of any School Confidential Information.
g.
SGCA shall ensure that only those with a need to have access to the School’s
Confidential Information has access to these records. SGCA agrees that its staff will sign
confidentiality agreements, if requested by School.
12.
Student Information. The Parties will each comply with the federal Family Educational
Rights and Privacy Act (20 U.S.C. § 1232g) (“FERPA”), federal Children’s Online Privacy and Protection Act
(15 U.S.C. §§ 6501–6506) (“COPPA”), and other applicable state and federal laws pertaining to student
information and privacy. SGCA is a “third party” which may receive pupil records under California
Education Code Section 49073.1(d)(6).
a.
SGCA shall be designated as having a legitimate educational interest in accessing
School’s student education records, as that term is defined by and for purposes of FERPA, thereby
allowing SGCA to access personally identifiable information from student education records from
School in order to provide its services. For purposes of this Agreement, the term “personally
identifiable information” (“PII”) means any information that can be used on its own or with other
information to (i) distinguish one person from another, (ii) identify, contact, or locate a single
person, or (iii) de-anonymize anonymous data.
b.
SGCA shall not use or disclose pupil records, including personally identifiable
information, received from or on behalf of School except as necessary to provide the Services, as
required by law, or as otherwise authorized in writing by School. SGCA shall protect the pupil
records it receives from or on behalf of School in compliance with applicable state and federal
law. SGCA will designate and train responsible individuals to ensure the security and
confidentiality of pupil records. SGCA shall develop, implement, maintain and use administrative,
technical and physical security measures to preserve the confidentiality of all electronically
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transmitted pupil records received from or on behalf of School. In the event of an unauthorized
disclosure of PII, SGCA shall notify School as soon as practicable, and shall, upon School’s request,
notify affected parents, legal guardians and eligible pupils using reasonably available
technological means such as electronic mail.
c.

SGCA shall not use PII in pupil records to engage in targeted advertising.

d.
Within 60 days of the termination or expiration of this Agreement, SGCA shall
certify in writing that all protected student information in the possession of SGCA has been
returned.
13.

Insurance.

a.
School shall maintain customary and reasonable insurance coverage, including
professional liability for errors or omissions and/or directors and officers coverages,
comprehensive general liability coverage, and automobile liability coverage. School shall name
SGCA as an additional insured under all School’s policies.
b.
SGCA shall maintain customary and reasonable insurance coverage, including
professional liability for errors or omissions and/or directors and officers coverages,
comprehensive general liability coverage, and automobile liability coverage. SGCA shall name
School as an additional insured under all SGCA’s policies.
c.
At a minimum, SGCA shall procure and maintain general liability insurance
covering all activities of SGCA personnel performing the obligations of this Agreement with
coverage of not less than one million dollars ($1,000,000) for any incident, two million dollars
($2,000,000) annual aggregate per incident, and three million dollars ($3,000,000) excess liability
policy for a minimum of five million dollars ($5,000,000) aggregate limit. At a minimum, SGCA
shall procure and maintain professional liability insurance covering all activities of SGCA personnel
performing the obligations of this Agreement with coverage of not less than three million dollars
($3,000,000). Coverage should include abuse and molestation and assault and battery coverage
with no exclusions, which coverage shall be obtained by SGCA as soon as practicable. SGCA shall
add School as an additional insured to SGCA’s general liability insurance policy and shall provide
School with such proof upon School’s request. SGCA’s applicable policies shall be primary and
non-contributory and waiver of subrogation endorsements.
d.
Each Party shall be responsible for obtaining and maintaining workers’
compensation coverage and unemployment insurance for its employees.
e.
The Parties’ insurance coverages shall take into consideration that staff at the
School are employees of the School, and not employees of SGCA.
14.
Quality Control. SGCA agrees to use its best efforts to maintain high quality and
responsive services at all times. If School has a concern regarding the quality of any SGCA Service (or a
concern regarding any SGCA employee providing services to the School), it shall provide the details of the
concern in writing to the CEO of SGCA, noting the particular service and the concerns and facts supporting
the quality concern (“Notice of Concern”). SGCA will work to improve any service quality concern noted
in the Notice of Concern pursuant to this section as quickly as possible, but in no event more than five (5)
business days following receipt of the Notice of Concern. If the School continues to have a concern
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regarding the quality of the service noted in the Notice of Concern, the School may issue a Corrective
Action Plan (“CAP”) to SGCA reasonably designed to ameliorate the quality concern. The CAP will include:
(1) an assessment of the quality deficiency; (2) a synopsis of the corrective action(s) to be taken; and (3)
planned CAP completion date (i.e., when all corrective actions will be completed). If SGCA fails to fully
implement the CAP or fails to fully implement the CAP by the date specified therein, the School may take
over that particular service(s) and determine how much the School’s Annual Fee, as described in Section
5, shall be reduced by the reduction in services.
15.

Termination.

a.
Either Party may terminate this Agreement without cause or a financial penalty
upon at least sixty (60) days’ written notice to the other Party, and such termination shall be
effective as of the end of the then-current school year to minimize disruptions to the School’s
operations and the operations of the other member schools supported by SGCA.
b.
Either Party may terminate this Agreement for breach of a material term or
condition of this Agreement upon sixty (60) days’ written notice to the other Party. Such written
notice shall identify the breach and provide thirty (30) days for the other Party to cure. If the
Party fails to cure the breach to the satisfaction of the other, the Agreement may be terminated
immediately following the cure period.
c.
In the event that any new enactment, repeal, or change of any federal, state, or
local law, regulation, or court or administrative decision or order materially affects the
performance of the Parties in conformity with this Agreement, the Parties shall promptly
commence negotiations in good faith regarding a mutually agreeable approach (including without
limitation, an amendment to the Agreement) to address the changes. If, despite such good faith
negotiations, the Parties are unable to agree upon an acceptable approach, then either Party may
elect to terminate the Agreement without further obligation or liability to the other, by delivering
written notice of termination to the other at least ninety (90) days in advance of the effective date
of such termination, or in such lesser time as is reasonable under the circumstances.
d.

In the event of termination for any reason, the following conditions shall apply:
•

School shall pay SGCA any due and unpaid portion of the Annual Fee and costs
for Services performed by SGCA through the effective date of termination.

•

SGCA shall provide reasonable assistance to School to transition to another
service provider, during which time School shall reimburse SGCA for all
reasonable expenses incurred by SGCA in providing such transition
assistance.

•

School shall cease all use of the Intellectual Property of SGCA as soon as
reasonably practicable, but in no event later than the current school year.

•

As soon as practicable, SGCA shall return to School all student- related, fiscal,
human resources data, and all other records of School maintained by SGCA,
whether held in electronic or physical form. SGCA shall additionally:
complete a full data migration of the School's data and records in a
disaggregated and accessible/usable format; migrate Google accounts from
current domain to a new domain, if applicable; configure new G-Suite
domains, if applicable; and transfer any ownership rights in the School's
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Intellectual Property, including domain name(s), website (including
information on and from the website), logos, mascots, etc.
16.
Liability. Each Party shall remain and be responsible for its own debts and obligations.
Nothing in this Agreement shall be construed as imposing on a Party any liability arising out of the
operations of the other Party, except as such liability may result from the performance of the first Party’s
obligations under this Agreement.
17.

Indemnification.

a.
SGCA shall indemnify, defend, and hold harmless the School, and its officers,
employees, and agents (“School Indemnitees”), from and against any and all causes of action,
claims, liabilities, obligations, judgments, or damages, including reasonable attorneys’ fees and
costs of litigation (“Claims”), raised by third parties against any School Indemnitees arising out of
the SGCA’s performance of its obligations under this Agreement, negligence, or willful
misconduct, except for such loss or damage arising from the sole negligence or willful misconduct
of the School Indemnities. In the event any School Indemnitee is made a party to any Claim arising
from SGCA’s actions, SGCA shall provide a defense to the School Indemnitees or at the School’s
option reimburse the School Indemnitees their costs of defense, including reasonable attorneys’
fees, incurred in defense of such claims.
b.
School shall indemnify, defend, and hold harmless the SGCA, and its officers,
employees, and agents (“SGCA Indemnitees”), from and against any and all causes of action,
claims, liabilities, obligations, judgments, or damages, including reasonable attorneys’ fees and
costs of litigation (“Claims”), raised by third parties against any SGCA Indemnitees arising out of
the School’s performance of its obligations under this agreement, negligence, or willful
misconduct, except for such loss or damage arising from the sole negligence or willful misconduct
of SGCA. In the event any SGCA Indemnitee is made a party to any Claim arising from School’s
actions, School shall provide a defense to the SGCA Indemnitees or at the SGCA’s option
reimburse the SGCA Indemnitees their costs of defense, including reasonable attorneys’ fees,
incurred in defense of such claims.
c.
Notice and Defense. The indemnified party pursuant to Section 17(a) or 17(b)
above (the “Indemnified Party”) shall give the party providing indemnification thereunder (the
“Indemnifying Party”) prompt written notice of any claims, losses, damages, liabilities, penalties,
fines, expenses or costs subject to indemnification (“Indemnified Claims”), and the Indemnifying
Party may undertake the defense thereof by representatives chosen by the Indemnifying Party
and agreed to by the Indemnified Party, which agreement will not be unreasonably withheld,
delayed, or conditioned. The Indemnified Party shall make available to the Indemnifying Party or
its representatives all records and other materials required by them and in the possession or
under the control of the Indemnified Party, solely for the use of the Indemnifying Party and its
representatives in defending any such Indemnified Claim, and shall in other respects give
reasonable cooperation in such defense.
18.
Fiduciary Obligations. The governing bodies for both Parties have reviewed the scope of
Services and compensation provided in this Agreement in good faith, and in a manner in which they
believe to be in the best interests of their respective organizations, and with such care, including
reasonable inquiry, as an ordinary prudent person in a like position would use under similar
circumstances, and have determined that the Services contained herein are in the best interests of their
Page 9 of 11

respective organizations, and that the compensation to be paid is fair and reasonable.
19.
Assignment. No Party shall assign this Agreement, any interest in this Agreement, or its
rights or obligations under this Agreement without the express prior written consent of the other Party.
This Agreement shall be binding on, and shall inure to the benefit of, the Parties and their respective
permitted successors and assigns.
20.
Dispute Resolution. If a dispute arises out of, or in connection with this Agreement, and
the Parties do not resolve some or all of the dispute through negotiation, then the Parties agree to attempt
to resolve the matter through mediation prior to the filing of any litigation. Following negotiations, either
Party may submit a notice of intent to mediate. This notice shall be in writing and shall specify the issue(s)
in dispute. The Parties agree to jointly select a mediator. Each Party shall be responsible for its own costs
and expenses related to participation in mediation. Each Party shall cooperate fully and fairly with the
mediator and shall attempt to reach a mutually satisfactory compromise of the matter in dispute. If the
matter is not resolved pursuant to this section in thirty (30) days from initiation of the dispute resolution
either party may resort to any legal remedy available to that party including litigation.
21.
Notice. All notices, requests, demands, or other communications (collectively “Notice”)
given to or by the Parties under this Agreement shall be in writing and shall be deemed to have been duly
given on the date of receipt if transmitted by email or personally served on the Party to whom Notice is
to be given, or seventy-two (72) hours after mailing by United States mail first class, registered or certified
mail, postage prepaid, addressed to the Party to whom Notice is to be given, at such Party’s address set
forth below:
To SGCA:

Sequoia Grove Charter Alliance
ATTN:
8950 Cal Center Drive, Suite 110
Sacramento, CA 95826
Email: royce.gough@sequoiagrove.org

To School:
Headings. The descriptive headings of the sections and/or paragraphs of this Agreement are
inserted for convenience only, are not part of this Agreement, and do not in any way limit or
amplify the terms or provisions of this Agreement.
22.
Amendments. No supplement, modification, or amendment of this Agreement shall be
binding unless in writing and executed by both Parties indicating an intent to amend this Agreement. The
Parties anticipate additional and/or revised services to be provided through amendments to Attachment
A and commensurate adjustment of the Annual Fee, if necessary. Such amendments may be negotiated
directly by staff of School and SGCA at any time, and shall be brought to the governing body of each Party
to approve, if necessary. If any Authorizer raises material concerns in relation to this Agreement or the
delivery of the Services, the Parties will discuss and negotiate in good faith how to address such concerns
and whether any modifications to the Services or this Agreement are necessary.
23.
Entire Agreement. This Agreement constitutes the entire agreement between the Parties
with respect to the subject matter contained herein and supersedes all agreements, representations and
understandings of the Parties with respect to such subject matter made or entered into prior to the date
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of this Agreement.
24.
Arm’s Length and Independent Counsel. This Agreement has been negotiated at arm’s
length and between persons (or their representatives) sophisticated and knowledgeable in the subjects
in this Agreement. Accordingly, any rule of law or legal decision that would require interpretation of any
ambiguities against the Party that has drafted it is not applicable and is waived. The provisions of this
Agreement shall be interpreted in a reasonable manner to affect the purpose of the Parties and this
Agreement. Each Party has been advised by, or had opportunity to seek advice from, its independent
counsel regarding this Agreement.
25.
No Waiver. No waiver of any provision of this Agreement shall constitute, or be deemed
to constitute, a waiver of any other provision, nor shall any waiver constitute a continuing waiver. No
waiver shall be binding unless executed in writing by the Party making the waiver.
26.
Severability. If any provision of this Agreement is invalid or contravenes California law,
such provision shall be deemed not to be a part of this Agreement and shall not affect the validity or
enforceability of its remaining provisions, unless such invalidity or unenforceability would defeat an
essential purpose of this Agreement.
law.

27.

Governing Law. This Agreement shall be governed by and interpreted under California

28.
Authority to Contract. Each Party warrants to the other that it has the authority to enter
into this Agreement, that it is a binding and enforceable obligation of said Party, and that the undersigned
has been duly authorized to execute this Agreement.
29.
Counterparts. This Agreement may be executed in two or more counterparts, including
by DocuSign or other electronic signature, each of which shall be deemed an original and all of which
together shall constitute one instrument. A faxed, .pdf, or other electronic copy of the fully executed
original version of this Agreement shall have the same legal effect as an executed original for all purposes.
IN WITNESS WHEREOF, the Parties execute this Agreement as of the Effective Date above.
Sequoia Grove Charter Alliance,
a California nonprofit public benefit corporation

Charter School,
a California nonprofit public benefit corporation

By:
Name:
Its:
Date:

By:
Name:
Its:
Date:

, 2022

, 2022
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ATTACHMENT A
DESCRIPTION OF SGCA SERVICES
1. INSURANCE / GROUP RATE FOR MEDICAL BENEFITS / ENROLLMENT AND SUPPORT
A. Manage Insurance liability coverage for schools, events, Boards, and facilities
B. Provide and support Open Enrollment
C. Benefits site maintenance
D. Secure group rates for Medical Benefits
E. Ongoing benefits support for Teachers and Staff
F. Coordinate and administer health, life, and retirement benefits
2. ORDERING AND RELATED SYSTEMS
A. Enrichment Ordering process development, operation, staff
B. Curriculum/ Services Ordering
C. Regional Lending Library
D. Online Subscriptions
E. Process and check all student orders
a. Provide customer phone/email support
b. Audits accounts and makes sure funds are correct
c. Complete processes with uploading of back-up to DIVVY for credit card purchases
F. Hold weekly meetings with Charter Leadership
3.

HUMAN RESOURCES
Assist with the services listed below until the transition of services to the new Director of Human
Resources in the schools is completed. At that time these services will no longer be provided by SGCA
with the exception of the custodian of records for live scan results

A.
B.
C.
D.

Posting open positions internally and externally
Assist schools with credential verification
Coordinate and administer health, life, and retirement benefits
Provide onboarding for new staff
a. Rate-in transcripts to salary tables
b. Process new hire packet
c. Point of contact for all departments for onboarding/off-boarding
d. Custodian of Record for live scan results
e. Contract creation using member schools' templates
f. Send payroll and employee file all documents needed for hire
g. Additional stipend contract creation using member schools' template
h. Process employment changes including salary schedule adjustments, position
moves/ transfers, employee exits, etc.
i. Processing of PAN forms
E. Recommend changes and revisions to employment policies and employee handbooks
F. Maintain staff records on schools owned shared drive.

G. Provide school administration advice for personnel issues as requested.
H. Consultation services to include:
a. Tracking leave of absence benefits
b. Tracking Workers Compensation claims
4. GROUPS LICENSING AND GROUP ENROLLMENT
A. Serve as an “honest broker” to purchase requested group licenses shared amongst the
member schools.
B. Maintain Single Sign-On with the various subscriptions. Subscriptions vary year to year
based on school input and availability.
C. Negotiate bulk pricing
D. Coordinate bulk purchases and subscriptions
5. CURRICULUM ORDER FULFILLMENT
A. All Access
a. Platform Curriculum
b. Virtual Courses Curriculum and Registration
c. Oversee All Access curriculum options
B. Maintain Curriculum Ordering
C. Load student accounts for group managed curriculum
D. Provide information, support, and load all curriculum
E. Project annual and multi-year planning amounts
F. Provide curriculum information for Homeschool Teacher Handbook
G. Provide staff training and support in curricular programs as requested
6. GOOGLE SUITE - WEBSITE - HST HANDBOOK
A. Google Suite
a. Domain management
b. Email management
c. Provide both technical and individual support for Google Suite and Drive
B. Maintain School Website
a. Provide leadership for overall design and direction of school websites
b. Maintain all websites
c. Coordinate with school’s web team on weekly and daily website edits
d. Provide current media for websites and social media
e. Develop a multi-year design plan for all school websites
C. Provide FinalSite portal for HST Handbook & Parent Portal
D. Design
a. Provide appropriate graphics for websites and social media
b. Work with schools to develop multimedia for online use and presentations
E. Branding
a. Assist Schools in brand consistency and promote uniformity
b. Assist schools in identifying brand-building areas and develop a plan to educate
organization members (i.e. Style Guide)
F. Miscellaneous
a. School Planners
b. Assist school with the design and creation of custom planner books that meet the
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needs of homeschool families
c. Project grade-level enrollment growth to determine order quantities
d. Assist schools as requested with front cover design, create handbook pages, insert
holidays and calendar dates
e. Orchestrate delivery logistics for planner distribution
7. ENROLLMENT – SCHOOL PATHWAYS – CALPADS – RECORDS – SCHOOL ACCOUNTABILITY &
COMPLIANCE -- AUDITS
A. Enrollment
a. Live Registration Support
b. Regional Phone Hotline
c. Email
d. SMS
e. Remote Assistance
f. Supported Languages (English, Spanish, Russian)
B. Registration System (Reg-Online) Administration
a. Configuration and Update
b. Student Registration
i. New
ii. Returning
iii. Sibling
c. Provide oversight for Household Accounts
C. Student Information System (SIS) Administration
a. Data Entry
b. Post-Import Revisions
c. Internal Audits
d. Custom Tags
D. Enrollment Reporting and Analysis
a. Trend Analysis & Projections
b. Provide Enrollment Strategies and Support
c. Lottery System Administration and Implementation
d. Hold weekly enrollment update meetings with Charter Leadership
E. School Pathways
a. Align student data collection with CALPADS
b. Programming of Student Information System
c. Liaison between Student Information System and Schools
d. Attend training on updates and communicate with Charter staff
e. Maintenance of School Pathways
f. Handle attendance data requests and reports
g. Upon request, review and recommend updates to School’s attendance policies
h. Monitors, maintains, and updates the school’s data within CALPADS
i. Create staff accounts
j. Update and maintain accurate data for staff
i. Credentials
ii. SEID number
iii. Classification
iv. Personnel Information
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k.
l.
m.
n.
o.
p.
q.

v. Job Title
vi. Employment date
Create, test, and provide additional custom reports and permissions as requested by
the schools
Work with staff to provide necessary access to data in Pathways related to job
duties
Maintain accurate FTE counts for all staff
Process changes to Proof of Residence in Pathways
Report Immunizations
Facilitate student transfers between schools
Maintain course catalogs

8. RECORDS
A. New Enrollments
a. Request student CUMEs from previous schools
b. House and maintain ALL student records (CUMEs)
c. Work with Registrars from other schools/districts to ensure overlapping enrolments
are satisfactorily resolved
B. Withdrawals
a. Maintain and update Withdrawal Survey
b. Process CUME requests and send student records to new schools
c. Collaborate with School Accountability & Compliance to ensure proper
documentation is being received from teacher/family upon withdrawal
d. Confirm and verify in writing which school the withdrawing student will be attending
e. Follow up with a school letter when unable to verify new school
f. Follow up with Private Schools that are not listed on CALPADS
C. High School Support
a. Fill out, sign, and return High School Work Permit Applications
b. Maintain and update Transcript Request Survey
c. Provide official/unofficial transcripts to families
d. Request transcripts from previous schools
e. Check-in high school and college transcripts from previous schools
f. Process high school Concurrent Enrollments (CCE’s) that require transcript
attachment
g. Fill out, sign, and return Military Security Clearance Forms
h. Print and mail High School Diplomas and official transcripts to families upon
graduation
i. Archive and house graduated senior CUMEs
D. Student/Teacher Services
a. Fill out, sign, and return Entertainment Work Permit Applications
b. Provide Enrollment Verification letters to families
c. Provide Withdrawal Verification letters to families
d. In collaboration with teachers, SPED case managers, and counselors - complete,
sign, and return Department of Social Services, Social Security, Department of Child
and Family Services Forms as necessary
E. SpEd Records Specific
a. Progress Reports - Printing Fall and Spring Semester Progress reports for each
individual SpEd student and adding a hardcopy to the SpEd files
Attachment A – Description of SGCA Services
Page 4 of 8

F. Handling all Records requests:
a. Follow state mandated accelerated timelines for outgoing records request
b. Maintain duplicate electronic copy of the SpEd hardcopy of all SpEd files released on
an outgoing request. This is in case of ligation so that the schools will have an exact
record of which documents were released
c. Maintain accurate recordkeeping data regarding all incoming and outgoing requests
d. Complete internal requests within 24 - 48hrs for records for the purpose of Special
Education Assessments (i.e. School Psychologist or School Nurse’s request).
e. Manage incoming records requests (for newly enrolled students). Received files are
reviewed by specialists and compared against the electronic SEIS records in order to
determine if any hardcopy documents may need to be scanned and added to the
electronic database (SEIS)
f. Unidentified SpEd students: Follow the notification process for Special Education
students who were not identified as SpEd during the enrollment process
g. Assist school staff with recovery of documentation of a SpEd student that was not
self-identified at enrollment.
h. Complete hardcopy request for parent’s Wet Signature
i. Maintain SPED Records in a separate location, double locked.
j. Retain inactive SpEd files for students still currently enrolled but have been exited
from SpEd.SEIS Uploads / Attachments survey responses
k. Regular maintenance also includes hardcopy printing and filing whenever an
electronic transaction is completed through SEIS
l. Newly eligible SpEd students - as students are evaluated and become eligible for
Special Education IEPs a new SpEd hardcopy folder is created and filed in the
appropriate file cabinet.
G. Miscellaneous
a. File ELL, RFEP identification letters into student CUME’s
b. Process legal name changes and upload appropriate legal paperwork to student’s
dashboard
c. Ensure CalPads information is up to date and accurate for each student. Work with
CALPADS Team to ensure dual enrollments are resolved in an accurate and timely
manner.
d. Archive and maintain Legal Documents including restraining orders and custody
arrangements.
e. End of year CUME cleanup - forward all withdrawn student CUME’s that have not
been requested to schools listed on CALPADS
f. Provide student information/student records to law offices, law enforcement
agencies, and probation departments as requested
g. Shipping costs for sending Records billed to appropriate school at actual cost
h. Process adult student documentation per Charter policy
9. SCHOOL ACCONTABILITY AND COMPLIANCE
A. State Compliance Documents
a. Verifies & Audits Independent Study Agreement
b. Verifies & Audits Attendance Logs
c. Verifies & Audits Work Samples
d. Verifies & Audits Household Data Collection Forms (HDCF)
e. Verifies & Audits Proof of Residency (POR)
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f. Performs Internal Audit
g. Prepares all documents for Annual Audit Guide including:
i. CALPADS 1.18 and 1.17
ii. Student Selections: Master Agreement, Attendance, Work Samples
iii. Special Programs documentation (HDCF & EL)
B. State Attendance Reports
a. Prepares all state reports: Review, analyze, and clarify data with teachers
i.
20-day Report
ii.
P1
iii.
P2
iv.
EOY
v.
Estimated Attendance Reports
vi.
Civil Rights Data Collection Report
vii.
CBEDS Report
C. Student Information System Support to Homeschool Teachers
a. Parent Portal
b. Troubleshoot Student Information System (SIS)
c. Update demographics in SIS
d. Provide Attendance Codes, Printing, Archiving
e. Provide resources to support teachers with work sample, printing, archiving
f. Provide resources to support in generating report card
g. Add TK8 Classes to teachers
h. Support Charters with presentations on compliance documents via PowerPoint,
video, or in person
i. Provide Weekly Updates
D. Live Support to Homeschool Teachers
a. Individualized Support
b. SAA Email Group
c. SAA Phoneline
d. Virtual Conference
10.

TECHNOLOGY – FIREWALLS – TECHNICAL SUPPORT – PHONE SERVICES – INTERNET SERVICE –
SOFTWARE LICENSING - BULK PRICING, SUPPORT, ORDER FULFILLMENT
A. Student Tech Equipment Order Fulfillment, Returns, and Repairs
B.Teacher & Staff Tech Equipment Order Fulfillment, Returns, and Repairs
C.Set-up and maintenance of AWS account
D. Set-up, maintenance, and distribution of Testing computers
E. Procurement, maintenance and distribution of internet hotspots
F. Set up and maintenance of telecommunication system (phones)
G. Information Technology Desktop Support for Staff & Students
H. Set up and maintenance of equipment in physical offices (internet, infrastructure, printing)
I. Accounting and inventory of all Tech assets
J. Maintain software agreements and licensing
K. Tech Vendor interface
L. AUP (Acceptable Use Policy) Compliance Support
M. Network and Device Content Filtering and Virus Support (Compliance with: The Children
Internet Protection Act (CIPA), Children’s Online Privacy Protection Act and Rule (COPPA),
Family Educational Rights and Privacy Act (FERPA), and Health Insurance Portability and
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Accountability Act of 1996 (HIPPA)
N. Maintain firewall between member school and Sequoia Grove to ensure ownership and
confidentiality of emails and data
O. Maintain shared Google tenant for member school and Sequoia Grove
P. Coordinating bulk hardware and software purchases
Q. Shipping costs for family/ student Tech and Teacher devices billed back at actual cost to
appropriate School
R.Ensure adequate tech equipment is available for all schools for local and state testing
S. Track and oversee computer and router numbers
T. Provide support to all test locations and teachers throughout the window, including, but not
limited to basic tech troubleshooting and student login issues
11.

LENDING LIBRARY –VAN – DRIVER – INVENTORY CONTROLS
A. Maintain Lending Library System
B. Maintain Lending Library Materials/Inventory
C. Suggest Lending Library Schedule
D. Maintain Returns System
E. Implement the Charter Inventory Returns Process/ restitution process
F. Provide mobile lending library van and driver
G. Community engagement i.e Newsletters and Social Media posts
H. Assist with shipping process for library materials

12.

EVENTS
A. School Events
a. Provide assistance as requested for staff, student, and community events. Support may
include: securing facilities, evidence of insurance coverage, preparation of consumable
materials, set-up, teardown, storing of event materials, and staffing of events.
B. Provide staff training and mentorship in soft skills as requested
C. Provide training and workshops in writing and labs

13.

ACOUNTS PAYABLE – INVOICE PROCESSING
A. Keep accurate records and correspondence with vendors, families and internal staff in
regard to invoices, payment status, timeliness in response.
B. Smartsheet processing
a. Invoice routing
b. Audit compliance via matching invoices to ordering system
c. Receive and verify invoices for accuracy
d. Assemble invoices to upload once timestamped to back office to submit for
payment
e. Keep accurate records and correspondence with vendors, families and internal staff
in regard to invoices, payment status, timeliness in response.
f. Updating Smartsheets with back up and data
g. Verify and break apart multi school bills through an MOU billing system
h. 1099 distribution and management

14.

PAYROLL PROCESSING
A. Collect contracts annually both standard and stipend one time
B. Create spreadsheet to reflect all stipends with descriptions
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C. Collect, verify, and keep record of all time keeping in payroll system
D. Pull report out of Student Information System to verify student counts and overages
E. Verify any overtime hours with administration
F. Verify sick and paid time off time taken for all staff per pay period
G. Maintain and update payroll forms ( i.e. W4/ DE4 )
H. W2 Management and disbursement
I. Respond to any employment payroll related questions
J. Process Verification of employment based on payroll records
K. Process all benefits deductions and contributions
L. Process all deductions outside the normal ( i.e. IRS levy or DCSS garnishments )
M. Transfer all data over to excel spreadsheet with totals – upload to back office to cut checks.
15.

VENDOR ONBOARDING
A. Manage Vendor Detail List and all Vendor information in the Ordering System. This can
include, but is not limited to:
a. Managing the vendor request survey
b. Sending/processing applications
c. Vetting applications for complete documentation prior to sending to school
representative for approval
d. Validating insurance
e. Collection and Verification of W9
f. Produce and maintain a detailed list of services (other information required by the
schools as part of the vendor requirements)
g. Sending contracts to vendors to ensure all signatures are fully executed before adding to
school ordering system.

16.

OPERATIONS – FACILITIES MANAGEMENT – VEHICLES -- WORKSPACE
A. Provide facility management for school operated facilities as requested, including leases,
utility contracts, janitorial, insurance, appropriate licensing
B. Provide support for school owned vehicles including maintenance, procurement, sales
C. Provide open workspace and access for school staff and teachers in both Sequoia Grove
office building inclusive of appropriate seating, internet access, copy/fax, and comfort
control
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Governing Board

CURRENT WORKING COPY

CEO / Operations
SYSTEM ADMIN
*On Hold

DIRECTOR
BUSINESS SERVICES

AP COORD

COMMUNITY
PART SPEC

AP - CV

ORDERING
SPECIALIST

AP - LV, WN, SG

ORDERING
SPECIALIST

AP - FR

CURRICULUM
SPECIALIST

AUDIT

ORDERING
SPECIALIST

HR ASSISTANT

COMPLIANCE
COORDINATOR

LIBRARY
COORDINATOR

ENROLLMENT
COORDINATOR

ORDERING
COORDINATOR

MEDIA MGR/ WEB

VIDEO PROD
*On Hold

OFFICE MGR SOUTH

COMMUNITY
PART COORD.

SR. DIRECTOR HR

ADMIN ASST

ENROLLMENT
SPECIALIST

RECORDS
COORDINATOR

SIS COORD
CALPADS SPEC

LIBRARY
SPECIALIST

SIS SPECIALIST

ORDERING
SPECIALIST

ENROLLMENT
SPECIALIST

LIBRARY
SPECIALIST

SIS SPECIALIST

ORDERING
SPECIALIST

LIBRARY
FACILITY EDH

LIBRARY
DRIVER P/T

SIS SPECIALIST

ORDERING
SPECIALIST

LIBRARY
DRIVER/ SHIPPING

COMPLIANCE
SPECIALIST

Compliance
Specialist

RECORDS
SPECIALIST

Compliance
Specialist

SPED RECORDS
SPECIALIST

Library Services Coordinator
Job Title

Library Services Coordinator

Direct Report

CEO or Administrative Designee

FLSA Status

Non-exempt

Position Type

Full Time, M-F, 7:30AM to 4:00PM

Salary Schedule

Schedule B

Classification

Classified

Board Approved

6/9/2022

Revised

6/3/2022

*NOTE: Part-time positions are subject to an increase or decrease in hours according to school needs. Salary is prorated
depending upon % of contract

SUMMARY OF POSITION
Under the supervision of the CEO or administrative designee, the Library Services Coordinator is
responsible for the supervision and management of library ordering, processing, cataloging,
distributing, circulating and inventorying of all library materials.
REPRESENTATIVE DUTIES
Employees may perform any combination of the essential functions shown below. This position
description is not intended to be an exhaustive list of all duties, knowledge or abilities associated
with this classification, what is intended is to accurately reflect the principal job elements.
ESSENTIAL FUNCTIONS
●

●
●
●
●
●

Display knowledge of the roles, responsibilities, and duties of supervisors and managers;
accurately assess the impact upon others of role performance; support and promote
organizational decisions, policies, and programs.
Assist in the observation and evaluation of personnel as requested.
Communicate and prioritize work flow for department members.
Train new team members.
Support team members with troubleshooting and resolving parent and teacher issues
Meet and collaborate with the heads of other departments.

1

●

Provide excellent customer service to staff and families.

●

Use library management systems (e.g., Follet) and asset management software to process and
track curriculum and other educational materials for distribution.

●

Load and unload materials, curriculum and other items into the SGCA libraries.

●

Responsible for ensuring library policies, procedures, and expectations are followed.

●

Provide support to administration, HST’s (Homeschool Teachers), and families both on and
off-site.

●

Knowledge of practices and procedures involving filing systems, phones, and general record
keeping procedures in student information systems.

●

Provide support to students and families pertaining to curriculum and resource materials.

●

Other duties as assigned.

REQUIRED SKILLS/ABILITIES
● Attention to detail and accuracy; excellent organizational, analytical and problem-solving skills.
● Ability to maintain accurate records and uphold confidentiality at all times.
● Ability to gather information and prepare reports.
● Ability to adhere to timelines.
● Ability to work collaboratively and tactfully with others.
● Strong verbal and written communication skills.
● Innovative and resourceful problem solving skills.
● Proficiency with computers and software including Google Suite, Word, Excel, ZOOM, and
standard office equipment.

●

EDUCATION/EXPERIENCE
Any combination of education, training and experience that would provide the required
knowledge, skills, and abilities is qualifying. A typical way to obtain the required qualifications
would be:

●

Bachelor’s Degree plus two (2) years’ experience in a library or equivalent setting; OR:

●

Associate’s Degree plus three (3) years’ experience in a library or equivalent setting; OR:

●

High School Diploma plus five (5) years’ experience in a library or equivalent setting with
increasing responsibilities.

●

Experience in an educational setting is preferred.
WORK ENVIRONMENT/PHYSICAL DEMANDS
Office Environment - Work involves sitting most of the work day greater than 50% of the time. Walking
and standing are required only occasionally. Typing and applying pressure with the fingers and palm
required. Substantial repetitive movements (motions) of the wrists, hands, and/or fingers. Required to
have close visual acuity to perform an activity such as: preparing and analyzing data and figures;
transcribing; viewing a computer terminal; extensive reading, primarily on a computer monitor.
Occasional travel required for offsite meetings and events. Normally less than 10% of the time. Must
be able to lift up to 15 lbs.

*Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential job functions.
2

EOE STATEMENT
Sequoia Grove Charter Alliance is an equal opportunity employer that is committed to diversity and
inclusion in the workplace. We prohibit discrimination and harassment of any kind based on race,
color, sex, religion, sexual orientation, national origin, disability, genetic information, pregnancy, or
any other protected characteristic as outlined by federal, state, or local laws. This policy applies to all
employment practices within our organization, including hiring, recruiting, promotion, termination,
layoff, recall, leave of absence, compensation, benefits, training, and apprenticeship. Sequoia Grove
Charter Alliance makes hiring decisions based solely on qualifications, merit, and business needs at
the time.
ADDITIONAL REQUIREMENTS
DOJ fingerprint Clearance
Internal Professional Development/Training
______________________________________________________

_____________________

Signature (Sequoia Grove Charter Alliance Representative)

Date

_____________________________________________________

_____________________

Employee

Date
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Senior Director of Business Services
Job Title

Senior Director of Business Services

Direct Report

CEO or Board of Directors

FLSA Status

Exempt

Position Type

Full Time, M-F, -7:30AM to 4:00PM

Salary Schedule

Schedule B

Classification

Management

Board Approved
Revised

6/3/2022

SUMMARY OF POSITION
The Senior Director of Business Services Director will oversee and support the Accounts Payable
department, Enrollment Department, Community Partners Department, Ordering Department, Audit,
Budget, Payroll, and associated Business needs. The Senior Director of Business Services serves in
absentia of the CEO/ Executive Director.
REPRESENTATIVE DUTIES
Employees may perform any combination of the essential functions shown below. This position
description is not intended to be an exhaustive list of all duties, knowledge or abilities associated
with this classification, what is intended to accurately reflect the principal job elements.
ESSENTIAL FUNCTIONS
● Display knowledge of the roles, responsibilities, and duties of supervisors and managers;
accurately assess the impact upon others of role performance; support and promote
organizational decisions, policies, and programs.
● Observe and evaluate personnel.
● Provide direct support to the Department Coordinators of: Accounts Payable, Enrollment,
Community Partners, Ordering, and Audit.
● Process all day to day operations for payroll for all schools and CSO.
● Collect, verify, and record time keeping information.
● Verify extra pay, stipend, overtime approvals, and time off approvals.
● Maintain and update payroll records.
● Serve as the Custodian of Records for member schools and CSO employees for fingerprinting.
1

●
●
●
●
●
●
●
●
●
●
●
●
●
●

Budget planning and processing
W9 Management
Cash Call/ Budget Planning with Schools on a weekly basis
Assist as needed in day to day operations and activities of the Human Resources Department.
Prepare, input, and maintain employee information and personnel files.
Onboarding new hires, rate in new employees.
Handle confidential files and audits.
Create and write contracts.
Oversight of Accounts payable/receivable department.
Assist with shared drives, documents, scheduling, and agendas.
Resolve and respond to employee inquiries, complaints and questions.
Set up and process and assist in interviews for all new hires including edjoin management.
Assist with Inventory Systems.
Other duties as assigned.

REQUIRED SKILLS/ABILITIES
● Attention to detail and accuracy; excellent organizational, analytical and problem-solving skills.
● Ability to maintain accurate records and uphold confidentiality at all times.
● Ability to gather information and prepare reports.
● Ability to adhere to timelines.
● Ability to work collaboratively and tactfully with others.
● Strong verbal and written communication skills.
● Innovative and resourceful problem solving skills.
● Proficiency with computers and software including Google Suite, Word, Excel, ZOOM, and
standard office equipment.
EDUCATION/EXPERIENCE
● BA or equivalent years experience in payroll.
● A minimum of three years of work experience required in Accounts Payable.
● Experience working in an educational environment.
● Experience in human resource management is preferred.
WORK ENVIRONMENT/PHYSICAL DEMANDS
Office Environment - Work involves sitting most of the work day greater than 50% of the time. Walking
and standing are required only occasionally. Typing and applying pressure with the fingers and palm
required. Substantial repetitive movements (motions) of the wrists, hands, and/or fingers. Required to
have close visual acuity to perform an activity such as: preparing and analyzing data and figures;
transcribing; viewing a computer terminal; extensive reading, primarily on a computer monitor.
Occasional travel required for offsite meetings and events. Normally less than 10% of the time. Must
be able to lift up to 15 lbs.

*Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential job functions.
EOE STATEMENT
Sequoia Grove Charter Alliance is an equal opportunity employer that is committed to diversity and
inclusion in the workplace. We prohibit discrimination and harassment of any kind based on race,
color, sex, religion, sexual orientation, national origin, disability, genetic information, pregnancy, or
any other protected characteristic as outlined by federal, state, or local laws. This policy applies to all
2

employment practices within our organization, including hiring, recruiting, promotion, termination,
layoff, recall, leave of absence, compensation, benefits, training, and apprenticeship. Sequoia Grove
Charter Alliance makes hiring decisions based solely on qualifications, merit, and business needs at
the time.
ADDITIONAL REQUIREMENTS
DOJ fingerprint Clearance
Internal Professional Development/Training
______________________________________________________

_____________________

Signature (Sequoia Grove Charter Alliance Representative)

Date

_____________________________________________________

_____________________

Employee

Date
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1480 Broadway #2312
San Diego, California
92101

E : info@ thecbogroup.com
C: 619 –787 – 3305
P : 619 – 876 – 5264
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2022-23 Sequoia Grove Charter Alliance Adopted Budget
2022-23 Revenue Projection - $4,510,811
-

Based on agreement with Partner Schools

2022-23 Projected Expenditures - $4,502,180
2022-23 Projected Ending Balance - $8,631

1480 Broadway #2312
San Diego, California
92101

2022-23 Expenditure Breakdown
Salaries - $2,684,498
Benefits
Health & Welfare Benefits – $318,855
403b Retirement Plan – $218,749
Employer Taxes – $222,229
Worker’s Compensation - $9,163
General Office Expenses
Software - $87,550
Office Expenses - $40,000
Business Meals - $5,000
Computers & Equipment - $21,500
Furniture - $12,000
General Liability Insurance - $28,350
Conferences & PD- $21,000
Vehicles & Fleet - $30,000
Facility Costs
Facility Leases - $236,575
Repairs & Maintenance - $8,925
Equipment Lease - $15,750
Facility Security - $11,550
Custodial Service - $1,500
Phone & Internet - $22,900
Postage - $17,500
Professional Consulting Services
Audit & Tax Return - $10,500
General Consulting - $6,000
Business Services - $75,000
Banking & Payroll Fees - $13,125
Legal Expenses - $15,000
Advertising & Marketing - $6,500
Fingerprinting & Personnel - $525
Miscellaneous Operating Services - $20,000
Community Engagement - $38,850
Technology Services - $312,000
Depreciation - $25,400

E : info@ thecbogroup.com
C: 619 –787 – 3305
P : 619 – 876 – 5264

www.thecbogroup.com

1480 Broadway #2312
San Diego, California
92101

E : info@ thecbogroup.com
C: 619 –787 – 3305
P : 619 – 876 – 5264

www.thecbogroup.com

2022-23 S.G.C.A Expenditure Breakdown
Professional Consulting Community Engagement
Services
0.33%
3%

Technology
7%

Depreciation
1%

Facility Costs
7%
Vehicles & Fleet
0.33%
Conferences & PD
0.33%

General Office Expenses
4%

Salaries
60%
Benefits & Taxes
17%

1480 Broadway #2312
San Diego, California
92101

E : info@ thecbogroup.com
C: 619 –787 – 3305
P : 619 – 876 – 5264

www.thecbogroup.com

SGCA 2022-23 Staff Roster
Annual Salary SUI
6.00%

OASDI
6.20%

Medicare WC
1.45%
0.35%

403B ER
8.00%

Employee #1

$

168,800 $

420 $ 10,466 $

2,448 $

591 $ 27,008

Employee #2

$

70,328 $

420 $

4,360 $

1,020 $

246 $

5,626

Employee #3

$

14,625 $

420 $

907 $

212 $

51 $

-

Employee #4

$

70,328 $

420 $

4,360 $

1,020 $

246 $

5,626

Employee #5

$

48,681 $

420 $

3,018 $

706 $

170 $

3,894

Employee #6

$

70,328 $

420 $

4,360 $

1,020 $

246 $

5,626

Employee #7

$

53,195 $

420 $

3,298 $

771 $

186 $

4,256

Employee #8
Employee #9

$
$

51,646 $
46,681 $

420 $
420 $

3,202 $
2,894 $

749 $
677 $

181 $
163 $

4,132
3,734

Employee #10

$

53,195 $

420 $

3,298 $

771 $

186 $

4,256

Employee #11

$

48,681 $

420 $

3,018 $

706 $

170 $

Employee #12

$

44,550 $

420 $

2,762 $

646 $

Employee #13

$

46,003 $

420 $

2,852 $

Employee #14

$

46,003 $

420 $

Employee #15

$

56,576 $

Employee #16

$

Employee #17

H&W
Stipend
Dental

$

H&W
total
ER Contrib

8,400 $ 33,908 $

252,040

8,042 $

90,043

$

16,215

$

8,105 $

90,106

$

4,200 $

64 $

61,154

$

4,200 $

244 $

86,445

$

8,101 $

70,227

$

4,200 $
$

64 $
7,924 $

64,594
62,494

$ 15,651 $

77,777

3,894

$

4,200 $

64 $

61,154

156 $

3,564

$

4,200 $

244 $

56,542

667 $

161 $

3,680

$

7,244 $

61,027

2,852 $

667 $

161 $

3,680

$

8,121 $

61,904

420 $

3,508 $

820 $

198 $

4,526

4,200 $

244 $

70,492

44,550 $

420 $

2,762 $

646 $

156 $

3,564

$

7,244 $

59,342

$

40,770 $

420 $

2,528 $

591 $

143 $

3,262

$

7,244 $

54,957

Employee #18

$

41,785 $

420 $

2,591 $

606 $

146 $

3,343

$ 10,800 $

59,691

Employee #19

$

48,805 $

420 $

3,026 $

708 $

171 $

3,904

$

4,200 $

215 $

61,449

Employee #20

$

108,415 $

420 $

6,722 $

1,572 $

379 $

8,673

$

1,200 $ 21,367 $

148,748

Employee #21

$

53,195 $

420 $

3,298 $

771 $

186 $

4,256

$

4,200 $

226 $

66,552

Employee #22

$

70,328 $

420 $

4,360 $

1,020 $

246 $

5,626

$

4,200 $

244 $

86,445

Employee #23

$

56,578 $

420 $

3,508 $

820 $

198 $

4,526

$

8,121 $

74,171

Employee #24

$

56,576 $

420 $

3,508 $

820 $

198 $

4,526

4,200 $

189 $

70,438

Employee #25

$

74,611 $

420 $

4,626 $

1,082 $

261 $

5,969

$ 13,083 $

100,052

Employee #26

$

61,824 $

420 $

3,833 $

896 $

216 $

4,946

$

Employee #27
Employee #28

$
$

133,314 $
79,154 $

420 $
420 $

8,265 $
4,908 $

1,933 $
1,148 $

467 $ 10,665
277 $ 6,332

Employee #29

$

70,328 $

420 $

4,360 $

1,020 $

246 $

5,626

64 $

86,265

Employee #30
Employee #31

$
$

67,957 $
69,995 $

420 $
420 $

4,213 $
4,340 $

985 $
1,015 $

238 $
245 $

5,437
5,600

$ 21,254 $
$ 7,302 $

100,504
88,917

Employee #32

$

69,995 $

420 $

4,340 $

1,015 $

245 $

5,600

$

8,121 $

Employee #33

$

52,083 $

420 $

3,229 $

755 $

182 $

4,167

$

8,105 $

68,942

Employee #34

$

79,154 $

420 $

4,908 $

1,148 $

277 $

6,332

$ 15,677 $

107,916

Employee #35

$

66,291 $

420 $

4,110 $

961 $

232 $

5,303

Employee #36

$

60,000 $

420 $

3,720 $

870 $

210 $

4,800

Employee #37
Employee #38
Employee #39
Employee #40
Employee #41
Employee #42
Employee #43
Employee #44

$
48,805
$
41,993
$
45,887
$
30,000
$
30,000
$
50,000
$
45,885
$
30,000
$ 2,617,898

$
420
$
420
$
420
$
420
$
420
$
420
$
420
$
420
$ 18,480

$ 3,026
$ 2,604
$ 2,845
$ 1,860
$ 1,860
$ 3,100
$ 2,845
$ 1,860
$ 162,310

$
708
$
609
$
665
$
435
$
435
$
725
$
665
$
435
$ 37,960

$
$
$
$
$
$
$
$
$

171
147
161
105
105
175
161
105
9,163

$ 3,904
$ 3,359
$ 3,671
$ 2,400
$ 2,400
$ 4,000
$ 3,671
$ 2,400
$ 221,766

$

$

$

$

$

7,302 $

79,438

$ 7,302 $
$ 12,644 $

162,366
104,883

4,200 $

5,400 $

89,735

64 $

82,782

$ 10,800 $

80,820

$ 21,254 $
78,288
$ 14,101 $
63,233
$ 4,200 $
64 $
57,913
$
35,220
$
35,220
$ 10,800 $
69,220
$ 7,244 $
60,890
$ 1,200
$
36,420
$ 66,600 $ 318,855 $ 3,453,030

1480 Broadway #2312
San Diego, California
92101

E : info@ thecbogroup.com
C: 619 –787 – 3305
P : 619 – 876 – 5264

www.thecbogroup.com

SGCA Budget Comparison
Projected Revenues

Original 6-16-21

Projected Final

2021-22

Preliminary

2021-22

2022-23

Projection Total Revenue

Shared Services Agreement
Misc. Revenue

$

3,728,038

$
$

3,646,649
2,155

$
$

4,510,811
-

Total Revenue

$

3,728,038

$

3,648,804

$

4,510,811

Total Revenues

$

3,728,038

$

3,648,804

$

4,510,811

$

2,046,323

$

2,166,868

$

2,684,498

$

2,046,323

$

2,166,868

$

2,684,498

$
$
$
$
$

156,544
359,001
14,700
40,926
142,002

$
$
$
$
$

155,914
318,410
21,785
8,500
62,102

$
$
$
$
$
$

200,269
318,855
18,480
9,163
221,766
17,640

$

713,173

$

566,711

$

768,532

$
$
$

105,000
32,500
20,000

$
$
$

135,000
1,000
600

$
$
$

132,550
21,500
12,000

$

157,500

$

136,600

$

166,050

$
$
$
$
$
$
$

20,000
19,460
10,000
18,000
223,385
385,000
18,519

$
$
$
$
$
$
$

20,000
10,000
27,000
11,000
204,015
466,901
39,176

$
$
$
$
$
$
$

21,000
30,000
28,350
13,050
251,250
473,650
40,400

$

694,364

$

778,092

$

857,700

$
$

25,400
25,400

$
$

25,400
25,400

3,673,671

$

4,502,180

(24,867) $

8,631

Projected Expenditures
Salaries

2900 - Salaries
Total, Non-Certificated Salaries
Employee Benefits & Taxes

3300 - Medicare/ Social Security
3400 - Health and Welfare Benefits
3500 - Unemployment Insurance
3600 - Workers Compensation
3900 - 403B
Total, Employee Benefits
Office Supplies & Equipment

4300 - Software & Office Expense
4400 - Non-Cap Computers & Equipment
4500 - Furniture
Total, Materials & Equipment
Services & Operating

5200 - Travel & Conferences
5300 - Vehicles & Fleet
5400 - General Liability Insurance
5500 - Utilities & Housekeeping Services
5600 - Facility Rent & Repairs
5800 - Professional & Consulting Services
5900 - Communications
Total, Services & Other Operating
Depreciation

6900 - Depreciation
Total, Capital Outlay

$
$

-

Total Expenditures

$

3,611,360

$

Fiscal Year Ending Fund Balance

$

116,678

$

DRAFT- Thursdays
Board Calendar 2022-2023
Month
July
August
September 8
October date TBD
November
December 8

Clarksville Calendar
●
●

No Meeting
No Meeting
Unaudited Actuals due 9/15
Dashboard Indicators due 11/1

●
●

Board Training
No meeting
st
1 Interim Report based on October financials:before 12/15
Approval of 21-22 Audit

2023
January 19

February
March 9

April
May 25

June 8

●
●
●
●

SARC due 2/1
Nov/December financials
Safety Plan due 3/1
Discuss form 700s
No Meeting

Auditor Selection due 3/31
2nd Interim Report/January financials due 3/15
School Calendars
Enrollment Projection
Open Enrollment Dates
Student Funding
Contracts
No Meeting
● Feb/March/April Financials—will be long meeting due to financials
● Board Calendar
● Parent Student Handbook
● Employee Handbook
● 990 due 5/15
● Public Hearing for Budget and LCAP at first Regular Scheduled Meeting
Additional Regular Scheduled Meeting for:
● LCFF BOP
● Supplement to the Annual Update to the 2021-22 LCAP
● Plan Summary
● Adopted Budget
● Local Indicators
●
●
●
●
●
●
●

